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yvela ufleba daculia. am wignis arc erTi nawili (iqneba es teqsti, foto, 

ilustracia Tu sxva) aranairi formiT da saSualebiT (iqneba es eleqtronuli Tu 

meqanikuri), ar SeiZleba gamoyenebul iqnas gamomcemlis werilobiTi nebarTvis 

gareSe. 
 

saavtoro uflebebis darRveva isjeba kanoniT. 

 



S e s a v a l i  

Cveni qveynis dRevandeli ganviTarebis pirobebidan gamomdinare ar 

arsebobs arc erTi struqtura, sadac ar gamoiyeneba kompiuteruli 

saofise programebi, rac ufro aucilebels xdis mis codnas. wlebTan 

erTad icvleba moTxovnebi da aucilebloba kompiteruli teqnikis, 

ZiriTadad ki misi standartuli Tu ara standartuli programebis 

codnisa. 

TiTqmis yvela administraciul samsaxurSi, mimdinareobs 

aRricxvianoba, dokumentebis, inventaris, teqnikis Tu sxv. yoveli 

aRricxva moiTxovs Sesabamis codnas da kvalifikacias. umetesoba Cvens 

qveyanaSi arsebuli samsaxurebisa, aRricxvianobisa da saqmis warmoebisas 

iyenebs MS Office-is programul pakets kerZod, MS Word-s da MS Excel-

s, rac imis maniSnebelia, rom Cvens dRevandelobaSi maTi gamoyenebis 

xvedriTi wili sakmaod didia. 

naSromSi ZiriTadad aRwerilia funqciebi MS Office-is paketis MS 

Word-is da MS Excel-is programebidan, romlebsac sistematiurad iyenebs 

momxmarebeli. wignSi ganxilulia 11 sxvadsxva saxis magaliTi, romlebic 

gaTvaliswinebulia im kategoriis momxmarebelze, visac saqme aqvT 

ZiriTadad oficialuri werilebis momzadebasa da aRricxvianobasTan. 

wignSi moyvanili, Sedgenili damoukidebeli samuSaoebi, momxmarebels 

xels Seuwyobs mocemuli masalis ukeT aTvisebaSi. 

naSromi gankuTvnilia bakalavriatis studentebisaTvis, 

magistrantebisaTvis da yvela im samsaxurisaTvis vinc msgavs saqmianobas 

eweva. misi gamoyeneba SeiZleba, umaRles saswavleblebsa da kolejebSi, 

rogorc damxmare saxelmZRvanelod aseve damatebiT literaturad 

informatikisa da kompiuteruli teqnologiebis safuZvlebSi, Teoriul, 

praqtikul da laboratoriul samuSaoebSi da individualur 

swavlebebSi. is faqtiurad mravalprofiliania da gamosadegia nebismieri 

momxmareblisaTvis, visac surs Seiswavlos MS Word-i da MS Excel-i, 

rogorc zogadi, aseve aRricxvianobis kuTxiT. 



wignSi gamoyenebuli terminebis, Mause-is procedurebis 

ganmartebebi 

 

Click – “mausis” marcxena RilakiT erTjer “dawkapuneba”. 

Double Click – “mausis” marcxena RilakiT ormagi “dawkapuneba”. 

Click [R] – “mausis” marjvena RilakiT erTjer dawkapuneba 

(konteqsturi, anu Pop-Up menius gamoZaxeba) 

Drag – “mausis” kursoris obieqtze marcxena RilakiT (Click), daWeril 

mdgomareobaSi SenarCuneba da “mausis” mTlianad moZraoba (obieqtis 

gadaTreva; obieqtis, obieqtebis erT CarCoSi moTavseba, erTad moniSvna) 
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teqsturi redaqtori 

MS WORD’2003 
 

Microsoft Word aplikacia warmoadgens sxvadasxva saxis 

dokumentebis momzadebis programas, romelic Seqmnilia firma 

MicroSOFT-is mier da Sedis Microsoft Office-is paketis SemadgenlobaSi. 

paketis SemadgenlobaSi aseve Sedis Microsoft Excel – eleqtronuli 

cxrilebis momzadebis, aRricxvis da monacemTa avtomaturi damuSavebis 

programa, romelsac ganvixilavT da SeviswavliT Semdeg TavSi. 

Microsoft Word aplikaciis gaSveba xorcieldeba Windows-is garemoSi 

arsebuli yvela standartuli gziT – Mouse-is saSualebiT, Word-is 

ikonaze orjer daWeriT an Start menius qvemeniudan Programs-> Microsoft 

Word 2003 (Programs - Microsoft Office - Microsoft Office Word 2003). xolo 

Start-Run brZanebis dialoguri fanjris gamoyenebisas Word-is gaSveba 

xorcieldeba winword.exe gamSvebi failis miTiTebiT. Seqmnili faili 

inaxeba - .doc gafarToebuli saxeliT. 

MicroSOFT-i momxmarebels daaxloebiT yovel weliwad naxevarSi 

sTavazobs Microsoft Office –is axal modificirebul versiebs, Tumca aqve 

unda aRiniSnos, rom programebTan muSaobis ZiriTadi teqnologiebi 

faqtiurad ucvlelia. axal versiebSi cvlilebebi ZiriTadad 

gamoxatulia axal-axali funqcionaluri SesaZleblobebis damatebasa da 

samomxmareblo interfeisis srulyofaSi. 

 

 

I. fanjris struqtura 

 

MS Word – Tan muSaoba xorcieldeba erT an ramdenime fanjaraSi, 

rac gamoixateba ramodenime fanjris erTdroulad gaxsnaSi. MS Word – 
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is standartuli fanjara, romelic failis saxiT Senaxvamde zogadad 

iwodeba Document1, Seicavs rig damatebiT elementebs: 

1. piqtografiuli meniu. programasTan muSaoba xorcieldeba 

brZanebaTa saSualebiT, romelTa sruli nusxa meniuTa striqonSia 

ganTavsebuli, maTi moxmarebis gaadvilebis mizniT zogierTi maTgani 

piqtografiul meniuSia gamotanili, maT Sesasruleblad sakmarisia 

Mouse -is kursoris meSveobiT maTze Click proceduris ganxorcieleba 

(“dawkapuneba”). piqtografiuli meniu, romelic MS Word–s 16 sxvadasxva 

saxis gaaCnia SeuZlia momxmarebelma survilisamebr fanjris cariel 

panelze erT-erTi meTodiT Pop-Up menius saSualebiT, romelsac 

viZaxebT Mouse-is marjvena Rilakis saSualebiT, gamosuli 

CamonaTvalidan  CarTos an gamorTos. 

 

 

 

 

 

 

 

piqtografiu

li meniu 

meniuTa 
striqoni 

dokumnetis 
furceli 

statusis 

striqoni 

navigatori dokumentis 

xedis 

Semcvleli 

saxazavi 
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 2. statusis striqoni. warmoadgens fanjris qveda striqons, 

romelSic moTavsebulia informacia mimdinare dokumentis Sesaxeb. 

3. dokumentis ganlagebis ikonebi. moTavsebulia marcxena qveda 

kuTxeSi da maTi saSualebiT SesaZlebelia xedis Secvla. 

4. navigatori. saSualebas iZleva ganxorcieldes dokumentis 

sxvadasxva adgilebze swrafi gadasvla. amasTan es gadaadgileba SeiZleba 

moxdes furclebis, cxrilebis, calkeuli saTaurebis, formulebis, 

suraTebisa Tu sxva elementebis mixedviT. navigatoris gamoZaxebis 

Semdeg (procedura Click), Cndeba elementebis cxrili, sadac unda 

SeirCes is elementi, romlis mixedviTac ganxorcieldeba Zebna. 

5. vertikaluri da horizontaluri saxazavebi. gamoiyeneba 

dokumentis Semadgeneli nawilebis (cxrili, suraTi, teqsti da a.S.) 

zomebisa da adgilmdebareobis gansazRvrisaTvis. Skalaze erTi danayofis 

fasia 0.25. saxazavis CarTva-gamorTva xorcieldeba procedura – meniu 

View => Ruler (Click) 

6. meniuTa striqoni. menius gaxsnisas Tavdapirvelad Cndeba 

arasruli CamonaTvali. sruli siis gamoyvanisaTvis CamoSlili fanjris 

qvemoT arsebul or patara isarze Mause-is dawkapunebiT miviRebT srul 

CamonaTvals.  

 

II. dokumentTan urTierTobis saSualebebi 

 

piqtografiuli meniu Standard: 
 

- axali furclis gamoZaxeba 

- dokumentis wakiTxva failidan 

- dokumentis Senaxva failSi 

- dokumentis dabeWdva printerze 

- dasabeWdi dokumentis winaswar daTvaliereba 
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- teqstis orTografiuli Semowmeba 

- teqstSi sakvanZo sityvis Zieba 

- moniSnuli informaciis amoWra 

- moniSnuli informaciis kopireba 

- amoWrili an kopirebuli informaciis Casma 

- teqstis formatis kopireba 

- wina moqmedebaze dabruneba 

- momdevno Sesrulebul moqmedebaze gadasvla 

- hiperteqstis momzadeba 

- piqtogr.menius Tables and Borders-is CarTva/gamorTva 

- dokumentSi cxrilis moTavseba 

- dokumentSi MS Excel-is cxrilis moTavseba 

- teqstis svetebad dayofa 

- piqtografiuli meniu, Drawing-is CarTva/gamorTva 

- dokumentis tipologiis Cveneba 

- striqonis daboloebis indikatoris CarTva/gamorTva 

- ekranze dokumentis maStabireba 

- damxmare informaciis (Help) gamoZaxeba  

 

 

 

ZiriTadi procedurebi 

 

1. furclis tipis SerCeva 

meniu File => Page Setup => Paper Size => velis Paper Size moniSvna 

(Click) => CamonaTvalidan furclis tipis moniSvna => OK 
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2. dokumentis, gverdis parametrebis (sazRvris) SerCeva 

meniu File => Page Setup => Margins => zomebis miTiTeba => OK 

 
 

furclis 

tipi 

dokumentis 

sazRvrebi 

furcelze 
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3. dokumentis wakiTxva failidan 

 Click => folderis SerCeva => failis tipis miTiTeba => 

CamonaTvalSi failis moniSvna => Open 

 

 

4. dokumentis Senaxva axal failSi 

 meniu File => Save As => folderis SerCeva => failis tipis 

miTiTeba => failis saxelis Seyvana => Save 

 

standartuli 

folderebi 

failebis 

CamonaTvali 

failis tipi 

standartuli 

folderebi 

failis 
saxeli failis tipi 
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5. dokumentis Senaxva mimdinare failSi 

 <Ctrl> + <S> 

6. dokumentis daTvaliereba topologiis mixedviT 

 Click => marcxniv CamonaTvalSi Temis moniSvna (Click) 

7. aTvlis sistemis SerCeva 

meniu Tools => Options => General => Measurement Units => sazomi 

erTeulis SerCeva (Click) => OK 

 

8. furclis Camateba 

meniu Insert => Break => Page break => miTiTeba => OK 

 

aTvlis 

sistema 

furclis 

Camateba 
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9. gverdebis nomeracia 

meniu Insert => Page Nunbers => Position => striqonis moniSvna 

(Click) => OK 

 
10. dokumentis beWdva winaswari daTvalierebiT 

 Click => gverdis dayeneba   Click => gverdebis daTvaliereba 

=>  Click 
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III. teqstis akrefa-redaqtireba da gaformeba 

 
 MS Word-Si teqstis akrefisas striqonebis gadatana da 

informaciisaTvis saWiro raodenobis furclebis Seqmna xorcieldeba 

avtomaturad. 

 teqstis gaformebisas ZiriTadad gamoiyeneba piqtografiuli meniu 

Formatting. mis gamoyenebamde aucilebelia teqstis an saWiro fragmentis 

moniSvna. teqstis an misi fragmentis moniSvna dokumentSi sami xerxiTaa 

SesaZlebeli: 

• furclis areebidan procedura Click an Drag – moiniSneba mTliani 

striqoni. 

• teqstze procedura Drag-iT moiniSneba calkeuli fragmenti an 

simboloebi striqonSi. 

• <Ctrl> + <A> - moiniSneba mTliani dokumenti (yvela gverdi). 

moniSvnis moxsna xorcieldeba Click proceduriT dokumentis 

nebismier adgilze. 

 

piqtografiuli meniu Formatting 

 - teqstis gaformebis stilis SerCeva 

 - Sriftis SerCeva 

- Sriftis zomis SerCeva 

 - Sriftis “msxvili” stili (Bold) 

 - Sriftis “dawvenili” stili (Italic) 

 - Sriftis “xazgasmuli” stili (Underline) 

 - teqstis gasworeba furclis marcxena areze 

 - teqstis gasworeba proporciulad furclis SuaSi 

 - teqstis gasworeba marjvena areze 
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 - teqstis gasworeba marcxena da marjvena areebze 

 - striqonTa Soris intervali 

 - striqonebis nomeracia 

 - striqonebis gamoyofa 

 - abzacis gadaadgileba marcxniv 

 - abzacis gadaadgileba marjvniv 

 - cxrilis gverdebis gaformeba 

 - teqstis feriT gamoyofa 

 - teqsturi simboloebis feris Secvla 

 

 

ZiriTadi procedurebi 

 

1. svetebad dayofa 

teqstis moniSvna => meniu Format => Columns => striqonSi Number 

of Columns svetebis raodenobis miTiTeba => OK 

 
 

svetebis 

raodenoba 
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2. striqonebs Soris intervalis gansazRvra 

teqstis moniSvna => Pop Up menius gamoZaxeba => Click[R] => 

Paragraph => Indents and Spacing => striqonSi Line spacing intervalis 

miTiTeba => => OK 

 
3. abzacis daformateba 

abzacis moniSvna => Pop Up menius gamoZaxeba => Click[R] => 

Paragraph => Indents and Spacing => striqonSi Special stilis miTiTeba => 

By daSorebis gansazRvra => OK 

 

intervalis 

miTiTeba 

abzacis 

stili 

daSorebis 

gansazRvra 
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4. abzacis gamoyofa teqstSi 

abzacis moniSvna => 

Pop Up menius gamoZaxeba 

=> Click[R] => Paragraph 

=> Indents and Spacing => 

striqonSi Before zemodan 

daSorebis miTiTeba => 

striqonSi After qvemodan 

daSorebis gansazRvra => 

OK 

 

 

 

 

5. abzacis sazRvrebis Secvla 

abzacis moniSvna => 

Pop Up menius gamoZaxeba 

=> Click[R] => Paragraph 

=> Indents and Spacing => 

striqonSi Left marcxena 

sazRvris SerCeva => 

striqonSi Right marjvena 

sazRvris SerCeva => OK 

 

 

 

 

 

 

 

 

daSorebebi 

daSorebebi 
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6. moniSnuli teqstis Casma CarCoSi 

abzacis moniSvna 

=> Format => 
Borders and Shading 
=> CarCos tipis 

SerCeva => Apply to 
striqonis moniSvna 

(Click) => text  
miTiTeba (Click) =>  
OK 

 
 
 

 

 

 

 

7. indeqsisa da xarisxis maCveneblis gaformeba 

 xarisxis maCvenebeli: 

xarisxis maCvenebeli 

ricxvis moniSvna => 

Format => Font => Font  

=> Superscript miTiTeba 

=> OK 

 indeqsis maCvenebeli: 

indeqsis maCvenebeli 

ricxvis moniSvna => 

Format => Font => Font  

=> Subscript miTiTeba 

=> OK 

 

 

CarCos 

tipebi 

xarisxis  

indeqsi 
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IV. cxrilebis ageba 
 

cxrilebis Seqmnisa da redaqtirebisaTvis gamoiyeneba 

piqtografiuli meniu Tables and Borders. 

 

piqtografiuli meniu Tables and Borders 

 - cxrilebis Tavisufali xazva 

 - cxrilis saSleli, CarCos xazebis waSla – procedura Drag 

 - CarCos xazis tipis gansazRvra 

 - CarCos xazis sisqis gansazRvra 

 - CarCos xazis feris gansazRvra 

 - ujris gverdebis gaformeba 

 

 

 

 

 

 

 

 

 - ujrebis Seferadeba 

 - cxrilis Casmis piqtograma 

 - axali cxrilis Casma 

 - axali svetis Casma kursoris marcxniv 

 - axali svetis Casma kursoris marjvniv 

 - axali striqonis Casma kursoris zeviT 

 - axali striqonis Casma kursoris qveviT 

yvela ujris 

SemosazRvra 

oTxive sazRvris 

SemosazRvra 

ujris Sida gverdebis 
SemosazRvra 

SemosazRvris 
moxsna 

SemosazRvra 

zemodan 

SemosazRvra 

marcxnidan 
yvela striqonis 

SemosazRvra 

ujraSi horizontaluri 
xazebis gavleba 

diagonaluri 

xazebis gavleba 

yvela svetis 

SemosazRvra 

SemosazRvra 
marjvnidan 

SemosazRvra 
qvemodan 
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 - axali ujris Casma 

 - cxrilis zomebis avtomaturi SerCeva ujrebSi moTavsebuli 

informaciis Sesabamisad 

 - cxrilis zomebis avtomaturi SerCeva dokumentis 

sazRvrebis Sesabamisad 

 - fiqsirebuli svetiani sigane 

 - ujrebis gaerTianeba 

 - ujrebis dayofa svetebad da striqonebad 

 - ujraSi arsebuli informaciis ganlagebis SerCeva 

 - ujrebis gaTanabreba simaRleSi 

 - ujrebis gaTanabreba siganeSi 

 - cxrilis avtomaturi formatireba 

 - ujraSi arsebuli informaciis ganlagebis mimarTulebis SerCeva 

 - daxarisxeba zrdadi mimarTulebiT 

 - daxarisxeba klebadi mimarTulebiT 

 - ujraSi moTavsebuli ricxvebis ajamva 

 

moniSvnebi 

 

 ujris mTliani moniSvna: 

Click ujris SigniT, rodesac mouse-s mimTiTebels moniSvnis velSi 

aqvs marjvniv mimarTuli Savi isris forma. 

 

 

 
 

ujris moniSvnis 

veli 
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 ujris SigniT moTavsebuli informaciis moniSvna 

Drag procedura ujris SigniT. 

 mTliani striqonis moniSvna: 

Click procedura mosaniSni striqonis gverdiT xazTan axlos. 

 

 mTliani svetis moniSvna: 

Click procedura mosaniSni svetis gare sazRvris Tavze, rodesac 

mouse-s mimTiTebels aqvs qvemoT mimarTuli Savi isris forma. 

 

 

 

 

 

ZiriTadi procedurebi 

 

 

1. cxrilis namzadis Seqmna 

kursoris moTavseba dokumentSi Sesabamis adgilze => 

piqtografiuli meniu Standard-Si  piqtogramaze (Click) => svetebis 

da striqonebis raodenobis gansazRvra (Drag) 

 

mosaniSni 

striqoni 

mosaniSni sveti 

svetebisa da 

striqonebis 

raodenoba 
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 2. svetis waSla cxrilidan 

svetis moniSvna => moniSnulidan Pop-Up menius gamoZaxeba => 

Delete Columns 

3. striqonis waSla cxrilidan 

svetis moniSvna => moniSnulidan Pop-Up menius gamoZaxeba => 

Delete Rows 

4. striqonis waSla cxrilidan 

mTliani cxrilis moniSvna => moniSnulidan Pop-Up menius 

gamoZaxeba => Cut 

5. striqonis simaRlis Secvla 

SesaZlebelia ganxorcieldes ori gziT: miaxloebiTi da zusti. 

 striqonis SemomsazRvrel qveda gverdiT xazTan Sexeba da Drag 

proceduriT striqonis simaRlis cvlileba 

striqonis simaRlis kontroli xdeba vertikalur saxazavze. 

 

 striqonis moniSvna => moniSnulidan Pop-Up menius gamoZaxeba => 

Table Properties => Row => striqonSi Specify height mniSvnelobis 

miTiTeba => => OK 

 

niSnuli 

striqonis 

simaRle 
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 6. svetis siganis Secvla 

 Sesazlebelia ganxorcieldes ori gziT: miaxloebiTi da zusti. 

 svetis SemomsazRvrel erT-erT xazTan Sexeba da Drag proceduriT 

striqonis simaRlis cvlileba 

svetis siganis kontroli SesaZlebelia horizontalur saxazavze. 

 

 

 svetis moniSvna => moniSnulidan Pop-Up menius gamoZaxeba => 

Table Properties => Column => striqonSi Preferred width 

mniSvnelobis miTiTeba => OK 

 
 

7. cxrilis zomebis Secvla 

Mouse-is mimTiTeblis saSualebiT cxrilis maStabirebis wertilebis 

Drag proceduriT gadaadgileba 

  

niSnuli 

svetis 

sigane 

maStabirebis 

wertili 
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 8. cxrilis gadaadgileba dokumentSi 

 Mouse-is mimTiTeblis saSualebiT cxrilis marcxena zeda kuTxeSi 

navigatoris formis maCveneblis Drag proceduriT gadaadgileba 

 

 9. dokumentSi cxrilis ganlagebis SerCeva 

 cxrilze nebismieri adgilidan Pop-Up menius gamoZaxeba => Table 

Properties => Table => velSi Alignment ganlagebis SerCeva (Click) => 

OK 

 

 10. ujrebs Soris daSorebis gansazRvra 

 cxrilze nebismieri adgilidan Pop-Up menius gamoZaxeba => Table 

Properties => Table => Options => Allow Spacing between cells velis 

moniSvna (Click) => Sesabamis striqonSi mniSvnelobis miTiTeba => OK 

=> OK 

gadaadgilebis 

maCvenebeli 

ganlagebis 

variantebi 
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 11. ujraSi teqstis sazRvrebis gansazRvra 

 ujris moniSvna => moniSnulidan Pop-Up menius gamoZaxeba => 

Table Properties => Cell => Options => velidan Same as the whole table 

moniSvnis moxsna => striqonebSi Top, Bottom, Left da Right Sesabamisi 

mniSvnelobebis miTiTeba => OK => OK 

 

 

 

12. ujris SigniT moTavsebuli informaciis vertikalurad 

gadaadgileba 

ujris moniSvna => meniu Format => Font => Character Spacing => 

Position menius gaxsna (Click) => Lowered miTiTeba => velSi By zomis 

miTiTeba kegelebSi => => OK 

mniSvneloba 

moniSvnis 

moxsna 
sazRvrebi 
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13. mTliani cxrilis avtomaturi formatireba 

nebismier ujraze Click => piqtogramaze Click => => cxrilis 

tipis SerCeva => OK 

14. cxrilSi gamoTvlebis Catareba 

cxrilSi gamoTvlebis Catareba xorcieldeba svetis an striqonis  

elementebze Cvens mier frCxilebSi moTavsebuli argumentidan 

gamomdinare (argumenti Above – svetis elementebis gamoTvla, Left – 

striqonis elementebis gamoTvla. mag. =SUM(Above))  

 

mniSvneloba 

funqciis 

arCeva 

argumentis 

gansazRvra 

jamis warmodgenis 

formatis SerCeva 
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 Mause-iT (Click) kursors vayenebT cxrilis im ujraSi romelSic 

gvsurs elementTa jamis miReba => meniu Table => Formula => 

velSi Formula avtomaturad aisaxeba (=SUM(ABOVE)) => ABOVE 

argumentis sasurveli argumentiT Secvla =>  OK 

 

 

 

14.1 cxrilSi cvlilebebis Setanis Sedegad, jamis velis Sedegis 

ganaxleba 

Mause-iT (Click) kursors vayenebT elementTa jamis velSi miRebuli 

mniSvnelobis win => Rilaki <F9>. 

 

 

 

14.2 cxrilis ujraSi maTematikuri operaciebis gamoyeneba 

Mause-iT (Click) kursors vayenebT cxrilis im ujraSi romelSic 

gvsurs elementTa jamis miReba => meniu Table => Formula => velSi 

Formula avtomaturad asaxuli Canaweri wavSaloT (=) niSnamde da 

avkrifoT formula (mag: (20+20)*5/10) =>  OK 

 

 

jamis misaRebi 

veli 

cvlilebebi 

ABOVE 
argumentis 

gamoyenebiT 

miRebuli jami 

Rilaki <F9>, 
ganaxlebuli 

Sedegi 
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15. teqstis cxrilad gardaqmna 

 teqsti ikrifeba striqonebis saxiT cxrilis calkeuli 

ujrebisaTvis. 

 ujraTa Semcvelobebi erTmaneTisagan gamoiyofa <Tab> Rilaki. 

 axali striqonis asakrefad gadasvlisaTvis gamoiyeneba <Enter> 

Rilaki. 

 cxrilSi mosaTavsebeli teqsti gamoiyofa fragmentis saxiT => 

Table => Convert => Text to Table => Number of columns (svetebis 

raodenoba) => OK 

 

 

 

 

damoukidebeli samuSao 1-1 

davaleba: qvemoT moyvanili Sesrulebis meTodikiT SevadginoT A4 

formatis furcelze suraTze mocemuli cxrili Sesabamisi zomebis, 

masSi moyvanili ricxvebis gaangariSebisa da gaformebis stilis dacviT 

da amovbeWdoT printerze. 

svetebis 

raodenobis 

ganmsazRvreli cxrilis svetis 

siganis 

avtomaturi 

ganmsazRvreli 

cxrilis 

formisa da 

stilis SerCeva 
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davalebis Sesrulebis meTodika: 

1. gavxsnaT teqsturi redaqtoriMMS Word-i. 

2. davayenoT aTvlis sistema santimetrebSi. amisaTvis gavxsnaT meniu 

Tools, movniSnoT brZaneba Options. gaxsnil dialogur fanjaraSi 

movniSnoT General da Measurment Units striqonSi CamonaTvalSi 

mivuTiToT Centimeters da Semdeg OK. 

3. gavxsnaT meniu File da movniSnoT brZaneba Page Setup => Paper => 

Paper Size => SevirCioT furclis tipi A4 210X297mm. 

4. igive fanjaraSi movniSnoT Margins SvirCioT dokumentis sazRvrebi: 

Top – 2.5cm, Bottom – 2.5cm, Left – 2.0 cm, Right – 2.0cm da 

ganyofilebaSi Orientation => Landscape Semdeg OK. 

5. SevirCioT fonti LitMtavrPS, kegeli 14, stili Underline da 

avkrifoT saTauri. romauli erTianis Casawerad viyenebT Rilakebis 

kombinacias <Shift>+<I>. davaWiroT 2-jer <Enter>-s. gamovrToT 

Underline stili. 

6. movniSnoT  piqtograma da mivuTiToT (Drag) svetebisa da 

striqonebis raodenoba: 7 da 8. 

7. ekranze maStabirebis piqtogramidan SevirCioT maStabi “Page Width”. 

8. SevirCioT striqonis zomebi. pirveli striqonis niSnuli 

vertikalur saxazavze, Drag proceduriT davayenoT 2cm-ze. 

9. analogiurad meore, mesame da meoTxe niSnulebi davayenoT: 3cm, 5cm, 

7cm-ze. 

10.  movniSnoT mexuTe striqoni mTlianad. meniu Table => Table 

Properties => Row => velSi Specify height mivuTiToT 2cm => OK. 

11. meeqvse striqonis I ujraSi CavayenoT kursori da gamoviZaxoT Pop-

Up meniu => Table Properties => Row => gavaaqtiuroT veli Specify 

Height da mivuTiToT 2cm. 
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12.  dialoguri fanjris Table Properties dauxuravad ganvsazRvroT 

meSvide striqonis simaRle (Click) Next Row => gavaaqtiuroT veli 

Specify height da mivuTiToT 2cm da OK. 

13.  me-10-e punqtis analogiurad SevasruloT moqmedeba merve 

striqonisTvisac, mivuTiToT 1cm da OK. 

14.  pirveli svetis niSnuli horizontalur saxazavze, Drag 

proceduriT davayenoT 1cm-ze. 

15.  analogiurad davayenoT meore da mesame svetis niSnulebi 7cm, 

14cm. 

16.  meoTxe svetis nebismieri ujridan gamoviZaxoT Pop-Up meniu => 

Table Properties => Column => gavaaqtiuroT veli Preferred width da 

mivuTiToT 3cm => OK. 

17.  movniSnoT mexuTe sveti da gamoviZaxoT Pop-Up meniu => Table 

Properties => Column=> gavaaqtiuroT veli Preferred width da 

mivuTiToT 3cm. 

18.  gaxsnili dialoguri fanjris Table Properties dauxuravad (Click) 

Next Column (Semdeg 6 svetze gadasvla) da velSi Preferred width 

mivuTiToT 3cm => OK. 

19.  davayenoT kursori meSvide svetis zeda ujraSi, gavxsnaT meniu 

Table => Table Properties => veli Preferred width, 2.5cm => OK. 

20. movniSnoT pirveli svetis, pirveli da meore ujra (Drag) 

proceduriT. 

21.  gavxsnaT meniu Table da mivuTiToT brZaneba Merge Cells. 

22. analogiurad gavaerTianoT meore, mesame da meSvide svetebis 

pirveli da meore ujrebi. 

23.  movniSnoT meoTxe, mexuTe da meeqvse svetis pirveli ujrebi, 

moniSnulidan gamoviZaxoT Pop-Up meniu da mivuTiToT brZaneba 

Merge Cells.  
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24. movniSnoT merve striqonis pirveli ujridan meeqvses CaTvliT, 

gamoviZaxoT Pop-Up meniu da mivuTiToT brZaneba Merge Cells. 

amrigad miviRebT cxrilis dasrulebul namzads. 

25.  SevinaxoT dokumenti failSi. gavxsnaT meniu File da movniSnoT 

brZaneba Save As. 

26. Sesabamis dialogis fanjaraSi, folderebis gadamrTvelidan 

SevirCioT CvenTvis sasurveli folderi da Semdeg striqonSi File 

name mivuTiToT failis saxeli da davaWiroT Rilaks Save. 

27.  Drag proceduriT movniSnoT cxrili pirveli svetis meore 

ujridan meeqvse striqonis meeqvse ujris CaTvliT. SevirCioT fonti 

LitNusx zomiT 14 kegeli. 

28.  movniSnoT merve striqoni mTlianad da SevirCioT fonti 

LitMtavrPS zomiT 16 kegeli, stili Bold. 

29. CavsvaT kursori meSvide svetis pirvel ujraSi (gaerTianebuli 

ujra) da SevirCioT fonti LitMtavrPS zomiT 16 kegeli, stili 

Bold. 

30.  movniSnoT pirveli, meore da mesame svetis pirveli ujra 

(gaerTianebuli ujrebi) da SevirCioT fonti LitNusx zomiT 18 

kegeli, stili Bold. 

31.  movniSnoT (Drag) meoTxe, mexuTe da meeqvse svetis meore ujrebi 

da SevirCioT fonti LitNusx zomiT 16 kegeli, stili Bold. 

32.  29-e punqtis analogiurad gavaformoT meoTxe, mexuTe da meeqvse 

svetis gaerTianebuli pirveli ujrebi. 

33.  movniSnoT mTliani cxrili SevirCioT xazis sisqe 2 1/4 pt da 

mivuTiToT yvela gverdis SemosazRvra. 

 

 xazis sisqe gverdebis SemosazRvra 
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34.  davsvaT kursori (Click) pirveli svetis pirvel ujraSi da 

SevavsoT cxrilis yvela ujra Sesabamisi informaciiT, meSvide 

svetis meore, mesame, meoTxe, mexuTe, meeqvse da meSvide ujrebis 

garda. (akrefis dros nu SeecdebiT teqstis gaformebas mocemuli 

saxiT) 

35.  cxrilis SevsebiT Cven miviRebT mza dokuments teqstis gaformebis 

gareSe. SevinaxoT dokumenti failSi: <Ctrl>+<S>. 

36.  davsvaT kursori saTauris win da  piqtogramaze Click-iT 

movaxdinoT informaciis centrireba. 

37.  CavsvaT kursori meoTxe, mexuTe da meeqvse svetis gaerTianebuli 

pirveli ujrebis informaciis win (I kvartalSi gacemuli xelfasi) 

da  piqtogramaze Click-iT movaxdinoT informaciis centrireba.  

38.  CavsvaT kursori merve striqonSi Cawerili informaciis win da  

piqtogramaze Click-iT movaxdinoT informaciis marjvniv sworeba. 

39. movniSnoT meore da mesame svetis meore, mesame, meoTxe, mexuTe, 

meeqvse ujrebi da  piqtogramaze Click-iT movaxdinoT informaciis 

marcxniv sworeba. 

40. movniSnoT pirveli svetis bolo ujris garda yvela ujra da 

informaciis ujraSi ganlagebis  piqtogramis sarCevidan 

SevirCioT informaciis ujraSi centrireba. 

 

 

41.  movniSnoT meSvide sveti mTlianad da 40 punqtis analogiurad 

movaxdinoT informaciis ujraSi centrireba. 

42. movniSnoT meoTxe, mexuTe, meeqvse svetis meore ujridan meSvide 

ujris CaTvliT, moniSnulidan gamoviZaxoT Pop-Up meniu => Cell 

ujraSi informaciis 

vertikaluri da 

horizontaluri centrireba 
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Alignment => ujraSi informaciis vertikaluri da 

horizontaluri centrireba. 

43.  movniSnoT meore da mesame svetis pirveli (gaerTianebuli) 

ujrebi da 42-e punqtis analogiurad movaxdinoT informaciis 

ujrebSi centrireba. 

44. movniSnoT meore da mesame svetSi meoredan meeqvse ujris 

CaTvliT da informaciis ujraSi ganlagebis  piqtogramis 

sarCevidan SevirCioT ujraSi informaciis marcxena centrze 

centrireba. 

 

45.  movniSnoT bolo striqonis pirveli (gaerTianebuli) ujra da 

moniSnulidan gamoviZaxoT Pop-Up meniu => Cell Alignment => 

ujraSi informaciis marjvena centrze centrireba. 

46. SevinaxoT mza dokumenti failSi: <Ctrl>+<S>. 

47.  CavsvaT kursori meSvide svetis meore (cariel) ujraSi, gavxsnaT 

meniu Table => Formula => redaqtirebad velSi – Formula 

argumenti ABOVE SevcvaloT argumentiT Left da OK. amrigad Cven 

miviRebT profesorze I kvartalSi gacemuli xelfasis jams. 

48. 47-e punqtis analogiurad davaprogramoT meSvide svetis mesame, 

meoTxe da mexuTe ujrebi. 

49. davakopiroT nebismieri Cvens mier daprogramebuli ujra (mag: 

mesame), amisaTvis movniSnoT masSi arsebuli mniSvneloba, 

informacia => <Ctrl>+<C>. 

50.  CavsvaT kursori meSvide svetis bolodan meore, cariel ujraSi 

da davaWiroT <Ctrl>+<V>. 

informaciis marcxena 

centrze centrireba 

informaciis marjvena 

centrze centrireba 
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51.  arsebuli ujrisaTvis kopirebuli mniSvelobis ganaxlebisaTvis da 

Sesabamisi jamis miRebisaTvis CavsvaT kursori ujraSi 

mniSvnelobis win, gamoviZaxoT Pop-Up meniu da mivuTiToT brZaneba 

Update Field. amrigad Cven miviReT ganaxlebuli jamis mniSvneloba 

mimdinare striqonis saxelfaso danaricxebis mniSvnelobaTa 

Sesabamisad. 

52.  CavsvaT kursori meSvide svetis bolo cariel ujraSi, gavxsnaT 

meniu Table => Formula => redaqtirebad velSi – Formula 

mivuTiToT argumenti ABOVE (SesaZloa avtomaturadac gamoCndes 

da Secvla ar daWirdes) da OK. amrigad, miviRebT yvela saStato 

personalze saerTo gacemuli Tanxis jams. 

53.  movniSnoT meSvide svetis yvela ricxviTi mniSvnelobis mqone 

ujra, gamoviZaxoT Pop-Up meniu, mivuTiToT Table Properties => 

Table => Borders and Shading => Shading => velSi Fill fonis 

SerCevis palitraze mivuTiToT pirveli striqonis mexuTe ujra 

=> OK => OK. 

54.  SevinaxoT mza dokumenti failSi: <Ctrl>+<S>. 

55.  CavrToT printeri. CavdoT qaRaldi da davayenoT On-Line reJimi. 

56. movniSnoT  piqtograma, davaTvalieroT dokumenti da Click  

piqtogramaze. 

 

 

V. dakabadoneba 

 

 dakabadoneba iTvaliswinebs dokumentis miRebas sxvadasxva winaswar 

Seqmnili blokebis urTierTganlagebiT. 

 bloki – informaciis avtonomiuri nawilia, romlis ZiriTadi 

Tvisebebia: 
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 SesaZlebelia furclis nebismier adgilze moTavseba. 

 zomebis cvlileba. 

 erTimeoreze gadadeba. 

bloki SeiZleba Seicavdes sxvadasxva saxis informacias – 

grafikuls, teqsturs da sxv. erTsadaimave dokumentSi SeiZleba 

gamoyenebul iqnas rogorc Sida – dokumentSi momzadebuli bloki, 

aseve, sxva programaSic Seqmnili da importirebuli bloki. 

 

Sida blokebis gaformeba 

 

Sida blokebis Sesaqmnelad gamoiyeneba piqtografiuli meniu 

Drawing. meniu Seicavs or ZiriTad qvemenius Draw, romelSic 

moTavsebulia blokebis redaqtirebis brZanebebi da qvemeniu 

AutoShapes, sxvadasxva saxis standartuli grafikuli obieqtebis 

Seqmnis brZanebebiT. 

 

piqtografiuli meniu Drawing: 

 

  - qvemeniu Draw 

  - blokebis moniSvna 

  - blokebis Tavisufali Semobruneba  

 - qvemeniu standartuli blokebis Seqmna xorcieldeba 

meniudan Sesabamisi obieqtis amorCeviT (Click) da Semdgom, 

proceduriT Drag 

  - xazis gavleba (procedura Drag) 

  - isris Seqmna (procedura Drag) 

  - marTkuTxedis Seqmna (procedura Drag) 

  - elifsis an wris Seqmna (procedura Drag) 
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  - teqsturi blokis formireba 

  - teqstis mxvatruli gaformeba 

  - diagramis Casma 

  - standartuli emblemebis Casma dokumentSi 

  - suraTis Casma 

  - blokebis feris gansazRvra/Seferadeba 

  - xazis feris gansazRvra/Seferadeba 

  - teqstis feris gansazRvra/Seferadeba 

  - xazis tipis gansazRvra 

  - wyvetili xazis tipis gansazRvra 

  - isris tipis gansazRvra 

  - blokze Crdilis “dadeba” 

  - 3 ganzomilebiani blokebis formireba 

 

 

 qvemeniu  

 

1.  - moniSnuli blokebis gaerTianeba erT blokad 

2.  – blokis daSla ramdenime blokad 

3.  – blokebis aRdgena erT blokad 

4.  

  - moniSnuli blokis “dadeba” zemodan sxva 

blokze 

  - moniSnuli blokis moqceva yvela sxva blokis 

qvemoT 

  - moniSnuli blokis erTi doniT zeviT “dadeba” 

ramdenime zeddebul blokSi 
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  - moniSnuli blokis erTi doniT qvemodan 

“amodeba” ramdenime zeddebul blokSi 

  - moniSnuli blokis “dadeba” teqstze 

zemodan 

  - moniSnuli blokis “amodeba” teqstis 

qvemodan 

5.  - bijis gansazRvra, romlis mixedviTac ganxorcieldeba 

blokebis gadaadgileba dokumentSi 

6.  – moniSnuli blokis gadaadgileba erTi bijiT, arCeuli 

mimarTulebiT 

7.  - moniSnuli blokis ganlagebis SerCeva 

standartuli sqemebis mixedviT 

8.  - moniSnuli blokis Semobruneba 

  - Tavisufali Semobruneba 

  - 900 - iani kuTxiT Semobruneba saaTis isris 

sawinaaRmdego mimarTulebiT 

  - 900 - iani kuTxiT Semobruneba saaTis isris 

mimarTulebiT 

  - vertikaluri Semobruneba 1800 –iT 

  - horizontaluri Semobruneba 1800 –iT 

9.  - blokebis Cadgma teqstSi 

  - blokis teqstSi striqonze sworeba 

  - moniSnuli blokis garSemo teqstis marTkuTxa 

SemosazRvra 

  - moniSnuli blokis garSemo teqstiT SemosazRvra, 

marcxena da marjvena konturebis gaswvriv 

  - moniSnuli blokis “amodeba” teqstis qvemodan 
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  - moniSnuli blokis “dadeba” teqstze zemodan 

  - moniSnuli blokis Cadgma teqstSi, 

striqonebs Soris 

  - moniSnuli blokis, garSemo konturebis gaswvriv 

SemosazRvra teqstiT 

  - moniSnuli blokis, teqstTan mosazRvre 

konturis wertilebis redaqtireba. 

10.   - moniSnul blokSi konturis redaqtireba 

11.   - moniSnuli standartuli grafikuli obieqtebis 

Secvla 

12.   - moniSnuli standartuli grafikuli obieqtis 

stilis damaxsovreba Semdgomi gamoyenebisaTvis. 

Sida blokis erT-erT nairsaxeobas warmoadgens e.w. mxatvrulad 

gaformebuli teqsti – WordART, romlis Seqmnac SesaZlebelia Semdegi 

proceduriT: 

 piqtogramaze Click => gaformebis stilis SerCeva (Click) => OK 

=> dialogis fanjaraSi fontis, kegelis, stilis SerCeva => igive 

fanjaraSi teqstis akrefa => OK 

 

mxatvrulad gaformebuli teqstis blokis redaqtirebisaTvis 

gamoiyeneba piqtografiuli meniu WordART. 
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piqtografiuli meniu WordART: 

  - blokis Seqmna 

  - blokSi moTavsebuli teqstis redaqtireba 

  - mxatvruli gaformebis stilis Secvla 

  - blokis formatirebis fanjris gamoZaxeba 

  - blokSi, teqstis ganlagebis stilis SerCeva 

  - blokis Cadgma teqstur dokumentSi 

  - teqstis yvela simbolos mxedrul stilSi gamosaxva 

  - teqstis horizontaluri ganlagebidan vertikalurze 

gadasvla da piriqiT 

  - blokis SigniT teqstis formatireba 

  - simboloebs Soris daSorebis SerCeva 

 

 

dokumentis grafikuli elementebiT gaformeba 

 

qvemoT ganvixilavT grafikuli elementebis sam ZiriTad 

nairsaxeobas: Picture – suraTebi, Clip Art – standartuli grafikuli 

emblemebi da Object – sxvadasxva programaSi momzadebuli fragmentebi. 

1. Picture – suraTebis dokumentSi Cadgma xorcieldeba Semdegi 

proceduriT:  

meniu Insert => Picture => From File => dialogis fanjaraSi 

direqtoriis SerCeva => failis moniSvna (Click) => Insert 

dokumentSi Cadgmuli suraTis redaqtireba SesaZlebelia 

piqtografiuli meniudan Picture. 

piqtografiuli meniu Picture  

  - suraTis Cadgma dokumentSi 

  - suraTis Tvisebebis Secvla 
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 Automatic – suraTis Tavdapirveli saxis dabruneba 

 Grayscale – baci feris fotoSi gadayvana 

 Black & White – Sav-TeTr fotod gadaqceva 

 Washout – gauferuleba 

 - kontrastis momateba 

  - kontrastis dakleba 

  - ganaTebis momateba 

  - ganaTebis dakleba 

  - suraTis CamoWra 

  - suraTis 900 –iT Semobruneba marcxniv 

  - suraTis CarCos xazis SerCeva 

  - suraTis zomebis (piqselebis) SekumSva (Semcireba) 

  - suraTis Cadgma teqstSi 

  - suraTis formatireba 

  - suraTze TeTri fonis miReba 

  - suraTis Tavdapirveli Tvisebebis aRdgena 

2. ClipArt – standartuli grafikuli emblemebis Cadgma dokumentSi 

xorcieldeba Semdegi proceduriT: 

 meniu Insert => Picture => ClipArt => dialogis fanjaraSi 

Results should be failis tipis SerCeva (mag: All media file types) 

=> sasurveli emblemis SerCeva => emblemaze (Click) => 

fanjris daxurva. 

3. Object – sxva programaSi momzadebuli fragmentis Casma 

dokumentSi xorcieldeba Semdegi proceduriT: 

 meniu Insert => Object => dialogis fanjaraSi Create New 

moniSvna => programis SerCeva (Click) => OK (moxdeba 

programis gamoZaxeba) => fragmentis momzadeba => fanjris 

daxurva. 
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ZiriTadi procedurebi 

 

1. grafikuli blokebis moniSvna 

arsebobs grafikuli blokebis moniSvnis ori standartuli 

procedura: 

 calkeuli grafikuli blokebis moniSvna: 

 Mouse-is mimTiTeblis gadaadgileba obieqtTan => Click 

 ramdenime grafikuli blokis erTdrouli moniSvna: 

  piqtogramaze Click => dokumentze Drag (iqmneba CarCo) 

Sedegad, iniSneba CarCoSi moTavsebuli yvela grafikuli bloki. 

moniSvnis Semdeg grafikuli bloki Tavsdeba Semdeg 

CarCoSi, romelic Sedgeba 8 wertilisagan. am 

wertilebis saSualebiT SesaZlebelia misi zomebis 

Secvla im mimarTulebiT, romlebic isriTaa naCvenebi. 

 

2. moniSvnis moxsna 

 Click dokumentis nebismier adgilze 

programis 

SerCeva 
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3. grafikuli blokis zomebis Secvla 

zomebis cvlileba SesaZlebelia ganxorcieldes ori gziT: 

 moniSvna => Pop Up meniu (Click[R]) => Format AutoShape => Size 

=> striqonebSi Height da Width simaRlis da siganis miTiTeba => OK 

 

 moniSvna => CarCos erT-erT wertilze Drag (Mouse-is 

mimTiTebels aqvs isris forma) 

 

4. grafikuli blokis gadaadgileba dokumentSi 

gadaadgilebis ganxorcieleba SesaZlebelia ori gziT: 

 moniSvna => CarCos SigniT, obieqtze Drag (Mouse-is mimTiTebels 

aqvs forma ) 

 

 moniSvna => Pop Up meniu (Click[R]) => Format AutoShape => 

Layout => Advanced => Picture Position => striqonebSi to the right of 

da below aTvlis saTavis gansazRvra => striqonebSi Absolute position 

horizontaluri da vertikaluri daSorebebis miTiTeba => OK => OK 

simaRle 

sigane 
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5. grafikuli blokis Cadgma teqstSi 

 grafikuli blokis moniSvna => Pop Up meniu (Click[R]) => Format 

=> => Layout => Cadgmis stilis SerCeva (Click) => OK 

 

6. grafikuli blokebis gaerTianeba 

 ramdenime grafikuli blokis moniSvna => Pop Up meniu (Click[R]) 

=> Grouping => Group 

 

horizontaluri 

daSoreba 

vertikaluri 

daSoreba 

aTvlis 

saTave 

Cadgmis 

stilebi 
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7. gaerTianebuli grafikuli blokebis daSla 

 moniSvna => Pop Up meniu (Click[R]) => Grouping => Ungroup 

8. Tavisufali Semobruneba (mxolod Sida grafikuli blokebisaTvis) 

 moniSvna => piqtografiuli meniudan Drawing,  piqtogramaze 

Click => mmarTvel wertilebze Drag 

 

 

 

 

9. suraTis CamoWra (mxolod gare grafikuli blokebisaTvis) 

 moniSvna => piqtografiuli meniudan Picture,  piqtogramaze Click 

=> badis wertilebze Drag  

 

                        

 

 

dokumentis gverdis TavsarTi da qvesarTi 

 

  TavsarTi (Header) da qvesarTi (Footer) funqciaa, romelic 

dokumentis zeda da qveda mindvris areSi yvela gverdze avtomaturad 

meordeba. es funqcia gamoiyeneba dokumentis saTauris, organizaciis 

dasaxelebis, dokumentis maxasiaTebeli parametrebis da sxva sasurveli 

mmarTveli 

wertilebi



 Tavi 1. MS WORD’2003 41 

informaciis yvela gverdze gameorebisaTvis. (mag: Cvens wignSi moyvanili 

saTauri “MS WORD’2003”) 

  piqtografiuli meniu Header and Footer  

    - TavsarT-qvesarTis avtoteqstis SerCeva 

    - gverdebis numeraciis maCveneblis Casma 

    - gverdebis raodenobis maCveneblis Casma 

    - gverdebis numeraciis formatireba 

    - TariRis Casma 

    - drois maCveneblis Casma 

    - gverdebis redaqtoris gamoZaxeba 

    - informaciis damalva/gamoCena 

    - TavsarTsa da qvesarTze gadammrTveli 

    - TavsarTisa da qvesarTis redaqtirebis gaTiSva 

1. TavsarTisa da qvesarTis gaformeba 

meniu View => Header and Footer (CairTveba piqtografiuli meniu) 

=> gamonaTebul punqtiriT SemosazRvrul Header areSi vkrifavT 

saTaurs => piqtogramaze  Click gadavdivarT gverdis boloSi 

punqtiriT SemosazRvrul Footer areSi da vkrifavT 

bolosarTisTvis saWiro informacias => piqtogramaze  Click 

(an furclis nebismier adgilze ormagi Click-iT) sruldeba 

TavsarTis da qvesarTis redaqtireba. 

2. TavsarTisa da qvesarTis waSla 

meniu View => Header and Footer (CairTveba piqtografiuli meniu) 

=> gamovyoT fragmentis saxiT TavsarTis an qvesarTis teqsti => 

Click  Rilakze Del => Close (Header and Footer piqtografiul 

meniuze). 
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damoukidebeli samuSao 1-2 

  davaleba: A4 zomis blankiani furclebisTvis SevadginoT Semdeg 

gverdze, suraTze naCvenebi Stampi. 

  davalebis Sesrulebis meTodika: 

1. gavaaqtiuroT aplikacia MS Word da  piqtogramaze Click-iT 

gavxsnaT axali furceli. 

2. davayenoT aTvlis sistema santimetrebSi. gavxsnaT meniu Tools, 

movniSnoT brZaneba Options. dialogis fanjaraSi movniSnoT General da  

striqonSi saxelwodebiT Measurment Units gavxsnaT meniu. mivuTiToT 

(Click) CamonaTvalSi Centimeters da OK. 

3. gavxsnaT meniu File da movniSnoT brZaneba Page Setup. 

4. dialogis fanjaraSi movniSnoT (Click) Paper da SevirCioT furclis 

tipi A4  210X297mm. 

5. fanjris dauxuravad movniSnoT (Click) Margins da SevirCioT 

furclis sazRvrebi Top: - 1.5cm, Bottom: - 1.5cm, Left: - 2.0cm, 

Right: - 2.0cm, velSi Orientation mivuTiToT furclis vertikaluri 

orientacia – Portrait da Semdeg OK. 

6. maStabirebis piqtogramiT SevirCioT ekranze dokumentis maStabireba 

Page width. 

7. CavrToT saxazavis CarCo proceduriT: meniu View => Ruler. 

8. SevqmnaT pirveli teqsturi bloki. Drawing meniudan movniSnoT  

9. movniSnoT CarCo Click proceduriT da wertilebze Drag proceduriT, 

vertikalur saxazavze davayenoT CarCos sigane – 1.5 cm-ze, xolo 

horizontalur saxazavze 5.5 cm-ze. 

10.  Click proceduriT davayenoT kursori CarCos SigniT. 

11.  meniudan Formatting SevirCioT fonti LitNusx, 14 da avkrifoT 

klaviaturidan, gadatanebis gareSe “saqarTvelos teqnikuri 

universiteti”. 
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12.  me-8 da me-9 punqtis analogiurad furclis nebismier adgilze 

SevqmnaT CarCo. 

13.  Click proceduriT davayenoT kursori CarCos SigniT. 

14.  meniudan Formatting SevirCioT fonti Times New Roman, 14 da 

avkrifoT klaviaturidan, adatanebis gareSe “Georgian Technical 

University”. 

15.  SevinaxoT dokumenti failSi, gavxsnaT meniu File da movniSnoT 

brZaneba Save As. 

16.  Sesabamis dialogis fanjaraSi, folderebis gadamrTvelidan 

SevirCioT folderi da Semdeg velSi File name mivuTiToT failis 

saxeli da davaWiroT Save. 

17.  movniSnoT qarTul enovani blokis CarCo, gamoviZaxoT Pop-Up meniu 

(Click[R]) da movniSnoT brZaneba Format Text Box. 

18.  Sesabamis dialogis fanjaraSi movniSnoT Colors and Lines, Fill velSi 

Color striqonSi mivuTiToT No Fill – CarCos fonis gaformebis moxsna 

da Line velis Color striqonSi mivuTiToT No Line – CarCos 

gverdebis gaformebis moxsna. 

19.  fanjris dauxuravad movniSnoT Layout, Semdeg ki Advanced, Picture 

Position da striqonebSi to the right of da below SevirCioT aTvlis 

saTave Page; xolo striqonebSi Absolute position mivuTiToT 

horizontaluri da vertikaluri daSorebebi, Sesabamisad 2.5cm da 

0.8cm, Semdeg OK => OK. amrigad pirveli bloki mzadaa. 

20. analogiurad me-20 da 21-e punqtebisa, mxolod horizontaluri da 

vertikaluri daSorebebis gansxvavebiT, romelic gveqneba 12.5cm da 

0.8cm SevasruloT moqmedebebi inglisurenovani blokisTvisac, ris 

Semdegac miviRebT meore blokis dasrulebul saxesac. 

21.  SevinaxoT dokumenti failSi: <Ctrl>+<S>. 
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22. Cveni survilisamebr meniu Insert-dan (Insert => Picture => From File) 

Sesabamis dialogis fanjaraSi folderebis gadamrTvelidan SegviZlia 

movZebnoT Sesabamisi dawesebulebis (Cvens SemTxvevaSi stu-is) 

emblema, romelsac movniSnavT da Rilakze Insert daWeriT CavsvavT 

dokumentSi da CvenTvis ukve cnobili procedurebiT ganvaTavsebT 

qarTul da inglisur enovan blokebs Soris. 

23. me-8 punqtis analogiurad SevqmnaT me-3 teqsturi bloki. 

24. CarCos gverdidan gamoviZaxoT Pop-Up meniu (Click[R]) da movnSnoT 

brZaneba Format Text Box. 

25. Sesabamis dialogis fanjaraSi movniSnoT Size da mivuTiToT zomebi: 

Height – 0.9cm da Width – 17.5cm. 

26. igive fanjaraSi, movniSnoT Layout, Semdeg ki Advanced. gaxsnil 

dialogur fanjaraSi movniSnoT Picture Position da striqonebSi to the 

right of da below SevirCioT aTvlis saTave page, xolo striqonebSi 

Absolute position mivuTiToT horizontaluri da vertikaluri 

daSorebebi, Sesabamisad gveqneba 1.6cm da 2.8cm, Semdeg OK => OK. 

27. Click proceduriT davayenoT kursori CarCos SigniT. 

28. meniudan Formatting SevirCioT fonti LitNusx, 12 kegeli da 

avkrifoT suraTze naCvenebi nomrisa da TariRis aRmniSvneli 

Sesabamisi saxiT “# ____ da “____”__________”2007w.” numeracia 

da TariRi erTmaneTisagan gamovyoT, davaSoroT <TAB> Rilakis 

saSualebiT CarCos marjvena sazRvris aremde. 

29. movniSnoT blokis CarCo, gamoviZaxoT Pop-Up meniu (Click[R]), 

movniSnoT brZaneba Format Text Box da me-18 punqtis analogiurad 

(CarCos gverdebis gaformebis moxsna) SevasruloT moqmedebebi. 

30. SevinaxoT dokumenti failSi: <Ctrl>+<S>. 

31. movniSnoT  piqtograma da dokumentis nebismier adgilze gavavloT 

nebismieri sigrZis horizontaluri xazi. 
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32. meniudan Drawing movniSnoT  piqtograma da SevarCioT (Click) 

xazis tipi 3pt. 

33. moniSvnis mouxsnelad xazidan gamoviZaxoT Pop-Up meniu (Click[R]). 

(miaqcieT yuradReba, rom am dros xazidan ar moixsnas moniSvna, 

winaaRmdeg SemTxvevaSi jer moniSneT xazi (Click), xolo Semdeg isev 

gamoiZaxeT Pop-Up meniu) 

34. dialogis fanjaraSi vniSnavT Layout, Semdeg Advanced. calke 

gaxsnil dialogur fanjaraSi movniSnoT Picture Position da 

striqonebSi to the right of da below SevirCioT aTvlis saTave Page, 

xolo striqonebSi Absolute position mivuTiToT horizontaluri da 

vertikaluri daSorebebi: 2.3cm da 2.4cm, Semdeg OK. 

35. gadavideT ganyofilebaSi Size da mivuTiToT sigrZe (Width) 16cm, 

Semdeg OK. 

36. movxsnaT moniSvna, dokumentis cariel adgilze Click proceduriT 

da 32, 33, 34, 35, 36 punqtebis analogiurad SevadginoT meore xazic 

Sesabamisi parametrebiT: horizontaluri daSoreba – 2.3cm, 

vertikaluri daSoreba – 27.5cm. 

37. piqtografiuli meniudan Drawing CavrToT  piqtograma da 

movniSnoT yvela bloki, igive meniuSi movniSnoT Draw da mivuTiToT 

blokebis gaerTianebis brZaneba – Group. 

38. meniu View-dan gamoviZaxoT qvesarTisa da TavsarTis Seqmnis 

redaqtori da SevqmnaT qvesarTi Cveni blankisaTvis. meniu View => 

Header and Footer. 

39. meniudan Formatting SevirCioT fonti LitNusx, 10 kegeli. 

40. piqtografiuli meniudan Header and Footer TavsarT-qvesarTze 

gadamrTvelis  piqtogramiT gadavideT qvesarTSi (Footer) da 

CavweroT suraTze naCvenebi teqsti, “saqarTvelo, q.Tbilisi, 

m.kostavas q.#77”. 
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41. meniudan Formatting SevirCioT fonti Times New Roman, 10 kegeli 

da avkrifoT teqsti: “77, M.Kostava Str., Tbilisi, Georgia” da <Enter>. 

42. 39-e da 41-e punqtebis analogiurad avkrifoT suraTze naCvenebi me-

2 striqonic. 

43. qarTul da inglisur enovan informaciis daSorebisaTvis 

gamoviyenoT Rilaki <TAB>, ukidures SemTxvevaSi “probel”-i. 

44. teqstis Sevsebis Semdeg piqtografiuli meniu Header and Footer-is 

Close-ze Click-iT gamovalT qvesarTis redaqtirebidan. 

45. miRebuli mza blanki SevinaxoT failSi <Ctrl>+<S>. 
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cxriluri redaqtori  

MS EXCEL’2003 
 

Microsoft Excel aplikacia warmoadgens eleqtronuli cxrilebis 

momzadebis, aRricxvis da monacemTa avtomaturi damuSavebis programas, 

romelic Seqmnilia firma MicroSOFT-is mier da Sedis Microsoft Office-is 

paketis SemadgenlobaSi. misi saSualebiT SesaZlebelia sxvadasxva saxis 

aRricxvis warmoeba – sabuRaltro, saofise da sxv. 

Microsoft Excel aplikaciis gaSveba xorcieldeba Windows-is garemoSi 

arsebuli yvela standartuli gziT – Mouse-is saSualebiT, Excel-is 

ikonaze orjer daWeriT an Start menius qvemeniudan Programs-> Microsoft 

Excel 2003 (Programs - Microsoft Office - Microsoft Office Excel 2003). xolo 

Start-Run brZanebis dialoguri fanjris gamoyenebisas Excel-is gaSveba 

xorcieldeba excel.exe gamSvebi failis miTiTebiT. Seqmnili faili 

inaxeba - .xls gafarToebuli saxeliT. 

Microsoft Excel-is dokuments romelSic warmoebs aRricxva ewodeba 

book, romelic Seicavs ramodenime furcels (calkeul cxrils) da 

ewodeba Sheet-i (Sheet1, Sheet2, Sheet3), romelic Sedgeba ujrebad 

dayofili svetebisa da striqonebisagan. erTi Sheet-i moicavs 256 svetsa 

da 65536 striqons. cxrilis yovel ujras aqvs misamarTi, romelic 

ganisazRvreba svetisa da striqonis gadakveTiT da gansazRvravs mis 

adgilmdebareobas cxrilSi. magaliTad A5 ujra migviTiTebs, rom igi 

mdebareobs A svetisa da me-5 striqonis gadakveTaze. yovel ujras 

gaaCnia maTematikuri da logikuri funqciebis gamoyenebiT, formulaTa 

Seqmnis da daprogramebis unari. sazogadod ujraTa misamarTebi 

fardobiTi misamarTebia, romlebic sxva ujrebze formulaTa 

gavrcelebisas, avtomaturad icvlebian axal misamarTze. Tu formulaSi 

Semavali, romelime operandis cvlileba ar gvsurs, aseTi ujrebisaTvis 
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unda gamoviyenoT absoluturi misamarTebi, romelic aRiniSneba $ niSniT. 

magaliTad: $D$9, $M$30 - warmoadgens absolutur misamarTebs da sxva 

ujrebze formulaTa gavrcelebisas, Zveli misamarTis axliT Secvlas ar 

eqvemdebareba. fardobiTi misamarTis absoluturiT Sesacvlelad, unda 

CavayenoT kursori daprogramebuli ujris brZanebaTa striqonSi im 

misamarTze, romlis Secvlac gvsurs, davaWiroT <F4> funqcionalur 

Rilaks da davafiqsiroT cvlileba <Enter> Rilakze daWeriT. amiT Cven 

movaxdenT fardobiTi misamarTis absoluturiT Secvlas. Tu dokumenti 

ramdenime urTierTdakavSirebul furcels Seicavs, sxva cxrilze 

monacemebis mimarTvisaTvis gamoiyeneba absoluturi misamarTebi. 

magaliTad: =a5*sheet2!$c$21 formula migvaniSnebs, rom mocemul 

furcelze moTavsebuli cxrilis a5 ujris Semcveloba gamravldeba 

sheet2 furcelze moTavsebuli cxrilis c21 ujris Semcvelobaze. 

mimarTvaSi, furclis dasaxelebis Semdeg, aucilebelia ! niSnis 

gamoyeneba. aseve mosaxerxebelia mimarTvaSi ujrebis saxelebis gamoyeneba. 

magaliTad: capital!town mimarTavs capital saxelis mqone ujras 

furcelze, romlis dasaxelebaa capital. 

 

 

I. cxrilis (fanjris) struqtura 

 

Microsoft Excel aplikacias Seesabameba erTi ZiriTadi da ramdenime 

dokumentis fanjara. ZiriTad fanjaraSi meniuTa striqonSi moTavsebulia 

aplikaciis brZanebebi. SedarebiT xSirad gamoyenebadi brZanebebi 

gamotanilia specialur piqtografiul meniuSi Standard da Formatting. 

igive da sxva piqtografiul menius brZanebaTa gamoZaxeba SesaZlebelia 

konteqsturi Pop-Up meniudan proceduriT Click[R]. ZiriTadi fanjris 

bolo striqoni warmoadgens statusis striqons. ZiriTad fanjaraSi 
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aseve moTavsebulia ujris statusis striqoni, romelic Sedgeba ori 

ZiriTadi nawilisagan: 

• mimdinare ujris identifikatori (marcxniv) 

• mimdinare ujraSi moTavsebuli informaciis indikatori 

(marjvniv) 

Microsoft Excel-is aplikaciis fanjara, garda Windows-is fanjris 

standartuli garsisa, Seicavs rig damatebiT elementebs: 

1. piqtografiuli meniu. programasTan gaadvilebuli muSaobisaTvis 

gamoiyeneba piqtografiul meniuTa striqonSi ganTavsebuli 

brZanebebi, romelTa gaaqtiurebisaTvis sakmarisia procedura 

Click-is Sesruleba. Microsoft Excel-Si aris 20 sxvadasxva saxis 

piqtografiuli meniu, romelTa CarTva-gamorTva xorcieldeba 

momxmareblis Sexedulebisamebr, proceduriT: meniu View => 

Toolbars => menius moniSvna (Click) Drag proceduriT 

SesaZlebelia menius fanjaraSi CvenTvis sasurvel adgilze 

gadaadgileba. 

 

 

 

ZiriTadi 

fanjara 

dokumnetis 
fanjrebi 

statusis 

striqoni 

ujris 

statusis 

striqoni 

piqtografiuli 

meniu 

meniuTa 

striqoni 
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2. meniuTa striqoni. menius gaxsnisas (Click) Tavdapirvelad Cndeba 

brZanebaTa arasruli CamonaTvali. sruli siis gamoyvanisaTvis 

CamoSlili fanjris qvemoT arsebul or patara isarze Mause-is 

dawkapunebiT miviRebT srul CamonaTvals. 

3. gamyofi xazebi, moTavsebulia vertikalur da horizontalur 

Scroll Bar-ze. maTi saSualebiT (procedura Drag) SesaZlebelia 

fanjris or an oTx nawilad dayofa. 

 

dayofil fanjaras eqneba ori saerTo vertikaluri da 

horizontaluri Scroll Bar-i. aseT SemTxvevaSi SesaZlebeli xdeba 

furclis sxvadasxva danayofis erTdrouli daTvaliereba. 

 

 

 

 

dokumentis 

saxeli 

gamyofi 

xazi 

dokumentis 

Sheet-ebze 
gadasafurcli 

dokumentis 

Sheet-i 

vertikaluri da 

horizontaluri gamyofi 

xazebi (gadaadgildebian 

Drag proceduriT) 
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4. furclis ikonebi - romelTa saSualebiT SesaZlebelia erTi 

furclidan meoreze gadasvla (Click) da furclis moniSvna. 

5. furclis ikonebis gadasafurcli - furclebze SesaZlebelia 

sxvadasxva moqmedebebis Sesruleba. Sesabamisi brZanebebi 

ganTavsebulia Pop-Up meniuSi, romlis gamoZaxebac xorcieldeba 

Mouse-is mimTiTeblis furclis ikonasTan miyvaniT da 

proceduriT Click[R]. 

menius brZanebebi: 

1. Insert – furclis Camateba winamdebare furclis win: furclis 

ikonidan Pop-Up meniu => Insert => General => Worksheet => 

OK. 

2. Delete – furclis waSla: furclis ikonidan Pop-Up meniu => 

Delete => OK. 

3. Rename – furclisaTvis saxelis gadarqmeva: furclis ikonidan 

Pop-Up meniu => Rename => saxelis Seyvana => <Enter> 

4. Move or Copy – furclis gadatana/kopireba: 

gadatana: furclis ikonidan Pop-Up meniu => Move or Copy => 

furclis arCeva (Click) => OK 

kopireba: furclis ikonidan Pop-Up meniu => Move or Copy => 

furclis arCeva (Click) => Create a Copy miTiTeba => OK 

furclis gadatana/kopireba umjobesia ganxorcieldes 

uSualod Mouse-is da furclis ikonebis saSualebiT: 

gadatana: furclis ikonis moniSvna => <Shift>+Drag 

kopireba: furclis ikonis moniSvna => <Ctrl>+Drag 

5. Select All Sheets – yvela furclis moniSvna: furclis ikonidan 

Pop-Up meniu (Click[R]) => Select All Sheets (Click) 

calkeuli furclebis moniSvna xorcieldeba procedurebiT: 

jgufis moniSvna:  <Shift>+Click 
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Tavisufali moniSvna: <Ctrl>+Click 

moniSvnis moxsna:  nebismieri furclis ikonaze Click. 

 

Microsoft Excel-Si aRricxvianoba warmoebs cxrilis ujrebis 

meSveobiT. ujrebSi SesaZlebelia sxvadasxva saxis informaciis Cawera, 

gaformeba, maStabireba da rogorc zemoT avRniSneT daprogramebac ki, 

anu sxva ujrebSi ganTavsebul informaciaze moqmedebebis Sesruleba 

(ariTmetikuli, trigonometriuli, statistikuri, logariTmuli, 

logikuri da sxv.) da Sedegis calke ujraSi moTavseba, aseve 

grafikebisa da diagramebis ageba. 

 ujraSi informaciis redaqtireba SesaZlebelia ori gziT: 

1. ujris moniSvna Click proceduriT, am dros kursori ar 

Tavsdeba ujris SigniT da Sesabamisad klaviaturidan 

informaciis akrefa avtomaturad iwvevs ujraSi ukve arsebuli 

informaciis waSlas. 

2. ujris moniSvna Double Click proceduriT, am dros kursori 

Tavsdeba ujris SigniT da xdeba SesaZlebeli ujraSi arsebuli 

informaciis redaqtireba. 

nebismier SemTxvevaSi, ujraSi informaciis redaqtirebis 

reJimidan gamosvla unda ganxorcieldes <Enter>-ze daWeriT. 

 

furcelSi svetebisa da striqonebis moniSvna: 

• mTliani svetis an striqonis moniSvna:  

svetis an striqonis nomerze Click 

• mTliani cxrilis moniSvna:  

nulovan striqonze da svetze Click 

• mTliani svetis an striqonis Tavisufali moniSvna: 

svetis an striqonis nomerze <Ctrl>+Click 
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• mTliani svetis an striqonis jgufebis moniSvna: 

svetis an striqonis nomerze <Shift>+Click 

• ujrebis moniSvna: 

cxrilis ujrebze Drag 

• ujrebis jgufis moniSvna: 

cxrilis ujrebze <Shift>+Click 

• ujrebis Tavisufali moniSvna: 

cxrilis ujrebze <Ctrl>+Click 

• moniSvnis moxsna: 

cxrilis nebismier ujraze Click 

 

 

 

II. dokumentTan urTierTobis saSualebebi 

 

 

piqtografiuli meniu Standard: 
 

 - axali furclis gamoZaxeba 

 - dokumentis wakiTxva failidan 

 - dokumentis Senaxva failSi 

E- E-mail-is (fostis) gamoZaxeba 

 - dokumentis dabeWdva printerze 

 - dasabeWdi dokumentis winaswar daTvaliereba 

 - teqstis orTografiuli Semowmeba 

 - moniSnuli informaciis Clipboard-ze amoWra 

 - moniSnuli informaciis Clipboard-ze kopireba 

 - informaciis  Clipboard-dan dokumentSi Casma 

 - teqstis formatis kopireba 
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 - wina moqmedebaze dabruneba 

 - momdevno Sesrulebul moqmedebaze gadasvla 

 - hiperteqstis momzadeba 

 - ujrebSi moTavsebuli ricxvebis Sekreba 

 - ujrebis funqcionaluri dakavSireba 

 - daxarisxeba zrdadi mimarTulebiT 

 - daxarisxeba klebadi mimarTulebiT 

 - ujrebSi moTavsebul monacemebze grafikis ageba 

 - piqtografiuli meniu, Drawing-is CarTva/gamorTva 

 - ekranze dokumentis maStabireba 

 - damxmare informaciis (Help) gamoZaxeba 

 
 

ZiriTadi procedurebi 

 
1. furclis formatis SerCeva 

meniu File => Page Setup => Page => Paper Size => formatis miTiTeba 

=> OK.  

  

furclis 

formati 
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2. dokumentis sazRvrebis SerCeva 

meniu File => Page Setup => Margins => zomebis miTiTeba => OK. 

 
 

3. dokumentis Senaxva axal failSi 

meniu File => Save As => folderis SerCeva => failis tipis miTiTeba 

=> failis saxelis Seyvana => Save. 

 
 failis tipi 

failis saxeli 

standartuli 

folderebi 
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4. dokumentis wakiTxva failidan 

 piqtogramaze Click => folderis SerCeva => failis tipis miTiTeba 

=> CamonaTvalSi failis moniSvna => Open. 

 
 
 
5. dokumentis standartuli furclebis ganlagebis mimarTulebis 

SerCeva 

meniu File => Page Setup => Sheet => mimarTulebis SerCeva => OK. 

 

standartuli 

folderebi 

failebis 

CamonaTvali 

failebTan 

samuSao 

brZanebebi 

failis tipi 

mimarTulebebi 

badis 

CarTva/gamorTva 
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6. dokumentis beWdva winaswari daTvalierebiT 

 piqtogramaze Click => gverdebis daTvaliereba => Print. 

 
 
 

 

 

 

III. diagramebisa da grafikebis ageba 
 
 
 
 

Microsoft Excel-Si grafikebis Seqmna xorcieldeba calkeuli 

blokebis saxiT, romelTa gadaadgileba da zomebis cvlileba dokumentSi 

Tavisuladaa SesaZlebeli. maTi dokumentSi ganTavseba SesaZlebelia 

ganxorcieldes, rogorc calke furceli – Sheet, an rogorc 

avtonomiuri bloki furclis SigniT. 

grafikis bloki Sedgeba arT an ramdenime qveblokisagan. 

qveblokebis moniSvna xorcieldeba Click proceduriT, romlebic 

SemoisazRvrebian CarCoTi. CarCos wertilebze Drag proceduriT 

SesaZlebelia qveblokebis zomebSi Secvla, xolo CarCos gverdebze Drag 

proceduris gamoyenebiT gadaadgileba blokis SigniT. 

gverdebis 

daTvaliereba 

dokumentis 

fanjaraSi 

dabruneba 
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Microsoft Excel-Si grafikebis gasaformeblad gamoiyeneba 

piqtografiuli meniu Chart. 

 

piqtografiuli meniu Chart: 

 

 - qveblokebis moniSvna 

 - formatirebis dialogis fanjris gamoZaxeba 

 - grafikis tipis SerCeva 

 - grafikis svetebis mniSvnelobaTa dasaxelebis CamrTvel-gamorTveli 

 - monacemTa cxrilis CarTva-gamorTva 

 - monacemTa seriis ganlageba striqonebad 

 - monacemTa seriis ganlageba svetebad 

 - teqstis Semobruneba 450-ze saaTis isris mimarTulebiT 

 - teqstis Semobruneba 450-ze saaTis isris sawinaaRmdegod 

 

ZiriTadi procedurebi 

 

1. grafikebis ageba 

 ujrebis moniSvna =>  Click => grafikis tipis SerCeva => 

Finish. 

 

grafikis 

tipebi 
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2. RerZebis dasaTaureba 

 mTliani blokis moniSvna => CarCos gverdidan Pop-Up menius 

gamoZaxeba => Chart Options => striqonSi Category (x) axis X-RerZis 

saTauris akrefa => striqonSi Value (y) axis Y-RerZis saTauris akrefa 

=> OK 

 

 

3.YY RerZis maStabireba 

Y RerZis moniSvna =>  piqtogramaze Click => Scale => 

striqonSi Minimum minimaluri danayofis mniSvnelobis akrefa => 

striqonSi Maximum maqsimaluri danayofis mniSvnelobis akrefa => OK 

 

grafikis 

koordinatTa 
RerZTa 

saTaurebi 

grafikis 

saTauri 

minimumi 

maqsimumi 
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4. grafikis ganTavseba calke furcelze 

mTliani blokis moniSvna => CarCos gverdidan Pop-Up menius 

gamoZaxeba => Location => As new Sheet => OK 

 

 

5. grafikis ganTavseba furcelSi 

 mTliani blokis moniSvna => CarCos gverdidan Pop-Up menius 

gamoZaxeba => Location => As object in => OK. 

 

 

6. grafikebis tipis Secvla 

 mTliani blokis moniSvna => CarCos gverdidan Pop-Up menius 

gamoZaxeba => Chart Type => tipis SerCeva (Click) => OK. 

 

7. qveblokebis fontis Secvla 

 qveblokis moniSvna => piqtogramaze Click => Fonts => fontis 

SerCeva => OK 

 

8. grafikis waSla 

 mTliani blokis moniSvna => <Delete> 

moniSvna 

moniSvna 
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damoukidebeli samuSao 2-1 

 

davaleba: A4 formatis furcelze gavaformoT suraTze naCvenebi, 

miRebuli da gacemuli nawarmis aRricxvis diagrama da amovbeWdoT 

printerze. 
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davalebis Sesrulebis meTodika: 

1.  gavxsnaT cxriluri redaqtoriMMS Excel-i. 

2.  mivceT furcels axali saxeli – furclis ikonaze (Sheet1) 

gamoviZaxoT Pop-Up meniu (Click[R]) da movniSnoT brZaneba Rename. 

avkrifoT axali saxeli, vTqvaT New da Semdeg davaWiroT <Enter>-s. 

3.  movniSnoT (Click) A1 ujra da laTinuri asoebiT avkrifoT sityva 

“puri” da <Enter>. 

4.  me-3 punqtis analogiurad avkrifoT A2, A3, A4, A5, A6 ujrebSi 

– “yveli”, “karaqi”, “zeTi”, “sosisi”, “Zexvi”, xolo B1-B6 da C1-C6  

ujrebSi nebismieri ricxvebi. (SevecadoT ricxvebi erTmaneTisagan 

Zlier ar ganvasxvavoT). 

5.  SevinaxoT dokumenti failSi – gavxsnaT meniu File da movniSnoT 

brZaneba Save As. 

6.  Sesabamis dialogis fanjaraSi, folderebis gadamrTvelidan 

mivuTiToT CvenTvis sasurveli folderi. striqonSi File name 

avkrifoT failis saxeli (SegviZlia gafarToebis gareSe) da 

mivuTiToT Save. 

7.  movniSnoT Drag proceduriT ujrebi A1-dan C6-is CaTvliT. 

8.   piqtogramiT gamoviZaxoT grafikis gaformebis dialogis 

fanjara. SevirCioT tipi Column da me-4 qvetipi, Semdeg Finish. 

 

tipi 

qvetipi 
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9.  miviRebT grafiks blokis saxiT. blokis CarCodan gamoviZaxoT Pop-

Up meniu (Click[R]) da movniSnoT brZaneba Location. 

10.  Sesabamis dialogur fanjaraSi movniSnoT (Click) veli As new Sheet 

da mivuTiToT OK. am moqmedebiT grafiki dikumentSi ganTavsdeba 

rogorc calke furceli (Sheet) Sesabamisi saxeliT Chart1. 

11.  gavxsnaT meniu File da movniSnoT brZaneba Page Setup. 

12.  Sesabamis dialogis fanjaraSi movniSnoT Page. striqonSi Paper size 

gavxsnaT (Click) meniu da movniSnoT A4 210X297 mm formati da 

mivuTiToT OK. 

13.  CavrToT piqtografiuli meniu Chart piqtografiul meniuTa 

CamonaTvalidan, Tu is gamorTulia. 

14.  piqtografiuli meniuSi Chart CavrToT (Click)  piqtograma. am 

moqmedebiT grafikis qveviT moTavsdeba cxrili adre Seyvanili 

monacemebiT. 

15.  gavxsnaT (Click) piqtografiuli meniuSi Chart qveblokebis 

moniSvnis piqtograma da CamonaTvalidan SevirCioT saerTo blokis 

moniSvna – Chart Area. moiniSneba saerTo bloki da moTavsdeba 8 

wertilian CarCoSi. 

16.  CarCos gverdidan gamoviZaxoT Pop-Up meniu da movniSnoT brZaneba 

Source Data. 

17.  Sesabamis dialogis fanjaraSi mivuTiToT Series. velSi Series 

movniSnoT Series1 – monacemTa pirveli masivi. striqonSi Name 

CavayenoT (Click) kursori da klaviaturidan, laTinuri asoebiT 

avkrifoT sityva “miRebuli”. analogiurad movniSnoT Series2, 

CavayenoT (Click) kursori striqonSi Name da laTinuri asoebiT 

avkrifoT sityva “gacemuli”, Semdeg OK. 
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18.  me-15 punqtis analogiurad movniSnoT saerTo bloki. 

19.  CarCos gverdidan gamoviZaxoT Pop-Up meniu da movniSnoT brZaneba 

Chart Option. 

20.  Sesabamis dialogis fanjaraSi movniSnoT Axes. movxsnaT moniSvna 

velidan Category (x) axis da movniSnoT veli Time-scale. 

 
 

21.  igive gaxsnil dialogis fanjaraSi movniSnoT Titles da striqonSi 

Chart title laTinuri asoebiT avkrifoT grafikis saerTo saTauri 

“miRebuli da gacemuli nawarmis aRricxvis diagrama” da Semdeg OK. 

masivis 

moniSvna 

saxelwodebis 

akrefa 

moniSvnis 

moxsna 

moniSvna 
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22.  SevcvaloT cxrilis mdebareoba sivrceSi – movniSnoT saerTo 

bloki da CarCos gverdidan gamoviZaxoT Pop-Up meniu. movniSnoT 

brZaneba 3D-View. 

23.  Sesabamis dialogis fanjaraSi striqonSi Elevation avkrifoT 

mniSvneloba 18, xolo striqonSi Rotation – 32, mivuTiToT OK. 

24.  movniSnoT (Click) cxrili da <Ctrl>+<1> klaviSebis kombinaciiT 

gamoviZaxoT formatirebis dialogis fanjara. movniSnoT Fonts da 

fontebis CamonaTvalidan SevirCioT fonti LitNusx. igive fanjaraSi 

movniSnoT Patterns da movxsnaT moniSvna velidan Show legend Keys da 

mivuTiToT OK. (Tu cvlilebebi ucvleli darCeba, sWiroa 

gavzardoT maStabi, rac dagvarwmunebs, rom Cvens mier 

ganxorcielebuli saTauris Sriftis cvlileba sinamdvileSi 

qarTuli SriftiTaa Sesrulebuli) 

 
 

25.  24-e punqtis analogiurad movniSnoT grafikis svetebis 

mniSvnelobaTa dasaxeleba da Drag proceduriT gadmovitanoT 

cxrilis bolo svetis Tavze, ise rogorc naCvenebia damoukidebeli 

samuSaos suraTze. 

 

moniSvnis 

moxsna 
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26.  moniSvnis mouxsnelad <Ctrl>+<1> klaviSebis kombinaciiT 

gamoviZaxoT formatirebis dialogis fanjara. movniSnoT Font da 

CamonaTvalidan SevirCioT fonti LitNusx => OK. 

27.  movniSnoT (Click) saerTo saTauri da 24-e da 26-e punqtSi 

aRwerili procedurebis Sesabamisad gavaformoT qarTuli SriftiT 

– ChveuMtavr. 

28.  piqtografiul meniuSi Chart gavxsnaT qveblokebis moniSvnis 

piqtograma da CamonaTvalidan SevirCioT Value Axis – Y RerZis 

moniSvna. 

29.  movniSnoT  piqtograma da Y RerZze gadazomili ricxvebi 

gaformdebian 450-ani daxriT. 

30.  SevinaxoT dokumenti failSi <Ctrl>+<S>. 

31.  amovbeWdoT dokumenti printerze – movniSnoT winaswari 

daTvalierebis piqtograma  da davaTvalieroT amosabeWdi 

dokumenti. 

32.  davaWiroT Print-s. 

 

 

 

damoukidebeli samuSao 2-2 

 

davaleba: A4 formatis furcelze gavaformoT momdevno gverdze 

naCvenebi suraTi, sawvavis aRricxvis diagrama da amovbeWdoT printerze. 

davalebis Sesrulebis meTodika: 

1.  gavxsnaT cxriluri redaqtoriMMS Excel-i. 

2.  mivceT furcels axali saxeli – furclis ikonaze (Sheet1) 

gamoviZaxoT Pop-Up meniu (Click[R]) da movniSnoT brZaneba Rename. 

avkrifoT axali saxeli, vTqvaT Oil da Semdeg davaWiroT <Enter>-s. 
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3.  movniSnoT (Click) A1 ujra da laTinuri asoebiT avkrifoT sityva 

“sawvavi” da <Enter>. 

4.  me-3 punqtis analogiurad avkrifoT A2, A3, A4 ujrebSi – 

“navTobi”, “dizeli”, “benzini”. B1, C1, D1, E1 ujrebSi – “ianvari”, 

“Tebervali”, “marti”, “aprili”, xolo B2-E4 ujrebSi nebismieri 

ricxvebi.  

5. SevinaxoT dokumenti failSi – gavxsnaT meniu File da movniSnoT 

brZaneba Save As. 

6.  Sesabamis dialogis fanjaraSi, folderebis gadamrTvelidan 

mivuTiToT CvenTvis sasurveli folderi. striqonSi File name 

avkrifoT failis saxeli (SegviZlia gafarToebis gareSe) da 

mivuTiToT Save. 

7.  movniSnoT Drag proceduriT ujrebi A1-dan E4-is CaTvliT. 

8.   piqtogramiT gamoviZaxoT grafikis gaformebis dialogis 

fanjara. SevirCioT tipi Column da me-2 qvetipi, Semdeg Finish. 

 

9.  miviRebT grafiks blokis saxiT. blokis CarCodan gamoviZaxoT 

Pop-Up meniu (Click[R]) da movniSnoT brZaneba Location. 

10.  Sesabamis dialogur fanjaraSi movniSnoT (Click) veli As new 

Sheet da mivuTiToT OK. am moqmedebiT grafiki dikumentSi 

tipi 

qvetipi 
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ganTavsdeba rogorc calke furceli (Sheet) Sesabamisi saxeliT 

Chart1. 

11.  gavxsnaT meniu File da movniSnoT brZaneba Page Setup. 

12.  Sesabamis dialogis fanjaraSi movniSnoT Page. striqonSi Paper 

size gavxsnaT (Click) meniu da movniSnoT A4 210X297 mm formati 

da mivuTiToT OK. 

13.  CavrToT piqtografiuli meniu Chart piqtografiul meniuTa 

CamonaTvalidan, Tu is gamorTulia. 

 

 

 

14.  gavxsnaT (Click) piqtografiuli meniuSi Chart qveblokebis 

moniSvnis piqtograma da CamonaTvalidan SevirCioT saerTo blokis 

moniSvna – Chart Area. moiniSneba saerTo bloki da moTavsdeba 8 

wertilian CarCoSi. 

15.  CarCos gverdidan gamoviZaxoT Pop-Up meniu da movniSnoT brZaneba 

Chart Option. 

16.  gaxsnil dialogis fanjaraSi movniSnoT Titles da striqonSi Chart 

title laTinuri asoebiT avkrifoT grafikis saerTo saTauri 

“sawvavis aRricxvis diagrama”, xolo velSi Value (x) axis avkrifoT 

“raodenoba(litri)”. 

 

qveblokebis moniSvnis 

piqtograma 

piqtografiuli 

meniu Chart 

mosaniSni 

veli  
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17.  igive dialogis fanjaraSi gadavideT, ganyofileba Legend-Si da 

movniSnoT veli Show legend. 

 

18.  amave dialogur fanjaraSi gadavideT, ganyofilebaSi Data Labels da 

velSi Label Contains movniSnoT veli Value, Semdeg OK. 

 
 

19.  movniSnoT (Click) diagramis gare saerTo CarCo da <Ctrl>+<1> 

klaviSebis kombinaciiT gamoviZaxoT formatirebis dialogis 

fanjara. movniSnoT Fonts da fontebis CamonaTvalidan SevirCioT 

fonti LitNusx, kegeli 14 da mivuTiToT OK. (Tu cvlilebebi 

ucvleli darCeba, sWiroa gavzardoT maStabi, rac dagvarwmunebs, 

rom Cvens mier ganxorcielebuli saTauris Sriftis cvlileba 

sinamdvileSi qarTuli SriftiTaa Sesrulebuli). 

mosaniSni 

veli  

mosaniSni 

veli 
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20. movniSnoT (Click) saerTo saTauri da 19-e punqtSi aRwerili 

procedurebis Sesabamisad gavaformoT qarTuli SriftiT – 

LitMtavrPS. 

21.  SevinaxoT dokumenti failSi <Ctrl>+<S>. 

22.  amovbeWdoT dokumenti printerze – movniSnoT winaswari 

daTvalierebis piqtograma  da davaTvalieroT amosabeWdi 

dokumenti. 

23.  davaWiroT Print-s. 

 

 

IV. ujrebis informaciis gaformeba-

redaqtireba 

 

Microsoft Excel-is ujrebis informaciis gasaformeblad gamoiyeneba 

piqtografiuli meniu Formatting. 

 

piqtografiuli meniu Formatting 

 

 - Sriftis SerCeva 

 - Sriftis zomis SerCeva 

 - Sriftis gamsxvilebuli stili (Bold) 

 - Sriftis daxrili stili (Italic) 

 - Sriftis xazgasmuli stili (Underline) 

 - teqstis sworeba ujris marcxena areze 

 - teqstis sworeba ujris SuaSi 

 - teqstis sworeba ujrisis marjvena areze 

 - ujrebis gaerTianeba da teqstis centrireba maT SigniT 

 - ricxvebis gamosaxva valutaSi 
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 - ricxvebis procentebSi gamosaxva 

 - ricxviT informaciaSi nulis Tanrigebis gamoyofa 

 - ricxviTi informaciis Tanrigebad gazrda 

 - ricxviTi informaciis Tanrigebad kleba 

 - informaciis gadaadgileba marcxniv 

 - informaciis gadaadgileba marjvniv 

 - ujris gverdebis gaformeba 

 - ujris fonis gansazRvra 

 - ujraSi teqstis feris SerCeva 

 

 

Sida blokebis gasaformebeli piqtografiuli meniu Drawing. 

 

piqtografiuli meniu Drawing  

 

 - qvemeniu Draw 

 - blokebis moniSvna 

 - qvemeniu standartuli AutoShapes – standartuli 

grafikuli obieqtebis xatva. obieqtis SerCeva (Click) da cxrilis 

nebismier adgilze (Drag) 

 - xazis gavleba (Drag) 

 - isris Seqmna (Drag) 

 - marTkuTxedis Seqmna (Drag) 

 - elifsis/wris Seqmna (Drag) 

 - teqsturi blokis Seqmna 

 - teqstis mxatvruli gaformeba 

 - organizaciuli diagramis/grafikis Seqmna 
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 - standartuli emblemebis dokumentSi Casma 

 - suraTis failidan SerCeva da Casma 

 - blokebis feris gansazRvra/Seferadeba 

 - xazis feris gansazRvra/Seferadeba 

 - teqstis feris gansazRvra/Seferadeba 

 - xazis tipis gansazRvra 

 - wyvetili xazis tipis gansazRvra 

 - isris tipis gansazRvra 

 - blokze Crdilis “dadeba” 

 - sam ganzomilebiani blokebis formireba 

 

 

qvemeniu  

 

1.  – moniSnuli blokebis erT blokad gaerTianeba  

2.  – gaerTianebuli blokebis blokebad daSla 

3.  – daSlili blokebis erT blokad aRdgena 

4.  

  - moniSnuli blokis “dadeba” zemodan sxva blokze 

  - moniSnuli blokis moqceva yvela sxva blokis 

qvemoT 

  - moniSnuli blokis erTi doniT zeviT “dadeba” 

ramdenime zeddebul blokSi 

  - moniSnuli blokis erTi doniT qvemodan “amodeba” 

ramdenime zeddebul blokSi 

5.  – grafikuli obieqtis badeze gadaadgilebis CarTva/gamorTva 

 

badeze gadaadgilebis 

gamorTva
badeze gadaadgilebis 
CarTva 
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6.  – moniSnuli blokis arCeuli mimarTulebiT erTi bijiT 

gadaadgileba 

 

 

7.  – moniSnuli blokis ganlagebis SerCeva standartuli 

sqemebis mixedviT 

 

 

8.  – moniSnuli blokis Semobruneba 

  - Tavisufali Semobruneba 

  - 900-iani kuTxiT Semobruneba saaTis isris 

sawinaaRmdego mimarTulebiT 

  - 900-iani kuTxiT Semobruneba saaTis isris 

mimarTulebiT 

  - Semobruneba horizontaluri RerZis mimarT 

  - Semobruneba vertikaluri RerZis mimarT 

9.  – erTmaneTTan mierTebuli grafikuli obieqtebis 

dakavSireba umoklesi SemaerTebeli xazebiT 

10.  - moniSnuli standartuli grafikuli obieqtebis 

Secvla 

bijiT zeviT 

bijiT qveviT 

bijiT marcxniv 

bijiT marjvniv 

moniSnuli blokis 

standartuli 

ganlagebis tipebi 
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11.  - moniSnuli standartuli obieqtis stilis 

damaxsovreba Semdgomi gamoyenebisaTvis. 

 

 gare blokebis gaformebisaTvis gamoiyeneba piqtografiuli meniu 

Picture da WordArt. 

 

piqtografiuli meniu Picture  

 

 - dokumentSi suraTis Casma 

 - suraTis Tvisebebis Secvla 

 Automatic – suraTis Tavdapirveli saxis dabruneba 

 Grayscale – baci feris fotoSi gadayvana 

 Black & White – Sav-TeTr fotod gadaqceva 

 Washout – gauferuleba 

 - kontrastis momateba 

 - kontrastis dakleba 

 - ganaTebis momateba 

 - ganaTebis dakleba 

 - suraTis CamoWra 

 - suraTis 900-iani kuTxiT saaTis sawinaaRmdego mimarTulebiT 

Semobruneba 

 - suraTis CarCos xazis SerCeva 

 - suraTis zomaSi SekumSva 

 - suraTis formatireba 

sxvadasxva tipis 

grafikuli obieqtebi 

grafikuli obieqtebis 

calkeuli qvetipebi  



 Tavi 2. MS EXCEL’2003 77 

 - suraTze TeTri fonis miReba 

 - suraTis Tavdapirveli saxiT aRdgena 

 

piqtografiuli meniu WordArt 

 

 - blokis Seqmna 

 - blokSi teqstis redaqtireba 

 - mxatvruli gaformebis stilis Secvla 

 - blokis formatirebis fanjris gamoZaxeba 

 - blokis sxvadasxva saxiT formireba  

 - teqstis mxedrul stilSi formireba 

 - teqstis horizontalur-vertikaluri reversireba 

 - blokis SigniT teqstis formatireba 

 - simboloebs Soris daSorebis SerCeva. 

 

 

V. cxrilis ujrebis gaformeba-redaqtireba 

 

 cxrilis ujrebis gaformeba xorcieldeba Format Cells dialogis 

fanjaraSi, romlis gamoZaxebac SesaZlebelia ramodenime gziT. 

1) Pop-Up => Format; 

2) <Ctrl> + <1>; 

3) meniu Format => Cells. 

ujrebis gaformebisaTvis SevasruloT qvemoT mocemul funqciebi: 

1. Number – ujraSi moTavsebuli informaciis tipis gansazRvra. 

ujris moniSvna => Pop-Up menius gamoZaxeba => Format Cells => 

Number => velSi Category tipis moniSvna => qvetipis miTiTeba => 

OK. 
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qvemoT moyvanilia informaciis ZiriTadi tipebi: 

o General – informacia raime specifiuri formatis gareSe 

o Number – ricxviTi formati; velSi Decimal Places xdeba aTobiTi 

mZimis Semdeg Tanrigebis raodenobis gansazRvra; moniSvnis velSi Use 

1000 Separator-is moniSvniT xorcieldeba mTel nawilSi aTaseulebis 

gamoyofa, xolo velSi Negative Number xdeba uaryofiTi an dadebiTi 

formatis gansazRvra. 

o Currency – gamosaxavs ricxvebs dolarebSi; veli Decimal Places 

gamoiyeneba igive daniSnulebiT, rogorc wina SemTxvevaSi; moniSvnis 

veli Symbol gankuTvnilia fuladi niSnis tipis gansazRvrisaTvis. 

o Date – TariRebis gamomsaxveli; velSi Type xdeba qvetipis SerCeva, 

romelic gansazRvravs Tvis, ricxvisa da wlis gamosaxvis formats. 

o Time – drois gamomsaxveli; velSi Type xdeba qvetipis SerCeva, 

romelic wina SemTxvevis msgavsad gansazRvravs wamis, wuTisa da 

saaTis gamosaxvis formats. 

2. Alignment – informaciis ujraSi ganlagebas Tviseba. 

ujris moniSvna => meniu Pop-Up => Format Cells => Alignment => 

horizontaluri da vertikaluri ganlagebis miTiTeba => teqstis 

orientaciis gansazRvra => OK. 

informaciuli 

tipis 

gansazRvra 
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• teqstis horizontaluri formatireba: General – specifiuri 

formatis gareSe; Left – marcxena gverdze sworeba; Center – 

marcxena da marjvena gverdebis SuaSi sworeba; Right – marjvena 

gverdze sworeba; Fill – ujris Sevseba; Justify – marcxena da 

marjvena gverdebze sworeba; Center across selection – sworeba 

moniSnuli ujrebis SuaSi. 

• teqstis vertikaluri formatireba: Top – ujris zeda gverdze 

sworeba; Center – ujris zeda da qveda gverdebis SuaSi sworeba; 

Bottom – ujris qveda gverdze sworeba; Justify – ujris zeda da 

qveda gverdebze sworeba. 

• moniSvnis veli Wrap text – gansazRvravs ujris Tvisebas teqstis 

ganlagebaze: Tu veli moniSnuli ar aris, ujraSi grZeli teqstis 

moTavsebisas ujra “gaiweleba” horizontalurad. aseT dros 

gawelili ujra zemodan “gadaefareba” gverdze myof ujrebs, xolo 

Tu veli moniSnulia ujra kargavs “gawelvis” unars da masSi 

moTavsebuli teqsti mTlianad Tavsdeba ujraSi. 

 

horizontaluri 

formatireba 

horizontaluri 

formatireba 

teqstis mixedviT 

ujris Tvisebis 

formireba 
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3. Font – fontis gansazRvra. 

ujris moniSvna => meniu Format => Cells => Font => fontis SerCeva 

=> OK. 

 

• fontis tipi, stili da kegeli isazRvreba velebSi: Font, Font 

Style, Size, xolo Underline velSi xdeba xazgasmis stilebis 

SerCeva; velSi Colour – teqstis feris SerCeva da velSi Effects – 

xarisxis da indeqsisi maCveneblis gansazRvra. 

4. Border – ujris gverdebis gaformeba. 

ujris moniSvna => meniu Format => Cells => Border => gverdis 

gaformeba => OK. 

 

fontis SesarCevi 

veli 

kegelis 

SesarCevi veli 

xarisxis 

maCveneblis 

CamrTveli 

indeqsis 

maCveneblis 

CamrTveli 

gverdebis 

gaformebis 

veli 
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• velSi Border sruldeba gverdebis gaformeba:  

None  – SemosazRvris moxsna; 

Inside  – ujrebis yvela Sida gverdebis SemosazRvra; 

Outline  – oTxive gverdis SemosazRvra; 

 - marcxena gverdis SemosazRvra;  

 - marjvena gverdis SemosazRvra;  

 - zeda gverdis SemosazRvra; 

 - qveda gverdis SemosazRvra; 

  - gamyofi xazebi; 

 - ujrebis horizontaluri gverdebis SemosazRvra; 

 - ujrebis vertikaluri gverdebis SemosazRvra. 

• velSi Style – xazis tipisa da feris gansazRvra. 

5. Patterns – ujris feriT Sevseba. 

ujris moniSvna => meniu Pop-Up => Format Cells => Patterns => 

feris arCeva => Seferadebis tipis gansazRvra => OK. 

 

• veli Color - Click proceduriT fonis feris SerCeva. 

• veli Pattern – Seferadebis meTodis gansazRvra. 

• veli Sample – feris indikacia. 

ferTa 

palitra 



 Tavi 2. MS EXCEL’2003 82 

6. Protection – ujraSi arsebuli informaciis redaqtirebisagan dacva. am 

funqciis Sesruleba xorcieldeba mxolod im SemTxvevaSi Tu 

dokumenti (Sheet) daculia paroliT. 

 ujris moniSvna => <Ctrl>+<1> => Protection => dacvis miTiTeba => 

OK 

• moniSvnis velSi an ujraSi Locked – akrZalvis dayeneba, krZalavs 

ujraSi arsebuli informaciis redaqtirebas. 

• moniSvnis velSi an ujraSi Hidden – formulis indikaciis 

akrZalvis dayeneba, krZalavs ujris daprogramebisas gamoyenebuli 

funqciebis Cvenebas. 

 

 

 

ZiriTadi procedurebi 

 

1. svetebis siganis gansazRvra 

svetebis siganis gansazRvra SesaZlebelia ori gziT: 

1) Mouse - is mimTiTeblis svetis dasaxelebis erT-erT sazRvarTan 

miyvana (mimTiTebeli Seicvlis formas) => Drag 

 

dacvis 

indikatori 

mausis mimTiTeblis 

maCvenebeli 

zomis 

indikatori 
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2) mTliani svetis moniSvna (Click) => moniSnulidan Pop-Up menius 

gamoZaxeba => Column Width => mniSvnelobis akrefa => OK 

 

2. striqonis simaRlis gansazRvra 

striqonis simaRlis gansazRvra SesaZlebelia ori gziT: 

1) Mouse - is mimTiTeblis striqonis nomeris erT-erT sazRvarTan 

miyvana (mimTiTebeli Seicvlis formas) => Drag 

 

2) mTliani striqonis moniSvna (Click) => moniSnulidan Pop-Up 

menius gamoZaxeba => Column Width => mniSvnelobis akrefa => OK 

 

3. cxrilis avtomaturi gaformeba 

cxrilis moniSvna (Drag) => meniu Format => Auto Format => stilis 

SerCeva (Click) => OK 

 

svetis sigane 

mausis mimTiTeblis 

maCvenebeli 
zomis 

indikatori 

striqonis sigane 

cxrilis stilis 

SerCeva 
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4. cxrilSi striqonebis Camateba 

 striqonis moniSvna (Drag) => moniSnulidan Pop-Up menius 

gamoZaxeba => Insert => OK. (Caemateba imdeni striqoni ramdensac 

movniSnavT) 

5. cxrilSi svetebis Camateba 

 svetebis moniSvna (Drag) => moniSnulidan Pop-Up menius gamoZaxeba 

=> Insert => OK. (Caemateba imdeni sveti ramdensac movniSnavT) 

6. furcelze fonis gaformeba 

 meniu Format => Sheet => Background => dialogis fanjaraSi 

folderis SerCeva => failis moniSvna => Insert 

7. furcelze parolis dayeneba 

 meniu Tools => Protection => Protect Sheet => striqonSi Password 

parolis akrefa => OK => parolis ganmeorebiT akrefa => OK 

                  

8. furcelze parolis moxsna 

meniu Tools => Protection => Unprotect Sheet => striqonSi 

Password parolis akrefa => OK  

 

9. furcelze badis CarTva-gamorTva 

 meniu Tools => Option => View => Gridlines moniSvna => OK 

parolis 

Sesayvani veli 

parolis 

ganmeorebiT 

Sesayvani veli 
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damoukidebeli samuSao 2-3 

 

davaleba: A4 formatis furcelze gavaformoT momdevno gverdze 

naCvenebi suraTi, matarebliT Sesrulebuli gadazidvebis ganrigi da 

amovbeWdoT printerze. 

davalebis Sesrulebis meTodika: 

1. gavxsnaT cxriluri redaqtoriMMS Excel-i. 

2. mivceT furcels axali saxeli – furclis ikonaze (Sheet1) 

gamoviZaxoT Pop-Up meniu (Click[R]) da movniSnoT brZaneba Rename. 

avkrifoT axali saxeli, vTqvaT Station da Semdeg davaWiroT 

<Enter>-s. 

3. Tu furcelze bade gamorTulia, CavrToT is Semdegi proceduriT: 

meniu Tools => Options => View => Gridlines => OK 

4. gavxsnaT meniu File da movniSnoT brZaneba Page Setup 

5. gaxsnil dialogis fanjaraSi movniSnoT Page. striqonSi Paper Size 

CamovSaloT sarCevi da movniSnoT A4 formati. striqonSi 

Orientation mivuTiToT furclis horizontaluri orientacia – 

Landscape. 

6. igive fanjaraSi movniSnoT ganyofileba Margins da ganvsazRvroT 

dokumentis sazRvrebi Sesabamis striqonebSi: Top – 1; Bottom – 1; 

Left – 1; Right – 1, Semdeg OK 

7. ganvsazRvroT svetebis sigane. movniSnoT Drag proceduriT B, C, D 

svetebi da moniSnulidan gamoviZaxoT Pop-Up meniu (Click[R]) 

8. movniSnoT brZaneba Column width da Sesabamis velSi avkrifoT 

svetis siganis mniSvneloba – 10 => OK 

 

svetis siganis 

ganmsazRvreli 

veli 
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9. movniSnoT G, H svetebi da 7, 8 punqtebis analogiurad 

ganvsazRvroT svetis sigane – 12. 

10.  analogiurad ganvsazRvroT Semdegi svetebis sigane: E, F – 10, I-12, 

J-10, K-15. 

11.  ganvsazRvroT striqonebis simaRle. movniSnoT me-2 striqoni 

mTlianad da moniSnulidan gamoviZaxoT Pop-Up meniu (Click[R]). 

12.  movniSnoT brZaneba Row Height da Sesabamis dialogis fanjaraSi 

avkrifoT striqonis simaRle – 15 => OK. 

 

13.  analogiurad 11 da 12 punqtebisa ganvsazRvroT me-4-e striqonidan 

me-8-e striqonis CaTvliT da mivuTiToT suyvelas simaRle 20. 

14.  Drag proceduriT movniSnoT cxrili B2-dan K8-is CaTvliT. 

15.  meniudan Formatting ujrebis gaformebis  piqtogramis 

gamoyenebiT mivuTiToT yvela gverdis gaformeba - . 

16.  SevinaxoT dokumenti failSi: gavxsnaT meniu File da movniSnoT 

brZaneba Save As. 

17.  gaxsnil dialogur fanjaraSi, folderebis gadamrTvelidan 

mivuTiToT CvenTvis sasurveli folderi, xolo striqonSi File 

name failis saxeli da mivuTiToT OK. 

18.  movniSnoT Drag proceduriT ujrebi B2-dan K8-is CaTvliT da 

<Ctrl>+<1> klaviSebis kombinaciiT gamoviZaxoT ujrebis 

formatirebis dialogis fanjara. 

19.  movniSnoT Alignment da velebSi Horizontal da Vertical movniSnoT 

Center. agreTve movniSnoT (Click) veli Wrap Text da mivuTiToT 

OK 

striqonis siganis 
ganmsazRvreli 

veli 
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20. movniSnoT Drag proceduriT E2 da F2 ujrebi da meniudan 

Formatting ujrebis gaerTianebis  piqtogramis gamoyenebiT 

gavaerTianoT isini. 

21. me-20 punqtis analogiurad gavaerTianoT B2-B3, C2-C3, D2-D3, 

G2-G3, H2-H3, I2-I3, J2-J3, K2-K3 ujrebi. 

22. Drag proceduriT movniSnoT cxrili B2-dan I8-is CaTvliT. 

piqtografiuli meniudan Formatting SevirCioT fonti LitNusx, 12 

kegeli. 

23. Drag proceduriT movniSnoT cxrili B4-dan B8-is CaTvliT da 

piqtografiuli meniudan Formatting SevirCioT kegeli - 8. 

24. movniSnoT gaerTianebuli E2 da F2 ujra da piqtografiuli 

meniudan Formatting SevirCioT fonti LitMtavrPS, 12 kegeli. 

SevavsoT cxrili. xarisxis maCveneblebi avkrifoT, rogorc 

Cveulebrivi ricxvebi, oRond davaSoroT ricxvebs carieli 

simboloTi (mag: 1000 avkrifoT rogorc 10 00). 

25. movniSnoT (Click) nebismieri ujra B4-dan I8-mde (mag: F5) da 

piqtografiul meniuSi Standard movniSnoT formatis kopirebis  

piqtograma. amiT Cven movaxdineT formatis (fonti, kegeli, stili 

da sxv.) buferul mexsierebaSi damaxsovreba. 

26. Drag proceduriT movniSnoT cxrili J4-dan K8-is CaTvliT. amiT 

movaxdenT F5 ujris formatis kopirebas J4-dan K8-is CaTvliT 

moniSnul ujrebSi. analogiurad movaxdinoT H2 ujris formatis 

kopireba J2-sa da K2 ujrebSi. 

27. gavaformoT xarisxis maCveneblebi: movniSnoT (Double Click) C4 

ujra da Drag proceduriT movniSnoT xarisxSi asayvani ricxvebi. 

klaviSebis <Ctrl>+<1> kombinaciiT gamoviZaxoT formatirebis 

dialogis fanjara, movniSnoT veli Superscript da mivuTiToT OK 
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28. analogiurad gavaformoT C5-C8 da D4-D8 ujrebSi mocemuli 

xarisxis maCveneblebi. 

29. SevinaxoT dokumenti failSi: <Ctrl>+<S>. 

30. standartuli piqtografiuli meniudan CavrToT  

piqtografiuli meniu Drawing Tu is gamorTulia. 

31. movniSnoT teqsturi blokis piqtograma - . 

32. Drag proceduriT “gavweloT” CarCo L4 ujridan L9 ujris 

bolomde. 

33. SevirCioT fonti LitMtavr, 10 kegeli da avkrifoT Sesabamisi 

informacia. 

34. movniSnoT CarCo mis gverdze Click proceduriT da gamoviZaxoT 

Pop-Up meniu. 

35. movniSnoT brZaneba Format Text Box, Semdeg Alignment da 

davayenoT yvela is parametri rogorc naCvenebia mocemul 

fanjaraSi: 

 

36. gaxsnil dialogis fanjaraSi movniSnoT ganyofileba Colors and 

Lines da Fill seqciis velSi Color meniudan SevirCioT Ria 

iasamnisferi – me-6 striqonis me-8 sveti da OK. 

37. movniSnoT ujrebi Drag proceduriT K4 ujridan K8 ujris 

CaTvliT. moniSvnis mouxsnelad <Ctrl>+<Drag> proceduriT 

movniSnoT damatebiT kidev H4-dan H8 ujris CaTvliT. 
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38. gamoviZaxoT ujrebis dialogis fanjara <Ctrl>+<1> da movniSnoT 

ganyofileba Patterns. velSi Color mivuTiToT Ria iasamnisferi me-6 

striqonis me-8 sveti da OK. 

39. avagoT grafiki. amisaTvis movniSnoT Drag proceduriT ujrebi 

E4-dan F8-is CaTvliT da moniSvnis mouxsnelad <Ctrl>+<Drag> 

proceduriT movniSnoT aseve ujrebi K4-dan K8-is CaTvliT 

40. piqtografiul meniuSi Standard movniSnoT  piqtograma 

41. gaxsnil dialogis fanjaraSi movniSnoT Custom Types, da Scroll 

Bar-is brunviT SevirCioT sul bolo grafikis tipi Tubes Semdeg 

(Click) Rilakze Next => Next => Gridlines da velSi Category (X) 

axis movniSnoT Major gridlines 

42. igive dialogur fanjaraSi (Click) ganyofilebaze Legend da 

(Click) movxsnaT moniSvna Show Legend da bolos (Click) Rilakze 

Finish. 

43. Cvens mier miRebuli grafikis CarCos marcxena wveri Drag 

proceduriT movaTavsoT B10 ujris marcxena zeda kuTxeSi, xolo 

marjvena qveda CarCos wertili L38 ujris marjvena qveda kuTxeSi. 

44. moniSvnis mouxsnelad piqtografiuli meniudan Chart movniSnoT 

 piqtograma 

45. gaxsnil dialogis fanjaraSi movniSnoT ganyofileba Font da 

Sriftebis CamonaTvalSi SevirCioT fonti LitNusx kegeli 12 

 

fonti 
kegeli 
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46. gadavideT ganyofilebaSi Patterns, da movniSnoT ferTa palitraze 

meore striqonis meSvide feri, Semdeg (Click) Rilakze Fill Effects 

 

47. gaxsnil calke dialogis fanjaraSi movniSnoT ganyofileba 

Gradient da velSi Shading styles mivuTiToT tipi From center, xolo 

velSi Colors SevirCioT maqsimaluri ganaTeba – Light. amave 

fanjaraSi velSi Variants (click) marjvena variantze da Semdeg OK 

da kidev erTxel OK 

 

48. movxsnaT moniSvna nebismier ujraze Click proceduriT. 

49. SevinaxoT dokumenti failSi <Ctrl>+<S>. 

50. amovbeWdoT dokumenti printerze. movniSnoT winaswari 

daTvalierebis  piqtograma da davaTvalieroT dokumenti 

51. movniSnoT Rilaki Print... da OK. 

Ria 

badrijnisferi 

Rilaki Fill Effects 

maqsimaluri 

ganaTeba 

marjvena varianti moniSvna 
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VI. monacemTa bazis Seqmna 

 

 monacemTa baza ewodeba garkveuli wesiT Sedgenil monacemTa 

erTobliobas. TiToeul monacems Canaweri ewodeba, romelic Tavis mxriv 

calkeuli velebisagan Sedgeba. 

MS Excel - is cxrilis saxiT warmodgenili monacemTa bazis 

Canawerebi calkeuli striqonebia, xolo velebis Semcveloba 

moTavsebulia svetebSi. velebis dasaxelebebis warmodgena xorcieldeba 

svetebis saTaurebis saxiT, romlebic imavdroulad warmoadgens 

monacemTa bazis velebs. 

 

 

 

 

ZiriTadi procedurebi 

 

monacemTa bazis Sevseba/redaqtireba 

 cxrilis, rogorc monacemTa bazis, redaqtireba-damuSavebisaTvis 

gamoiyeneba cxrilis monacemTa bazis Sabloni, anu forma, romelzec 

Scroll-is (Tagvis rgolis) daxmarebiT xorcieldeba TiToeuli Canaweris 

Sevseba/redaqtireba. 

mTliani cxrilis, maT Soris saTaurebis moniSvna => meniu Data 

=> Form (gaixsneba bazis pirveli CanaweriT forma, dialoguri fanjara, 

Sesabamisi redaqtirebadi velebiT) 

saTauris 

striqoni 

monacemTa bazis veli 
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 Rilaki New – monacemTa bazaze axali Canawerebis damateba; 

 Rilaki Delete – mocemuli Canaweris (striqonis) waSla; 

 Rilaki Restore – axali Canaweris Seqmnamde, Secvlili velis 

Semcvelobis an waSlili Canaweris aRdgena; 

 Rilaki Find Prev da Find Next – wina an momdevno Canawerebze 

gadasvla; 

 Rilaki Criteria – velisaTvis kriteriumis gansazRvra. 

kriteriumebis gansazRvris Semdeg Rilakebis Find Prev da Find 

Next-is gamoyenebisas gamoitaneba mxolod is Canaweri, romlis 

Sesabamisi velebic akmayofilebs SerCeul kriteriums; 

 Rilaki Close – dialoguri fanjris daxurva. 

 

 

 

cxrilSi monacemebis gadawyoba 

  

meniu Data – Sort. 

cxrilSi monacemTa gadawyoba xorcieldeba dialoguri fanjara 

Sort – dan, aRmavali (Ascending) an daRmavali (Descending) saxiT. 

redaqtirebadi 

veli 
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 veli Sort by – svetis SerCeva, romlis mixedviTac unda moxdes 

cxrilis monacemebis gadawyoba. 

 

 velebi Then by - erTnairi monacemebis svetis mixedviT monacemTa 

gadawyobisas, gadasawyob monacemTa prioritetebis gansazRvra. 

 veli My data range has – cxrilis svetebis saTaurebis arsebobis 

miTiTeba/ar miTiTeba 

• Header raw - cxrilis svetebis saTaurebis arsebobis miTiTeba; 

• No Header raw - cxrilis svetebis saTaurebis ar arsebobis 

miTiTeba. 

 

 

damoukidebeli samuSao 2-4 

 

davaleba: VI Tavis dasawyisSi mocemul cxrilSi Canawerebis svetis 

(Name) anbanis mixedviT sortireba. 

davalebis Sesrulebis meTodika: 

1. gavxsnaT cxriluri redaqtori MS Excel  

2. ganvsazRvroT svetebis sigane: - movniSnoT Drag proceduriT B 

sveti da moniSnulidan gamoviZaxoT Pop-Up meniu (Click[R]) 

monacemTa 

aRmavali da 

daRmavali 

saxiT 

gadawyoba 
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3. movniSnoT brZaneba Column width da Sesabamis velSi avkrifoT 

svetis siganis mniSvneloba – 15 => OK. 

4. analogiurad me-3 punqtis, ganvsazRvroT Semdegi svetebis siganec: 

C – 10, D – 7, E – 12, F – 8, G – 13 

5. Drag proceduriT movniSnoT ujrebi B3-dan G8 ujris CaTvliT 

6. piqtografiuli meniudan Formatting ujrebis gaformebis  

piqtogramis gamoyenebiT mivuTiToT yvela gverdis gaformeba -  

7. SevinaxoT dokumenti failSi: gavxsnaT meniu File da movniSnoT 

brZaneba Save As 

8. gaxsnil dialogis fanjaraSi, folderebis gadamrTvelidan 

mivuTiToT CvenTvis sasurveli folderi, xolo striqonSi File name 

failis saxeli da mivuTiToT OK 

9. movniSnoT Drag proceduriT ujrebi B3-dan G8-is CaTvliT da 

<Ctrl>+<1> klaviSebis kombinaciiT gamoviZaxoT ujrebis formatirebis 

dialoguri fanjara 

10.  movniSnoT Alignment da velebSi Horizontal da Vertical 

movniSnoT Center da OK 

11.  cxrilze moniSvnis mouxsnelad piqtografiuli meniudan 

Formatting SevirCioT fonti Arial da kegeli 14. SevavsoT cxrili 

monacemebiT me-3 striqonis (saTaurebis) da F4, F5, F6, F7 da F8 

ujrebis garda. 

12.  klaviaturaze CavrToT Caps Lock Rilaki da avkrifod wina 

punqtiT gamotovebuli ujrebi Sesabamisi informaciiT 

13.  Drag proceduriT movniSnoT cxrilis svetebis saTaurebi B3 

ujridan G3 ujris CaTvliT da piqtografiul meniu Formatting-dan 

mivuTiToT teqstis gaformebis msxvili stili B (Bold), amrigad Cven 

miviRebT monacemTa bazis dasrulebul saxes. 

14.  SevinaxoT dokumenti failSi: <Ctrl>+<S> 
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15.  movniSnoT cxrilis monacemTa erT-erTi ujra mag: C4 da 

gamoviZaxoT monacemTa sortirebis dialoguri fanjara: meniu Data => 

Sort... 

16.  gaxsnil dialogis fanjaraSi velSi Sort by SevirCioT kriteriumi 

Name, vinaidan cxrili Seicavs erTnairi saxelis ori pirovnebis 

monacems velSi Then by SevirCioT sortirebis morigi prioriteti - 

AGE daRmavali (Descending) ganlagebiT. cxrili miiRebs saxes: 

 

17.  SevinaxoT dokumenti failSi: <Ctrl>+<S>. 

 

 

 

cxrilis monacemTa filtracia 

 

cxrilis monacemTa filtracia momxmarebels aZlevs saSualebas 

imuSaos mxolod im SezRuduli raodenobis striqonebTan, CanawerebTan, 

romelic mas im momentisaTvis esaWiroeba. 

meniu Data – Filter. 

 ZiriTadad gamoiyeneba ori saxis filtracia: - AutoFilter da Custom 

– momxmareblis mier gansazRvruli kriteriumiT monacemTa filtracia. 

1. AutoFilter – avtofiltracia svetis Semcveli monacemebis mixedviT 

cxrilis monacemTa avtofiltraciisas gamonaTdeba konkretuli 

svetis monacemebidan SerCeuli konkretuli monacemebi, Canawerebi. 

TvalsaCinoebisaTvis movaxdinoT damoukidebeli samuSao 2-4-Si Seqmnili 
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monacemTa bazis avtofiltracia im pirTa asakis (AGE) mixedviT, 

romelTa asakic 29 welia. 

 

 

damoukidebeli samuSao 2-5 

 

davaleba: ganvaxorcieloT damoukidebeli samuSao 2-4-Si Seqmnil 

monacemTa bazis avtofiltracia 29 wlis asakis pirTa monacemTa 

mixedviT. 

davalebis Sesrulebis meTodika: 

1. gavaaqtiuroT aplikacia MS Excel da gavxsnaT damoukidebel 

samuSao 2-4-Si Seqmnili monacemTa baza (cxrili) 

 

2. Click cxrilis monacemTa erT-erT ujraze  

3. meniu Data => Filter => AutoFilter, yoveli svetis saTauris ujraSi 

gaCndeba avtofiltris isari. 

4. Click AGE svetis avtofiltraciis isarze, gaxsnili 

CamonaTvalidan Click proceduriT SevirCioT gameorebuli monacemi, 

Canaweri (Cvens SemTxvevaSi 29). amiT Cven ganvaxorcieleT cxrilis 

avtofiltracia konkretuli kriteriumis (29) asakis mixedviT da 

gamovitaneT mxolod is striqonebi, romlebic Seicavs aRniSnul 

kriteriums (29). cxrilis avtofiltraciis Semdeg im svetis 

avtofiltris isari, romlis mixedviTac movaxdineT filtracia 

Seferaddeba lurjad. 



 Tavi 2. MS EXCEL’2003 98 

 

5. avtofiltris isarze (Click) gaxsnil CamonaTvalSi brZaneba Top10-

is arCevisas, gamonaTdeba mxolod am svetis aTi maqsimaluri 

monacemis Semcveli striqoni (es brZaneba moqmedebs, mxolod 

ricxviTi monacemebis svetisaTvis) 

6. gafiltrul cxrilTan muSaobis dasrulebis Semdeg, misi sawyisi 

saxiT aRdgenisaTvis vasrulebT: meniu Data => Filter => Show All 

 

 

2. Custom – momxmareblis mier gansazRvruli kriteriumiT monacemTa 

filtracia. 

 

meniu Data => Filter => AutoFilter => cxrilSi Click sasurveli 

svetis avtofiltris isarze da Click CamoSlil CamonaTvalSi 

(Custom...) - brZanebaze. 

 

Custom AutoFilter dialoguri fanjris marcxena zeda velis 

CamonaTvalSi SeirCeva filtraciis 12 saxis piroba, romelTaganac 

ramodenime aRwerilia qvemoT. 

 equals - tolia; 
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 does not equal - ar udris; 

 is greater than - metia vidre; 

 is greater than or equals to - metia vidre an tolia; 

 is less than - naklebia vidre; 

 begins with - iwyeba simboloTi; 

 ends with - mTavrdeba simboloTi; 

 contains - Seicavs monacems. 

marjvena zeda velSi marcxena velSi SerCeuli pirobis Tanaxmad 

CamonaTvalidan SeirCeva Sedarebis obieqti.  

filtraciis damatebiTi pirobis arsebobisas, Auto Filter dialogur 

fanjaraSi xorcieldeba (damatebiTi pirobis) qveda meore striqonis 

velebSi gansazRvra, imisaTvis Tu gvsurs erTdroulad zeda da qveda 

velebSi gansazRvruli orive pirobis dakmayofileba, unda CavrToT 

And piroba, xolo erTerTis Sesrulebisas Or piroba. 

 

 

damoukidebeli samuSao 2-6 

 

davaleba: ganvaxorcieloT damoukidebeli samuSao 2-4-Si Seqmnil 

monacemTa bazis Custom brZanebiT filtracia – momxmareblis anu Cvens 

mier gansazRvruli AGE – asakis kriteriumiT. 

davalebis Sesrulebis meTodika: 

1. gavaaqtiuroT aplikacia MS Excel da gavxsnaT damoukidebel 

samuSao 2-4-Si Seqmnili monacemTa baza (cxrili) 
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2. Click cxrilis monacemTa erT-erT ujraze 

3. meniu Data => Filter => AutoFilter yoveli svetis saTauris ujraSi 

gaCndeba avtofiltris isari 

4. Click, AGE svetis avtofiltraciis isarze, gaxsnili 

CamonaTvalidan Click brZaneba (Custom...)-ze. amiT Cven movaxdenT 

momxmareblis mier gansasazRvri kriteriumebis filtraciis 

dialoguri fanjris gamoZaxebas. 

 

5. gamoZaxebul dialogur fanjaraSi SeviyvanoT da SevirCioT yvela 

is kriteriumi, romelic mocemulia suraTze da Semdeg Click Rilakze 

OK, Sedegad miviRebT yvela im gafiltrul pirovnebaTa monacemebis 

Canawers, romelTa asakic metia 19-ze da naklebia 39-ze: 

 

6. gafiltrul cxrilTan muSaobis dasrulebis Semdeg misi sawyisi 

saxiT aRdgenisaTvis vasrulebT Semdegs: cxrilSi, (Click) AGE svetis 

lurjad Seferadebul filtraciis isarze => CamoSlil 
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CamonaTvalSi, SevirCioT brZaneba (ALL), amiT Cven movaxdenT cxrilis 

monacemTa srulad aRdgenas. 

 

 

monacemTa bazis dokumentis paroliT dacva 

 

meniu Tools => Options => Security => velSi Password to Open 

SeviyvanoT paroli => OK. gaixsneba parolis damowmebis dialoguri 

fanjara da velSi Reenter Password to Proceed  Segvyavs ganmeorebiT 

igive paroli => OK => <Ctrl>+<S> => davxuroT fanjara. 

 

monacemTa bazis dokumentis parolis moxsna 

 

meniu Tools => Options => Security => velSi Password to Open 

wavSaloT paroli => OK => <Ctrl>+<S> da vxuravT fanjaras. 

 

 

VII. gamoTvliTi operaciebi (ujrebis 

daprogrameba) 

 

 rogorc am Tavis dasawyisSi avRniSneT MS Excel-is yovel ujras 

gaaCnia maTematikuri da logikuri funqciebis gamoyenebiT, formulaTa 

Seqmnis da daprogramebis unari. magaliTad B7 ujraSi Cawerili ricxvi 

20-is gamoTvla SesaZlebelia ori sxvadasxva C8 da C9 ujrebis 

daprogramebiT, anu B5 ujris mniSvneloba gamoiTvleba C8 da C9 

ujrebis ricxviTi mniSvnelobebis ajamviT: =SUM(C8;C9), aRniSnuli 

formulis gamoTvlis Sedegad, mas Semdeg, rac gansazRvruli iqneba C8, 

C9 ujrebis ricxviTi mniSvnelobebi B5 ujraSi miviRebT konkretul 
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ricxviT mniSvnelobas, Sedegs. mag. Tu C8=10 da C9=10, B5 ujra 

miiRebs mniSvnelobas – 20. 

MS Excel-Si ujrebis daprogrameba xorcieldeba rogorc 

funqciebiT (SUM) aseve ubralo maTematikuri moqmedebebis gamoyenebiTac 

(=B1+B2), (=7+9). 

funqciaTa Casma xorcieldeba meniu Insert => function, gaxsnili 

dialoguri fanjridan (Insert Function) Click proceduriT sasurveli 

funqciis SerCeva da OK. 

 

funqciis Cawera ujraSi iwyeba tolobis niSniT, romlis Semdegac 

iwereba funqciis saxeli da frCxilebSi moTavsebuli erTi an ramdenime 

wevri, romelTa erTmaneTisagan gamoyofa xorcieldeba wertilmZimiT. 

TiToeuli wevri SeiZleba Seicavdes: 

 ricxvs, teqsts da a.S. 

 ujris saxels; 

 ujraTa masivebs, magaliTad: B1:B10, rac miuTiTebs B1 ujridan 

B10 ujris CaTvliT arsebul mniSvnelobebze; 

 sxva funqcias. 

qvemoT ganvixiloT jamis SUM funqciis Caweris ramodenime 

SesaZlo magaliTi: 

SesarCev 

funqciaTa 

CamonaTvali 

funqciaTa 

kategoriebi 

funqciaTa 

saZebni veli 
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 =SUM(7;9) – miTiTebulia gansazRvruli ricxvebi 7 da 9. 

 =SUM(A1:A10;E12;G15) – jamis funqcia Seicavs sam wevrs, 

Sesabamisad masivisa da ori ujris saxels. 

 =SUM(D1;D2;SUM(B1:C10)) – jamis es funqciac aseve Seicavs 

sam wevrs, romelTagan me-3 Tavad warmoadgens masivis jamis 

funqcias (SUM(B1:C10)). 

funqciaSi Sesabamisi wevrebis Cawera SesaZlebelia, rogorc ujris 

SigniT, aseve ujris statusis striqonidanac. simartivisTvis ujrebis 

miTiTeba SesaZlebelia ujrebis moniSvniT Drag an Click procedurebiT. 

MS Excel-s gaaCnia 11 sxvadasxva saxis funqcia. 

1. Most Recently Used – sxvadasxva kategoriebidan amorCeuli xSirad 

gamoyenebadi funqciebi; 

2. All – kategoriaSi gaerTianebulia MS Excel-is yvela funqcia; 

3. Financial – finansuri funqciebi; 

4. Date & Time – TariRis da drois tipTa funqciebi; 

5. Math & Trig – maTematikuri da trigonometriuli funqciebi; 

6. Statistical – statistikuri funqciebi; 

7. Lookup & Reference – ujris informaciis misamarTis daprogramebis 

funqciebi; 

8. Database – monacemTa bazis funqcia; 

9. Text – teqsturi informaciis damuSavebis funqcia; 

10. Logical – logikuri funqciebi; 

11. Information – ujraSi arsebuli informaciis Semowmebis funqciebi. 

garda specifiuri funqciebisa yvelgan SesaZlebelia 30-mde wevris 

an ujris, ujraTa masivis miTiTeba. ganvixiloT umeteswilad 

gamoyenebadi funqciebi: 

=SUM(wevri1;wevri2;...) – frCxilebSi gansazRvruli wevrebis 

ajamva. 
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 =SUM(7;5) – moxdeba 7-is da 5-is ajamva da miviRebT – 12. 

 =SUM(A1;B1;C1) – moxdeba A1;B1 da C1 ujrebSi Cawerili 

ricxvebis ajamva; 

 =SUM(B1:E20) – moxdeba (B1:E20) masivis ajamva, anu yvela im 

ricxvebis, romlebic aRniSnul diapazonSia Cawerili. 

 

=AVERAGE(wevri1;wevri2;...) – frCxilebSi gansazRvruli  

wevrebidan saSualo ariTmetikulis gamoTvla. 

 =AVERAGE(4;5;3) – miiReba saSualo ariTmetikuli – 4. 

 =AVERAGE(E12; E13; E14) – E12, E13, E14 ujrebSi Cawerili 

ricxvebidan gamoiTvleba saSualo ariTmetikuli. 

 =AVERAGE(B1:E20) – B1:E20 masividan gamoiTvleba saSualo 

ariTmetikuli, anu moxdeba ajamva da saerTo raodenobaze 

gayofva. 

 

=MAX(wevri1;wevri2;...) – frCxilebSi gansazRvruli wevrebidan 

maqsimaluri mniSvnelobis gamoyofa. 

Tu B1=7; B2=10; B3=15; B4=20 da B5=5  

 =MAX(7;10;15) - frCxilebSi gansazRvruli wevrebidan gamoyofa 

maqsimaluri mniSvneloba – 15. 

 =MAX(B1; B3; B4) - B1, B3, B4 ujrebSi Cawerili ricxvebidan 

gamoyofa maqsimaluri mniSvneloba – 20. 

 =MAX(B1:B4; B5) - B1:B4 diapazonis da B5 ujris 

mniSvnelobebidan gamoiyofa maqsimaluri mniSvneloba – 20. 

 

=COUNT(wevri1;wevri2;...) – iTvlis frCxilebSi gansazRvruli 

wevrebis, ujrebis raodenobas, romelSic Cawerilia raime ricxviTi 
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mniSvneloba. carieli ujris Sexvedris SemTxvevaSi, misi gaTvaliswineba 

ar xorcieldeba. 

mag.: B1=7; B2=10; B3=carielia; B4=20 da B5=5 

 =COUNT(7;10;20) – gamoiTvleba da miiReba – 3. 

 =COUNT(B1; B2; B3) – gamoiTvleba da miiReba – 2. 

 =COUNT(B1:B4; B5) – gamoiTvleba da miiReba – 4. 

 

=DAY(wevri) – frCxilebSi wevris saxiT gansazRvruli TariRidan 

dRis mniSvnelobis gamoyofa. mag.: B1 – ujraSi Cawerilia TariRi 25-

December-2007 

 =DAY(B1) – gamoiyofa ricxvi da miiReba – 25 

 =DAY(15-December) – gamoiyofa ricxvi da miiReba – 15 

 

=MONTH(wevri) – frCxilebSi wevris saxiT gansazRvruli 

TariRidan Tvis gamoyofa. mag.: B1 – ujraSi Cawerilia TariRi 25-

December-2007 

 = MONTH(B1) – gamoiyofa Tve da miiReba – 12 

 = MONTH(15-October) – gamoiyofa Tve da miiReba – 10 

 

=YEAR(wevri) – frCxilebSi wevris saxiT gansazRvruli 

TariRidan wlis gamoyofa. mag.: B1 – ujraSi Cawerilia TariRi 25-

December-2007 

 = YEAR(B1) – gamoiyofa weli da miiReba – 2007 

 = YEAR(25-December-2009) – gamoiyofa da miiReba – 2009 

 

=ROUND(wevri, Tanrigis nomeri) – frCxilebSi wevris saxiT 

gansazRvruli mniSvnelobis damrgvaleba Tanrigebis raodenobis 

gansazRvriT. mag.: B1 = 5.787 
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 = ROUND(B1;2) – damrgvaldeba da miiReba – 5.79 

 = ROUND(3.46;1) - damrgvaldeba da miiReba – 3.5 

 = ROUND(15.3;-1) - damrgvaldeba da miiReba – 20 

 = ROUND(14.3;-1) - damrgvaldeba da miiReba – 10 

 

=IF(logikuri piroba;wevri1;wevri2) – pirobidan gamomdinare 

xorcieldeba pirveli an meore wevris gamoTvla/gaTvaliswineba. IF - 

funqcias gaaCnia mxolod ori mniSvneloba – WeSmariti (True), an mcdari 

(False). logikuri pirobis Sesrulebis SemTxvevaSi, mxedvelobaSi miiReba 

mniSvneloba True da sruldeba “wevri1”, xolo pirobis Seusruleblobis 

False mniSvnelobis SemTxvevaSi Sesruldeba “wevri2”.  

mag.: Tu B1 = 7 da B2 = 10 

 =IF(B1=B2;5+5;10-3) – False mniSvnelobidan gamomdinare 

sruldeba meore wevri (10-3) da miiReba – 7 

 =IF(B1=7;Round(5.15;1);10-3) – True mniSvnelobidan gamomdinare 

sruldeba pirveli wevri (Round(5.15;1)) da miiReba – 5.2 

 =IF(B1<B2;”True”;”False”) – WeSmariti mniSvnelobidan 

gamomdinare sruldeba pirveli wevri (”True”) da miiReba – 

TRUE. 

 

=OR(logikuri piroba1;logikuri piroba2;...) – “an” kavSiriT 

xorcieldeba logikuri pirobebis gaerTianeba, romlis Sesrulebisas, 

Tundac erTi pirobis WeSmaritebis SemTxvevaSi miiReba mniSvneloba True, 

xolo mniSvneloba False miiReba maSin, rodesac yvela logikuri 

gamosaxuleba iqneba mcdari. 

mag.: Tu B1 = 7; B2 = 10 da B4 = 20 

 =OR(B1<B2;B2=B4;B1=B4) – erT-erTi pirobis WeSmaritebidan 

gamomdinare miiReba mniSvneloba – TRUE 
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 =OR(B1>B2;B2=B4;B2<B1) – yvela pirobis simcdaridan 

gamomdinare miiReba mniSvneloba – FALSE. 

 

=NOT(logikuri piroba) – logikuri pirobis mniSvnelobis 

inversia. e.i. Tu logikuri pirobis mniSvneloba aris WeSmariti (True), 

NOT kavSiriT miiReba mcdari (False) sapirispiro mniSvneloba da 

piriqiT, False mniSvnelobis SemTxvevaSi miiReba True 

mag.: NOT(7=9) – miiReba mniSvneloba TRUE 

 

 

ZiriTadi procedurebi 

 

1 ujrebis funqcionaluri dakavSireba 

ujris moniSvna =>  Click => kategoriis arCeva => => funqciis 

SerCeva => OK => ujrebis miTiTeba => OK 

 

 

2 pirobaze damokidebuli formatireba 

 ujris (ujrebis) moniSvna => meniu Format => Conditional 

Formatting => meTodis SerCeva => pirobis gansazRvra => Forrmat => 

fontis, CarCos tipisa da fonis gansazRvra => OK => OK 

ujrebis 

miTiTeba 
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3 failidan dokumentSi grafikuli gamosaxulebis Casma  

 meniu Insert => Picture => From File => failis tipis miTiTeba => 

folderis SerCeva => CamonaTvalidan failis moniSvna => Insert 

 
  

 

 

damoukidebeli samuSao 2-7 

 

davaleba: SevadginoT erovnul gamocdebSi monawile abiturientTa 

sagamocdo aRricxvis cxrili ramodenime sagnisaTvis, qvemoT mocemuli 

suraTis mixedviT. 

meTodis 

SerCeva 

logikuri 

piroba 

formatirebis 

fanjaraze 

gadasvla 

folderis 

SerCeva 
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SeniSvna:  

cxrilis namzadis Seqmnas ganvaxorcielebT daprogramebuli ujrebis 

saxiT abiturientTa qulebis gareSe. mas Semdeg rac davasrulebT 
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namzadis Seqmnas SegviZlia SevitanoT qulebi da miviRoT mza sagamocdo 

aRricxvis cxrili. 

davalebis Sesrulebis meTodika: 

1.  gavaaqtiuroT aplikacia MS Excel – i. 

2. gavxsnaT meniu File da movniSnoT brZaneba Page Setup 

3. gaxsnil dialogur fanjaraSi Click ganyofileba Page-ze, velSi 

Paper size CamovSaloT CamonaTvali da SevirCioT A4 (210X297mm) 

formati, xolo velSi Orientation mivuTiToT furclis Portrait 

orientacia. 

4. igive fanjaraSi gadavideT ganyofilebaSi Margins da ganvsazRvroT 

dokumentis sazRvrebi: Top-0,25; Bottom-0,25; Left-0,25; Right-0,25 

da Semdeg OK 

5. SevadginoT cxrilis namzadi. movniSnoT A sveti mTlianad. 

moniSnulidan gamoviZaxoT Pop-Up meniu (Click[R]) proceduriT. 

movniSnoT brZaneba Column Width da mivuTiToT svetis sigane – 22 

da OK 

6. movniSnoT (Drag) proceduriT svetebi B-dan F-is CaTvliT da me-5 

punqtis analogiurad mivuTiToT sigane – 9 

7. movniSnoT me-13 striqoni da moniSnulidan gamoviZaxoT Pop-Up 

meniu, movniSnoT brZaneba Row height da mivuTiToT striqonis 

simaRle – 80 da OK 

8. movniSnoT Drag proceduriT 1-dan 5-mde yvela striqoni da me-7 

punqtis analogiurad ganvsazRvroT striqonTa simaRle – 17,5 => 

OK 

9. gavaformoT saTauri, amisaTvis movniSnoT B7 ujra da SevirCioT 

fonti AcadMtavr, 14 kegeli, stili Bold da avkrifoT saTauri 

“abiturientTa sagamocdo aRricxvis cxrili” => <Enter> 
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10.  movniSnoT B7 ujra da piqtografiuli meniudan Standard 

movniSnoT formatis kopirebis  piqtograma da Semdeg movniSnoT 

D9 ujra, avkrifoT – “jgufi #01” da davaWiroT <Enter>-s 

11.  gavaformoT ujris gverdebi. movniSnoT (Drag) ujrebi A14-dan 

A23-is CaTvliT. 

12.  piqtografiul meniuSi Formatting,  piqtogramis moniSvniT 

gavxsnaT meniu da movniSnoT oTxive gverdis SemosazRvra . 

13.  analogiurad me-12 punqtisa SevasruloT moqmedebebi saTiTaod 

ujrebze: B14- B23; C14- C23; D14- D23; E14- F23. 

14.  movniSnoT (Drag) ujrebi A13-dan F13-is CaTvliT da aqac 

analogiurad 12 da 13 punqtisa SemovsazRvroT ujrebi . 

15.  SevinaxoT dokumenti failSi: gavxsnaT meniu File da movniSnoT 

brZaneba Save As. 

16.  Sesabamis dialogis fanjaraSi, folderebis gadamrTvelidan 

mivuTiToT CvenTvis sasurveli folderi da velSi File name 

avkrifoT saxeli da Save. 

17.  ganvsazRvroT fonti: movniSnoT A13 ujra da gamoviZaxoT Pop-Up 

meniu. Click brZanebaze Format Cells movniSnoT ganyofileba Alignment, 

velSi Horizontal da Vertical mivuTiToT Center, xolo Text control 

velSi movniSnoT Wrap text, rogorc naCvenebia qvemoT suraTze. 
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18.  gaxsnil dialogis fanjaraSi movniSnoT ganyofileba Font da 

Sesabamis velebSi SevirCioT fonti AcadMtavr, kegeli 14 da OK 

19.  movniSnoT (Drag) B13-dan F13-is CaTvliT ujrebi, gamoviZaxoT 

Pop-Up meniu (Click) Format Cells brZanebaze, gaxsnil dialogis 

fanjaraSi movniSnoT ganyofileba Alignment da velebSi Horizontal 

da Vertical mivuTiToT Center, xolo velSi Orientation, mivuTiToT 

vertikaluri orientacia 

 

20. gadavideT ganyofilebaSi Font da Sesabamis velebSi SevirCioT 

fonti LitNusx, kegeli 14 da OK 

21. movniSnoT ujrebi (Drag) A14-dan A23 ujrebis CaTvliT. 

piqtografiul meniudan Formatting SevirCioT Srifti LitNusx, 14 

kegeli 

22. analogiurad 21-e punqtisa movniSnoT, gavaformoT ujrebi B14-dan 

F23-is CaTvliT. moniSvnis mouxsnelad piqtografiuli meniudan 

Formatting CavrToT  ujrebis teqstis centrirebis piqtograma 

23. movniSnoT (Drag) ujrebi F13-dan F23-is CaTvliT da 

piqtografiuli meniudan Formatting,  piqtogramidan gavxsnaT 

ferebis palitra da SevirCioT Ria nacrisferi 
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24. SevavsoT cxrili Sesabamisi informaciiT, garda F14-dan F23-ujris 

CaTvliT. 

25. SevinaxoT dokumenti failSi: <Ctrl>+<S> 

26. davaprogramoT ujrebi: movniSnoT F14 ujra da meniudan Insert 

gamoviZaxoT  function brZaneba. gaxsnil dialogis fanjaraSi 

movniSnoT kategoria Math & Trig da velSi Select a function movZebnoT 

da movniSnoT (Click) funqcia SUM, mivuTiToT OK 

27. gaxsnil dialogur fanjaraSi (Function Arguments) velSi Number1 

avkrifoT B14 da davaWiroT <TAB>-s, Number2 striqonSi – C14 da 

a.S. E14-is Caweramde, Semdeg OK 

28. movniSnoT F15 ujra da piqtografiul meniudan Standard movniSnoT 

 piqtograma. Drag proceduriT movniSnoT ujrebi B15-dan E15-is 

CaTvliT da davaWiroT <Enter>-s, am proceduris Sesrulebis Semdeg 

moxdeba B15-dan E15 ujris CaTvliT ujrebSi moTavsebuli ricxvebis 

ajamva, rasac adasturebs Seqmnili ujraTa diapazonis =SUM(B15:E15) 

avtomaturad Seqmnili Canaweri. 

29. movniSnoT F16 ujra (Double Click), ujraSi kursoris gaCenis 

Semdeg avkrifoT =SUM(B16:E16) da davaWiroT <Enter>-s 

30. ganvaxorcieloT F16 ujris kopireba F17 ujraSi. movniSnoT F16 

ujra, miviyvanoT mausis mimTiTebeli moniSnuli ujris CarCos 

marjvena qveda kuTxeSi wertilTan, mausis mimTiTebeli Seicvleba, 

miiRebs Savi jvris formas da Drag proceduriT gadavitanoT F17 

ujraze, amrigad F16 ujraSi moTavsebuli B16:E16 ujrebis jami F17 

ujraSi avtomaturad gardaiqmneba B17:E17 ujrebis jamad. 

31. 30-e punqtis analogiurad SevsruloT moqmedeba F18 ujridan F23 

ujris CaTvliT 

32. SevinaxoT dokumenti failSi: <Ctrl>+<S> 
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33. movniSnoT A25 ujra, piqtografiuli meniudan Formatting 

SevirCioT fonti LitNusx, 12 kegeli da avkrifoT klaviaturidan 

“abiturientTa saSualo qula:” Semdeg <Enter>. movniSnoT isev A25 

da B25 ujrebi Drag proceduriT da piqtografiul meniudan 

Formatting CavrToT  piqtograma – teqstis centrireba ramodenime 

ujris SigniT. 

34. movniSnoT B26 ujra da 33-e punqtis analogiurad SevirCioT 

ujris formati, avkrifoT klaviaturidan “Sefaseba:” da Semdeg 

<Enter>-i 

35. gamoviangariSoT abiturientTa saSualo Sefasebis qulebi. 

movniSnoT C25 ujra da avkrifoT klaviaturidan =Average(F14:F23) 

=> <Enter> 

36. abiturientTa SefasebisaTvis ganvaxorcieloT Semdegi wesi: Tu 

saSualo ariTmetikuli qula naklebia an toli 150-ze – 

“aradamakmayofilebeli”, Tu metia 150-ze da naklebia an toli 250-ze 

– “damakmayofilebeli”, Tu metia 250-ze da naklebia an toli 350-ze 

– “kargi”, xolo Tu metia 350-ze – “friadi”. axla, es wesi 

ganvaxorcieloT IF funqciis da AND operatoris gamoyenebiT: 

37. movniSnoT C26 ujra da klaviaturidan avkrifoT:  

=IF(C25<150;”aradamakmayofilebeli”;IF(AND(C25>150;C25<=250);”damak

mayofilebeli”;IF(AND(C25>250;C25<=350);”kargi”;IF(C25>350;”friadi

”;”pirobis Secdoma”)))), Semdeg <Enter>. (pirobaSi moyvanili qarTuli 

asoebi avkrifoT laTinurad, Sesabamis asoTa SesatyvisobiT 

qarTulTan) 

38. movniSnoT C26 ujra da piqtografiul meniudan Formatting 

SevirCioT fonti LitNusx, 12 kegeli 

39. SevinaxoT dokumenti failSi: <Ctrl>+<S> 
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40. C25 ujraSi Sefasebebis gansxvavebisaTvis gavaformoT ujrebi 

Semdegnairad: movniSnoT C25 ujra, meniudan Format gamoviZaxoT 

brZaneba Conditional Formatting, CamovSaloT logikuri pirobis veli da 

SevirCioT between, momdevno velSi avkrifoT 150, xolo mis 

momdevnoSi 250 da Click Rilakze Format 

41. gaxsnil dialogis fanjaraSi movniSnoT ganyofileba Font da velSi 

Color ferebis palitridan SevirCioT wiTeli feri da OK. 

Sesrulebuli moqmedebiT “damakmayofilebeli” pirobis Sesrulebis 

SemTxvevaSi ujra gaformdeba wiTeli feriT. 

42. gaxsnili fanjris dauxuravad (Click) movniSnoT Rilaki Add da 

axal damatebul velebSi wina punqtis analogiurad “kargi” Sefasebis 

SemTxvevisaTvis ganvsazRvroT ujris formatis feri lurjiT. 

(Sesabamis velebSi: between; 250; 350) 

43. isev movniSnoT (Click) Rilaki Add da axal damatebul velebSi 

kerZoT logikur velSi CamovSaloT da SevirCioT piroba greater than, 

xolo momdevno velSi CavweroT mniSvneloba – 350, wina punqtis 

analogiurad SevirCioT feri – mwvane da OK => OK 

44. SevavsoT cxrili A14 ujridan A23 ujris CaTvliT abiturientTa 

gvarebiT, aseve A13 ujridan F23 ujris CaTvliT suraTze naCvenebi 

Sesabamisi informaciiT. 

45. avagoT grafiki. movniSnoT Drag proceduriT ujrebi A14-dan A23-

is CaTvliT, xolo Semdeg <Ctrl>+Drag proceduriT F14-dan F23-is 

CaTvliT 

46. piqtografiuli meniudan Standard movniSnoT  piqtograma da 

dialogis fanjaraSi SevirCioT (Click), grafikis tipi Column, xolo 

Semdeg Next da isev Next, movniSnoT ganyofileba Legend da movxsnaT 

moniSvna velidan Show legend, mivuTiToT Finish 
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47. Drag proceduriT movaTavsoT grafikis CarCos marcxena zeda wveri 

A29 ujris zeda marcxena wverTan, xolo grafikis CarCos marjvena 

qveda wvero gavweloT I49 ujris qveda marjvena wveromde. 

48. grafikze, abiturientTa saxelebze SevasruloT procedura Double 

Click, gaxsnil dialogur fanjaraSi (Click) movniSnoT  ganyofileba 

Font da Sesabamis velebSi SevirCioT fonti LitNusx, kegeli 10 

49. amave dialogur fanjaraSi gadavideT ganyofilebaSi Alignment da 

velSi Orientation SevirCioT 450-ani daxra, mivuTiToT OK 

50. movxsnaT grafikis CarCos gaformeba. movniSnoT Click proceduriT 

CarCos gverdi da (Click[R]) gamoviZaxoT Pop-Up meniu 

51. movniSnoT brZaneba Format Chart Area, gaxsnil dialogur fanjaraSi 

movniSnoT ganyofileba Patterns da velSi Border movniSnoT None – 

CarCos gverdebis gaformebis moxsna da mivuTiToT OK 

52. SevinaxoT dokumenti failSi: <Ctrl>+<S> 

53. movniSnoT piqtografiul meniu Drawing-ze teqsturi blokis 

formirebis piqtograma  

54. Drag proceduriT gavweloT CarCo G15-ujris zeda xazis Suidan 

I19-ujris marjvena qveda kuTxemde 

55. piqtografiuli meniudan Formatting SevirCioT fonti LitNusx, 12 

kegeli da teqstis centrSi formatirebis piqtograma  

56. avkrifoT teqsti da SevinaxoT dokumenti failSi: <Ctrl>+<S> 

57. piqtografiul meniuze Drawing movniSnoT AutoShape => Stars and 

Banners da me-2 svetis me-3 forma (Down Ribbon). 

58. Drag proceduriT gavweloT forma A1 ujris Suidan I5 ujris 

Suamde 

59. moniSnuli CarCos Signidan (Click[R]) gamoviZaxoT Pop-Up meniu da 

Semdeg brZaneba Add Text, piqtografiul meniudan Formatting Sesabamis 

velebSi SevirCioT fonti LitMtavrPS, kegeli 18 da teqstis centrSi 
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formatirebis piqtograma , avkrifoT teqsti “saqarTvelos 

teqnikuri universiteti” da Semdeg (Click) CarCos gareT nebismier 

adgilze 

60. SevinaxoT dokumenti failSi: <Ctrl>+<S> 

61. amiT Cven miviRebT mza namzads, cxrils, abiturientTa 

SefasebisaTvis (ilustraciisaTvis SevavsoT cxrili suraTze 

mocemuli Sesabamisi qulebiT). 

 

damoukidebeli samuSao 2-8 

 

davaleba: SevadginoT avtomanqanaTa gayidvebis monitoringis cxrili, 

namzadi da gayidvebis zrdis SemTxvevisaTvis SevqmnaT warmoqmnil 

moTxovnaze avtomaturi Setyobineba Semdeg gverdze mocemuli suraTis 

mixedviT. 

davalebis Sesrulebis meTodika: 

1.  gavaaqtiuroT aplikacia MS Excel – i. 

2.  gavxsnaT meniu File da movniSnoT brZaneba Page Setup 

3.  gaxsnil dialogur fanjaraSi Click ganyofileba Page-ze, velSi 

Paper size CamovSaloT CamonaTvali da SevirCioT A4 (210X297mm) 

formati, xolo velSi Orientation mivuTiToT furclis Portrait 

orientacia. 

4.  igive fanjaraSi gadavideT qveganyofilebaSi Margins da 

ganvsazRvroT dokumentis sazRvrebi: Top-0,5; Bottom-0,5; Left-0,4; 

Right-0,4 da Semdeg OK 

5.  SevadginoT cxrilis namzadi. movniSnoT A da B sveti mTlianad. 

moniSnulidan gamoviZaxoT Pop-Up meniu (Click[R]) proceduriT. 

movniSnoT brZaneba Column Width da mivuTiToT svetis sigane – 9 da 

OK 
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6.  movniSnoT (Drag) proceduriT svetebi C-dan F-is CaTvliT da me-5 

punqtis analogiurad mivuTiToT sigane – 14 

7.  movniSnoT sveti G da me-5 punqtis analogiurad mivuTiToT sigane 

– 9 

8.  movniSnoT sveti H da aqac me-5 punqtis analogiurad mivuTiToT 

sigane – 13 

9. movniSnoT me-12 striqonidan me-19 striqonis CaTvliT da 

moniSnulidan gamoviZaxoT Pop-Up meniu, movniSnoT brZaneba Row 

height da mivuTiToT striqonis simaRle – 21 da OK 

10. movniSnoT Drag proceduriT A svetis 12 da 13 ujra da 

piqtografiuli meniudan Formatting mivuTiToT  - teqstis 

centrireba ramodenime ujris SigniT, ujridan moniSvnis mouxsnelad 

gamoviZaxoT Pop-Up meniu => Format Cells => Alingment da velebSi 

Horizontal da Vertical mivuTiToT Center da OK 

11. analogiurad me-10 punqtisa davaformatoT B svetis, G svetis da H 

svetis 12 da 13 ujrebi. 

12. movniSnoT Drag proceduriT C svetis me-12 ujridan F svetis me-

12 ujris CaTvliT da gavaformoT me-10 punqtis analogiurad 

13. movniSnoT Drag proceduriT C svetis me-13 ujridan F svetis me-

19 ujris CaTvliT da moniSnulidan gamoviZaxoT Pop-Up meniu => 

Format Cells => Alingment da velebSi Horizontal da Vertical mivuTiToT 

Center da OK 

14. movniSnoT Drag proceduriT A svetis me-12 ujridan G svetis me-

19 ujris CaTvliT da piqtografiuli meniudan Formatting mivuTiToT 

 ujraTa gverdebis SemosazRvra. 

15. analogiurad me-14 punqtisa SemovsazRvroT ujrebi H svetis me-12 

ujridan me-18 ujris CaTvliT. 
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16. movniSnoT A19 ujra da SevirCioT fonti LitNusx, 14 kegeli da 

stili Bold – msxvili Srifti 

17. movniSnoT C13: F13 ujrebi da SevirCioT fonti LitNusx, 12 kegeli 

da stili Bold – msxvili Srifti 

18. analogiurad me-16 punqtisa Drag proceduriT movniSnoT da 

gavaformoT ujrebi A12-dan H13 ujris CaTvliT, aseve H14-dan H18 

ujris CaTvliT. 

19. movniSnoT B19-dan G19 ujris CaTvliT da SevirCioT stili Bold 

– msxvili Srifti. 

20. movniSnoT (Drag) A14-dan G18 ujris CaTvliT da SevirCioT fonti 

Times New Roman, kegeli 14. 

21. analogiurad me-20 punqtisa gavaformoT ujrebi B19-dan G19 

ujris CaTvliT. amiT Cven miviRebT cxrilis, namzadis dasrulebul 

saxes. 

22. SevavsoT informaciiT cxrilis A sveti, B sveti (B19 ujris 

garda), C14 ujridan F18 ujris CaTvliT da cxrilis me-12 da me-13 

striqonis yvela ujra. 

23. movniSnoT A19 ujridan G19 ujris CaTvliT da piqtografiuli 

meniudan Formatting,  piqtogramidan gavxsnaT ferebis palitra da 

SevirCioT Ria nacrisferi 

24. analogiurad 23-e punqtisa gavaformoT ujrebi H14-dan H18 ujris 

CaTvliT. 

25. movniSnoT piqtografiul meniu Drawing-ze teqsturi blokis 

formirebis piqtograma  

26. Drag proceduriT gavweloT CarCo B21-ujris zeda xazis Suidan 

H25-ujris qveda xazis Suamde 
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27. (Click) teqsturi blokis CarCoze da piqtografiul meniudan 

Formatting SevirCioT fonti LitNusx, 12 kegeli da teqstis centrSi 

formatirebis piqtograma  

28. (Click) teqsturi blokis CarCos SigniT da avkrifoT teqsti. 

SevinaxoT dokumenti failSi: <Ctrl>+<S> 

29. gavaformoT saTauri. piqtografiul meniuze Drawing movniSnoT 

AutoShape => Basic Shapes da me-3 svetis me-4 forma (Bevel). 

30. Drag proceduriT gavweloT forma B2 ujris zeda marcxena 

kuTxidan G8 ujris qveda marjvena kuTxemde. 

31. moniSnuli CarCos Signidan (Click[R]) gamoviZaxoT Pop-Up meniu da 

Semdeg brZaneba Add Text, piqtografiul meniudan Formatting Sesabamis 

velebSi SevirCioT fonti Times New Roman, kegeli 48, CavrToT 

teqstis centrSi formatirebis piqtograma  da avkrifoT teqsti 

“TOYOTA” da Semdeg (Click) CarCos gareT nebismier adgilze 

32. movniSnoT isev saTauris, teqsturi blokis CarCo da (Click[R]) 

proceduriT gamoviZaxoT Pop-Up meniu => Format AutoShape. 

33. gaxsnil dialogur fanjaraSi movniSnoT ganyofileba Colors and 

Lines da velSi Fill CamovSaloT Color da mivuTiToT brZaneba Fill 

Effects 
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34. gaxsnil dialogur fanjaraSi, velSi Shading styles mivuTiToT From 

center da OK => OK 

 

35. davaprogramoT ujrebi: movniSnoT B19 ujra da meniudan Insert 

gamoviZaxoT  function brZaneba. gaxsnil dialogis fanjaraSi 

movniSnoT kategoria Math & Trig da velSi Select a function movZebnoT 

da movniSnoT (Click) funqcia SUM, mivuTiToT OK 

36. gaxsnil dialogur fanjaraSi ise, rogorc es naCvenebia qvemoT 

Number1 velSi CavweroT Sesabamisi Canaweri (Sesakreb ujraTa 

mniSvnelobis diapazoni) da mivuTiToT OK 
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37. (movniSnoT B19 ujra) miviyvanoT Maus-is kursori moniSnuli 

ujris CarCos marjvena qveda kuTxeSi, kursori Seicvlis formas da 

miiRebs Savi jvris formas, ris Semdegac Drag proceduriT 

gadavaTrioT CarCo H19 ujramde. amiT Cven movaxdineT B19 ujris 

formatis, formulis kopireba yvela ujraSi, H19 ujramde. 

38. movniSnoT G14 ujra da piqtografiul meniudan Standard, 

proceduriT Click CavrToT  jamis funqcia da Drag proceduriT 

movniSnoT ujrebi C14-dan F14-is CaTvliT 

39. analogiurad 37-e punqtisa davakopiroT G14 – daprogramebuli 

ujra G18 ujris CaTvliT 

40. movniSnoT H14 ujra da  function brZanebis brZanebaTa 

redaqtirebis velSi avkrifoT qvemoT suraTze naCvenebi Sesabamisi 

informacia da Semdeg <Enter> 

 

41. 37-e punqtis analogiurad movaxdinoT H14 ujris formatis, 

logikuri pirobis kopireba H18 ujris CaTvliT. e.i Cveni pirobis 

Tanaxmad, Tu (IF) wlis manZilze gasayidi manqanebis raodenoba (50 

cali) gadaaWarbebs 45 cals an (OR) gautoldeba (G14>=45) gasayid 

raodenobas (50 cali) moxdeba avtomaturad ~moTxovnis~ generireba. 

42. avagoT grafiki: movniSnoT Drag proceduriT ujrebi C13-dan F13-

is CaTvliT, xolo Semdeg <Ctrl>+Drag proceduriT C14-dan F18-is 

CaTvliT 

43. piqtografiuli meniudan Standard movniSnoT  piqtograma da 

dialogis fanjaraSi SevirCioT (Click), grafikis tipi Column, xolo 

Semdeg Next da ganyofilebaSi Data Range, velSi Series in movniSnoT 



 Tavi 2. MS EXCEL’2003 124 

Rows, Semdeg isev Next, movniSnoT ganyofileba Gridlines da velSi 

Category (x) axis, CavurToT Major gridlines, gadavideT ganyofilebaSi 

Legend da velSi Placement movniSnoT Top, gadavideT ganyofilebaSi 

Data Labels da velSi Label Contains CaurToT Series name da Semdeg 

mivuTiToT Finish 

44. Drag proceduriT movaTavsoT grafikis CarCos marcxena zeda wveri 

B27 ujris zeda marcxena wverTan, xolo grafikis CarCos marjvena 

qveda wvero gavweloT H59 ujris qveda marjvena wveromde. 

45. movniSnoT (Click) grafikis CarCo (Chart Area) da gamoviZaxoT Pop-

Up meniu (Click [R]), mivuTiToT brZaneba Source Data, gaxsnil 

dialogur fanjaraSi gadavideT ganyofilebaSi Series, qvemoT amave 

dasaxelebis velSi movniSnoT Series1 da marjvniv, mis gayolebaze 

velSi Name CavweroT Corolla, Semdeg movniSnoT Series2 da velSi 

Name CavweroT Camry, analogiuri moqmedebebiT ganvsazRvroT 

danarCeni Series saxelwodebebic: Hillux, Prado da Lexus, xolo 

Semdeg OK. 

46. grafikze X RerZis saxelwodebebze (I kvartali, II kvartali, ...) 

SevasruloT procedura Double Click, gaxsnil dialogur fanjaraSi 

(Click) movniSnoT  ganyofileba Font da Sesabamis velebSi SevirCioT 

fonti LitNusx, kegeli 12, stili Bold da Semdeg OK 

47. SevinaxoT dokumenti failSi: <Ctrl>+<S> 

48. amiT Cven miviRebT mza namzads, cxrils, avtomanqanaTa gayidvebis 

dros, romelime modelze warmoqmnili moTxovnis zrdis avtomaturi 

SetyobinebiT. 
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damoukidebeli samuSao 2-9 

 

davaleba: SevadginoT komunaluri gdasaxadis magaliTi, qviTari, 

qvemoT mocemuli suraTis mixedviT. 

 

 

davalebis Sesrulebis meTodika: 

1.  gavaaqtiuroT aplikacia MS Excel – i 

2.  gavxsnaT meniu File da movniSnoT brZaneba Page Setup 

3.  gaxsnil dialogur fanjaraSi Click ganyofileba Page-ze, velSi Paper 

size CamovSaloT CamonaTvali da SevirCioT A4 (210X297mm) 

formati, xolo velSi Orientation mivuTiToT furclis Portrait 

orientacia. 

4.  igive fanjaraSi gadavideT ganyofilebaSi Margins da ganvsazRvroT 

dokumentis sazRvrebi: Top-1,5; Bottom-1,5; Left-1,9; Right-1,9, xolo 

velSi Center on page movniSnoT Horizontally da Semdeg OK 
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5.  movniSnoT (Click, svetisa da striqonis gdakveTis adgilze) 

dokumentis mTliani cxrili 

 

6.  meniudan Formatting, Sesabamisi velebidan SevirCioT Srifti LitNusx, 

kegeli 14 

7.  SevadginoT cxrili. movniSnoT B sveti da D sveti erTdroulad, 

Ctrl Rilakis daxmarebiT (B svetis moniSvnis Semdeg vawvebiT Ctrl 

Rilaks da vniSnavT D svets). moniSnulidan gamoviZaxoT Pop-Up 

meniu (Click[R]) proceduriT. movniSnoT brZaneba Column Width da 

mivuTiToT svetis sigane – 15 da OK 

8.  movniSnoT C sveti da me-7 punqtis analogiurad gamoviZaxoT Pop-

Up meniu da ganvsazRvroT svetis sigane – 30-iT 

9. movniSnoT merve striqoni me-16 striqonis CaTvliT, gamoviZaxoT 

Pop-Up meniu (Click[R]) proceduriT. movniSnoT brZaneba Row Height 

da mivuTiToT striqonebis simaRle – 30 da OK 

10. movniSnoT cxrili B8 ujridan D16 ujris CaTvliT da meniudan 

Formatting mivuTiToT  ujraTa gverdebis SemosazRvra. 

11. movniSnoT Drag proceduriT B8 ujridan D8 ujris CaTvliT da 

piqtografiuli meniudan Formatting mivuTiToT  piqtograma - 

teqstis centrireba ramodenime ujris SigniT da stili Bold. 

12. analogiurad me-11 punqtisa (stilis gansazRvris gareSe) 

gavaformoT ujrebi: B13:C13, B14:C14, B15:C15, B16:C16 

13. movniSnoT C4 ujra da piqtografiuli meniudan Formatting 

mivuTiToT  piqtograma - teqstis sworeba ujris marcxena areze. 

Click 
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14. movniSnoT Drag proceduriT cxrili B8 ujridan D16 ujris 

CaTvliT da gamoviZaxoT Pop-Up meniu (Click[R]), movniSnoT brZaneba 

Format Cells, gaxsnil dialogur fanjaraSi movniSnoT ganyofileba 

Alignment da velebSi Horizontal da Vertical mivuTiToT Center => OK 

15. movniSnoT Drag proceduriT B9 ujridan B12 ujris CaTvliT da 

gamoviZaxoT Pop-Up meniu (Click[R]) proceduriT. movniSnoT brZaneba 

Format Cells, gaxsnil dialogur fanjaraSi movniSnoT ganyofileba 

Alignment da mocemuli suraTis mixedviT SevirCioT yvela Sesabamisi 

parametrebi da Semdeg OK 

 

16. SevinaxoT dokumenti failSi: gavxsnaT meniu File da movniSnoT 

brZaneba Save As. 

17. Sesabamis dialogis fanjaraSi, folderebis gadamrTvelidan 

mivuTiToT CvenTvis sasurveli folderi da velSi File name 

avkrifoT saxeli da Save 

18. gavaformoT saTauri: movniSnoT Drag proceduriT B2 ujridan D2 

ujris CaTvliT da piqtografiuli meniudan Formatting mivuTiToT  

piqtograma - teqstis centrireba ramodenime ujris SigniT, kegeli 

18, stili Bold da Underline da CavweroT saTauri 
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19. movniSnoT B4 ujra da CavweroT: “abonentis #”. Semdeg movniSnoT 

C4 ujra da CavweroT nomeri: “790209” 

20. analogiurad me-18 punqtisa SevavsoT ujrebi suraTze mocemuli 

Sesabamisi informaciiT: B5 – “abonenti:”, C5 – “gratiaSvili 

giorgi”, B6 – “misamarTi:”, C6 – “Tbilisi”.  

21. SevavsoT cxrilis danarCeni ujrebi suraTze mocemuli Sesabamisi 

informaciiT D11, D13 da D16 ujrebis garda. 

22. SevinaxoT dokumenti failSi: <Ctrl>+<S> 

23. davaprogramoT ujrebi: movniSnoT D11 ujra da CavweroT “=D9-

D10”, amiT Cven ganvsazRvravT mricxvelis mixedviT xarjs, sxvaobas 

axalsa da Zvel Soris. 

24. movniSnoT D13 ujra da CavweroT “=D11*0.27”, amiT Cven 

ganvsazRvravT mimdinare xarjis mixedviT abonentis mier gadasaxdel 

Tanxas (mimdinare xarji gamravlebuli arsebul fiqsirebul 

tarifze) 

25. movniSnoT D16 ujra da CavweroT “=D13+D14-D15” – mimdinare 

xarjs vumatebT Zvel davalianebas da vaklebT SeRavaTiT 

gaTvaliswinebul Tanxas. amiT Cven vsazRvravT mimdinare xarjis 

mixedviT, abonentis mier mTlianobaSi, realurad gadasaxdel Tanxas, 

im SemTxvevisas, rodesac abonents erTdroulad aqvs davalianebac da 

amave dros saxelmwifosagan aqvs gamoyofili garkveuli Tanxis (5l) 

SeRavaTi. komunaluri gadasaxadis qviTari dasrulebulia. 

26. SevinaxoT dokumenti failSi: <Ctrl>+<S>. 
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