


saxelmZRvanelo "informaciuli da sakomunikacio teqnologiebi" momzadebulia 

erovnuli saswavlo gegmebisa da Sefasebis centris dakveTiT; saxelmZRvanelo 

moamzades Tamar SalvaSvilma da ekaterine CikaSuam.   

saxelmZRvanelo gankuTvnilia nebismieri saxelobo saganmanaTleblo 

programisaTvis, romlis farglebSi iswavleba sagani "informaciuli da 

sakomunikacio teqnologiebi". 

saxelmZRvaneloSi Sedis Semdegi Tavebi:  

1. informaciuli teqnologiebis ZiriTadi cnebebi da principebi, 

kompiuteris gamoyeneba da failebis menejeri (Windows) 
2. teqstebis eleqtronuli damuSaveba (Microsoft Word) 
3. eleqtronuli cxrilebi (Microsoft Excel) 
4. monacemTa bazebi (Microsoft Access) 
5. prezentaciebi (Microsoft PowerPoint) 
6. informacia da komunikacia (Internet Explorer) 

 
 



Tavi 1. informaciuli teqnologiebis ZiriTadi cnebebi da 
principebi, kompiuteris gamoyeneba da failebis menejeri 

 

A1. sabazo done: 

− zogadi cnobebi;  

− personaluri kompiuteris ZiriTadi mowyobilobebi;  

− periferiuli mowyobilobebi;  

− mudmivi mexsiereba; 

− informaciis warmodgena da Senaxva kompiuterSi; 

− programuli uzrunvelyofa; 

− operaciuli sistema Windows-i da misi interfeisis aRwera; 
− Windows-dan gamosvla da kompiuteris gamorTva; 

− fanjris elementebi da maTi marTva; 

− gamoyenebiTi programebis zogadi mimoxilva; 
 

 
zogadi cnobebi  

 
gamoTvliTi teqnikis ganviTareba saukuneebis istorias iTvlis. 1642 

wels frangma mecnierma b. paskalma Seqmna pirveli meqanikuri gamoT-
vliTi manqana, romelic awarmoebda Sekreba-gamoklebas. 1673 wels 
mecnieri laibnici qmnis manqanas, romelic asrulebs oTxive ariTmeti-
kul operacias, SemdgomSi - XIX saukuneSi Seiqmna ufro maRali sizus-
tisa da saimedobis sxvadasxva konstruqciis meqanikuri gamoTvliTi 
manqanebi. 

personaluri kompiuteri gamoirCeva misi winamorbedebisagan bevri 
udavo upiratesobiT, rogoricaa simartive, siswrafe, saimedooba, da a.S., 
swored am upiratesobis gamo gaxda yvela sferoSi moRvawe adamianisTvis 
saWiro da aucilebeli. 

kompiuteris mwarmoebelma MITS kompaniam, romelic daarsa 
robertsma, 1974 wels Seqmna pirveli personaluri mikrokompiuteri 
romelsac “Altair”  erqva. “Altair” warmoadgenda mikro kompiuteris asawyob 
nakrebs da Zalze gansxvavdeboda Tanamedrove personalur kompiuteri-
sagan, mas ar hqonda klaviatura da monitori. monacemis Seyvana 
xorcieldeboda wina panelze moTavsebuli gadamrTvelebis saSualebiT.  

1977 wlisTvis gamovida sxvadasxva firmebis ramodenime personaluri 
kompiuteri: Tandy, Apple II, Commodore. 1979 wels gamovida Apple II- is 
modificirebuli modeli Apple II plus. is warmoadgenda ukve sakmaod 
daxvewil kompiuters, romelTanac specialuri platebis meSveobiT 
SeiZleboda sxvadasxva mowyobilobebis mierTeba. Apple II plus –Tvis 
Seqmnilma `eleqtronuli cxrilebis~ pirvelma programam saxelwodebiT - 
VisiCalc gadaaqcia kompiuteri seriozul instrumentad mcire firmebis 
buRalteriis warmoebisTvis. 

1981 wels amerikis SeerTebul StatebSi  IBM (International Business 
Machines) firmam daiwyo personaluri kompiuterebis seriuli gamoSveba 
saxelwodebiT IBM PC, romelmac safuZveli Cauyara kompiuterebis 
ganviTarebis axal eras.P  
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personaluri kompiuteris ZiriTadi mowyobilobebi  
 
personaluri kompiuteris ZiriTadi mowyobilobebia:  

- sistemuri bloki (System Unit);  
- monitori M(Monitor); 
- klaviatura (Keyboard); 
- mausi (Mouse).  

 
sistemuri bloki (sur. 1.1) 

sistemuri bloki Tavis mxriv Sedgeba Semdegi nawilebisgan: siste-
muri (System Board) anu deda plata (Mother Board), mikroprocesori (CPU), 

operatiuli mexsiereba (RAM), 
mudmivi mexsierebis mikro-
sqemebi (ROM chips), grafikuli 
anu video plata (Graphics card, 
Video card), qselis plata 
(Network cars), xmis plata (Sound 
cars), Sida modemis plata (Inter-
nal modem), diskwamyvanebi, in-
terfeisis mikrosqemebi (Chip-
sets), romlebic uzrunvelyofen 
periferiul mowyobilobebTan 
kavSirs da a.S. sistemur blok-
Si Semavali mowyobilobebis 
maxasiaTeblebis Semadgenlobas 
personaluri kompiuteris kon-

figuracia ewodeba.  
personaluri kompiuteris konstruqcia agebulia e.w. Ria 

arqiteqturis (Open  architecture) principiT, rac gulisxmobs sisitemis 
gafarToebisa da gaumjobesebis SesaZleblobas damatebiTi komponentebis 
Camatebisa da Zveli komponentebis axliT Canacvlebis gziT. mTeli rigi 
firmebi awarmoeben zemoT aRniSnul komponentebis sxvadasxva modelebs 
gansxvavebuli maxasiaTeblebiT, rac sxvadasxva konfiguraciisa da sim-
Zlavris kompiuteris awyobas xdis SesaZlebels. 

kompiuteris konfiguraciis SerCevisas 
yuradReba eqceva sistemuri blokis kor-
pusis  SerCevas, romlis umTavres maxasi-
aTebels, garegnobis garda warmoadgens kve-
bis blokis simZlavre. sistemuri blokis 
ZiriTad elements warmoadgens sistemuri 

(System Board) anu deda plata (Mother Board) 
(sur. 1.2) romelzec magrdeba da uerTdeba 
sistemuri blokis yvela komponenti: proce-
sori, budeebi operatiuli mexsierebis 
platebisaTvis, video adapteri  (video pla-
ta), qselis plata, xmis plata, modemi, por-
tebi da damatebiTi budeebi kompiuteris 
SesaZleblobebis gasafarToeblad. 

sur. 1.1 

sur. 1.2 

sistemuri (deda) platis xarisxi ganapirobebs kompiuteris sxva-
dasxva komponentebis urTierTobis saimedoobas da siswrafes. deda 
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plata ganapirobebs kompiuteris operatiuli mexsierebis da procesoris 
tips da maT maqsimalur SesaZlo moculobas. 

procesori – (CPU – Central Processing Unit) es aris mikrosqema (sur. 1.3), 
romelic personaluri kompiuteris umTavres nawils 
warmoadgens, marTavs mis muSaobas da awarmoebs yvela 
saxis gamoTvliT operaciebs. kompiuteris swrafqmedeba da 
warmadoba didadaa damokidebuli procesoris maxasiaTeb-
lebze: integraciis xarisxi; damuSavebuli monacemebis Siga 
da gare Tanrigianoba; sataqto sixSire, romelic 
procesoris erT-erTi uminSvnelovanesi maxasiaTebelia, igi 

procesoris swrafqmedebas gansazRvravs; mexsierebis moculoba, romelic 
procesoris mier SeiZleba damisamarTdes; keS-mexsiereba.  

sur. 1.3 

 

operatiuli mexsiereba (RAM – Random Access Memory) informaciis 
droebiTi sacavia (sur. 1.4). masSi is aqtiuri monacemebi da programebi 
iwereba, romlebic procesoris mier muSavdeba. kompiu-
teris gamorTvis an gadatvirTvis Semdeg operatiuli 
mexsiereba mTlianad sufTavdeba e.i. masSi arsebuli 
monacemebi mTlianad iSleba.  

kompiuteris siCqare operatiuli mexsierebis mo-
culobis pirdapirproporciulia. pirveli persona-
luri kompiuteris operatiuli mexsierebis moculoba 
sul 4 kilobaits Seadgenda, dReisaTvis ki misi mocu-
loba 4 gigabaits aRwevs. sur. 1.4 

 
monitori (Monitor) (sur. 1.5). 
monitori kompiuteris erT-erTi ZiriTadi nawilia. vinaidan misi 

saSualebiT vxedavaT kompiuterSi arsebul informacias, amitom mas 
informaciis gamomtan mowyobilobasac uwodeben. iseve 
rogorc sxva nebismier mowyobilobas, masac gaaCnia 
maxasiaTeblebi, riTic ganisazRvreba misi xarisxi:  
esenia:  

- ekranis zoma, romelic diagonalis sigrZiT izomeba, 
arsebobs  15, 17, 19, 21 diumiani ekranebi; 

- kadris cvlis sixSire, gamosaxuleba ekranze 
icvleba da rac ufro maRalia kadris cvlis 
sixSire, miT ufro mdgradia gamosaxuleba da 
Tvalic ufro naklebad iRleba; 

sur. 1.5 

- garCevadobis xarisxi anu ekranze wertilebis raodenoba. ekranze 
warmodgenili nebismieri gamosaxuleba iqmneba masze datanili 
mikroskopuli wertilebis naTebiT, anu gamosaxuleba Sedgeba 
wertilebisagan. wertilebi datanilia horizontalurad organize-
bul xazebSi, rac ufro metia wertilebis raodenoba am xazebSi  da 
Sesabamisad xazebi ekranze, miT ufro xarisxiania gamosaxulebac. 
mag.: Tu monitoris garCevadobaa 1024X728 es niSnavs rom mas gaaCnia 
728 horizontalurad organizebuli xazi, 1024 wertiliT TiToeul 
maTganSi. 
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klaviatura (Keyboard) (sur. 1.6). 
klaviatura gamoiyeneba kompiuterSi informaciis SesatanadDda mas 

Semtan mowyobilobas uwodeben. klaviaturis meSveobiT kompiuterSi 
SegviZlia SeviyvanoT asoebi, ricxvebi, sasveni niSnebi da sxvadasxva 
saxis simboloebi.  

klaviaturaze aris ganTavsebuli klaviSebi, romlebic iyofian 
daniSnulebis mixedviT jgufebad: alfavitisa da cifrebis klaviSebi, 
kursoris marTvis klaviSebi, funqcionaluri da damxmare klaviSebi. 

alfavitis klaviSebi gamoiyeneba teqsturi informaciis Sesatanad. 
klaviatura dayofilia zeda da qveda  registrebad. qveda registrze 
arsebuli niSnebis (ZiriTadad patara asoebi da cifrebi) dafiqsireba 
Cveulebriv Sesabamis klaviSze TiTis daWeriT xdeba, xolo zeda 
registrze arsebuli simboloebis (didi asoebi da simboloebi) akrefva 
SesaZlebelia Shift klaviSTan erTad. 

Caps Lock klaviSis saSualebiT xdeba registris fiqsacia. aRniSnul 

klaviSze erTjer daWeriT klaviaturis marjvena zeda kuTxeSi ainTeba 
Sesabamisi naTura da aikrifeba didi asoebi. imave Rilakze erTjer 
daWeriT SesaZlebelia am reJimis gaTiSva. 

Caps Lock 

Shift Shift

Enter DeleteBackspace

Space sur. 1.6 

Enter klaviSis saSualebiT teqstis akrefis reJimSi xdeba axal striqon-
ze gadasvla; dialogur reJimSi – brZanebis dadastureba.  

Space klaviSi gamoiyeneba sityvebs Soris intervalis gamosatoveblad.  
, , ,  kursoris marTvis Rilakebia, romelTa saSualebiTac xdeba 

kursoris gadaadgileba (kursori- esaa specialuri simbolo, rome-
lic gansazRvravs, ra adgilze xdeba Semdegi simbolos Setana). 

Backspace klaviSis saSualebiT xdeba kursoris marcxniv mdebare simbo-
los waSla. 

Delete klaviSis saSualebiT xdeba kursoris marjvniv mdebare simbolos 
waSla. 

Home klaviSi kursors gadaadgilebs striqonis dasawyisSi. 
End klaviSi kursors gadaadgilebs striqonis dasasruls. 
Page Up klaviSi kursors gadaadgilebs erTi ekranuli gverdiT zeviT. 
Page Down klaviSi kursors gadaadgilebs erTi ekranuli gverdiT qveviT. 
Insert klaviSs gaaqtiurebiT xdeba teqstis Camateba, gaTiSvis SemTxvevaSi 

xdeba axali teqstis gadawera arsebul teqstze. 
Num Lock klaviSis gaaqtiurebiT xdeba klaviaturis marjvena maxres 

moTavsebuli cifrebis blokis CarTva (aRniSnul klaviSze erTjer 
daWeriT klaviaturis marjvena, zeda kuTxeSi ainTeba Sesabamisi 
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naTura da imave Rilakze erjer daWeriT SesaZlebelia am reJimis 
gaTiSva). roca cifruli reJimi gaTiSualia, marjvena maxres 
moTavsebuli blokis klaviSebi asruleben Sesabamis brZanebiT 
funqciebs. 

Ctrl da Alt Rilakebs yovel konkretul programaSi sxvadasxva daSinuleba 
aqvs. isini Cveulebriv sxva RilakebTan erTad gamoiyeneba. 

Esc klaviSis saSualebiT SesaZlebelia nebismieri brZanebis Sesrulebis 
gauqmeba.  

F1-F12 fuqcionaluri Rilakebia da sxvadaxa programaSi sxvadasxva 
daniSnuleba gaaCniaT.  

Print Screen klaviST xdeba ekranze arsebuli gamosaxulebis kopireba 
mexsierebis buferSi. 

 

mausi (Mouse) (sur. 1.7) 
mausi ganekuTvneba kompiuterSi informaciis Semtan 

mowyobilobas, romelic gamoiyeneba programebis samarTavad. 
igi Sedgeba ori ZiriTadi Rilakisagan: marcxena da marjvena. 
marcxena Rilaki gankuTvnilia sxvadasxva brZanebebis gaaq-
tiurebisaTvis, marjvena Rilaki ki konteqsturi menius (damx-
mare brZanebebis) gamoZaxebisaTvis. 

sur. 1.7 

mauss gaaCnia ekranze adgilmdebareobis maCvenebeli isari (Mouse 
Pointer). situaciidan gamomdinare mausis maCvenebelma SeiZleba miiRos 
sxvadasxva formebi, romlebic mianiSneben mocemul momentSi SesaZlo 
moqmedebebze. mivaqcioT yuradReba mausis maCveneblis im formebs, 
romlebic gansazRvraven kompiuteris statuss: 

 

mausis maCveneblis normaluri mdgomareoba. kompiuteri muSaobs 
normalur reJimSi; 

kompiuteri muSaobs fonur reJimSi. muSaoba SesaZlebelia, Tumca 
kompiuteris reaqcia momxmareblis moqmedebebze Senelebuli iqneba. 

kompiuteri dakavebulia. yvela misi resursi gamoyenebis procesSia. 
saWiroa davelodoT procesis dasrulebas. 

 
 

 
 
 
 

periferiuli mowyobilobebi  
 

periferiul mowyobilobebs Soris yvelaze xSirad momxmarebeli 
iyenebs: sabeWd mowyobilobas anu printers, skaners, veb kamerasa da 
mikrofons. 

printeri (Printer) anu sabeWdi mowyobiloba ganekuT-
vneba informaciis gamomtan mowyobilobebs da misi daniS-
nulebaa informaciis qaRaldze gadatana.  

sur. 1.8 

arsebobs printeris sxvadasxva tipebi: matriculi (Dot 
Martix), Wavluri (Ink Jet),  lazeruli (Laser). 
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- matriculi anu nemsiani printeris (Dot Martix) (sur. 1.8) ZiriTadi 
nawilia horizontalurad moZravi Tavaki, romelSic CamontaJebulia 
e.w. nemsebi _ metalis Cxierbi. Tavaki moZraobs dasabeWdi Cxirebis 
gaswvriv, Cxirebi ki urtyamen Tavakis win moTavsebul sabeWd lents, 
rac sabooloo jamSi qaRaldze simboloebis da gamosaxulebebis 
formirebis saSualebas iZleva. rac ufro wvrilia TavakSi Camon-
taJebuli Cxirebi, miT ufro wvrili wertilis dasma SeuZlia 
TiToeul maTgans da Seasbamisad beWdvis xarisxic ukeTesia. 
moZvelebuli teqnologiis miuxedavad, matriculi printerebi jer 
kidev farTod gamoiyeneba saqmian sferoSi: bankebSi, vaWrobaSi, 
warmoebasa da transportSi. igi Seucvlelia mZime pirobebSi 
ganTavsebul samuSao adgilebze. 

- Wavlur printerSi (Ink Jet) (sur. 1.9) nemsebis nacvlad wvrili 
milakebia, romelTagan gamodevnili melnis wveTovani Wavli furcelze 

qmnis wertils da Sesabamisad gamosaxulebas. 
Wavluri printeris beWdvis xarisxi da siswrafe 
sakmaod damakmayofilebelia saofise samuSaoe-
bisaTvis, gansakuTrebiT STambeWdavia Wavluri 
printeri feradi beWdvisas. swored siiafe da feradi 
beWdvis maRali xarisxi ganapirobebs Wavluri 
printerebis farTo gavrcelebas. misi naklia is rom 
feradi beWdvisTvis saWiro saxarji masalebis 
siZvire. ganaszRvrulia gansakuTrebuli pirobebi, 

rogoricaa saRebavis Tvisebebi da specialuri qaRaldi. SeZleba iTqvas 
rom Wavluri beWdvisas warmatebul miznamde mxolod mTeli rigi 
pirobebis dacvis Sdegad mivdivarT.  

- lazerul printerSi (Laser) (sur. 1.10) gamoyeneba gamosaxulebis Seqmnis 
eleqtro-grafikuli principi daaxloebiT iseTive, rogorc asl 
gadamReb manqanaSi, dReisaTvis lazeruli printerebi 
yvelaze farTod gamoiyeneba SavTeTri beWdvisTvis, 
gansakuTrebiT saqmian sferoSi. amasTan isini bevrad 
ufro swrafia, vidre Wavlurebi. bolo wlebSi 
sagrZnoblad iafdeba feradi lazeruli printerebi 
rac ufro mimzidvels gaxdis am teqnologias farTo 
momxamarebelTaTvis. aseve farTod aris gavrcelebuli 
koleqtiuri moxmarebis Sav-TeTri lazeruli printe-
rebi, romlebic organizaciis lokalur qselSi gamoiyeneba. maT aqvT 
damatebiTi saSualebebi, romlebic amartiveben koleqtiur moxmarebas 
da beWdvis siswrafes amaRleben 15-40 gv/wT-mde. 

 

sur. 1.9 

sur. 1.10 

skaneri (Scanner) (sur. 1.11)  aris mowyobiloba, romlis daniSnulebaa 
gamosaxulebis Setana kompiuterSi. skaneri muSaobis 
principiT asl gadamReb manqanas waagavs. maskanirebeli 
Tavaki, gadaivlis ra furcelze, waikiTxavs gamosaxule-
bas da gadaitans kompiuteris mexsierebaSi. skaneris 
ZiriTadi maxasiaTebelia optikuri garCevadoba.  

sur. 1.11 
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veb kamera (Web cam) (sur. 1.12) mcire zomis cifruli video 
kameraa, romelic magrdeba kompiuteris monitorze, 
gamoiyeneba video gamosaxulebis kompiuterSi warmosadgenad, 
internetiT video konferenciebis mosawyobad da a.S. 
mikrofoni (Microphone) (sur. 1.13) gamoiyeneba kompiuterSi 

xmovani informaciis Sesatanad. rogorc wesi, is 
uerTdeba xmis platas. 
 
 
 
 
 

 
 
 
 

mudmivi mexsiereba 
 

mexsierebis daniSnulebaa personalur kompiuterSi gamoyenebuli 
programebis, monacemebis da miRebuli Sedegebis Senaxva. 

operatiuli mexsierebisagan gansxvavebiT, sadac kompiuteris gamor-
Tvis an gadatvirTvis Semdeg mTlianad sufTavdeba informacia, mudmivi 
mexsiereba kvebis gamorTvis Semdegac inarCunebs informacias.  

personalur kompiuterSi ori tipis mudmivi mexsiereba gamoiyeneba: 
Sida da gare. 

Sida mexsiereba anu vinCesteri (sur. 1.14) 
personaluri kompiuteris erT-erTi umniSvnelova-
nesi komponentia, sadac informacia diskis magnitur 
fenaze iwereba. TiToeuli diski dayofilia bili-
kebad da seqtorebad (TiToeuli seqtoris sainfor-
macio moculobaa 512 baiti). vinCesteris ZiriTadi 
parametrebia: tevadoba, swrafqmedeba, umtyuno muSa-
obis dro. 

sur. 1.13 

sur. 1.12 

sur. 1.14 

 
gare mexsiereba – personaluri kompiuteris erT-erTi umniSvnelovanesi 
komponentia, romelis saSualebiTac momxmarebels SeuZlia informaciis 
gadatana erTi kompiuteridan meoreSi. gare mexsierebis mowyobilobebia: 
moqnili diski, kompaqt da dividi diskebi, fleSi da sxva. 
 

mudmivi informaciis matarebli diskuri mowyobilobebi aRiniSneba 
laTinuri asoebiT: A da B - moqnili diski, C da D – vinCesteri, E 
kompaqt diski da a.S. 
 
 
 
 
 

informaciis warmodgena da Senaxva kompiuterSi 
 

informaciis gadacemisaTvis adamianebi Cveulebisamebr iyeneben 
sxvadasxva simboloebsa da niSnebs, romlebsac informatikis enaze 
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monacemebs uwodeben. asoebi, ricxvebi, xma, grafikuli gamosaxulebebi, 
foto da video gamosaxulebebi aris monacemebi, Cveulebisamebr es 
monacemebi warmodgenili aris naturaluri anu analoguri formiT. 

kompiuterSi informacia warmodgenilia eleqtro impulsebis 
saxiT, e.i. pirobiTad, rom vTqvaT, 0-ebisa da 1-ianebis mimdevrobis saxiT. 
Sesabamisad monacemebs cifruls uwodeben. informaciis kodirebisaTvis 
gamoiyeneba Tvlis orobiTi sistema, romelSic mxolod 2 cifria 0 da 1. 
cifruli monacemis erT Tanrigs, romelSic SeiZleba eweros 0 an 1 da 
warmoadgens informaciis zomis minimalur erTeuls, bits uwodeben.  

kodirebisaTvis gamoiyeneba rvabitiani kombinacia, romelsac baiti 
ewodeba. informaciis ZiriTad sazom erTeulad iTvleba baiti. amasTanave 
arsebobs informaciis sazomi ufro msxvili erTeulebic: kilobaiti, 
megabaiti, gigabaiti, terabaiti.  

1 kb (kilobaiti) - 1024 b (baiti) 
1 mb (megabaiti) - 1024 kb (kilobaiti) 
1 gb (gigabaiti) - 1024 mb (megabaiti) 
1 tb (terabaiti) - 1024 gb (gigabaiti) 
 
rvabitiani ricxvebiT kodirebisaTvis arsebobs saerTaSoriso 

SeTanxmebiT miRebuli cxrili, romelsac ewodeba ASCII (American Standart 
Code for Information Inrerchange). 

aseve arsebobs Teqvsmetiani kombinaciebiT kodebis sistema, 
romelsac ewodeba UNICODE. yvela SesaZlo 16-bitiani kombinaciebis 
raodenoba aris 65536, rac sakmarisia yvela arsebuli anbanis simboloTa 
kodirebisaTvis. 

 
informaciis erTobliobas, romelic Cawerilia diskze da aqvs 

sakuTari unikaluri saxeli, faili (File) ewodeba. failis saxeli Sedgeba 
ori nawilisagan: sakuTriv saxeli (Name) da gafarToeba (Extension).  

Windows-Si, failis saxeli ar unda aRematebodes 255 simbolos da 
masSi gamoyenebuli ar unda iyos Semdegi simboloebi: * / \ ? ~ :  < > 

gafarToeba failis saxelis mniSvnelovani nawilia. igi gviCvenebs 
Tu romel tips ganekuTvneba mocemuli faili, amitomac xSirad, 
gafarToebas failis tips uwodeben. failis gafarToeba SeiZleba 
miniWebul iqnas rogorc momxmareblis, aseve im programis mier romlis 
saSualebiTac aris Seqmnili mocemuli faili.  

arsebobs mravali tipis faili, magram pirobiTad isini mainc iyofa 
or did klasad:  

1. programuli failebi (Program Files);  
2. monacemTa failebi (Data Files);      

programuli failebi Seicaven mikroprocesoris muSaobisaTvis gan-
kuTvnil specialur instruqciebs. programul failebs ZiriTadad 
gaaCniaT .COM an .EXE gafarToebebi.  

monacemTa faili Seicavs sxvadasxva saxis informacias. is SeiZleba 
iyos teqsturi, grafikuli, cxriluri, romlebsac momxmarebeli adgens 
Sesabamisi gamoyenebiTi programebis saSualebiT. 

failis saxelisagan gafarToeba gamoiyofa wertiliT, igi SeiZleba 
Seicavdes sam simbolomde. gafarToebis garda failis tipis aRsaniSnavad 
gamoiyeneba failis piqtograma. 

monacemTa Senaxvisas adgili aqvs Semdeg problemas: rogor 
SevinaxoT monacemebi kompaqturi saxiT da rogor uzrunvelvyoT maTTan 
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moxerxebuli da swrafi wvdoma. Tanamedrove personalur kompiuterSi 
diskze SesaZlebelia aTasobiT failis Senaxva. failTa aseT did 
raodenobasTan muSaobis gaadvilebis mizniT gamoiyeneba failTa 
katalogizaciis moxerxebuli saSualebebi. 

informaciis Senaxvis forma kompiuterSi Tavisuflad SeiZleba 
SevadaroT saofise karadas, sadac informacia inaxeba specialur 
dokumentebSi, dokumentebi _ saqaRaldeebSi, es ukanaskneli ki 
moTavsebulia Sesabamis ujrebSi da. a.S.  

yovel disks aqvs erTi gansakuTrebuli saqaRalde, romelic 
asocirdeba mTel diskTan. mas ewodeba diskis ZiriTadi saqaRalde (Root 
folder) anu ZiriTadi direqtoria (Root directory). ZiriTadi saqaRalde 
warmoadgens diskis sawyis saqaRaldes, saidanac xelmisawvdomia sxva 
saqaRaldeebi. ZiriTadad saqaRaldeSi SeiZleba ganlagdes failebic da 
saqaRaldeebic. aq ganlagebul saqaRaldeebs pirveli donis saqaRaldeebs 
uwodeben. pirveli donis saqaRaldeSi aseve SeiZleba ganlagdes failebi 
da meore donis saqaRaldeebi anu qvesaqaRadleebi da a.S.. Sedegad 
miiReba erTmaneTSi Calagebuli saqaRaldeebis xis msgavsi ierarqiuli 
struqtura, romelsac katalogTa xes (Directory tree) uwodeben. 

mniSvnelovania failia sruli misamarTis (saxelis) cneba, romelic 
Sedgeba diskis ZiriTadi saqaRaldis Semcveli yvela qvesaqaRaldesa da 
sakuTriv failis saxelebisagan (saqaRaldeebis saxelebi gamoiyofa ,,\“ 
simboloTi). ZiriTad saqaRaldes ar gaaCnia sakuTari saxeli. misi 
saxeli Sedgeba diskis saxelisa da ,,\“ simbolosagan. magaliTad,  C:\- aris 
diskis ZiriTadi saqaRalde.  

e.i. Tu gvaqvs Semdegi ierarqiuli struqtura-diski, masSi 
moTavsebuli PROFIT-saqaRalde, WORK-qvesaqaRalde da brdzaneba.doc- 
teqsturi faili, maSin am failis sruli misamarTi Semdegnairad 
Caiwereba: C:\PROFIT\WORK\brdzaneba.doc 
 

 
 
 
 

 
programuli uzrunvelyofa 

 
kompiuteris funqcionirebisaTvis, garda aparaturuli nawilisa 

(Hardware) aucilebelia programuli uzrunvelyofa (Software), romelis 
meSveobiTac imarTeba kompiuteri da misi mowyobiloebi. kompiuteruli 
programa aris brZanebaTa Tanmimdevroba, romelTagan TiToeuli 
atyobinebs procesors, Tu ra moqmedeba unda Seasrulos yovel mocemul 
momentSi. swored programuli uzrunvelyofa gvaZlevs saSualebas 
gadavWraT sxvadasxva gamoyenebiTi amocana da avtomatizebuli gavxadoT 
adamianis saqmianoba. personaluri kompiuteris programuli uzrunvel-
yofa moicavs aTeul aTasobiT sxvadasxva saxis programas. Tanamedrve 
specialisti garkveuli unda iyos programaTa am farTo speqtrSi. mas 
unda SeeZlos SearCios da efeqturad gamoiyenos programebi ama Tu im 
amocanis gadasaWrelad. msoflioSi gavrceleuli programuli 
uzrunvelyofis udides nawils qmnian mZlavri korporaciebi, rogoricaa 
Microsoft, Adobe, Systems, Macromedia, Oracle da sxva.  

programuli uzrunvelyofa pirobiTad SeiZleba or jgufad davyoT:  
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- sistemuri programuli uzrunvelyofa (System Software)  
- gamoyenebiTi programuli uzrunvelyofa (Application Software) 
 
sistemuri programuli uzrunvelyofa ZiriTadad moicavs Semdegi 

tipis programebs:  
- operaciuli sistemebi (Operating Systems); 
- utilitebi (Utility Programs); 
- mowyobilobaTa draiverebi (Device Drives).  
operaciuli sistema (Operating System) aucilebelia nebismieri kompi-

uterisaTvis, igi akontrolebs da koordinacias uwevs kompiuteris 
mowyobilobebs da axorcielebs mowyobilobebisa da programebis 
urTierTqmedebas. swored operaciuli sistemis damsaxurebaa, rom mausi 
asrulebs garkveul moqmedebebs, teqsturi an grafikuli gamosaxulebebi 
ekranze aisaxeba, printeri beWdavs dokumentebs da sxva. 

operaciuli sistema axorcielebs dialogs momxmarebelTan, 
kompiuterul programebs uSvebs Sesrulebaze, organizebas ukeTebs 
diskebze informaciis Senaxvas, uzrunvelyofs informaciis gadacemas 
mowyobilobebs Soris, anawilebs sistemis resursebs, marTavs monacemebis 
Seyvana-gamoyvanis process da asrulebs sxva uamrav funqciebs.  
operaciuli sistemis codna momxmarebels kompiuterisa da masTan 
mierTebuli mowyobilobebis efeqturi marTvis saSualebas aZlevs.  

Tanamedrove personaluri kompiuterebis operaciuli sistemebi 
aRWurvilni arian grafikuli interfeisiT (Grapical User Interface) da 
momxmareblisaTvis maTTan muSaoba Zalze martivi da moxerxebulia. 

utiliti aris servisuli programa, romelic kompiuteris efeqturi 
gamoyenebis saSualebas gvaZlevs. utilitis meSveobiT SeiZleba 
aRmoCenili iqnas da aRmoifxvras kompiuteris muSaobisas warmoSobili 
mravali sirTule. operaciul sistemas Tan mohyveba momxmareblisaTvis 
aucilebeli utilitebis garkveuli raodenoba. 

mowyobilobis draiveri specialuri programaa, romelic anxorci-
elebs kompiuterisa da misi mowyobilobebis urTierTqmedebas. 
 

gamoyenebiTi programuli uzrunvelyofis saSualebiT momxmarebels 
SeuZlia sxvadasxva profesionaluri an sayofacxovrebo amocanebis 
gadaWra. swored gamoyenebiTi programebis saSualebiTaa SesaZlebeli: 
teqstis akrefa da dokumentebis momzadeba, sabuRaltro da sabanko 
gamoTvlebis warmoeba, grafikuli gamosaxulebebis Seqmna, wignebisa da 
Jurnal-gazeTebis dakabadoneba da sxva. 

 
 
 
 
 
 

operaciuli sistema Windows-i da misi interfeisis aRwera 
 

sistemuri programebis erT-erT gavrcelebul saxes warmoadgens 
operaciuli sistema Windows, esaa firma Microsoft-is mier Seqmnili 
programa-garsi, romelic kompiuteris CarTvisTanave avtomaturad iwyebs 
CatvirTvas operatiul mexsierebaSi.  

sistemis CatvirTvis dasrulebisTanave monitorze aisaxeba (sur. 1.16): 
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- Windows-is samuSao magida (Desktop), romelzec ganlagebulia speci-
aluri obieqtebi e.w. piqtogramebi Icon (iarli/malsxmobi).  piqtog-
ramebi warmoadgenen programebis, failebisa da saqaRaldeebis 
misawvdomobis uzrunvelsayofad specialur maniSneblebs.  

- amocanaTa paneli-Taskbar, romelic warmoadgens horizontalur  
zols ekranis qveda nawilSi. amocanaTa panelis marcxena kuTxeSi 
ganTavsebulia mTavari menius Rilaki, romelic Seicavs: 
kompiuteris mexsierebaSi arsebuli sxvadasxva programebisa 
(Programs)  da dokumentebis (Documents) gaaqtiurebis, obieqtebis 
marTvisa (Settings) da moZebnis (Search) saSualebebs, sacnobaro 
sistemas (Help and Support); swrafi gamSvebis (Run); samuSao seansidan 
gamosvlisa (Log Off) da kompiuteris gamorTvis (Turn off Computer) 
SesaZleblobebs.  
amocanaTa panelis ZiriTad Sua nawilSi ganlagebulia swrafi 
gaSvebis paneli da aqtiuri programebisa da saqaRaldeebis 
Rilakebi, romelzec asaxulia Sesabamisi piqtograma da saTauri. 
amocanaTa panelis marjvena kuTxeSi ki moTavsebulia sistemis 
mdgomareobis amsaxveli indikatorebi da kompiuteris saaTi. 

 

samuSao magidis 
piqtogramebi

mTavari menius Rilaki 

swrafi gaSvebis paneli

aqtiuri obieqtebi

sistemuri 
indikatorebi 

sur. 1.16

 
 
 

Windows-dan gamosvla da kompiuteris gamorTva 
         

rodesac momxmarebeli daasrulebs Tavis samuSaos kompiuterTan da 
surs misi gamorTva muSaobis reJimidan, asrulebs Semdegi saxis moqmede-
bebs: xuravs yvela fanjaras, mimarTavs Start menius da  irCevs brZanebas 
Turn off Computer, ekranze gamodis dialoguri fanjara, romelic 
Sedgenilia sami sxvadasxva reJimebisagan: 
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1. Stand By – gadaiyvans kompiuters naklebad datvirTvis rejimSi da 
droebiT gaTiSavs mas, raTa Semdgom advilad SevZloT muSaobis 
gagrZeleba. es reJimi ZiriTadad maSin gamoiyeneba, rodesac kompi-
uters bevri momxmarebeli hyavs da yovel maTgans Windows-Tan 
sakuTari mimarTvebi gaaCnia. 

2. Restart – (kombinacia klaviaturidan: Ctrl-Alt-Del) operaciuli sistemis 
xelaxla CatvirTvis/gadatvirTvis saSualebaa. operaciuli sistemis 
gadatvirTva saWiroa im SemTxvevaSi, rodesac adgili aqvs sistemis 
parametrebis Secvlas an sistemaSi raime problemis arsebobas.  

3. Turn off – kompiuteris gamorTva samuSao reJimidan. am SemTxvevaSi 
zemoT aRniSnuli brZaneba asufTavebs operatiul mexsierebas da 
imaxsovrebs samuSao magidis parametrebs. kompiuteris gamorTva am 
brZanebis gareSe rekomendirebuli ar aris, radgan sawinaaRmdego 
SemTxveva gamoiwvevs monacemebis dakargvas. 
 

 
 
 
 
 
 

fanjris elementebi da maTi marTva 
 

samuSao magidaze piqtogramiT warmodgenili obieqtis gaxsnisaTvis  
davayenoT mausis maCvenebeli piqtogramis naxatis an saxelis areSi da 
orjer swrafad davawkapunoT mausis marcxena Rilakze. gaxsnili obieqti 

ganTavsdeba samuSao magi-
daze fanjris saxiT. mag. 
gavxsnaT My Computer–is 
fanjara (sur. 1.17). 
 
 fanjris elementebis   

   mimoxilva 

My Computer-is fanjara 
Sedgeba Semdegi obieqte-
bisagan:  
saTauris veli – Title bar, 
menius veli –  Menu bar, 
instrumentebis veli –      Toolbar, 
samuSao are – Working Area, 
statusis anu mdgomareobis 
zoli – Status bar, 
vertikaluri da horizon-
taluri gadafurcvlis ve-
lebi – Vertical and Horizontal 
Scroll bar, fanjris mini-
mizaciis Rilaki – 
Minimize Button, 
maqsimizaciis Rilaki - 

Maximize Button, daxurvis Rilaki - Close Button. 

7

8

9

65

4 

2 3 

1 

sur. 1.17 

1. saTauris velSi aisaxeba Sesabamisi programis dasaxeleba; 
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2. menius veli Sedgeba funqciurad dayofili programis Sesabamisi brZanebe-
bisagan; 

3. instrumentebis veli Seicavs menius ZiriTad brZanebebs momxmarebli-
saTvis muSaobis gasamartiveblad;  

4. samuSao areSi aisaxeba fanjris Semcveloba; 
5. statusis anu mdgomareobis zoli Seicavs informacias samuSao aris 

mimdinare mdgomareobis Sesaxeb; 
6. vertikaluri da horizontaluri gadafurcvlis velebi, romelTa saSuale-

biTac xdeba fanjaris SigTavsis daTvaliereba. 

7. fanjris minimizaciis Rilakis  gaaqtiurebiT SesaZlebelia fanjre-
bis droebiT gaqroba samuSao magididan. minimizirebul fanjaraSi 
programis muSaoba ar wydeba. minimizirebuli fanjris aRsadgenad  
erTxel davawkapunoT amocanaTa panelze ganTavsebul fanjris 
Rilikze. 

8. fanjris maqsimizaciis Rilakis  gaaqtiurebiT SesaZlebelia fanja-
ris gadideba mTel ekranze. maqsimizirebuli fanjris sawyisi zomebis 
aRsadgenad gamoiyeneba mis adgilas ganTavsebuli aRdgenis Rilaki. 

9. fanjris daxurvis Rilaki  gamoiyeneba roca gvsurs davasruloT 
muSaoba Sesabamis fanjarasTan. daxurva gamoiwvevs fanjris ekranidan 
gaqrobas da operatiuli mexsierebidan waSlas. gaqreba aseve fanjris 
Rilaki amocanaTa panelidan. 

 
 fanjris zomebis Secvla 

fanjris zomis Secvla martivad xorcieldeba mausis saSualebiT. 
amisaTvis davayenoT mausis maCvenebeli fanjaris CarCos erT-erT kideze 

an kuTxeze ise, rom igi gadaiqces ormag israd , davaWiroT 
mausis marcxena Rilaks da Tan waviRoT CarCos kide sasurvel 
poziciamde. 
 
 fanjris gadaadgileba 

samuSao magidaze fanjris gadasaadgileblad mausis maCvenebeli 
davayenoT saTauris zolze, davaWiroT TiTi mausis marcxena Rilaks da 
Tan waviRoT fanjara sasurvel poziciamde. 

 
 navigacia fanjrebs Soris 

Windows-Si SesaZlebelia erTdroulad ramdenime programasTan 
muSaoba. amitom ekranze xSirad ramodenime fanjaraa gaxsnili. yvela 
gaxsnili fanjris ERilaki ganlagebulia amocanaTa panelze. gaxsnil 
fanjrebs Soris mxolod erTia aqtiuri. aqtiuri fanjara moTavsebulia 
wina planze da misi saTauris zolis feri gansxvavebulia. fanjarasTan 
muSaoba SesaZlebelia mxolod misi gaaqtiurebis Semdeg. 

gaxsnili fanjris gaaqtiurebisaTvis SevasruloT erT-erTi Semdegi 
moqmedebebidan: 

- davawkapunoT Sesabamisi fanjris Rilakze; 
- gaxsnili fanjaris gaaqtiureba SesaZlebelia Alt da Tab klaviSTa 

kombinaciiT. Alt klaviSze xelauReblad Tab klaviSiT virCevT 
gasaaqtiurebel fanjaras; 

- gaxsnili fanjrebis TanmimdevrobiT gaaqtiureba SesaZlebelia Alt 
da Esc klaviSTa kombinaciiT. 

 

 18



gamoyenebiTi programebis zogadi mimoxilva 
 
rogorc ukve avRniSneT, gamoyenebiTi programebis saSualebiT 

momxmarebels SeuZlia sxvadasxva profesionaluri an sayofacxovrebo 
amocanebis gadaWra. operaciuli sistemisagan gansxvavebiT, romelic 
kompiuteris CarTvisTanave avtomaturad itvirTeba operatiul 
mexsierebaSi, gamoyenebiTi programebis gaxsna xorcieldeba momxmareblis 
mier.  

gamoyenebiTi programebis gaSveba SesaZlebelia: 

• samuSao magididan Sesabamis malsxmobze (piqtogramaze) mausis 
orjer daWeriT; 

• amocanaTa panelis Start meniudan programebis Programs CamonaTva-
lidan Sesabamisi programis gaaqtiurebiT. 
 

mag. teqsturi redaqtori Wordpad-is gaSveba SesaZlebelia:  
Start   Programs  Accessories  WordPad 
grfikuli redaqtori Paint-is gaSveba SesaZlebelia: 
Start   Programs  Accessories  Paint. 
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A2. saSualo done: 

− monacemebis daTvaliereba;  

− obieqtebis daTvalierebisa da dalagebis reJimebi; 

− saqaRaldisa da sxvadasxva tipis failebis Seqmna; 

− obieqtebis moniSvna; 

− obieqtis waSla da aRdgena sanagve yuTidan; 

− obieqtebis gadatana da kopireba; 

− obieqtebis Zebna. 
 

 
monacemebis daTvaliereba 

 
rogorc ukve avRniSneT personalur kompiuterSi monacemebi inaxeba 

mudmiv mexsierebaSi, romelic kvebis gamorTvis Semdegac inarCunebs 
informacias. mudmivi informaciis matareblad gamoiyeneba sxvadasxva 
tipis diskuri mowyobilobebi, romlebic aRiniSneba laTinuri asoebiT: A 
da B - moqnili diski, C da D – vinCesteri, E kompaqt diski da a.S. 

diskze informacia Cawerilia failebis saxiT, romelTa mowesri-
gebisa da maTTan muSobis gaadvilebis mizniT ganawilebulia 
saqaRaldeebsa da qvesaqaRaldeebSi. sabolood miiReba saqaRaldeebis xis 
msgavsi ierarqiuli struqtura. 

kompiuterSi arsebuli informaciis (failis) daTvalierebisas, unda 
gavxsnaT Sesabamisi diski, Semdeg _ saWiro saqaRalde da faili. amisTvis 
Windows-Si gamoiyeneba sistemur saqaRalde My Computer, romlis gaxsna 
SesaZlebelia samuSao magididan Sesabamis malsxmobze (piqtogramaze) 

 mausis orjer daWeriT. ekranze gaixsneba My Computer-is fanjara 
kompiuterSi arsebuli diskebis saxelwodebebiT (sur. 1.17). My Computer 
fanjris SigTavsi SeiZleba gansxvavdebodes sxvadasxva kompiuterisaTvis.  

diskze arsebuli monacemebis dasaTvaliereblad orjer davaw-
kapunoT Sesabamisi diskis piqtogramaze (mag. vinCesteris dasaTvaliereb-
lad Local Disk (C:)). gaxsnil fanjaraSi aisaxeba Sesabamisi diskis 
SigTavsi, romelSic warmodgenilia saqaRaldeebisa da failebis aRmniS-
vneli piqtogramebi. nebismier saqaRaldeze mausis orjer dawkapunebiT 
gaixsneba Sesabamisi saqaRalde da ekranze gamoCdeba misi Semcveloba.  

yoveli saqaRaldis gaxsnisas misamarTebis (Address) velSi aRiwe-
reba mocemul momentSi gaxsnili saqaRaldis sruli misamarTi.  

mag. gavxsnaT My Computer, Semdeg  Program Files da  Microsoft Office   
misamarTebis velSi Caiwereba  

 
SeniSvna: Tu fanjaraSi ar Cans misamarTebis veli, misi gamotana 

xdeba View  Toolbars  Address Bar brZanebis gaaqtiurebiT. 
 

 instrumentebis velze ganTavsebuli sabrZanebo Rilakebis daniSnuleba: 

 Back – wina fanjaraze dabruneba; 

 Forward – Semdeg fanjaraze gadasvla (aqtiuria mxolod im 
SemTxvevaSi Tu davbrundiT ukan). 
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 Up - ierarqiul struqturaSi erTi doniT zeda saqaRaldeze 
gadasvla anu  saqaRaldidan gamosvla. 

 
 

 informacia diskis mdgomareobis Sesaxeb  
diskis mdgomareobis Sesaxeb informaciis gageba SesaZlebelia, Tu 

My Computer-is fanjaraSi diskis Sesabamis 
piqtogramaze mausis marjvena Rilakis daWe-
riT gavuxsniT konteqstur menius da 
avirCevT brZanebas Properties, ekranze gamodis 
Sesabamisi diskis Tvisebebis dialoguri 
fanjara (sur. 1.18).    
Used space – gviCvenebs diskis Sevsebuli nawi-

lis zomas; 
Free space – gviCvenebs diskis Tavisufali na-

wilis zomas; 
Capacity – gviCvenebs diskis saerTo zomas (mo-

culobas). 
 

sur. 1.18  
 
 
 
 
 
 

obieqtebis daTvalierebisa da dalagebis reJimebi 
 

 daTvalierebis reJimebi 
saqaRaldis SigTavsis daTvaliereba SesaZlebelia xuT reJimSi. 

daTvalierebis reJimis arCeva xdeba: Views menius an instrumentebis 

velidan  Views Rilakis Sesabamisi brZanebis gaaqtiurebiT: 
1. Tumbnails - mikroaslebis reJimi. fanjaraSi aisaxeba failis 

SigTavsis mikroaslebi. 
2. Tiles - didi zomis piqtogramebis  reJimi. am reJimSi aisaxeba damate-

biTi informacia obieqtebis Sesaxeb. 
3. Icons - piqtogramebis reJimi.  
4. List - siis reJimi. fanjaraSi aisaxeba obieqtebis maqsimaluri 

raodenoba, moxerxebulia didi raodenobis obieqtebTan muSaobisas.  
5. Details - cxrilis reJimi. am reJimSi saqaRaldeebisa da failebis 

garda aisaxeba informacia maTi zomis (Size), tipis (Type) da 
TiToeuli obieqtis bolo modifikaciis (Modified) Sesaxeb.  

 
 dalagebis reJimebi 

obieqtebis dalagebis reJimis arCeva SesaZlebelia View  Arrange 
Icons by menius Sesabamisi brZanebebis gaaqtiurebiT:  

1. Name – saxelis mixedviT; 
2. Size  – zomis mixedviT; 
3. Type – tipis mixedviT; 
4. Modified  – modifikaciis TariRis mixedviT; 
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saqaRaldisa da sxvadasxva tipis failebis Seqmna 
 
 saqaRaldis Seqmna 

imisaTvis, rom axali saqaRalde SevqmnaT unda SevasruloT Semdegi 
moqmedebebi: gavxsnaT My Computer-is fanjara da Sesabamisad diski, sadac 
vapirebT axali saqaRaldis moTavsebas; Semdeg  File meniudan avirCioT 
New  Folder brZaneba, Seiqmneba axali saqaRalde New Folder saxeliT, 
avkrifoT CvenTvis sasurveli saxeli da Enter klaviSiT davadasturoT 
saqaRaldis Seqmna.  

Seqmnili saqaRaldis piqtogramaze mausis orjer dawkapunebiT 
gaixsneba saqaRaldis carieli fanjara, sadac SegviZlia qvesaqaRaldis 
an failis Seqmna/gadmotana/kopireba. 

arsebobs saqaRaldis Seqmnis meore xerxi, romelic ufro mosaxer-
xebeli da praqtikulia - Tavdapirvelad gavxsnaT is diski, sadac 
vapirebT axali saqaRaldis moTavsebas, Semdeg davawkapunoT mausis 
marjvena Rilakze fanjris Tavisufal adgilas da konteqstur meniuSi 
avirCioT New  Folder brZaneba,  Seiqmneba axali saqaRalde New Folder 
saxeliT, avkrifoT CvenTvis sasurveli saxeli da Enter klaviSiT 
davadasturoT saqaRaldis Seqmna.  

analogiuri meTodebiT axali saqaRaldis Seqmna SeiZleba nebismieri 
arsebuli saqaRldis SigniT, amisaTvis unda gavxsnaT Sesabamisi 
saqaRaldis fanjara da arWerimi meTodidan gamoviyenoT erT-erTi. 

 
 sxvadasxva tipis failis Seqmna 

rogorc viciT arsebobs sxvadasxva tipis failebi: teqsturi, 
grfikuli, musikaluri da sxva. axali failebis Sesaqmnelad virCevT 
adgils (saqaRaldes), sadac gvinda axali failis Seqmna, davawkapunoT 
mausis marjvena Rilakze fanjris Tavisufal adgilas da konsteqtur 
meniuSi avirCioT New  Text Document teqsturi tipis failis Sesaqmnelad, 
avkrifoT failis saxeli da Enter klaviSiT davadasturoT. Seqmnili 
failis piqtogramaze mausis orjer dawkapunebiT gaixsneba carieli 
teqsturi faili, romelSic SegviZlia teqstis akrefa da File  Save 
brZanebis gaaqtiurebiT akrefili teqstis Senaxva. 

analogiurad xdeba sxvadasxva tipis failebis Seqmna, masSi 
Sesabamisi monacemis Setana da damaxsovreba.  

 
 

 saqaRaldis da failis saxelis gadarqmeva 
Tu saqaRaldis an failis saxeli ar gvakmayofilebs, SesaZlebelia 

misi saxelis Secvla. Sesabamis obieqtze mausis erTjer daWeriT 
movniSnovT saWiro saqaRalde an faili, gavaaqtiuroT File meniudan an 
konteqsturi meniudan Rename brZaneba, ris Semdegac SesaZlebeli gaxdeba 
saxelis redaqtireba da Enter klaviSiT davadasturoT axali saxeli. 
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obieqtebis moniSvna 
 

obieqtis moniSvna aucilebelia masze raime moqmedebis (waSla, 
gadatan, kopireba) Sesasruleblad. 

erTi obieqtis mosaniSnad mausis maCvenebeli mivitanoT mosaniSni 
obieqtis piqtogramasTan, davaWiroT TiTi mausis marcxena klaviSs. 
moniSnuli obieqtis dasaxeleba gamoiyofa lurji foniT. 

ramodenime obieqtis erTdroulad moniSvnis xerxebi: 
1. momijnave (miyolebiT) obieqtTa jgufis mosaniSnad, movniSnoT 

pirveli obieqti, davaWiroT TiTi Shift klaviSs da TiTis  auReblad 
mausi davawkapunoT bolo obieqtze. 

2. ramodenime aramomijnave obieqtis mosaniSnad davaWiroT TiTi Ctrl 
klaviSs da TiTis auReblad rigrigobiT mausi davawkapunoT saWiro 
obieqtebze. 

3. fanjraSi asaxuli yvela obieqtis mosaniSnad davaWiroT klaviSTa 
kombinacias  Ctrl+A an Edit meniudan gavaaqtiuroT Select All brZaneba. 

4. momijnave obieqtTa jgufis mosaniSnad davayenoT mausis maCvenebeli 
fanjris Tavisufal areSi, obieqtis marcxniv, davaWiroT mausis 
marxena Rilaks da TiTis auReblad gadavaadgiloT maCvenebeli ise, 
rom yvela mosaniSni obieqti, mausis moZraobisas moeqces marTkuTxa 
konturSi da avuSvaT TiTi. 
 
moniSvnis gasauqmeblad mausi davawkapunoT fanjris samuSao aris 

Tavisufal adgilas.  
moniSnuli obieqtebis jgufidan calkeuli obieqtis moniSvnis 

gasauqmeblad, davaWiroT TiTi  Ctrl klaviSs da TiTis auReblad mausi 
davawkapunoT im obieqtis piqtogramaze, romlis moniSvnis gauqmebac 
gvsurs. 
 
 
 
 
 
 

obieqtis waSla da aRdgena sanagve yuTidan 
 
 obieqtis waSla 

saqaRaldeebis an failebis wasaSlelad, movniSnoT Sesabamisi obieq-
tebi da  SevasruloT mocemuli moqmedebebidan erT-erTi: 

1. gavaaqtiuroT Delete klaviSi; 
2. gavaaqtiuroT Edit meniudan Delete brZaneba; 
3. moniSnuli obieqtebidan erT-erTze mausis marjvena Rilakze daWe-

riT gamoviZaxoT konteqsturi meniu da gavaaqtiuroT Delete brZaneba. 
nebismieri meTodis gamoyenebisas ekranze gamova Setyobinebis fan-

jara (Confirm file Delete), sadac unda davadasturoT darwmunebuli varT Tu 
ara, rom gvsurs moniSnuli obieqtebis waSla: 

- Yes Rilakze dawkapunebiT dasturdeba waSlis survili da Sesaba-
misad waiSleba moniSnuli obieqtebi; 

- No Rilakze dawkapunebiT gauqmdeba waSlis brZaneba. 
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 waSlili obieqtis aRdgena sanagve yuTidan (Recycle Bin)  
 usafrTxoebis mizniT Widows gaaCnia sistemuri saqaRalde saxel-

wodebiT Recycle Bin,  romelSic avtomaturad Tavsdeba da inaxeba xisti 
diskidan waSlili obieqtebi.  

Recycle Bin saqaRalde  mdebareobs samuSao magidaze, nebismier 
momentSi SesaZlebelia Recycle Bin saqaRaldeSi arsebuli obieqtis 
aRdgena, anu dabruneba im adgilas, saidanac is iyo waSlili. 

waSlili obieqtebis aRsadgnad SevasruloT Semdegi moqmedebebi: 
1. gavxsnaT  Recycle Bin  saqaRalde;  
2. movniSnoT is obieqtebi, romelTa aRdgena gvsurs; 
3. gavaaqtiuroT File  Restore brZaneba.  
moniSnuli obieqtebi aRdgeba im adgilas, saidanac iyvnen waSlili. 
 
Recycle Bin saqaRaldis (sanagve yuTis) gasufTaveba SesaZlebelia File 

 Empty Recycle Bin brZanebis gaaqtiurebiT.  
 
SeniSvna: Tu gvsurs obieqtis waSla ise, rom is ar moxvdes sanagve yuTSi 

moniSnuli obieqtebi unda wavSaloT Shift da Delete klaviSTa 
kombinaciiT.   

 
 
 
 
 
 

obieqtebis gadatana da kopireba 
 

 obieqtebis gadatana 
obieqtebis gadasatanad erTi adgilidan meoreze, erTi saqaRaldidan 

sxva saqaRaldeSi an sxva diskze SesaZlebelia Sualeduri mexsierebis 
anu buferis gamoyenebiT. 

obieqtebis gadatanis procesi xorcieldeba Semdegi mimdevrobiT: 
1. vniSnavT Sesabamis obieqtebs; 
2. moniSnuli obieqtebis amoWra da buferSi gadatana SesaZlebelia 

mocemuli brZanebebidan erT-erTis gamoyenebiT: 
− Edit meniudan Cut brZanebiT; 
− Ctrl da X klaviSTa kombinaciiT. 

3. vxsniT im diskis/saqaRaldis fanjaras, sadac gvinda amoWrili obieq-
tebis Casma; 

4. obieqtebis Casasmelad buferidan amorCeul adgilas SesaZlebelia 
mocemuli brZanebebidan erT-erTis gamoyenebiT: 

− Edit meniudan Paste brZanebiT; 
− Ctrl da V klaviSTa kombinaciiT. 

 
 teqstis kopireba 

teqstis kopirebis procesi xorcieldeba Semdegi mimdevrobiT: 
1. vniSnavT Sesabamis obieqtebs; 
2. moniSnuli obieqtebis amoWra da buferSi gadatana SesaZlebelia 

mocemuli brZanebebidan erT-erTis gamoyenebiT: 
− Edit meniudan Copy brZanebiT; 
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− Ctrl da C klaviSTa kombinaciiT. 
3. vxsniT im diskis/saqaRaldis fanjaras, sadac gvinda amoWrili obieq-

tebis Casma; 
4. obieqtebis Casasma buferidan amorCeul adgilas SesaZlebelia 

mocemuli brZanebebidan erT-erTis gamoyenebiT: 
− Edit meniudan Paste brZanebiT; 
− Ctrl da V klaviSTa kombinaciiT. 

 
 
arsebobs mausis saSualebiT obieqtebis gadatana/kopirebis SesaZleb-

loba. amisaTvis unda gavxsnaT da ekranze ganvalagoT saqaRaldeebis 
fanjrebi ise, rom erTdroulad Candes gadasaadgilebeli obieqtebis 
Semcveli fanjarac da is adgili, sadac maT gadatanas/kopirebas 
vapirebT; 
Semdeg movniSnoT Sesabamisi obieqtebi, mivitanoT mausis maCvenebeli erT-
erT moniSnul piqtogramasTan ise, rom mausis maCvenebelma miiRos isris 

 forma, (kopirebisaTvis gavaaqtiuroT Ctrl klaviSi) da mausze TiTis 
auReblad gadavitanoT moniSnuli obieqtebi Sesabamis fanjaraSi. 

 
 
 
 
 
 

obieqtebis Zebna 
 
diskze arsebuli failebis gasaxsnelad saWiroa misi 

adgilmdebareobis codna anu sruli misamarTis codna (romel diskze, 
saqaRaldesa da qvesaqaRaldeSia moTavsebuli faili). Tu failis zusti 
adgilmdebareoba ar viciT, aseTi failebis (kompiuteris mexsierebaSi 
dakarguli failebis) mosaZebnad momxmarebels SeuZlia gamoiyenos 
Windows-is Zebnis programa Search.  

aRniSnuli programiT sargebloba SesaZlebelia:  

1. gaxsnili failis instrumentebis zolidan  sabrZanebo 
Rilakis gaaqtiurebiT; 

2. Windows-is mTavar meniudan Start  Search brZanebis gaaqtiurebiT.  
 
Search programis gaSvebisas ekranze gamodis Search Results dialoguri 

fanjara (sur. 1.19), romelic ori nawilisagan Sedgeba. fanjris marcxena 
nawili gankuTvnilia imisaTvis, Tu ra tipis failis moZebnas apirebs 
momxmarebeli. magaliTad: suraTis, musikis, audio da video failebis. 
rac Seexeba fanjris marjvena nawils, igi napovni failebisTvisaa 
gankuTvnilia, maTi gaxsna daTvaliereba amave fanjaraSia SesaZlebeli.  

Search programis saSualebiT Zieba warmoebs Windows-is nebismier 
misawvdom obieqtSi rogorc momxmareblis kompiuterSi, aseve qselur 
diskze. failis Zebnis procedura SeiZleba Sesruldes sxvadasxva 
monacemis safuZvelze: failis saxelis, masSi arsebuli teqstis 
fragmentis, Seqmnis TariRis, zomis an sxva damatebiTi informaciis 
mixedviT.  
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sur. 1.20 sur.1.19 

 
Search Results dialoguri fanjaraSi (sur. 1.19) gavaaqtiuroT All files 

and Folders reJimi, ekranze gamova dialoguri fanjara sur. 1.20. 
- All or part of the name – velSi vkrifavT mosaZebni failis an saqaRaldis 

saxels. Tu failis saxeli dagvaviwyda, SeigviZlia gamoviyenoT 
niRbiT Zebna. amisTvis unda gamoviyenoT simboloebi `*~ da `?~ 
romelTa saSualebiT SegviZlia SevcvaloT erTi an ramdenime 
simbolo. * _ cvlis nebismieri raodenobis simbolos, ? _ erTs. mag. 
n*.doc, *.gif, n?no.*  pirvel SemTxvevaSi moiZebneba faili, romelic 
iwyeba n asoTi da gafarToeba aqvs doc, meore SemTxvevaSi yvela 
faili romlebsac aqvT gif gafarToeba, xolo mesame SemTxvevaSi faili, 
romlis pirveli simboloa, n meore  simbolo ucnobia, xolo Semdegi 
simboloebia no  da gafarToebac ucnobia. 

- A word or phrase in the file – velSi vkrifavT mosaZebn failSi arsebul 
sityvas an teqstis fragments. 

- Look in – velSi virCevT im obieqts (disks, saqaRaldes da a.S.) sadac 
gvinda Sesruldes Zebnis procedura. 

 
Zebnis procesis dawyeba xdeba Search sabrZanebo Rilakis gaaqtiurebiT. 
Zebnis procesis Sewyveta (gaCereba) xdeba Stop sabrZanebo Rilakis 

gaaqtiurebiT. 
Zebnis programa aseve saSualebas gvaZlevs failis an saqaRaldis 

Zebna ganvaxorcieloT maTi Seqmnis TariRis, zomisa da tipis mixedviT. 
amisTvis Zebnis Sedegebis fanjaraSi (sur. 1.20) CavrToT Sesabamisi gadam-
rTveli: failis Seqmnis TariRis mixedviT moZebnisaTvis - When was it 
modified, zomis mixedviT -  What Size is it, tipis mixedviT - More advance options 

Type of file da mivuTiToT Sesabamisi monacemebi. 
Ziebis procesis Sedegad miRebul saqaRaldeebsa da failebze 

SeiZleba vawarmooT nebismieri operaciebi, rogoricaa: failebis gaxsna, 
gadatana, kopireba, waSla, saxelis gadarqmeva da sxva. 
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A3. maRali done: 

− ekranis parametrebis gansazRvra; 

− droisa da TariRis gansazRvra; 

− mausisa da klaviaturis marTva; 

− Regional and Language sistemis enobrivi uzrunvelyofa; 

− axali Sriftebis dayeneba; 

− daicavi Seni kompiuteri virusebisgan; 

− failebisa da saqaRaldeebis daarqiveba. 
 

 
ekranis parametrebis gansazRvra 

 
 ekranis foni 

ekranis fonis gansazRvra SesaZlebelia mocemuli brZanebebidan 
erT-erTis gamoyenebiT: 

1. ekranze gavxsnaT konteqsturi meniu da gavaaqtiuroT Display 
Properties brZaneba; 

2. Start mTavari meniudan virCevT Control Panel-s da vxsniT piqtog-
ramas Display. 

orive SemTxvevaSi ekranze gamova Display 
Properties dialoguri fanjara (sur. 1.21), 
romelic xuTi CanarTisgan Sedgeba.   

Desktop CanarTi gankuTvnilia ekranis 
fonis Sesacvlelad. 

 Background - ganyofilebaSi SegviZlia 
SevarCioT ekranis foni. Tu mocemuli Camo-
naTvalidan arc erTi maTgani ar akmayofi-
lebs momxmareblis gemovnebas, maSin sasur-
veli fonis SerCeva SesaZlebelia Browse  
sabrZanebo Rilakis gaaqtiurebiT. ekranze 
gamodis Browse dialoguri fanjara, romel-
Sic virCevT sasurvel fails.   

fonis SerCevis Semdeg, Position velSi 
virCevT naxatis ekranze  ganTavsebis  
pozicias:  
- Stretch – uzrunvelyofs arCeuli fonis 

mTel ekranze gaSlas;  

sur. 1.21 

- Center – uzrunvelyofs arCeuli fonis ganTavsebas 
ekranis centrSi; 

- Tile – uzrunvelyofs patara zomis suraTis 
gadamravlebas mTel ekranze. 

Color velSi mocemulia sada ferebis Camo-
naTvali.  

Display Properties-is fanjaraSi moTavsebulia 
Rilaki Customize Desktop, romelSic CamoTvlilia 
samuSao magidis sistemuri piqtogramebi (sur. 1.22). 
mag. ori maTgani: My Documents da  My Computer 
CarTulia. Tu ar gvinda, rom romelime maTgani 
Candes samuSao magidis zedapirze, amovrTavT alams sur. 1.22

 27



da piqtogramac gaqreba. kvlav gamosaCenad ki xelaxla CavrTavT alams 
da OK.  qvemoT ki warmodgenilia TviT sistemuri piqtogramebi, romelTa 
garegnobis Secvla SesaZlebelia Change Icon Rilakze dawkapunebiT da 
sasurveli piqtogramis SerCeviT.                                                 
     im SemTxvevaSi, Tu gvsurs, rom arCeuli piqtogramebi daubrundnen 
sawyis formas Windows, gvTavazobs Restore Default  brZanebas. Sesabamis 
Rilakze dawkapunebiT sistema momxmareblisgan damoukideblad aRadgens 
standartul piqtogramas.    
 
 ekranis damcavi 

ganvixiloT Display Properties-is meore 
CanarTi Screen Saver (sur. 1.23), romlis 
saSualebiT SesaZlebelia ekranis damca-
vis an e.w. dasvenebis reJimis dayeneba.  

damcavis arCeva, SesaZlebelia moce-
muli fanjris Screen Saver velis Camo-
naTvalSi. 

arCeuli reJimis winaswari daTvali-
ereba SesaZlebelia Preview sabrZanebo 
Rilakis gaaqtiurebiT.  

ekranis damcavis parametrebis cvli-
leba SesaZlebelia Settings sabrZanebo Ri-
lakis gaaqtiurebiT.  

Settings veli gansazRvravs umoqmedo-
bis SemTxvevaSi, ra drois Semdeg CairTos 
ekrnis damcavi.  

ekranis damcavi manamdea CarTuli, 
vidre mausze an romelime klaviSze ar 
vimoqmedebT.  

sur. 1.23 

 
 fanjris parametrebi 

rogorc viciT, yvela fanjaras gaaCnia 
Tavisi CarCo. fanjris parametrebisa da CarCos 
feris SerCeva SesaZlebelia Display Properties-is 
Appearance CanarTidan. aRniSnuli CanarTis 
gaaqtiurebisas miviRebT sur.1.24-ze warmodgenil 
fanjaras, romlis zeda nawilSi mocemulia 
mimdinare fanjris parametrebi. Windows-is kla-
sikuri an Windowsxp-is stilis SerCeva SesaZle-
belia Windows and buttons velis CamonaTvalidan. 
orive maTgani gvTavazobs ferebis sqemas, romel-
Ta arCeva SesaZlebelia Color scheme velis Camo-
naTvlidan. rac Seexeba fanjris komponentebs, 
maTi Secvla SesaZlebelia Advanced Rilakze 
dawkapunebiT.Ffontebis zomebis Secvla ki SesaZ-
lebelia Font size velis CamonaTvalSi. 

 sur. 1.24
      

Display Properties-is fanjris Settings CanarTi ori ZiriTadi velisagan 
Sedgeba (sur 1.25).  

 28



Screen resolution–s gaaCnia regulatori, rom-
lis gadaadgileba gansazRvravs ekranis 
zedapirze wertilebis (piqselebis) raodeno-
bas. rac metia aRniSnuli maCvenebeli, miT 
mkveTria gamosaxuleba. 

Color quality-is saSualebiT SeirCeva ekranis 
garCevadoba, igi gansazRvravs ferTa gamis 
xarisxs gamosaxulebaze.  

mniSvnelovan teqnikur maxasiaTebels war-
moadgens ekranze gamosaxulebis ganaxlebis 
sixSire, romlis SerCeva SesaZlebelia 
Advanced Rilakze dawkapunebiT da Monitor 
Settings CanarTis Screen Refresh CamonaTvlis 
gamoyenebiT.                                                    

 
 
 
 

sur. 1.25 
 

 
 

 
droisa da TariRis gansazRvra 

 
rogorc cnobilia, personalur kompiuters gaaCnia sistemuri saaTi, 

romelsac iyeneben sxvadasxva programebi, mag. 
failuri sistemis mier failebis Seqmnisa da 
modificirebis drois dasafiqsireblad.  

droisa da TariRis gasworeba SesaZlebe-
lia: 
1. My Computer  Control Panel-Si Date and Time 

piqtogramis gaaqtiurebiT; 
2. amocanaTa panelze saaTis indikatoris 

areSi mausis orjer daWeriT.  
orive SemTxvevaSi ekranze gamodis  Date 

and Time Properties dialoguri fanjara (sur. 
1.26). Date da Time velebSi vuTiTebT TariRisa 
da drois Sesabamis parametrebs.   sur. 1.26 

 
 
 
 
 

mausisa da klaviaturis marTva 
  
 mausis marTva  

mausis parametrebis optimaluri variantis SerCeva uzrunvelyofs 
momxmareblis efeqtur muSaobas kompiuterTan. Control Panel  Mouse 
piqtogramis gaaqtiurebiT ekranze gamova Mouse Properties fanjara (sur. 
1.27), romelSic SesaZlebelia mausis parametrebis Secvla.  
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Buttons CanarTs gaaCnia Semdegi velebi:  
- Button configuration (Rilakebis konfiguracia) _ 

gansazRvravs mausis marjvena da marcxena 
Rilakebis daniSnulebas. Swich primary and 
secondary buttons reJimis CarTvisas, im 
funqciebs, rac mausis marcxena Rilaks gaaC-
nia Seasrulebs marjvena Rilaki da piriqiT, 
marjvena Rilakis funqciebs Seasrulebs mar-
cxena Rilaki.  

- Double-click-speed gansazRvravs, rogorc mausis 
Rilakis orjeradi dawkapunebis siswrafes, 
aseve pauzis xangrZlivobas dawkapunebebs So-
ris.  

Pointers CanarTis Scheme (maCveneblebis sqema) 
veli gansazRvravs mausis maCveneblebis formas, 

romelTa SerCevisas Custonize ganyofilebaSi aisaxeba axali maCveneblis 
forma. 

              
          

sur. 1.27 

 klaviaturis marTva  
klaviaturis parametrebis Sesacvlelad 

vxsniT Control Panel saqaRaldes  da vaaqtiurebT 
Keyboard piqtogramas. ekranze gamodis dialo-
guri fanjara Keyboard Properties (sur. 1.28), 
romelic Sedgeba ori CanarTisagan: Speed da 
Hardware.  

Character repeat velis Repeat delay (pauza 
gameorebis dawyebamde) parametri, simbolos 
avtomaturi gameorebis dawyebamde drois inter-
vals gazrdis an Seamcirebs Sesabamisi regula-
toris marjvniv an marcxniv gaweviT.  

Repeat rate (gameorebis siswrafe) _ regula-
toris saSualebiT axorcielebs  simbolos 
avtomaturi gameorebis gazrdas an Semcirebas.  

sur. 1.28Click here and hold down a key to test repeat rate 
velSi SesaZlebelia ukve arCeuli parametrebis 
moqmedebis gasinjva.  

Cursor blink rate gamoyenebulia kursoris cimcimis sixSiris dasa-
regulireblad.    
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Regional and Language sistemis enobrivi uzrunvelyofa 
 
rogorc cnobilia Windows-s gaaCnia mravalenovani mxardaWera, 

romelic momxmareblisaTvis erTdroulad uzrunvelyofs ramodenime enis 
gamoyenebas.  

Control Panel-is fanjaraSi Regional and 
Language… piqtogramis gaaqtiurebiT 
ekranze gamodis dialogur fanjara Regional 
and Language Options (sur. 1.29), romlis 
saSualebiTac SesaZlebeli gaxdeba damate-
biTi enis dayeneba an amogdeba.  

Regional Options CanarTis - Standards and 
formats veli gankuTvnilia qveynis an teri-
toriuli erTeulis asarCevad. aqve mocemu-
lia arCeuli qveynis damaxasiaTebeli ric-
xvi, valuta, droiTi standarti da sxva. 
Customize sabrZanebo Rilakis gaaqtiurebiT 
SesaZlebelia zemoT aRniSnuli 
maxasiaTeblebis saWiroebisamebr cvlileba.  

 
 

 sur. 1.29 
 

Regional and Language Options fanjrSi 
Language CanarTis Details Rilakis gaaqti-
urebiT gaixsneba Text Services and Input 
Languages fanjara, romlis Settings CanarTSi 
(sur1.30) mocemulia momxmareblis kompi-
uterSi gamoyenebuli enebis nusxa.  

Add Rilaki saSualebas iZleva arsebul 
CamonaTvals  davamatoT sasurveli ena. 
Remove RilakiT SesaZlebelia moniSnuli 
enis amogdeba.  

Tu Preferences velSi gavaaqtiurebT 
Language Bar Rilaks, ekranze gamova Language 
Bar Settings fanjara. Show the Language bar on the 
desktop-is reJimis CarTviT enis indikatori 

 gamoCndeba amocanaTa panelze. 
 

 
 sur. 1.30 
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axali Sriftebis dayeneba 
 

rogorc cnobilia kompiuterSi arsebuli Sriftebis saSualebiT 
momxmarebeli uzrunvelyofs informaciis teqstis saxiT gamosaxvas.  

Tavdapirvelad Windows-is dayenebisas, kompiuterSi avtomaturad 
CaitvirTeba Sriftebis garkveuli kompleqti. romelic failis saxiT 
moTavsebulia C: diskze, Windows-saqaRaldis Fonts qvesaqaRaldeSi.  

axali Sriftis dayeneba SesaZlebelia 
Control Panel  Fonts piqtogramis gaaqtiu-
rebiT. Fonts dialoguri fanjaraSi gavaaqti-
uroT File   Install New Font brZaneba, ekranze 
gaixsneba Add Fonts dialoguri fanjara 
(sur. 1.31).  
Drives – velSi virCevT disks, romlidanac 

vayenebT Srifts; 
Folder – velSi virCevT saqaRaldesa da 

qvesaqaRaldes, romelSic weria 
Sesabamisi Srifti; 

List of font – velSi aisaxeba arCeul 
saqaRaldeSi arsebuli Sriftebi. vniS-
navT sasurvel Sriftebs da OK RilakiT vadasturebT Sriftis 
damatebas.  

sur. 1.31 

                                                       
 

 
 

daicavi Seni kompiuteri virusebisgan 
 
Tu Cven damokidebuli varT informaciaze, romelic Senaxulia Cvens 

kompiuterSi, unda gvesmodes rogor vrceldeba kompiuteruli virusi. 
sasurvelia gamoviyenoT antivirusuli programuli uzrunvelyofa, raTa 
SevasustoT Sansi imisa, rom virusis mxridan moxdes programebis da 
failebis dainficireba. 

kompiuteruli virusi aris programa, romelic axdens Tavisi Tavis 
kopirebas da ainficirebs diskebs da failebs. xSirad dainficirebuli 
failebi mohyveba eleqtronuli fostidan CamotvirTul monacemebs.  

zogierTma kompiuterulma virusma SeiZleba waSalos an Secvalos 
kompiuterze Senaxuli informacia, zogierTma ki miayenos mcire ziani 
sistemas.  

kompiuteruli virusis tipebi:  

1. Macro (makro) virusi, romelic vrceldeba Ms word–is an Ms Excel–is 
failebis gavrcelebiT.  

2. Boot Sector (CatvirTvis seqtori) virusi SeZleba gavrceldes diskebis 
saSualebiT, maTi sxvadasxva kompiuterze gamoyenebis dros. zogierTi 
diski SeiZleba avrcelebdes CatvirTvis seqtoris viruss sxva 
kompiuterebze miuxedavad imisa, rom igi ar aris CamtvirTavi diski. 
Tu moxdeba am virusiT kompiuteris dainficireba, SemdgomSi igi 
daainficirebs sxva diskebs. 

3. Program (programebi) virusebi vrceldeba programebis falebis 
meSveobiT. vinaidan momxmarelebi naklebad cvlian programebs da 
ufro xSirad cvlian monacemebis da dokumentebis failebs, am tipis 
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virusebi naklebad vrceldeba. programa viruss SeuZlia 
daainficiros sxva programebi da daazianos failebi momxmareblis 
kompiuterze. 

4. Email or Hoax virusebi realurad ar warmoadgenen virusul 
programebs. maT ase vTqvaT dadebiTad ganwyobili xalxi agzavnis 
imeil-mesijebis saxiT, raTa Seatyobinon danarCenebs axali virusebis 
Sesaxeb. es cru gangaSis mesijebi atyobineben kompiuteris an 
failebis SesaZlo dazianebis Sesaxeb. 
 

daimaxsovreT:  

• virusi ar SeiZleba warmoiSvas TavisTavad Sens kompiterze. igi 

kompiuterSi moxvdeba dainficirebuli failis an diskis meSveobiT an 

internetidan inficirebuli failis CamotvirTvis Sedegad. 

• Cawerisgan daculi diskebi ar SeiZleba daifincirdes virusiT. 

• Cven ar davainficirebT kompiuters imeil-mesijis wakiTxviT miuxedavad 

imisa, rom igi SeiZleba dainficirebuli iyos. magram mimagrebuli 

faili unda iqnas skanirebuli wakiTxvamde. 

 

rogor aris SesaZlebeli kompiuteris dacva virusisagan? 

miTiTebebi, romelic unda Seasrulos momxmarebelma, raTa daicvas 
kompiuteri virusebiT dainficirebisgan: 

• gamoiyeneT maRali xarisxis antivirusuli programebi da regularu-

lad ganaaxleT isini. ganaxorcieleT failebis, programebis, diskebis 

da sxva programuli uzrunvelyofis skanireba, sanam maT gamoiyenebT 

Tqvens kompiuterze. 

• SeqmeniT mniSvnelovani dokumentebis da failebis sarezervo aslebi  

da SeinaxeT isini calkeul diskebze. sarezervo aslebis Seqmna aseve 

icavs informacias waSlisgan, diskis Secdomebisgan da sxva daziane-

bisgan. 

• rodesac iyenebT kompiuters laboratoriuli samuSaoebisaTvis gada-

tvirTe an gauSvi “Cleanup”, sanam CatvirTav Sens samuSaos seanss. 

• ar gadasce kompiuterul programul uzrunvelyofasTan wvdomis 

saSualeba nebismier momxmarebels.  

• roca Rebulob Ria domeinis programul uzrunvelyofas da masTan 

daSvebis ufleba avtoris mier aris gacemuli, kopirebis SemTxvevaSi 

Seamowme wyaros saimedooba da sanam gamoiyeneb miRebul masalebs, 

antivirusuli programis meSveobiT ganaxorciele misi inspeqtireba 

cnobil virusebze. 

• yovelTvis moaxdine Seni failebis da diskebis skanireba sxva kompi-

uterze gamoyenebis Semdeg. 

• yovelTvis moaxdine internetidan Camowerili failebis skanireba. 

• yovelTvis moaxdine eleqtronul Setyobinebaze word–is da Excel–is 
mimagrebuli failebis skanireba wakiTxvamde. 
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antivirusuli programebis Sedareba 

antivirusuli programebis SesaZleblobebi Sedarebuli iqna erTma-
neTTan Windows NT bazaze. pirvel xuTeulSi arsebuli mdgomareoba 
aseTia: 

Eset (NOD 32) - 99,9 % 33 Semowmebulidan; 
Symantec (Norton) - 81,8 % 33 Semowmebulidan; 
Sophos - 71,1 % 38 Semowmebulidan; 
Norman - 70,3 % 37 Semowmebulidan; 
Kaspersky - 65,8 % 38 Semowmebulidan; 
 
 
 
 
 
 

failebisa da saqaRaldeebis daarqiveba 
   

daarqivebis Sedegad failis zoma mniSvnelovnad mcirdeba da aseTi 
faili nakleb adgils ikavebs diskze. failebis daarqivebis 
SesaZleblobas iZleva specialuri programebi (arqivatorebi) WinZip da 
WinRAR. vinaidan, aRniSnuli programebi erTi da igive principiT muSaobs, 
maTi gamoyenebis principebs ganvixilavT WinRAR-is safuZvelze. 

saqaRaldeebis an failebis dasaarqiveblad, movniSnoT Sesabamisi 
obieqtebi da  SevasruloT mocemuli moqmedebebidan erT-erTi: 
1. gavaaqtiuroT File meniudan AAdd to archive brZaneba; 
2. moniSnuli obieqtebidan erT-erTze mausis marjvena Rilakis daWeriT 

gamoviZaxoT konteqsturi meniu da gavaaqtiuroT AAdd to archive 
brZaneba. 
nebismieri meTodis gamoyenebisas ek-

ranze gamova Archive name and parameters fan-
jara (sur. 1.32), sadac ganisazRvreba:  
Archive name – daarqivebuli failis saxeli; 
Archive format – arqivis tipi; 
Browse – sabrZanebo Rilakis gaaqtiurebiT 

ekranze gamodis dialoguri fan-
jara sadac virCevT daarqivebuli 
failis adgils diskze. 

 
Archive name and parameters fanjris 

Advanced CanarTSi Set password sabrZanebo 
Rilakis saSualebiT SesaZlebelia paro-
lis dadeba daarqivebul failze. sur. 1.32 
 

arqivis gaxsna 
daarqivebuli failis gaxsna SegviZlia mis piqtogramaze orjer 

dawkapunebiT. ekranze gamova WinRAR fanjara (sur. 1.33). 
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sur. 1.33
 

Extract To – sabrZanebo Rilakis saSualebiT SesaZlebelia arqivSi arsebu-
li failebis Cawera lokalur diskze; 

Add – sabrZanebo RilakiT arqivSi SesaZlebelia failis damateba;   
Delete – sabrZanebo RilakiT SesaZlebelia arqividan failis waSla. 
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Tavi 2. teqstebis eleqtronuli damuSaveba 
 

B1. sabazo done: 

− teqsturi redaqtori Microsoft Word-is garemos zogadi mimoxilva; 

− dokumentis Seqmna, Senaxva, daxurva, gaxsna; 

− teqstis akrefa, fontis saxisa da zomis gansazRvra; 

− teqstis gadatana da kopireba; 

− brZanebis gauqmeba da aRdgena; 

− furclis zomis, orientaciisa da velebis gansazRvra; 

− dokumentis winaswar daTvaliereba da dabeWdva. 
 

 
Microsoft Word-is garemos zogadi mimoxilva 

 
Microsoft Word warmoadgens gamoyenebiTi programuli uzrunvelyofis 

paketis Microsoft Office-is programas, romlis  daniSnulebaa teqsturi 
dokumentebis Seqmna, redaqtireba da formatireba, aseve misi saSualebiT 
SesaZlebelia teqstis mxatruli gaformeba, teqstis dayofa svetebad, 
dokumentSi grafikuli elementebis Camateba, naxatebTan, cxrilebTan da 
sxva obieqtebTan moxerxebuli muSaoba. 

standartulad Word-is fails aqvs *.doc gafarToeba 
Microsoft Word-is gaSveba SesaZlebelia: 

• samuSao magididan Sesabamis malsxmobze (iarliyze)  mausis 
orjer daWeriT; 

• amocanaTa panelis Start meniudan Semdegi TanmimdevrobiT:  
Start  Programs  Microsoft Office  Microsoft Word. 

 
Microsoft Word-s gaaCnia standartuli fnjaris agebuleba (sur. 2.1): 

 
1. saTauris velSi aisaxeba 

programis dasaxeleba aqtiu-
ri failis dasaxelebiT. 

1 2 3 

2. menius zoli Sedgeba funqci-
urad dayofili programis 
Sesabamisi brZanebebisagan. 

7 3. instrumentebis veli Seicavs 
menius ZiriTad brZanebebs 
momxmareblisaTvis muSaobis 
gasamartiveblad.  

4 - samuSao are 
6

4. samuSao areSi aisaxeba doku-
mentis Semcveloba: Setanili 
teqsti, naxatebi, suraTebi, 
cxrilebi, diagramebi da a.S. 5

5. statusis anu mdgomareobis zo-
li Seicavs informacias samu-

Sao aris mimdinare mdgomareobis Sesaxeb. 
Page 1 - gverdis nomeri; 
Sec 1 - seqciis anu nawilis nomeri; 

sur. 2.1 
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1/1 - pirveli cifri mimdinare gverdis nomers gviCvenebs, xolo meore 
cifri – dokumentSi gverdebis raodenobas; 

At 2cm – kursoris mdebareoba; 
Ln 1 - striqonis nomeri; 
Col 1 - svetis nomeri; 

6. vertikaluri da horizontaluri gadafurcvlis velebi, romelTa saSu-
alebiTac xdeba dokumentis daTvaliereba. 

vertikaluri gadafurcvlis velze moTavsebulia Semdegi Rilakebi: 

 - erTi striqoniT zeviT aweva; 

 - erTi striqoniT qvemoT Camoweva; 

- wina gverdze gadasvla; 

- obieqtis daTvalierebis reJimis arCeva; 

- momdevno gverdze gadasvla. 
horizontaluri gadafurcvlis velze moTavsebulia Semdegi Rilakebi: 

 Normal View - dokumentis daTvalierebis normaluri reJimi; 

 Web Layout View - dokumentis daTvaliereba veb reJimSi; 

 Print Layout View - dokumentis daTvaliereba sabeWd reJimSi; 

 Outline View - dokumentis struqturuli daTvalierebis reJimi; 

 da  - furclis gadafurcvla marcxniv da marjvniv. 
7. saxazavi, romelic Sedgeba muqi da Ria nawilebisagan.  

Ria nawilis gaswvriv aris sabeWdi are; 
muqi nawilis gaswvriv - mindori, sadac tqsti ar ikrifeba.  
 
 
 

 
dokumentis Seqmna, Senaxva, daxurva, gaxsna 

 
 axali dokumentis Seqmna  

Microsoft Word-is programis gaSvebisas avtomaturad iqmneba axali 
dokumenti (Document1, Document2,... imis mixedviT Tu ramdeni axali 
dokumentia gaxsnili). zogadad axali dokumentis Seqmna SesaZlebelia 
mocemuli brZanebebidan erT-erTis gamoyenebiT: 

1. File meniudan New brZanebiT gaxsnil dialogur fanjaraSi (marjvniv) 
virCevT Blank docunent-s.  

2. standartuli instrumentebis velidan  (New) RilakiT; 
3. Ctrl da N klaviSTa kombinaciiT. 
 

 dokumentis damaxsovreba  

yoveli axali dokumentis Seqmnisas Microsoft Word-is programa gansaz-
Rvravs mis saxels Document1, romelic dokuments hqvia manam, sanam ar 
moxdeba misi damaxsovreba (Senaxva) diskze. 

dokumentis damaxsovreba SesaZlebelia mocemuli brZanebebidan erT-
erTis gamoyenebiT: 

1. File meniudan Save brZanebiT; 
2. standartuli instrumentebis velidan  (Save) RilakiT; 
3. Ctrl da S klaviSTa kombinaciiT. 
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Tavdapirvelad dokumentis damaxsovrebisas ekranze gamodis dialo-
guri fanjara Save As (sur. 
2.2). 3 

1. File name velSi vkrifavT 
dokumentis saxels. 

2. Save as type velSi mieTiTeba 
dokumentis Caweris for-
mati (standartulad Word 
Document). 

4 

3. Save in velSi virCevT 
diskis dasaxelebas, romel-
zec gvsurs dokumentis 
damaxsovreba. 

51 
2

4. velSi virCevT Sesabamis 
saqaRaldes, romelSic 
gvsurs fialis damaxsov-
reba. 

sur. 2.2 

5. Save Rilakis saSualebiT vadasturebT dokumentis Senaxvas.  
dokumentis pirveladi Senaxvis Semdeg, yoveli Semdgomi Senaxvis 

brZanebis ganxorcielebisas dokumentis Zveli SigTavsi avtomaturad 
icvleba axliT. 

im SemTxvevaSi, Tu gvsurs ukve damaxsovrebuli dokumentis axali 
versiis Seqmna da amasTan saWiroa Zveli versiis datoveba (an dokumentis 
ramdenime misamarTze Senaxva) gamoiyeneba File meniudan Save As brZaneba. 

 
 dokumentis daxurva 

Microsoft Word-is programaSi SesaZlebelia erTdroulad ramdenime 
dokumentTan muSaoba. aqedan gamomdinare, xSirad saWiroa im 
dokumentebis daxurva, romelTanac davamTavreT muSaoba. aqtiuri 
dokumentis daxurva SesaZlebelia mocemuli brZanebebidan erT-erTis 
gamoyenebiT: 

1. File meniudan Close brZanebiT; 
2. menius velis gaswvriv, marjvena zeda kuTxeSi  (Close Window) 

RilakiT; 
3. Ctrl da F4 klaviSTa kombinaciiT. 
Tu dokumentSi Setanili cvlilebebi ar aris damaxsovrebuli, maSin 

dokumentis daxurvisas ekranze gamodis SekiTxvis fanjara, romelic 
iZleva Semdegi moqmedebebis saSualebas: 

Yes - SevinaxoT dokumentSi Setanili cvlilebebi; 
No - ar SevinaxoT dokumentSi Setanili 

cvlilebebi; 
Cancel – ar davxuroT dokumenti. 

 
 
 dokumentis gaxsna 

Microsoft Word-is programaSi Seqmnili dokumentis gaxsna 
SesaZlebelia mocemuli brZanebebidan erT-erTis gamoyenebiT: 

1. File meniudan Open brZanebiT; 
2. standartuli instrumentebis velidan  (Open) RilakiT; 
3. Ctrl da O klaviSTa kombinaciiT. 

 38



ekranze gamodis dialoguri fanjara Open (sur. 2.3). 
1. Look in velSi virCevT 

diskis dasaxelebas, rom-
lidanac gvsurs dokumen-
tis gaxsna; 

2. velSi virCevT Sesabamis 
saqaRaldes, romelSic 
moTavsebulia sasurveli 
faili, Semdeg failebis 
siidan mivuTiTebT saWi-
ro dokumentis saxels; 

3. Open Rilakis saSualebiT 
vadasturebT dokumentis 
gaxsnis brZanebas.  

sasurveli dokumentis amorCevis 
(1, 2 punqti) Semdeg, misi gaxsna aseve 
SesaZlebelia Sesabamisi failis 
dasaxelebaze mausis orjer daWeriT. 

 
Open fanjaraSi dokumentis 

gaxsnamde misi Semcvelobis daT-
valierebis saSualebas iZleva View 
CamonaTvalis siidan Preview reJimis 
amorCeva (sur. 2.4). 

1 

2 

3

sur. 2.3

sur. 2.4 
 

 
 
 
 
 

teqstis akrefa, fontis saxisa da zomis gansazRvra 

 
Microsoft Word-Si teqstis Seyvanisas sakmarisia kursori davayenoT 

samuSao areze da daviwyoT Sesabamisi teqstis akrefa klaviaturidan.  
mxedvelobaSi unda miviRoT dokumentis Semdegi struqtura: 

simbolo, abzaci, gverdi, seqcia.  
abzaci - moicavs nebismier teqstsa da grafikul gamosaxulebas, 

romlebic moTavsebulia or, erTmaneTis momdevno markers Soris. abzacis 
dafiqsireba xdeba Enter klaviSis saSualebiT, romelic teqstSi aTavsebs 

uxilav  niSans (yoveli  niSani gansazRvravs abzacis dasasruls, misi 
ekranze gamotana/gaqroba SesaZlebelia standartuli instrumentebis 

velidan  sabrZanebo RilakiT). amitom stirqonis bolos axal 
striqonze gadasvlisaTvis saWiro ar aris Enter klaviSis gamoyeneba. 
programa TviTon gadaitans momdevno striqonze im teqsts, romelic ar 
eteva wina striqonze. Tu gvinda axali stiqonidan teqstis Seyvana ise, 
rom ar Seiqnas axali abzaci, gamoviyenoT Shift da Enter klaviSTa kombina-
cia.  

SesaZlebelia ukve akrefili teqstis gawyveta abzacebad. amisaTvis 
kursori davayenoT Sesabamis adgilas (sadac gvinda striqonis gawyveta) 
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da Enter klaviSis saSualebiT kursoris marjvniv mdebare teqsti axal 
striqonze (axal abzacze) gadainacvlebs. 

gawyvetili striqonis gadasabmelad gamoiyeneba ori xerxi: 
− kursori davayenoT zeda striqonis bolos, Delete klaviSis 

saSualebiT waiSleba kursoris marjvniv mdebare abzacis uxilavi 

simbolo , romelic striqonis gawyvetisas dafiqsirda da 
striqonebic kvlav gadabmuli aRmoCndeba. 

− kursori davayenoT qveda striqonis dasawyisSi, Backspace klaviSis 
saSualebiT striqonebi kvlav gadabmuli aRmoCndeba. 

 
teqstis Seyvanisas aseve mxedvelobaSi unda miviRoT redaqtirebis 

reJimebi: 
1. Casmis reJimi, romelic avtomaturadaa CarTuli da am dros xdeba 

klaviaturidan Seyvanili teqstis Camateba, kursoris marjvniv 
myofi teqsti gadaadgildeba marjvniv.  

2. gadaweris reJimi (Overtype), romlis CarTva/gamorTva SesaZlebelia 
Insert klaviSis gaaqtiurebiT an mdgomareobis velidan OVR 
Rilakze mausis orjer daWeriT, rac saSualebas gvaZlevs 
arsebuli teqsti SevcvaloT axliT. klaviaturidan Seyvanili 
simboloebi gadaewereba (Caenacvleba) kursoris marjvniv mdebare 
simboloebs. 

 
 dokumentSi gadaadgileba  

arsebul teqstSi gadaadgileba xdeba klaviaturis an mausis 
saSaualebiT.  

1. mausiT gadaadgilebis SemTxvevaSi mausis maCvenebeli migvyavs 
Sesabamis adgilas da vafiqsirebT kursors mausis marcxena Rilakze 
erTjer daWeriT.  

2. klaviaturis klaviSebiT dokumentSi kursoris gadaadgileba 
SesaZlebelia: 
 - erTi striqoniT zemoT; 
 - erTi striqoniT qvemoT; 
 - erTi poziciiT (simboloTi) marjvniv; 
 - erTi poziciiT (simboloTi) marcxniv; 

Ctrl da  - erTi abzaciT zemoT; 
Ctrl da  - erTi abzaciT qvemoT; 
Ctrl da  - erTi sityviT marjvniv; 
Ctrl da  - erTi sityviT marcxniv; 
Home – striqonis dasawyisSi; 
End – striqonis dasasruls; 
Ctrl da Home – dokumentis dasawyisi; 
Ctrl da End  – dokumentis dasasruls; 

 
 teqstis moniSvna 

teqstis fragmentis moniSvna aucilebelia masze raime moqmedebis 
Sesasruleblad (formatireba/redaqtirebisaTvis). 

standartulad teqstis mosaniSnad mausis maCvenebeli mivitanoT 
mosaniSni fragmentis dasawyisTan. davaWiroT TiTi mausis marcxena 
klaviSs da ar auSvaT mauss ise, rom maCvenebeli gadavitanoT fragmentis 
bolos. moniSnuli fragmenti Savi foniT gamoiyofa. 
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mausiT moniSvnis xerxebi: 

•  sityva moiniSneba masze mausis orjer daWeriT; 

•  abzaci moiniSneba mis areSi mausis samjer daWeriT; 

•  winadadeba moiniSneba Ctrl klaviSiTa da mausis winadadebis areSi 
erTdrouli daWeriT; 

•  mausis erTjer daWeriT marcxena mindorSi (rodesac mausis 
maCvenebeli marjvniv gadaxrili isris  formas iRebs) moiniSneba 
mis gaswvriv mdebare striqoni; 

•  mindorSi orjer daWeriT moiniSneba mis gaswvriv mdebare abzaci; 

•  mindorSi samjer daWeriT moiniSneba mTeli teqsti. 
klaviaturis saSualebiT teqstis fragmentis mosaniSnad kursori 

davafiqsiroT mosaniSni fragmentis dasawyisSi an bolos, gavaaqtiuroT 
Shift klaviSi da gadaadgilebis klaviSebis daxmarebiT movniSnoT 
fragmenti saWiro mimarTulebiT.  

mTeli dokumentis mosaniSnad gamoiyeneba Ctrl da A klaviSTa 
kombinacia. 

moniSvnis gasauqmeblad mausi davaWiroT teqsts nebismier areSi. 
 
 teqstis waSla 

teqstSi erTi simbolos waSlisaTvis gamoiyeneba Delete an Backspace 
klaviSebi. Delete Slis kursoris marjvniv mdebare simbolos, xolo 
Backspace Slis kursoris marcxniv mdebare simbolos. Ctrl da Backspace 
Slis kursoris marcxniv mdebare sityvas, Ctrl da Delete Slis kursoris 
marjvniv mdebare sityvas.  

teqstis fragmentis wasaSlelad saWiroa movniSnoT Sesabamisi frag-
menti da Semdeg wavSaloT Delete an Backspace klaviSiT. 

 
 

 fontis saxis, zomisa da feris gansazRvra 
teqstis daformateba gulisxmobs Sriftis, zomis, stilis, feris, 

efeqtebisa da sxva damatebiTi parametrebis gansazRvras. 
teqstis formatis gansazRvra SesaZlebelia: 
- winaswar teqstis Seyvanamde, romlis Semdgom klaviaturidan 

akrefili simboloebi Seesabameba arCeul formats.  
- arsebuli teqsturi fragmentis formatirebisaTvis ki saWiroa, 

movniSnoT Sesabamisi fragmenti da 
Semdgom ganvsazRvroT teqstis formati. 

teqstis formatirebis srul 
SesaZleblobas iZleva Format meniudan 
Font brZaneba. romlis gaaqtiurebiTac 
ekranze gamodis Font dialoguri fanjara 
(sur. 2.5). 

1 

3

2 Font CanarTis Semdeg velebSi SeirCeva: 
1. Font - Sriftis dasaxeleba; 
2. Size - Sriftis zoma; 4 
3. Font color – Sriftis feri; 
4. Preview velSi nimuSis saxiT Cans 

arCeuli Sriftis gamosaxuleba. 
qarTuli Sriftis arCevisas 

mxedvelobaSi unda miviRoT, rom 

sur. 2.5 
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Sriftebi orgvaria: Nusx – Seesabameba xelnawer Sriftebs, Mtavr – 
asomTavrul simboloebs. 
mag. AcadNusx - Tbilisi; AcadMtavr - Tbilisi. 

amave dros klaviaturaze qarTuli Sriftis ganlageba SeiZleba 
emTxveodes laTinuri asoebis, rusuli sabeWdi manqanis an qarTuli 
sabeWdi manqanis klaviSebis ganlagebas.  

 
Tu qarTuli Srifti Seesabameba laTinuri asoebis ganlagebas, imis 

gamo, rom laTinurSi – 26 asoa, xolo qarTulSi – 33, zogierTi aso 
ikrifeba Shift klaviSTan kombinaciaSi: 

W - Shift + W J - Shift + J w - W 
R - Shift + R Z - Shift +Z y - Y 
T - Shift + T C - Shift + C h - H 
S - Shift + S q - Q c - C 

 
Sriftis, teqstis ferisa da zomis gansazRvra aseve SesaZlebelia 

formatirebis instrumentebis velidan:  

teqstis feri Sriftis dasaxeleba

Sriftis zoma
 

 
 
 
 
 

teqstis gadatana da kopireba 
 

 teqstis gadatana 
teqstis gadasatanad dokumentis erTi adgilidan meoreze, erTi 

dokumentidan sxva dokumentSi an sxva programaSi SesaZlebelia 
Sualeduri mexsierebis anu buferis gamoyenebiT. 

teqstis gadatanis procesi xorcieldeba Semdegi mimdevrobiT: 
1. vniSnavT teqstis Sesabamis fragments; 
2. moniSnuli teqstis dokumentidan amoWra da buferSi gadatana 

SesaZlebelia mocemuli brZanebebidan erT-erTis gamoyenebiT: 
− Edit meniudan Cut brZanebiT; 

− standartuli instrumentebis velidan  (Cut) RilakiT; 
− Ctrl da X klaviSTa kombinaciiT. 

3. kursori davayenoT im adgilas, sadac gvinda amoWrili teqstis 
Casma; 

4. teqstis fragmentis Casasmelad buferidan dokumentSi SesaZlebelia 
mocemuli brZanebebidan erT-erTis gamoyenebiT: 

− Edit meniudan Paste brZanebiT; 

− standartuli instrumentebis velidan  (Paste) RilakiT; 
− Ctrl da V klaviSTa kombinaciiT. 

 
furclis farglebSi teqstis fragmentis gadatana SesaZlebelia mau-

sis saSualebiT: 
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1. vniSnavT teqstis Sesabamis fragments; 
2. mivitanoT mausis maCvenebeli moniSnul fragmentTan ise, rom mausis 

maCvenebelma miiRos isris  forma, davaWiroT xeli mausis 
marcxena Rilaks da gadavitanoT moniSnuli fragmenti Sesabamis 
adgilas. 
 

 teqstis kopireba 

teqstis kopirebis procesi xorcieldeba Semdegi mimdevrobiT: 
1. vniSnavT teqstis Sesabamis fragments; 
2. moniSnuli teqstis dokumentidan buferSi kopireba SesaZlebelia 

mocemuli brZanebebidan erT-erTis gamoyenebiT: 
− Edit meniudan Copy brZanebiT; 

− standartuli instrumentebis velidan  (Copy) RilakiT; 
− Ctrl da C klaviSTa kombinaciiT. 

3. kursori davayenoT im adgilas, sadac gvinda teqstis Casma; 
4. teqstis fragmentis Casasmelad buferidan dokumentSi SesaZle-

belia mocemuli brZanebebidan erT-erTis gamoyenebiT: 
− Edit meniudan Paste brZanebiT; 

− standartuli instrumentebis velidan  (Paste) RilakiT; 
− Ctrl da V klaviSTa kombinaciiT. 

 
furclis farglebSi teqstis fragmentis gadakopireba SesaZlebelia 

mausis saSualebiT: 
1. vniSnavT teqstis Sesabamis fragments; 
2. mivitanoT mausis maCvenebeli moniSnul fragmentTan ise, rom mausis 

maCvenebelma miiRos isris  forma, gavaaqtiuroT Ctrl klaviSi da 
mausze TiTis auReblad gadavitanoT moniSnuli fragmenti Sesabamis 
adgilas. 
 
 
 

brZanebis gauqmeba da aRdgena 
 

Sesrulebuli brZanebis gauqmeba anu erTi moqmedebiT ukan dabruneba 
SesaZlebelia mocemuli brZanebebidan erT-erTis gamoyenebiT: 

1. Edit meniudan Undo brZanebiT; 

2. standartuli instrumentebis velidan  (Undo) RilakiT; 
3. Ctrl da Z klaviSTa kombinaciiT. 

 
gauqmebuli brZanebis aRdgena anu erTi moqmedebiT win gadasvla 

SesaZlebelia mocemuli brZanebebidan erT-erTis gamoyenebiT: 
1. Edit meniudan Redo brZanebiT; 

2. standartuli instrumentebis velidan  (Undo) RilakiT; 
3. Ctrl da Y klaviSTa kombinaciiT. 
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furclis zomis, orientaciisa da velebis gansazRvra 
 

 furclis zomis gansazRvra 

 File  Page Setup brZanebis gaaqtiurebiT ekranze gamodis Page Setup 
dialoguri fanjara, romlis Paper CanarTis (sur. 2.6) saSualebiT 
SesaZlebelia furclis zomis gansazRvra. 

Paper size CamonaTvalSi SegviZlia avir-
CioT sabeWdi furclis standarti.  
A4 – Tabaxis furceli, romlis zomebia 
210X297mm.  

A3 – romlis zomaa 297X 420mm. 
A5 – 148X210mm. 
sxva standartebi, romelTa arCevisas 

Width da Height velebSi avtomaturad 
mieTiTeba maTi Sesabamisi zomebi 

Tu Paper size CamonaTvalSi ara aris 
saWiro zomis standarti, momxmarebels 
SeuZlia TviTon miuTiTos furclis zomebi 
Semdeg velebSi: 
Width – furclis sigane; 
Height – furclis simaRle (sigrZe). 

 
sur. 2.6 

 
 

 furclis orientaciisa da velebis gansazRvra 

furclis saxes gansazRvravs gverdis parametrebi, romlis Secvla 
SesaZlebelia File  Page Setup brZanebis Margins CanarTis saSualebiT (sur. 
2.7). 

 
Orientation ganyofilebaSi ganisazRvreba 
furclis mimarTuleba. 
   Portrait – vertikaluri (wignisebri); 
   Landscape –  ganivi (albomisebri). 
 
Margins ganyofilebaSi mieTiTeba 
samuSao aris (teqstis) daSoreba 
furclis kideebidan. 
   Top – zeda velis zoma; 
   Bottom – qveda velis zoma; 
   Left – marcxena velis zoma; 
   Right  – marjvena velis zoma. 
   Gutter - mieTiTeba furclebis akinZvis 
velis zoma. 
   Gutter position – ganisazRvreba asakinZi 
velis mdebareoba (Left - marcxniv, Top - 
zemoT). sur. 2.7 
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dokumentis winaswar daTvaliereba da dabeWdva 
 

 dokumentis winaswar daTvaliereba  

beWdvis dawyebamde dokumentis mTlianobaSi dasanaxad SesaZlebelia 
misi winaswari daTvalereba mocemuli brZanebebidan erT-erTis 
gamoyenebiT: 

1. File meniudan Print Preview brZanebiT; 

2. standartuli instrumentebis velidan  (Print Preview) RilakiT; 
ekranze gamoCndeba dokumenti Semcirebuli masStabiT (sur. 2.8). 

ganvixiloT winaswari daTvali-
erebis reJimis instrumentebis 
velze Rilakebis daniSnuleba: 

 Print - dokumentis dabeWdva; 

 Magnifier – Tu brZaneba 
CarTulia, mausis maCvenebels 
aqvs lupis forma + niSniT da 
misi daWeriT dokumenti 
gamoCndeba 100%-iT, amasTanave + 
niSani gadaiqceva - niSnad da 
ganmeorebiTi daWeriT 
dokumenti dabrundeba sawyis 
mdgomareobaSi; 

 One page – Rilakis 
gaaqtiurebiT ekranze 

gamoCndeba dokumentis TiTo furceli mTlianad; 

sur. 2.8 

 Multiple page – erTdroulad dokumentis ramdenime gverdis gamotana 
ekranze. (Rilakis gaaqtiurebis Semdeg unda movniSnoT, ramdeni gverdis 
gamotana gvinda ekranze); 

 Zoom – dokumentis masStabireba; 

 View Ruler – saxazavis CarTva/gamorTva; 

 Shrink to Fit – teqstis SekumSvis Sedegad dokumentis gverdebis 
raodenobis erTiT Semcireba; 

 Full Screen – dokumentis gaxsna mTel ekranze; 

 – winaswari daTvalerebis reJimis gaTiSva. 
 
 

 dokumentis dabeWdva 
dokumentis qaRaldze dasabeWdva SesaZlebelia mocemuli brZanebebi-

dan erT-erTis gamoyenebiT: 
1. File meniudan Print brZanebiT; 

2. standartuli instrumentebis velidan  (Print) RilakiT; 
(am SemTxvevaSi Print dialoguri fanjara ar gamoCndeba da beWdva 
iwyeba im parametrebiT, romelic avtomaturadaa miTiTebuli); 
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3. Ctrl da P klaviSTa kombinaciiT. 
zemoT mocemuli 1 da 3 meTodiT dokumentis beWdvisas ekranze 

gamodis dialoguri fanjara Print (sur. 2.9), sadac SesaZlebelia beWdvis 
parametrebis gansazRvra: 

 

1. Printer  Name ganyofilebaSi 
virCevT sasurvel sabeWd mowyo-
bilobas, romlis parametrebis 
gansazRvra SesaZlebelia Proper-
ties brZanebiT; 

2. Page range – ganyofilebaSi gani-
sazRvreba dasabeWdi gverdebi: 
− All – yvela gverdi; 
− Current page – mimdinare 

gverdi; 
− Selection – moniSnuli 

fragmenti; 
− Pages – calkeuli gverdebis 

beWdva (1, 5 Canaweri niSnavs 
pirveli da mexuTe gverdis 

beWdvas; 1-5 niSnavs pirvelidan mexuTe gverdis CaTvliT beWdvas). 

1 

2 

3
6

5 4 

sur. 2.9 

3. Number of copies – mieTiTeba aslebis raodenoba; 
4. Print What – ganisazRvreba, ra daibeWdos: 

Document – dokumenti; 
Document Properties – dokumentis maxasiaTeblebi; 
Document showing markup – dokumenti SeniSvnebiT; 
List of markup – SeniSvnebis CamonaTvali; 
Styles – stilebi; 
Auto Text entries – avtoteqstis elementebi. 

5. Print – virCevT gverdebis miTiTebuli Sualedidan ra daibeWdos 
All pages in range – yvela gverdi; 
Odd pages – mxolod kenti gverdebi; 
Even pages – mxolod luwi gverdebi; 

6. Zoom – dokumentis zomis masStabireba: 
Pages per sheet – virCevT dokumentis ramdeni gverdi daibeWdos erT 
furcelze; 
Scale to paper size – ganisazRvreba furclis zoma masStabisaTvis. 
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B2. saSualo done: 

− teqstis formatireba; 

− teqstis marTlwerisa da gramatikis Semowmeba; 

− abzacis formatireba; 

− CamonaTvalis formatireba; 

− dokumentis dayofa svetebad; 

− cxrilis Seqmna da misi parametrebis gansazRvra; 

− ujraSi teqstis mdebareobisa da  mimarTulebis gansazRvra; 

− cxrilis elementebis moniSvna; 

− cxrilis gaformeba; 

− grafikuli gamosaxulebis Casma da formatireba. 
 

 
teqstis formatireba 

 
 Sriftis stilebisa da efeqtebis gamoyeneba 

teqstTan muSaobisas SesaZlebelia 
Sriftis stilisa da efeqtebis cvlile-
ba. Sriftis am parametrebis gansazRvra 
SesaZlebelia Format -meniudan Font brZa-
nebis gaaqtiurebiT, romlis drosac 
ekranze gamodis Font dialoguri fan-
jara (sur. 2.10). 
 
Font CanarTis Semdeg velebSi SeirCeva: 
1. Font style - Sriftis stili: 

Regular – standartuli; 
Italic – daxrili; 
Bold – muqi (gamokveTili); 
Bold Italic -  muqi da daxrili. 

2. Underline Style – Sriftis qveSxazgasmis 
stili (erTmagi, ormagi, wyvetili da 
a.S.) 

Underline Color  – velSi SeirCeva xazgasmis feri. 

4 

1

2 

3

sur. 2.10 

3. Effects  - Sriftis efeqtebi: 
Strikethrough - xazgadasmuli Srifti; 
Double Strikethrough - ormagi xaziT xazgadasmuli Srifti; 
Superscript - zeda indeqsis gansazRvra; 
Subscript - qveda indeqsis gansazRvra; 
Shadow - Srifti CrdiliT; 
Outline - konturiT garSemowerili Srifti; 
Emboss - reliefuri Srifti; 
Engrave - gravirebuli Srifti; 
Small caps - Srifti mcire asomTavruli simboloebiT; 
All caps - Srifti mTaruli simboloebiT; 
Hidden - damaluli Srifti. 
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4. garda aRniSnuli efeqtebisa SeiZleba teqstis gaformebisaTvis gamovi-
yenoT animaciuri efeqtebi, romelTa gansazRvra xdeba Font dialoguri 
fanjaris mesame Text Effects CanarTiT (sur. 2.11). 

Animations velidan mieTiTeba sasurveli animaciis tipi: 
(none) – animaciis gauqmeba; 
Blinkeng Background – mocimcime foni; 
Las Vegas Lights – lasvegasi; 
Marching Blac Ants – Savi moZravi 

wyvetili; 
Marching Red Ants – wiTeli moZravi 

wyvetili; 
Shimmer – cimcimi; 
Sparkle Text – feierverki. 

 
 

 
 
 sur. 2.11 
 
 
Sriftis stilis gansazRvra aseve SesaZlebelia formatirebis 

instrumentebis velidan Semdegi RilakebiT: 

xazgasmuli Sriftimuqi (gamokveTili) Srifti

daxrili Srifti

 
 

 
teqstis marTlwerisa da gramatikis Semowmeba 

 
teqstur redaqtors sxvadasxva enaze Sedgenili teqstis marTwerisa 

da gramatikis Semowmebis saSualeba gaaCnia. marTwerisa da gramatikis 
Sesamowmeblad gavaaqtiuroT mocemuli brZanebebidan erT-erTi. 

1. Tools  Spelling and Grammar brZaneba; 

2. standartuli instrumentebis velidan  Spelling and Grammar 
Rilaki. 

3. klaviaturidan F 7 klaviSi. 
ekranze gamodis Spelling and Grammar dialoguri fanjara (sur. 2.12).  

Dictionary language CamonaTvalSi mieTi-
Teba ena, romlis mixedviTac xdeba 
marTweris Semowmeba. 
Not in Dictionary velSi aisaxeba 
marTweris Semowmebisas moZebnil 
leqsikonSi ar arsebuli pirveli 
sityva. 
Suggestions velSi mocemulia moZebnili 
sityvis leqsikonSi arsebuli 
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Sesatyvisi. SesaZlebelia arsebuli variantebidan amovirCioT erT-erTi 
an avkrifoT sakuTari varianti. 
sabrZanebo Rilakebis daniSnuleba: 
Ignore One – Secdoma gauqmdeba anu moZebnili sityva ucvleli darCeba da 

gagrZeldeba marTweris Semowmeba. 
Ignore All – aRniSnuli Secdoma gauqmdeba mTeli dokumentisaTvis. e.i. 

moZebnili sityva Secdomad aRar CaiTvleba. 
Add to Dictionary – moZebnili sityva daemateba leqsikonSi da SemdgomSi 

Secdomad ar CaiTvleba. 
Change – moZebnili sityva Seicvleba Suggestions velSi amorCeuli sityviT. 
Change All – moZebnili sityva mTel dokumentSi Seicvleba miTiTebuli 

sityviT. 
AutoCorrect – avtomaturi Secvlis saSualeba. 
 
 
 marTweris avtomaturi Semowmeba 

dokumntSi marTwerisa da gramatikis Semowmeba SesaZlebelia 
teqstis akrefis procesSi. Semowmebis parametrebis SerCeva xdeba Tools  
Options brZenebis gaaqtiurebiT. ekranze gamoCndeba Options dialoguri 
fanjara, amovirCioT Spelling & Grammar CanarTi (sur. 2.13). 

Check spelling as you type – CamrTveli uzrunvelyofs teqstis marTweris 
Semowmebas. 

Check grammar as you type – CamrTveli uzrunvelyofs teqstis 
gramatikul Semowmebas. 

marTweris Semowmebisas aRmoCenili Secdomebi aRiniSneba wiTeli 
klanili xaziT, gramatikuli Secdomebi 
ki mwvane klaknili xaziT. 
Secdomis aRmoCenisas, Sesabamis sityvaze 
mausis marjvena Rilakis daWeriT 
gaxseniT konteqsturi meniu. masSi miTi-
Tebulia leqsikonSi arsebuli Sesatyvisi 
variantebi, amoirCieT sasurveli 
varianti, romliTac Seicvleba aRniSnuli 
sityva. 

 
marTwerisa da gramatikis avtomaturi Se-
mowmeba araefeqturia qarTuli teqstebi-
saTvis. vinaidan yvela sityva aRiqmeba 
Secdomad da teqsts wiTeli/mwvane klak-
nili xazebi gaesmeba. amitom qarTul 
teqstebTan muSaobisas unda gamovrToT 
marTwerisa (Check spelling as you type) da 
gramatikis (Check grammar as you type) 
Semowmebis reJimebi. 

sur. 2.13 
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abzacis formatireba 
 
 abzacis ganlagebis gansazRvra 

abzacis ganlagebis gansazRvris SesaZleblobas iZleva Format  
Paragraph brZaneba. am brZanebis gaaqtiurebiT ekranze gamodis dialoguri 
fanjara Paragraph, romlis Indents and Spacing CanarTis General 
ganyofilebis Aligment velSi (sur. 2.14) ganisazRvreba teqstis ganlageba 
(gasworeba):   

 
Left – striqonis marcxena 
sazRvris mimarT; 
Centered – striqonis centris 
mimarT; 
Right – striqonis marjvna 
sazRvris mimarT; 
Justified – striqonis orive 
sazRvris mimarT; sur. 2.14 
  

  
abzacis ganlagebis gansazRvra mosaxerxebelia formatizaciis 

instrumentebis velidan Semdegi Rilakebis gamoyenebiT: 

 Align Left – striqonis gasworeba marcxena sazRvris mimarT; 

Center – striqonis gasworeba centris mimarT; 

 Align Right – striqonis gasworeba marjvna sazRvris mimarT; 

 Justified – striqonis gasworeba orive sazRvris mimarT. 
 
 
 abzacis Seqmna 

abzacis Seqmna: teqstis daSoreba mindvrebidan, pirveli da danarCeni 
striqonebis urTierTmdebareobis gansazRvra, SesaZlebelia Format  
Paragraph brZanebis gaaqtiurebiT miRebuli dialoguri fanjaris Indents 
and Spacing CanarTis General ganyofilebis Indentation velSi (sur. 2.15) 
arsebuli Semdegi brZanebebis gamoyenebiT. 

Left – abzacis daSoreba marcxena 
mindvridan; 
Right – abzacis daSoreba marjvena 
mindvridan; 
 
Special – velSi virCevT abzacis 
stils   
(pirveli da danarCeni striqonebis 
urTierTmdebareobas): 
none – abzacis yvela striqoni erT 
xazzea ganlagebuli; 

First line –   abzacis pirveli 
striqoni Seweulia danarCen striqonebTan SedarebiT;   

Hanging –  abzacis pirveli striqoni  gamoweulia danarCen 
striqonebTan SedarebiT; 

sur. 2.15 
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By – vuTiTebT ricxvobriv mniSvnelobas, abzacis pirveli striqoni 
ramdeni santimetriTaa Seweuli an gamoweuli iyos danarCen striqonebTan 
SedarebiT,  

 
abzacis Seqmna mosaxerxebelia saxazavis gamoyenebiT: 

 
1 – gansazRvravs abzacis mxolod pirveli striqonis mdebareobas; 
2 – gansazRvravs abzacis danarCeni (garda pirvelisa) striqonis mdeba-

reobas; 
3 – abzacis daSoreba marcxena mindvridan; 
4 – abzacis daSoreba marjvena mindvridan; 
 

 
 striqonebsa da abzacebs Soris manZilis gansazRvra 

striqonebsa da abzacebs Soris manZilis gansazRvra SesaZlebelia 
Format  Paragraph brZanebis gaaqtiurebiT miRebuli dialoguri fanjaris 
Indents and Spacing CanarTis General ganyofilebis Spacing velSi (sur. 2.16) 
arsebuli Semdegi brZanebebis gamoyenebiT. 

 
Before – daSoreba wina abzacidan; 
After – daSoreba Semdeg abzacamde; 
 
Line Spacing – gansazRvravs striqo-
nebs Soris daSorebas: 
Single – erTi intervali; 
1,5 lines – erTnaxevari intervali; 
Double – ormagi intervali; 
At least – striqonebs Soris minima-
luri daSoreba (zoma mieTiTeba At 
velSi); 
Exactly – At velSi zustad mieTiTeba  
striqonebs Soris daSoreba; 
Multiple – ramdenime intervaliT stri-
qonebs Soris daSoreba (raodenoba 
mieTiTeba At velSi); 
 
 
 

 
striqonebs Soris daSorebis gansazRvra aseve SesaZlebelia 

formatizaciis insrtumentebis velidan Line Spacing  Rilakis 
gamoyenebiT. 

 
 
 
 

1 2 

4 3 

sur. 2.16 
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CamonaTvalis formatireba 
 

 teqstis markireba 
dokumnetSi simboloebis Casmis garda, momxmarebels saSualeba 

eZleva, Format  Bullets and Numbering brZanebis gamoyenebiT Seqmnas 
markirebuli da danomrili teqsturi siebi. aRniSnuli brZanebis 

gaaqtiurebiT ekranze gamodis Bullets 
and Numbering dialoguri fanjara 
(sur. 2.18). 

teqstis markirebis SesaZleblo-
bas iZleva Bulleted CanarTi, sadac 
virCevT markeris stils.  

im SemTxvevaSi Tu sasurveli 
markeris forma ar aris aRniSnul 
dialogur fanjaraSi, virCevT erT-
erT stils da vaaqtiurebT Customize 
Rilaks. ekranze gamodis Customize 
Bulleted List dialoguri fanjara 
(sur. 2.19), romelsac gaaCnia Semdegi 
velebi: 

 
 

Bullet Caracter - velSi virCevT markeris stils.  
damatebiTi stilis markeris amosarCevad 

vaaqtiurebT Character sabrZanebo Rilaks da Symbol 
dialogur fanjaraSi virCevT sasurvel simbolos. 

Picture sabrZanebo Rilakis gaaqtiureba 
saSualebas gvaZlevs markirebisaTvis avirCioT 
suraTi (naxati).  

Font Rilakis gaaqtiurebiT, SesaZlebelia 
markeris zomis, ferisa da formatis gansazRvra. 

sur. 2.18 

 
Bullet positin ganyofilebis Indent at velSi 

mieTiTeba markeris daSoreba marcxena kididan. 
Text positin ganyofilebis Tab space after veli 

gansazRvravs markirebuli teqstis pirveli striqonis daSorebas 
marcxena kididan. 

sur. 2.19

Text positin ganyofilebis Indent at veli gansazRvravs teqstis danarCeni 
striqonebis daSorebas marcxena kididan. 

 
 

 teqstis danomvra 

teqsturi siis danomvris saSualebas iZleva Bullets and Numbering 
dialoguri fanjaris Numbered CanarTi (sur. 2.20), sadac virCevT siis 
gadanomvris SemoTavazebuli stilebidan erT-erTs.  

Numbered CanarTSi damatebulia ori gadamrTveli: 
Restart numbering – axali gadanomvris dawyeba; 
Continue previous list – gaagrZelos wina CamonaTvalSi arsebuli gadanomvra. 

 

 52



im SemTxvevaSi Tu aRniSnul dialogur fanjaraSi ar aris 
gadanomvris sasurveli stili, virCevT 
erT-erT standartul stils da 
vaaqtiurebT Customize sabrZanebo Ri-
laks. ekranze gamodis Customize 
Numbered List dialoguri fanjara (sur. 
2.21), romelsac gaaCnia Semdegi velebi:  

sur. 2.20 

Number style – CamonaTvalSi virCevT 
danomvris ZiriTad stils. 

Number format  – velSi 
SesaZlebelia SevqmnaT danomvris 
formati. amisaTvis nomris simbolos 
SegviZlia survilisamebr davamatoT 
nebismieri simbolo (wertili, frCxili 
da a.S.).  

Number position  – CamonaTvalSi 
virCevT gadanomvris erTniSna, orniSna da a.S. nomrebis erTmaneTis 
mimarT gasworebis stils (left – marcxniv  gasworeba; Center- centris 
mimarT gasworeba; Right – marjvniv gasworeba). 

Start at – velSi mieTiTeba gadanomvris sawyisi ricxvi. 
 Indent at, Tab space after, Indent at velebis daniSnuleba 
ixileT teqstis markirebis aRweraSi. 

 
 
 
 
 
 
 
 
 
 
 
 
 

sur. 2.21 
 

 
 

dokumentis dayofa svetebad 
 

teqstur dokumentSi teqstis svetebad dayofis ramdenime gza 
arsebobs: 

1. standartuli (Standard) instrumentebis velidan  Columns  Rilakis 
gamoyenebiT. gavaaqtiuroT aRniSnuli Rilaki da mausze xelauRebliv 
movniSnoT sasurveli raodenobis svetebi. gamosaxulebis bolo 
striqonSi svetebis raodenoba iwereba. 
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2. gavaaqtiuroT Format  Columns brZaneba. ekranze gamodis dialoguri 
fanjara Columns (sur. 2.22), sadac vuTiTebT Semdeg parametrebs: 

Presets ganyofilebaSi mocemulia 
svetebad dayofis ramdenime stili, 
saidanac SegviZlia amovirCioT erT-
erTi. 
Tu gvsurs teqstis Presets 
ganyofilebaSi mocemuli 
nimuSebisagan gansxvavebuli 
raodenobis svetebad dayofa, maSin 
Number of columns velSi vuTiTebT sve-
tebis raodenobas. 
 
Width and spacing ganyofilebis velebiT 
vuTiTebT: sur. 2.22 
Width – svetis siganes; 

Spacing – svetebs Soris daSorebas. 
Equal column width CamrTveli uzrunvelyofs svetebis siganisa da maT 

Soris daSorebis erTgvarovnebas. e.i. Tu Equal column width CarTulia, 
maSin svetebis sigane da maT Soris daSoreba erTnairad icvleba yvela 
svetisaTvis, Tu gamorTulia aRniSnuli parametrebis miTiTeba TiToeuli 
svetisTvis cal-calkea. 

Line between CamrTveli gansazRvravs svetebs Soris vertikaluri 
gamyofi xazis arsebobas. 

Apply to velSi vuTiTebT, dokumentis romeli nawili daiyos 
svetebad: 

Whole documents – mTliani dokumenti; 
This point Forward – kursoris mdebareobis Semdgomi nawili; 
Selected Text – moniSnuli nawili. 
 
dokumentis svetebad dayofis Semdeg, teqsti iwereba pirveli 

svetisaTvis gankuTvnil velSi. am svetis (gverdis bolomde) Sevsebis 
Semdeg kursori avtomaturad gadadis Semdgom svetSi.  

svetis Seuvseblad (nebismieri adgilidan) kursoris Semdeg svetSi 
gadatana SesaZlebelia Insert  Break brZanebis gaaqtiurebiT, ekranze 
gamodis Break dialoguri fanjara, sadac virCevT Column break reJims. 

teqsturi dokumenti momxmarebels aZlevs ukve arsebuli teqstis 
svetebad dayofis SesaZleblobas, amisaTvis saWiroa svetebad dayofis 
aRwerili brZanebis gaaqtiurebamde movniSnoT svetebSi gansaTavsebeli 
teqstis fragmenti. 
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cxrilis Seqmna da misi parametrebis gansazRvra 
 

teqstur dokumentSi cxrilis Seqmnis ramdenime gza arsebobs: 

1. standartuli (Standard) instrumentebis velidan  Insert Table  Rilakis 
gamoyenebiT. gavaaqtiuroT aRniSnuli Rilaki da mausze xelauRebliv 
movniSnoT sasurveli raodenobis ujrebi. gamosaxulebis bolo 
striqonSi iwereba striqonebisa da svetebis raodenoba. 

2. cxrilebisa da CarCoebis (Tables and Borders) instrumentebis velidan 

gavaaqtiuroT Draw Table  Rilaki (dokumentze gadasvlisas mausis 
maCvenebeli miiRebs fanqaris formas) da mausis saSualebiT davxazoT 
cxrili. pirvel rigSi mausze xelauRebliv davxazoT cxrilis 
gareTa CarCo, SemdgomSi calkeuli svetebisa da striqonebis xazebi. 

3. gavaaqtiuroT Table  Insert  Table brZaneba. ekranze gamodis dialo-

guri fanjara Insert Table (sur. 2.23), sadac vuTiTebT cxrilis 
parametrebs. 

 
Table size ganyofilebaSi mieTiTeba: 
   Number of columns – svetebis raodenoba; 
   Number of rows – striqonebis raodenoba. 
 
AutoFit behavior ganyofilebaSi ganisazRvreba 
cxrilis zomebi: 
   Fixed column width – svetebis siganis 
dafiqsireba; 
   AutoFit to contents – cxrilis zomis regulireba 
ujrebSi akrefili teqstis Sesabamisad; 
   AutoFit to window – cxrilis zoma regulirdeba 
dokumentSi sabeWdi aris Sesabamisad. sur. 2.23 

Table style ganyofilebaSi ganisazRvreba cxrilis formati, 
gavaaqtiuroT AutoFromat Rilaki da avirCioT cxrilis gaformebis stili. 

Remember dimensions for new tables CamrTveli uzrunvelyofs cxrilis 
miTiTebuli zomebis damaxsovrebas, romlebic gamoiyeneba SemdgomSi 
axali cxrilis SeqmnisaTvis. 

 
 cxrilis parametrebis gansazRvra 

cxrilis striqonebisa da svetebis zomis Secvla SeiZleba mausiT 
Sesabamisi xazis gadaadgilebiT.  

svetis zomis Secvlis xerxebi: 
1. mausiT Sesabamisi xazis gadaadgilebisas zomas icvlis xazis orive 

mxares (marcxniv da marjvniv) mdebare sveti, danarCeni svetebi da 
Sesabamisad cxrilis zoma ar icvleba. 

2. Ctrl klaviSis gaaqtiurebiTa da mausiT xazis gadaadgilebisas zomas 
icvlis xazis marcxniv mdebare sveti da simetriulad icvleba 
xazis marjvniv mdebare yvela danarCeni svetis zoma. cxrilis zoma 
ar icvleba. 

3. Shift klaviSis gaaqtiurebiTa da mausiT xazis gadaadgilebisas zomas 
icvlis mxolod xazis marcxniv mdebare sveti, danarCeni svetebi 
ucvleli rCeba da Sesabamisad cxrilis zoma icvleba (izrdeba an 
mcirdeba). 
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cxrilis da misi calkeuli elementebis (ujris, striqonisa da 
svetis) parametrebis gansazRvra SesaZlebelia Table  Table Properties 
brZanebis gaaqtiurebiT. ekranze gamodis Table Properties dialoguri 
fanjara (sur. 2.24) oTxi CanarTiT: Table – cxrili, Rows – striqoni, Column 
– sveti da Cell – ujra. 

Table  CanarTis Size ganyofilebaSi mieTiTeba:    
  Preferred width – cxrilis  sigrZe, 
   Measure in – zomis erTeuli. 
Aligment ganyofilebaSi ganisazRvreba cxri-
lis mdebareoba: Left – marcxniv, Center – 
centrSi, Right – marjvniv, Indent from left – 
marcxena sazRvridan daZvra. 
Text wrapping – ganyofilebaSi ganisazRvreba 
cxrilisa da teqstis urTierTmdebareoba: 
 None – cxrilis garSemo ar daiweros teqsti, 
  Around – cxrilis garSemo daiweros 
teqsti. 

 
Borders and Shading sabrZanebo Rilakis 
gaaqtiurebiT ekranze gamodis Borders and 
Shading dialoguri fanjara, romlis saSua-

lebiTac ganisazRvreba cxrilis CarCoebi da foni (ixileT CarCoebisa da 
fonis damateba).  

sur. 2.24 

Options sabrZanebo Rilakis gaaqtiurebiT ekranze gamodis Table 
Options dialoguri fanjara (sur. 2.25). 
Default cell margins ganyofilebaSi ganisazRvreba 
ujris velebi: Top - zeda, Bottom - qveda, Left - 
marcxena, Right - marjvena. 
 
Default cell spacing ganyofilebaSi ganisazRvreba uj-
rebs Soris daSoreba. 
 

 
Row  CanarTis (sur. 2.26) Size ganyofilebaSi 
mieTiTeba  

sur. 2.25

Specify height - striqonis simaRle. 
 
Row height is – gansazRvrvs striqonis miTiTe-
buli simaRlis reJimis: 
- At last – minimaluri zoma. Sriftis zomis 

gazrda gamoiwvevs striqonis simaRlis 
gazrdas, miTiTebul zomaze metad Srif-
tis Semcireba ar gamoiwvevs striqonis 
simaRlis cvlilebas. 

- Exactily – zusti zoma. am reJimis arCevis 
dros Sriftis zomis cvlileba ar iwvevs 
striqonis simaRlis cvlilebas. Tu Srif-
tis zoma ufro didia, vidre striqonis 
simaRle, maSin ujraSi asoebi gadaiWreba 
da srulyofilad ar gamoCndeba. r. 2.26 su
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Option ganyofilebis CamrTvelebi uzrunvelyofs: 
Allow row to break across pages – mTliani striqonis gadatanas momdevno 

gverdze, Tu is ar eteva wina gverdze. 
Repeat as header row at the top of each page – arCeuli striqoni, rogorc 

saTauri, ganmeordeba yvela gverdze. 
Previeus Row da Next Row  sabrZanebo Rilakebi uzrunvelyofen wina da 

Semdeg striqonze gadasvlas. maTi saSualebiT SesaZlebelia TiToeuli 
striqonisaTvis ganisazRvros zemoT aRwerili parametrebi. 

 
Column  CanarTis saSualebiT ganisazRvreba calkeuli svetis 

parametrebi: 
Preferred width – svetis sigane; 
Measure in – zomis erTeuli;  
Previeus Column – wina svetze gadasvla; 
Next Column – momdevno svetze gadasvla. 
 
Cell  CanarTiSi (sur. 2.27) ganisazRvreba ujris parametrebi: 

 
Preferred width – ujris sigane; 
Measure in – zomis erTeuli;  
 
Vertical aligment ganyofilebaSi mieTiTeba 
teqstis vertikaluri mdebareoba: 
Top – ujris zeda kidesTan; 
Center  – ujris centrSi; 
Bottom  – ujris qveda kidesTan. 
 
Options sabrZanebo Rilakis gaaqtiurebiT 
ekranze gamodis Cell Options dialoguri 
fanjara, romelSic ganisazRvreba ujris 
velebi: Top - zeda, Bottom - qveda, Left - 
marcxena, Right - marjvena. 

sur. 2.27  
 

 
 
 
 

ujraSi teqstis mdebareobisa da  mimarTulebis gansazRvra 
 
cxrilSi informaciis Sesatanad kursori davayenoT Sesabamis 

ujraSi da avkrifoT teqsti. ujrebSi kursoris gadaadgileba 
SesaZlebelia: 
- mausis daWeriT Sesabamis ujraSi; 
- klaviaturidan gadaadgilebis klaviSebis (isrebis) gamoyenebiT; 
- Tu cxrilSi teqsti ukve Cawerilia, maSin gadaadgilebis klaviSebi 

kursors gadaadgilebs teqstis SigniT TiToeul simboloze. am 
SemTxvevaSi mosaxerxebelia Tab klaviSis gamoyeneba, romelic 
kursors gadaadgilebs momdevno ujraSi. Shift + Tab klaviSebis 
kombinaciiT kursori gadadis wina ujraSi. 
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ujraSi teqstis mdebareobis gansazRvris SesaZleblobas iZleva 

cxrilisa da CarCoebis Tables and Borders instrumentebis velis  
Rilaki.  
Tu ekranze aris gamotanili cxrilisa da CarCoebis Tables and Borders 
instrumentebis veli, gaaqtiureT View  Toolbars  Table and Borders 
CamrTveli.   

ujraSi teqstis mdebareobis asarCevad moniSneT ujra, Camo-

SaleT  Rilaki ( isarze mausis daWeriT) da mocemuli 
variantebidan airCieT Sesabamisi mdebareoba. 
 
 
 

 
teqstis mimarTulebis gansazRvra SesaZlebelia: 

- cxrilebisa da CarCoebis Tables and Borders instrumentebis velidan 

Change Text Direction  Rilakis gamoyenebiT; 
- Format  Text Direction brZanebis gaaqtiurebiT, ekranze gamodis Text 

Direction dialoguri fanjara (sur. 2.28), sadac virCevT teqstis 
mimarTulebas. 

 
 
 
 

cxrilis elementebis moniSvna 
 

cxrilis elementebis moniSvna SesaZlebelia mausis saSualebiT: 
-  ujrebis moniSvna SesaZlebelia mausiT, iseve rogorc iniSneba 

teqstis fragmenti. mausis maCvenebeli mivitanoT mosaniSni 
fragmentis pirvel ujrasTan, davaWiroT TiTi mausis marcxena 
klaviSs da ar auSvaT mauss ise maCvenebeli gadavitanoT fragmentis 
bolo ujramde. moniSnuli ujrebi Savi foniT gamoiyofa; 

-  striqonis mosaniSnad mausi erTxel daaWireT striqonis gaswvriv 
(cxrilis CarCos gareT) marcxena mindorSi, rodesac mausis maCvene-
beli marjvniv gadaxrili isris  formas miiRebs.  
ramdenime striqonis erTdroulad mosaniSnad, moniSneT erTi stri-
qoni da mausi xelauRebliv gadaadgileT Sesabamisi mimarTulebiT. 

-  svetis mosaniSnad mausi erTTjer daaWireT svetis gaswvriv 
(cxrilis CarCos gareT) zeda mindorSi, rodesac mausis maCvenebeli 
Savi isris  formas miiRebs.  

sur. 2.28
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ramdenime svetis erTdroulad mosaniSnad, moniSneT erTi sveti da 
mausi xelauRebliv gadaadgileT Sesabamisi mimarTulebiT. 

-  mTliani cxrilis moniSvna SesaZlebelia cxrilis zeda marcxena 

kuTxeSi mdebare  niSanze mausis daWeriT. 
 
cxrilis elementebis moniSvna aseve SesaZlebelia Table  Select qve-

menius brZanebebis gamoyenebiT:   
Table – moniSnavs mTel cxrils; 
Columns – moniSnavs aqtiuri ujris Sesabamis svets; 
Row – moniSnavs aqtiuri ujris Sesabamis striqons; 
Cell – moniSnavs aqtiur ujras. 
 

 
 
 
 

cxrilis gaformeba 
 
cxrilis agebis Semdeg momxmarebels 

eZleva misi gaformebis saSualeba. Microsoft 
Word-i momxmarebels mza nimuSebis saxiT 
sTavazobs cxrilis avtomatur gaformebas. 
cxrilis gaformebis stilebis daTvaliereba 
da gamoyeneba SesaZlebelia: 

-  cxrilebisa da CarCoebis Tables and 
Borders instrumentebis velidan Table 

AutoFormat   Rilakis gaaqtiurebiT; 
-  Table  Table AutoFormat brZanebis 

gaaqtiurebiT.  
ekranze gamodis Table AutoFormat 

dialoguri fanjara (sur. 2.29), sadac 
SegviZlia amovirCioT cxrilis gaformebis 
parametrebi: 

Category velSi gaformebis yvela stilis 
dasaTvaliereblad airCieT All table style. 

Table style velSi amoirCieT gaformebis 
stili. 

Preview velSi Cans Tu rogor gamoiyureba cxrili Sesabamisi stiliT 
gaformebisas. 

garda avtomaturi gaformebisa momxmarebels saSualeba aqvs cxrili 
gaaformos sakuTari gemovnebiT. e.i. SearCios cxrilis xazebis stili, 
sisqe, feri, gansazRvros ujraSi fonis Casxmis feri. 

cxrilis gaformebis saSualebas iZleva cxrilebisa da CarCoebis 
Tables and Borders instrumentebis veli Semdegi Rilakebi: 

sur. 2.29

Tu ekranze aris gamotanili cxrilisa da CarCoebis Tables and Borders 
instrumentebis veli, gaaqtiureT View  Toolbars  Table and Borders 
CamrTveli.   

 Line style – cxrilis xazis stili; 

 Line Weight –  xazis sisqe; 
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 Border Color –  xazis feri; 
 

Outside Border – gansazRvravs cxrilis moniSnuli 
fragmentis romeli xazebi daixazos (mxolod 
garSemo, yvela, mxolod zeda, mxolod marjvena, 
yvela horizontaluri da a.S) 
 

 Shading Color  – ujris fonis feri. 
 
 
 
 
 
 

grafikuli gamosaxulebis Casma da formatireba 
 
 grafikuli gamosaxulebis Casma galereadan 

dokumentSi Microsoft Office-s galereadan suraTis Casma SesaZlebelia 
mocemuli brZanebebidan erT-erTis gamoyenebiT: 

1. Insert  Picture  Clip Art brZanebis gamoyenebiT; 
2. xazvis instrumentebis 

velidan  (Insert Clip Art) 
RilakiT. 

aRniSnuli brZanebebidan 
erT-erTis gaaqtiurebiT 
ekranis marjvena nawilSi 
gamodis Clip Art fanjara, 
saidanac virCevT Organize clips 
brZanebas. ekranze gamodis 
Microsoft Clip Art Organizer 
dialoguri fanjara (sur. 
2.30).  

 
marcxena velSi Collection 

List, vxsniT Office Collections 
saqaRaldes (saqaRaldeze mausis orjer an `+~ niSanze daWeriT), romlis 
Semdegac aRniSnul velSi gamoCndeba Tematuri saqaRaldeebi.  

calkeuli saqaRaldis arCevisas dialoguri fanjris marjvena 
nawilSi gamoCndeba Tematikis Sesabamisi suraTebi. 

avirCioT sasurveli  suraTi da mausze xelauReblad gadavitanoT 
Cvens dokumentSi. 

 

sur. 2.30 

 grafikuli gamosaxulebis Casma failidan 

Microsoft Office-s galereaSi arsebuli suraTis garda, teqstur 
dokumentSi SesaZlebelia suraTis Casma failidan. amisaTvis 
gavaaqtiuroT Insert  Picture  From File brZaneba. 

ekranze gamodis Insert Picture dialoguri fanjara (sur. 2.31). 
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Look in velSi virCevT disks 
da Sesabamisad saqaRaldes, 
saidanac unda CavsvaT 
suraTi. Semdeg vniSnavT 
Sesabamis fails da 
vaaqtiurebT Insert sabrZanebo 
Rilaks. 
 
Insert Picture dialogur fanja-
raSi suraTebis daTvalie-
rebis saSualebas iZleva 

 View CamonaTvalis 
siidan Thumbnails reJimis 
amorCeva. 

sur. 2.31 

 
 grafikuli gamosaxulebis formatireba 

suraTis moniSvna xdeba masze mausis erTxel daWeriT. am dros 
suraTis irgvliv gaCndeba moniSvnis markerebi.  

suraTis zomis Sesacvlelad mausis maCvenebeli 
mivitanoT romelime moniSvnis markerTan da mas Semdeg rac 
mausis maCvenebeli miiRebs ormxriv mimarTuli isris 
formas, mausze xelauReblad avamoZraoT mausi Sesabamisi 
mimarTulebiT (gavzardoT an SevamciroT suraTis zoma). 

 
suraTis zomis gansazRvra SesaZlebe-

lia Format  Picture (an konteqsturi 
meniudan Format  Picture) dialoguri fan-
jris Size CanarTis gamoyenebiT (sur. 2.32).  
Size and rotate ganyofilebis velebiT 
mieTiTeba: 
Height – suraTis simaRle; 
Width – suraTis sigrZe; 
 
Scale – ganyofilebis velebiT mieTiTeba 
suraTis masStabi. 
Lock aspect ratio – CamrTveli uzrunvelyofs 
suraTis proporciebis dacvas. 
Reset – sabrZanebo Rilakis saSualebiT 

xdeba suraTis sawyisi zomebis aRdgena. 

sur. 2.32 

suraTis parametrebis gansazRvrisa da formatirebis saSualebas 
iZleva suraTis instrumentebis veli, romelic ekranze gamodis suraTis 
moniSvnisas. (suraTis redaqtirebis instrumentebis velis gaaqtiureba 
aseve SesaZlebelia View  Toolbars   Picture) 

 
suraTis redaqtirebis instrumentebis velis aRwera: 

 Insert Picture – axali suraTis Casma failidan. 

 Color – suraTis feris kontroli: A 
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Automatic – suraTi gadayavs im ferebze, romelic hqonda 
Tavdapirvelad; 

Grayscale – nacrisferi; 
Black & White – Sav-TeTri; 
Washout – gamWvirvale. 

 More Contrast – kontrastulobis gazrda. 

 Less Contrast – kontrastulobis Semcireba. 

 More Brightness – simkveTris gazrda. 

 Less Brightness – simkveTris Semcireba. 

 Crop – suraTis moWris reJimi. 

 Rotate Left – suraTis mobruneba 900-iT marcxniv. 

 Line Style – suraTis konturis sisqis gansazRvra. 

 Text Wrapping – teqstis ganlageba suraTis irgvliv (damatebiT ixileT 
teqstis ganlageba suraTis irgvliv). 

 Format Picture – suraTis parametrebis gansazRvra (damatebiT ixileT 
grafikuli obieqtebis formatireba). 

 Reset  Picture – suraTis sawyisi parametrebis aRdgena. 
 
 teqstis ganlageba suraTis irgvliv 

teqstisa da suraTis urTierTganlagebis gansazRvra SesaZlebelia 
ramdenime gziT. movniSnoT suraTi da gavaaqtiuroT mocemuli 
brZanebebidan erT-erTi. 

1. suraTis redaqtirebis instrumentebis velidan  Text 
Wrapping Rilaki. 

2. konteqsturi meniudan Format Picture brZaneba; 
3.  Format meniudan Picture brZaneba; 

bolo ori brZanebidan erT-erTis gaaqtiurebiT ekranze gamodis 
Format Picture dialoguri fanjara (sur. 2.33), romlis Layout CanarTiT 
ganisazRvreba teqstisa da suraTis urTierTganlageba. 
Wrapping style ganyofilebaSi SeirCeva suraTis teqstTan ganlageba: 

In line with text – suraTi ganTavsdes teqstur striqonSi. am reJimis 
arCevisas suraTis gaswvriv daiwereba 
mxolod erTi teqsturi striqoni. 
 Square – teqstis ganTavseba SesaZlebelia  
suraTis marTkuTxa CarCos irgvliv. 
Tight – teqsti ganTavsdeba uSualod 
suraTis garSemo; 
Behind text – suraTi ganTavsdeba teqstis  
qvemodan. 
In front of text– suraTi ganTavsdeba teqstze  
zemodan. 
 

sur. 2.33 
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naxazebis Seqmna da formatireba 
 

 geometriuli figurebis xatva  
teqstur dokumentSi geometriuli figurebis xatvisa da gaformebis 

saSualebas iZveva Drawing xatvis instrumentebis veli, romlis gamotana 
ekranze xdeba View  Toolbars  Drawing  brZanebis gamoyenebiT. 

wrfe. swori xazis (wrfis) dasaxazad Drawing xatvis instumentebis 

velidan amovirCioT Line  sabrZanebo Rilaki. dokumentis areSi 
gadaadgilebisas mausis maCvenebeli miiRebs jvris formas. mausze 
erTxel daWeriT davafiqsiroT wrfis sawyisi wertili da mausze 
xelauReblad gadavaadgiloT nebismieri mimarTulebiT. (mauss xeli 
avuSvaT rodesac wrfes mivaniWebT sasurvel sigrZes da orientacias). 

isari. isris dasaxazad amovirCioT Arrow  sabrZanebo Rilaki. 
isris daxazva xdeba wrfis xazvis analogiurad. 

marTkuTxedi. marTkuTxedis dasaxazad amovirCioT Rectangle  
sabrZanebo Rilaki. mausze daWeriT davafiqsiroT marTkuTxedis erT-erTi 
wvero da mausze xelauRebliv gadavaadgildeT diagonalurad 
sapirispiro wveros mimarTulebiT. (mauss xeli auSvaT, rodesac 
marTkuTxeds mivaniWebT sasurvel sigrZes da siganes). 

elifsi. elifsis dasaxazad amovirCioT Oval  sabrZanebo Rilaki. 
elifsis daxazva xdeba marTkuTxedis xazvis analogiurad. 

 
SeniSvna: 

- Tu figuris xazvisas gavaaqtiurebT Ctrl klaviSss, figura daixazeba 
centridan. 

- Tu figuris xazvisas gavaaqtiurebT Shift klaviSss, daixazeba 
simetriuli figura. wrfis SemTxvevaSi - swori xazi,  marTkuTxedis 
SemTxvevaSi - kvadrati, elifsis SemTxvevaSi - wrewiri. 

- Ctrl da Shift klaviSebis kombinacia gamoiyeneba erTdroulad orive 
efeqtis (centridan xazvis da simetriis dacvis) misaRebad. 

 
figurebis zomisa da mdebareobis Secvla SesaZlebelia maTi 

daxazvis Semdegac. figuraze mausis erTjer daWeriT xdeba Sesabamisi 
obieqtis moniSvna. am dros figuris irgvliv gaCndeba moniSvnis 
markerebi. figuris zomis Sesacvlelad mausis maCvenebeli mivitanoT 
romelime moniSvnis markerTan da mas Semdeg, rac mausis maCvenebeli 
miiRebs ormxriv mimarTuli isris formas, mausze xelauReblad 
avamoZraoT mausi Sesabamisi mimarTulebiT (gavzardoT an SevamciroT 
figuris zoma). 

figuris moniSvnisas mausis maCvenebeli iRebs oTxmxrivi isris 
formas, am dros mausze xelauReblad SesaZlebelia figuris 
gadaadgileba sasurvel adgilas. figuris gadaadgilebisas Tu 
gavaaqtiurebT Ctrl klaviSs moxdeba Sesabamisi figuris kopireba. 

figuris wasaSlelad movniSnoT igi da gavaaqtiuroT Delete klaviSi. 
ramdenime figuris erTdroulad wasaSlelad saWiroa winaswar maTi 
moniSvna.  

ramdenime obieqtis erTdroulad mosaniSnad gavaaqtiuroT Shift 
klaviSi da rigrigobiT davaWiroT mausi TiToeul figuras. yvela 
obieqti sakuTari markerebiT moiniSneba. 
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didi raodenobiT figurebis erTdroulad mosaniSnad umjobesia 

gamoviyenoT obieqtebis moniSvnis instrumenti  Select Objects.  

xatvis instumentebis Drawing velidan amovirCioT  Select Objects  
sabrZanebo Rilaki da mausze xelauRebliv SemovxazoT moniSvnis 
oTxkuTxedi ise, rom yvela mosaniSni obieqti moxvdes am marTkuTxedis 
SigniT (Tu romelime obieqti srulad ar moxvda moniSvnis areSi, maSin 
is ar moiniSneba). 

 
 mza figurebis xatva  

wina TavSi aRwerili geometriuli figurebis garda xatvis instumen-
tebis velis  AutoShape sabrZanebo Rilakis saSualebiT SesaZlebelia sxva-
dasxva formis mza figurebis daxatva.  

AutoShape sabrZanebo Rilakis gaaqtiurebiT gaiSleba figuraTa 
jgufebis Semcveli meniu (sur. 2.34): 

Lines – wirebi; 
Connectors – SemaerTebeli xazebi; 
Basic Shapes – ZiriTadi formebi; 
Block Arreows – isrebis bloki; 
Flowchart – blok-sqemis elementebi; 
Stars and Banners – varskvlavebi da banerebi; 
Callouts – ilustraciis elementebi; 
More AutoShapes – damatebiTi figurebi da     
naxatebi. 

TiToeuli jgufi Seicavs Sesabamisi formis 
figurebs. amovirCioT sasurveli figura da 

mausis saSualebiT davxazoT dokumentis areSi. zogierT rTul figuris 
moniSvnisas markerebis garda gauCndeba yviTeli feris rombis formis 
damatebiTi markerebi, romelTa saSualebiTac SesaZlebelia figuris 
formis cvlileba. 

sur. 2.34

Lines  wirebis jgufSi moTavsebulia Freeform instrumenti, romlis 
saSualebiTac SesaZlebelia nebismieri formis wiris daxazva. gavaaqti-
uroT Sesabamisi instrumenti da dokumentis romelime adgilas mausis 
erTxel daWeriT (davaWiroT da auSvaT mausis Rilaks) davafiqsiroT 
wiris sawyisi wertili. monakveTis erTi bolo dafiqsirebulia, xolo 
meore bolo dahyveba mausis maCvenebels. meore bolos dasafiqsireblad 
sasurvel adgilad davaWiroT mauss da gavagrZeloT xazva. wiris 
daxazvis dasasruleblad mauss davaWiroT orjer. 

 
grafikuli obieqtis wertilovani redaqtirebis saSualebas iZleva 

Drawing xatvis instrumentebis velidan Draw  Edit Point brZanebis 
gaaqtiureba. 

 daxazuli figuris formis Secvlis saSualebas iZleva Drawing 
xatvis instrumentebis velidan Draw  Change AutoShape brZanebis 
gaaqtiureba. 
 
 grafikuli obieqtebis formatireba 

grafikuli obieqtebis formatirebis saSualebas iZleva Drawing 
xatvis instumentebis velidan Semdegi instrumentebi: 
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1. Fill Color – grafikuli obieqtis fonis 
gansazRvra; 1 4 

im SemTxvevaSi, Tu miTiTebul 40 ferSi sa-
surveli feri ar aRmoCnda gaaqtiureT 
More Fill Colors brZaneba. 3 52 
 

2. Line Color – grafikuli obieqtis konturis (xazis) feris arCeva; 
3. Line Style – konturis (xazis) sisqisa da stilis arCeva; 
4. Dash Style – wyvetilis stilis arCeva; 
5. Arrow Style – isris stilis arCeva; 
 
grafikuli obieqtebis parametrebis gansazRvra da formatireba 

SesaZlebelia mocemuli brZanebebidan erT-erTis gamoyenebiT: 
1. movniSnoT figura da gavaaqtiuroT Format  AutoShape brZaneba;  
2. movniSnul figuraze konteqsturi meniudan Format AutoShape brZa-

nebis gaaqtiurebiT; 
3. Sesabamis figuraze mausis orjer daWeriT. 
ekranze gamodis Format AutoShape dialoguri fanjara (sur. 2.35). 

Color and Lines CanarTis Fill ganyofilebaSi 
ganisazRvreba: 
Color – grafikuli obieqtis fonis feri; 
Transparency – fonis feris gamWvirvalobis 
procentuli zoma; 
Line  ganyofilebaSi ganisazRvreba: 
Color – konturis feri; 
Dashed – wyvetilis stili; 
Style – xazis stili; 
Weight – xazis sisqe. 
Arrow  ganyofilebaSi ganisazRvreba: 
Begin style – isris dasawyisis stili; 
Begin size – isris dasawyisis zoma; sur. 2.35 
End style – isris dasasrulis stili; 

End size – isris dasasrulis zoma; 
 
Size CanarTis (sur. 2.36) Size and rotate 
ganyofilebis velebiT mieTiTeba: 
Height – figuris simaRle; 
Width – figuris sigrZe; 
Rotation – mobrunebis kuTxis zoma. 
 
Scal – ganyofilebis velebiT mieTiTeba 
figuris masStabi. 
Lock aspect ratio – CamrTveli uzrunvelyofs 
figuris proporciebis dacvas masStabis 
cvlilebisas. 
 sur. 236 
 Crdilebi da sivrculi efeqtebi 

grafikul obieqtebze Crdilis Seqmna SesaZlebelia Drawing xatvis 

instumentebis velidan Shadow Style  brZanebis gamoyenebiT. Crdilis 
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Sesaqmnelad movniSnoT grafikuli obieqti da gavaaqtiuroT Shadow Style  
brZaneba. ekranze gaixsneba Crdilis sxvadasxva variantebis 
Semcveli meniu, saidanac virCevT Crdilis sasurvel stils.  

grafikul obieqtze Crdilis gauqmeba xdeba Shadow Style 
meniudan No Shadow brZanebis gaaqtiurebiT. 

Crdilis parametrebisa da feris gansazRvra SesaZlebelia 
Shadow Settings Crdilis redaqtirebis instrumentebis velidan, 
romlis ekranze gamotana xdeba Shadow Style  Shadow Settings 
brZanebis gaaqtiurebiT. 

Shadow Settings Crdilis redaqtirebis instrumentebis veli Seicavs 
Semdeg brZanebebs: 

 Shadow On/Off – Crdilis CarTva/gauqmeba; 

 Nudge Shadow Up – Crdilis gadaadgileba zeviT; 

 Nudge Shadow Down – Crdilis gadaadgileba qveviT; 

 Nudge Shadow Left– Crdilis gadaadgileba marcxniv; 

 Nudge Shadow Right t– Crdilis gadaadgileba marjvniv; 

 Shadow Color– Crdilis feris SerCeva. 
 
grafikul obieqtebisaTvis sivrculi efeqtis Seqmna 

SesaZlebelia Drawing xatvis instumentebis velidan 3-D Style  
brZanebis gamoyenebiT. sivrculi efeqtis Sesaqmnelad 
movniSnoT grafikuli obieqti da gavaaqtiuroT 3-D Style 
brZaneba. ekranze gaixsneba sivrculi efeqtis sxvadasxva 
variantebis Semcveli meniu, saidanac virCevT sasurvel stils. 

grafikul obieqtze sivrculi efeqtis gauqmeba xdeba 3-D Style 
meniudan No 3-D brZanebis gaaqtiurebiT. 

sivrculi efeqtis parametrebisa da feris gansazRvra SesaZlebelia 
3-D Settings sivrculi efeqtis redaqtirebis instrumentebis velidan, 
romlis ekranze gamotana xdeba 3-D Style  3-D Settings brZanebis 
gaaqtiurebiT. 

3-D Settings sivrculi efeqtis redaqtirebis instrumentebis veli Se-
icavs Semdeg brZanebebs: 

 3-D On/Off – sivrculi efeqtis CarTva/gauqmeba; 

 Till Down – sivrculi efeqtis mobruneba qveviT; 

 Till Up – sivrculi efeqtis mobruneba zeviT; 

 Till Right – sivrculi efeqtis mobruneba marjvniv; 

 Till Left – sivrculi efeqtis mobruneba marcxniv; 

 Depth – sivrculi efeqtis zoma (siRrme); 

 Direction – sivrculi efeqtis mimarTuleba; 

 Lighting – obieqtis ganaTebis wertilis gansazRvra; 

 Surface – sivrculi efeqtis zedapiris faqtura; 

 3-D Color – sivrculi efeqtis feri. 
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B3. maRali done: 

− dokumentis xedvis reJimebi; 

− dokumentis masStabis cvlileba; 

− instrumentebis velis CarTva/gamorTva; 

− teqstis fragmentis Zebna da Secvla;  

− cxrilis elementebis redaqtireba; 

− monacemTa daxarisxeba; 

− grafikuli elementebis redaqtireba; 

− teqsturi CarCos gamoyeneba; 

− mxatvruli warweris gamoyeneba; 

− fonis efeqtebi; 

− gverdebis danomvra; 

− kolontitulebis damateba; 

− dokumentis gaformeba stilebis saSualebiT; 

− sarCevis Seqmna; 

− CarCoebisa da fonis Seqmna; 
 

 
dokumentis xedvis reJimebi 

 

Microsoft Word-Si arsebobs dokumentis ekranze warmodgenis oTxi 
reJimi. dokumentis xedvis reJimis arCeva SesaZlebelia Semdegi ori 
variantidan erT-erTis gamoyenebiT: 

- View menius xedvis reJimis Sesabamisi brZanebiT; 
-  horizontaluri gadafurcvlis velze (marcxena kuTxeSi) 

moTavsebuli Semdegi RilakebiT 
 

 Normal View - dokumentis daTvalierebis normaluri reJimi. roca 
CarTulia mxolod horizontaluri saxazavi da ar Cans gverdis 
mindvrebi; 

 Web Layout View - dokumentis daTvalierebis eleqtronuli reJimi. 
dokumenti warmodgenilia veb gverdis saxiT da ar ganisazRvreba 
gverdis parametrebi; 

 Print Layout View - dokumentis daTvalierebis sabeWdi reJimi. 
dokumenti ekranze Cans im saxiT, romliTac ibeWdeba qaRaldze.  

 Outline View - dokumentis struqturuli daTvalierebis reJimi. 
ekranze Cans dokumentis struqtura. 

 
 
 
 
 

dokumentis masStabis cvlileba 
 

Microsoft Word-Si SesaZlebelia dokumentis ekranuli gamosaxulebis 
masStabis cvlileba, romelic ar moqmedebs dasabeWdi teqstis zomaze. 
dokumenti qaRaldze daibeWdeba im zomiT, romelsac vxedavT ekranze 
roca masStabi 100%-is tolia. 
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dokumentis masStabis cvlileba SesaZlebelia ori gziT: 
- View  Zoom brZanebis gamoyenebiT; 

-  standartuli instrumentebis velze moTavsebuli Zoom  
Rilakis saSualebiT. 

View  Zoom brZanebis gaaqtiurebiT ekranze gamodis Zoom dialoguri 
fanjara (sur. 2.37). 

Zoom to ganyofilebaSi CamoTvlili zomebis 
garda Precent velSi SesaZlebelia masStabi-
rebis nebismieri zomis miTiTeba.  
momxmarebels aseve SeuZlia standartuli 
instrumentebis velze moTavsebuli Zoom 
velSi klaviaturidan miuTiTos nebismieri 
zoma. 
masStabirebis CamonaTvalSi aseve  moTavsebu-
lia dokumentis warmodgenis Semdegi speci-
aluri zomebi: 
Page Width – dokumentis warmodgena gverdis 
siganis Sesabamisad. ekranze gamoCndeba 
gverdis mTliani gani. 

sur. 2.37 

Text Width – dokumentis warmodgena teqstis siganis Sesabamisad. ekranze 
gamoCndeba mxolod samuSao are, gverdis velebis gareSe. 
Whole Page – ekranze gamoCndeba aqturi gverdi mTlianad. 
Two Page – ekranze erTdroulad gamoCndeba ori gverdi. 
Many Page gadamrTveli ekranze erTdroulad ramdenime gverdis asaxvis 
saSualebas iZleva. 
 
 
 

 
 

instrumentebis velis CarTva/gamorTva 
 

rogorc viciT, momxmareblisaTvis muSaobis gasamartiveblad 
gamoiyeneba instrumentebis veli, romelic Seicavs menius brZanebebs. 
Microsoft Word-is gaSvebisas ekranze avtomaturad Cndeba standartuli, 
formatizaciisa da xatvis instrumentebis veli.  

garda CamoTvlilisa Microsoft Word-s gaaCnia sxvadasxva 
instrumentebis veli, romelTa gamotana ekranze SesaZlebelia Semdegi 
ori gziT: 

1. gavaaqtiuroT View  Toolbars  brZaneba; 
2. nebismieri instrumentebis an menius velze gavxsnaT konteqsturi 

meniu (mausis marjvena Rilakze daWeriT); 
orive SemTxvevaSi ekranze gamoCndeba instumentebis velis 

CamonaTvali. nebismieri instrumentebis velis CamrTvelis 
CarTva/gamorTva uzrunvelyofs Sesabamisi velis ekranze 
gamotana/gaqrobas. 

instrumentebis saTauris velidan an velis dasawyisis aRmniSvneli 
xazidan mausze xelauReblad SesaZlebelia instrumentebis velis 
gadatana ekranis nebismier adgilas. 

 68



aseve SesaZlebelia axali instrumentebis velis Seqmna momxmarebli-
saTvis sasurveli brZanebiTi Rilakebis gamoyenebiT (ixileT instrumen-
tebis velis Seqmna da mowyoba). 
 
 

 
teqstis fragmentis Zebna da Secvla  

 

Microsoft Word-is dokumentTan muSaobisas SesaZlebelia teqstis 
fragmentis Zebnis ganxorcieleba da saWiroebis SemTxvevaSi misi Secvla 

sxva fragmentiT.  
teqstis fragmentis Zebna da 

Secvla SesaZlebelia mocemuli 
brZanebebidan erT-erTis gamoyene-
biT: 

1. Edit meniudan Find (Replace) 
brZanebiT; 

2. F5 funqcionaluri klaviSiT; 
ekranze gamodis dialoguri 

fanjara Find and Replace (sur.2.38), 
romelsac gaaCnia sami CanarTi: 
Find, Replace, Go To.  
teqstis fragmentis Zebna xdeba 
Find CanarTiT: 

sur. 2.38 

Find what – velSi ikrifeba saZiebeli teqsti; 
Find next – RilakiT sruldeba Zebnis brZaneba. 

napovni teqstis fragmenti gamoiyofa dokumentSi, dialoguri fan-
jara ki rCeba ekranze, Find next  RilakiT SesaZlebelia Zebnis gagrZe-
leba. 

More Rilakis gaaqtiurebiT dialogur fanjaras emateba Search 
Options ganyofileba Semdegi SesaZleblobebiT: 

Search CamoSlad siaSi SegviZlia miuTiToT Zebnis diapazoni: Up-zeviT, 
Down-qveviT an All-yvelgan Zebna. 

Match case – CamrTveli uzrunvelyofs, rom Zebna ganxorcieldes 
registris gaTvaliswinebiT; 

Find Whole words only – CamrTveli uzrunvelyofs, rom teqstis 
miTiTebuli fragmenti moiZebnos, rogorc calke sityva. 

teqstis fragmentis Zebna da Secvla xdeba Relpace CanarTiT (sur. 2.39): 
Find what – velSi ikrifeba 
saZiebeli teqstis fragmenti; 
Replace with – velSi ikrifeba teq-
stis fragmenti, romliTac unda 
Seicvalos moZebnili teqsti; 
 
Replace – gamoyofili fragmentis 
Secvla da Zebnis gagrZeleba; 

sur. 2.39 Replace All – yvela miTiTebuli 
fragmentis Secvla; 

Find Next  – Zebnis gagrZeleba gamoyofili fragmentis Seucvlelad; 
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 teqstis formatirebis Zebna da Secvla 

Microsoft Word-is dokumentTan muSaobisas SesaZlebelia teqstis 
formatirebis Zebnis ganxorcieleba da saWiroebis SemTxvevaSi misi 
Secvla sxva formatiT.  

teqstis formatirebis Zebna da Secvla SesaZlebelia mocemuli 
brZanebebidan erT-erTis gamoyenebiT: 

3. Edit meniudan Find (Replace) brZanebiT; 
4. F5 funqciuri klaviSiT; 

ekranze gamodis dialoguri fanjara Find and Replace, romelsac 
gaaCnia sami CanarTi: Find, Replace, Go To.  

teqstis formatirebis Zebna da Secvla xdeba Relpace CanarTiT: 
Find what – velSi mieTiTeba saZiebeli formati; amisaTvis 

vaaqtiurebT More brZanebas, romliTac dialogur fanjaras emateba 
Search Options da Relpace ganyofilebebi. saZiebeli formatis SerCeva xdeba 
Format-is Sesabamisi brZanebebis gamoyenebiT.  

Replace with – velSi mieTiTeba formati, romliTac unda Seicvalos 
moZebnili formati; 

 
Replace – gamoyofili formatis Secvla da Zebnis gagrZeleba; 
Replace All – yvela miTiTebuli formatis Secvla; 
Find Next  – Zebnis gagrZeleba gamoyofili formatis Seucvlelad; 

 
 
 
 

cxrilis elementebis redaqtireba 
 
 ujris, striqonisa da svetis waSla 

cxrilis elementebis wasaSlelad moniSneT Sesabamisi obieqti 
(ujra, striqoni, sveti an cxrili) da gaaqtiureT Table  Delete qvemenius 
brZanebebidan erT-erTi: 

Table –cxrilis waSla; 
Columns –svetis waSla; 
Row –striqonis waSla; 
Cell – ujris waSla. am SemTxvevaSi ekranze gamodis Delete Cells 

dialoguri fanjara (sur. 2.40), romelSic unda ganisazRvros ujris 
waSlis Semdgomi moqmedeba: 
Shift cells left – ujris waSlis Semdeg, mis marjvniv 
mdebare ujraSi moTavsebuli monacemebi gadainacvlebs 
Sesabamisad marcxniv; 
Shift cells up – ujris waSlis Semdeg, mis qvemoT mdebare 
ujraSi moTavsebuli monacemebi gadainacvlebs Sesaba-
misad zemoT; 
Delete entire row – waiSleba aqtiuri ujris Sesabamisi 

striqoni; 

sur. 2.40 

Delete entire Column – waiSleba aqtiuri ujris Sesabamisi sveti. 
 
 ujris, striqonisa da svetis damateba 

saWiroebis SemTxvevaSi SesaZlebelia cxrilSi obieqtebis (ujris, 
striqonisa da svetis)  damateba. cxrilis elementebis dasamateblad 
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moniSneT Sesabamisi obieqti da gaaqtiureT Table  Insert qvemenius 
brZanebebidan erT-erTi: 

Columns to the left –svetis damateba moniSnuli svetis marcxniv; 
Columns to the Right –svetis damateba moniSnuli svetis marjvniv; 
Rows Above – striqonis damateba moniSnuli striqonis zeviT; 
Rows Below – striqonis damateba moniSnuli striqonis qvemoT; 
Cell – ujris damateba. am SemTxvevaSi ekranze gamodis Insert Cells 

dialoguri fanjara (sur. 2.41), romelSic unda ganisazRvros ujris 
damatebis Semdgomi moqmedeba: 
Shift cells right – ujris damatebis Semdeg, arsebuli monacemebi 
gadainacvlebs Sesabamisad marjvniv; 

Shift cells down – ujris damatebis Semdeg, arsebuli 
monacemebi gadainacvlebs Sesabamisad qvemoT; 
Insert entire row –aqtiuri ujris zemoT daemateba axali 
striqoni; 
Insert entire Column – aqtiuri ujris marcxniv daemateba 
axali sveti. 

sur. 2.41  
 

SeniSvna: damateba xdeba imave raodenobis svetis, striqonisa Tu ujris, 
ra raodenobis obieqticaa moniSnuli. 

 
 

 ujrebis dayofa da gaerTianeba 
saWiroebis SemTxvevaSi cxrilSi SesaZlebelia ujrebis dayofa an 

gaerTianeba.  
cxrilis ujrebis dasayofad: 
-  cxrilebisa da CarCoebis Tables and Borders instrumentebis velidan 

gavaaqtiuroT Draw Table  Rilaki (cxrilze gadasvlisas mausis 
maCvenebeli miiRebs fanqris formas) da mausis saSualebiT 
davxazoT Sesabamisi xazebi, romelTa saSualebiTac daiyofa 
Sesabamisi ujrebi.  

-  movniSnoT saWiro ujrebi da gavaaqtiuroT Table  Split Cells 
brZaneba. ekranze gamodis dialoguri fanjara Split Cells (sur. 2.42), 

sadac vuTiTebT: 
Number of columns – dayofis Semdeg saWiro svetebis 
raodenobas; 
Number of rows – dayofis Semdeg saWiro 
striqonebis raodenobas; 
Merge cells befor split – CamrTveli gaaerTianebs yvela 
moniSnul ujras, xolo Semdgom dayofs mas 
miTiTebuli raodenobis svetebad da striqonebad. 

sur. 2.42 

-  movniSnoT saWiro ujrebi, cxrilebisa da CarCoebis Tables and 

Borders instrumentebis velidan gavaaqtiuroT Split Cells   Rilaki 
da miuTiToT dayofis Semdeg saWiro svetebisa da striqonebis 
raodenoba. 
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 cxrilis ujrebis gasaerTianeblad: 
-  cxrilebisa da CarCoebis Tables and Borders instrumentebis velidan 

gavaaqtiuroT Eraser  Rilaki (cxrilze gadasvlisas mausis 
maCvenebeli miiRebs saSlelis formas) da mausis saSualebiT 
wavSaloT Sesabamisi xazebi, romelTa waSlis Semdeg gaerTiandeba 
Sesabamisi ujrebi.  

-  movniSnoT saWiro ujrebi da gavaaqtiuroT Table  Merge Cells 
brZaneba; 

-  movniSnoT saWiro ujrebi, cxrilebisa da CarCoebis Tables and 

Borders instrumentebis velidan gavaaqtiuroT Merge Cells   
Rilaki. 

 
 

 saTauris striqonis Seqmna 
rodesac momxmareblis mier Seqmnili cxrili did zomisaa da 

ramdenime gverds moicavs, mizanSewonilia, rom cxrilis pirveli 
striqoni, romelsac saTauris daniSnuleba aqvs, cxrils avtomaturad 
gadayves yvela gverdze. 

cxrilis saTauris Semqnelad movniSnoT Sesabamisi striqoni da 
gavaaqtiurod  Table  Heading Rows Repeat brZaneba. cxrilis saTaurSi 
cvlilebebis Setana SesaZlebelia mxolod pirvel gverdze, Setanili 
cvlileba avtomaturad aisaxeba yvela gverdze. 

 
 

 cxrilis gardaqmna teqstad 

Microsoft Word-i momxmarebels arsebuli cxrilis teqstis saxiT 
warmodgenis saSualebas aZlevs. amisaTvis movniSnoT cxrili da gavaaq-
tiuroT Table  Convert  Table to Text  brZaneba. ekranze gamodis Convert 
Table to Text  dialoguri fanjara (sur. 2.43), romelSic unda miuTiToT 
cxrilis teqstis saxiT gardaqmnis parametrebi: 

 Separate text width ganyofilebaSi ganisazRvreba teqstis 
gamyofebi: 
Paragraph maks – abzacis niSani e.i. cxrilis yoveli ujris 
monacemi erT abzacad aRiqmeba; 
Tabs – tabulaciis niSani e.i. cxrilis yoveli ujris 
monacemi tabulaciiT gamoiyofa erTmaneTisagan; 
Commas – mZime e.i. cxrilis yoveli ujris monacemi 
mZimiT gamoiyofa erTmaneTisagan; 
Other – velSi unda miuTiToT teqstis gamyofi sxva 

romelime niSani; 

sur. 2.43 

 
 teqstis gardaqmna cxrilad 

dokumentSi arsebuli teqstis cxrilis saxiT 
warmosadgenad, saWiroa movniSnoT teqstis 
Sesabamisi fragmenti da gavaaqtiuroT Table  
Convert  Text to Table brZaneba. ekranze gamodis 
Convert Text to  Table dialoguri fanjara (sur. 2.44), 
romelSic unda miuTiToT cxrilis parametrebi: 
 

sur. 2.44
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Table size ganyofilebaSi mieTiTeba cxrilSi: 
   Number of columns – svetebis raodenoba; 
   Number of rows – striqonebis raodenoba. 
 
 

AutoFit behavior ganyofilebaSi ganisazRvreba cxrilis zomebi: 
Fixed column width – svetebis siganis dafiqsireba; 
AutoFit to contents – cxrilis zomis regulireba akrefili teqstis 

Sesabamisad; 
AutoFit to window – cxrilis zoma regulirdeba dokumenetSi sabeWdi aris 

Sesabamisad. 
 

Separate test at ganyofilebaSi ganisazRvreba teqstis gamyofebi 
cxrilis Sesaqmnelad: 

Paragraphs – abzacis niSani e.i. yoveli abzaci cxrilis erT ujrad 
aRiqmeba; 

Tabs – tabulaciis niSani e.i. tabulaciiT gamoyofili TiToeuli 
teqsturi fragmenti cxrilis erT ujrad aRiqmeba; 

Commas – mZime e.i. mZimiT gamoyofili  yoveli teqsturi fragmenti erT 
ujrad aRiqmeba; 

Other – velSi unda miuTiToT teqstis gamyofi cxrilis Sesaqmnelad. 
 
 
 
 
 

monacemTa daxarisxeba 
 

monacemebis dalageba/daxarisxeba SesaZlebelia: cifruli monaceme-
bis -zrdadobis an klebadobis mixedviT da teqsturi monacemebis - 
anbanuri Tanamimdevrobis an ukumimdevrobis mixedviT. 

monacemTa dasalageblad movniSnoT Sesabamisi sia da gavaaqtiuroT  
Table  Sort brZaneba. ekranze gamodis Sort dialoguri fanjara (sur. 2.45). 

Sort by veli Seicavs cxrilis svetebis CamonaT-
vals, sadac virCevT im svetis saxels romlis 
monacemebis dalagebac gvsurs.  
Type velSi mieTiTeba monacemis tipi – 
ricxviTi, teqsturi an TariRi. 
Semdeg vuTiTebT monacemTa dalagebis 
princips: 
Ascending – zrdadobis mixedviT; 
Descending – klebadobis mixedviT. 
 
Tu Sort by velSi miTiTebuli svetis monacemebi 
erTnairia, monacemebis dalageba SesaZlebelia 
Then by velSi miTiTebuli svetis mixedviT. 

sur. 2.45 

 
My list has ganyofilebaSi SeiZleba ganisazRvros: 
Header row – pirveli striqoni aRiqmeba rogorc saTauris striqoni 

da gamoiricxeba monacemTa dalagebidan; 
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No header row – pirveli striqoni ar aRiqmeba rogorc saTauris 
striqoni da iseve miiRebs monawileobas monacemTa dalagebaSi, rogorc 
danarCeni striqonebi. 

 
cxrilSi monacemebis dalageba aseve SesaZlebelia cxrilebisa da 

CarCoebis Tables and Borders instrumentebis velidan. amisaTvis movniSnoT 
Sesabamisi sveti (pirveli striqoni iTvleba saTauris striqonad da ar 

monawileobs monacemTa dalagebaSi) da gavaaqtiuroT Sort Ascending  
Rilaki monacemTa zrdadobis mixedviT dasalageblad an Sort Descending 

 Rilaki monacemTa klebadobis mixedviT dasalageblad. 
 

 
 
 

grafikuli elementebis redaqtireba 

 
 obieqtebis dajgufeba da daSla 

xSirad, grafikul obieqtebTan muSaobisas, sasurveli gamosaxulebis 
misaRebad saWiroa ramdenime sxadasxva figuris daxazva da maTi 
dajgufeba erT obieqtad. grafikuli obieqtis dasajgufeblad 
Tavdapirvelad saWiroa Sesabamisi jgufis figurebis erTdrouli 
moniSvna. 

ramdenime grafikuli obieqtis erTdrouli moniSvna SesaZlebelia 
mocemuli saSualebebidan erT-erTis gamoyenebiT: 

1. gavaaqtiuroT Shift klaviSi da mausis maCvenebeli rigrigobiT 
davaWiroT TiToeul figuras. 

2. Drawing xatvis instrumentebis velidan gavaaqtiuroT  Select Object 
obieqtebis moniSvnis Rilaki. Semdeg dokumentSi mausze 
xelauReblad movxazoT marTkuTxedi (moniSvnis marTkuTxedi 
wyvetiliT iqneba gamoxatuli) ise, rom yvela mosaniSni obieqti 
mTlianad moxvdes moniSvnis marTkuTxedis SigniT. 

 
moniSnuli obieqtebis dasajgufeblad Drawing xatvis instrumentebis 

velidan gavaaqtiuroT  Draw   Group brZaneba. 
dajgufebuli obieqtebis jufis daSla (gauqmeba) SesaZlebelia Draw 

  Ungroup brZanebis gaaqtiurebiT. 

gauqmebuli jgufis xelaxli dajgufeba SesaZlebelia Draw   
Regroup brZanebis gaaqtiurebiT. 

 
 

 gasworeba da ganawileba 
grafikuli naxazis srulyofisa da mowesrigebis mizniT xSirad 

gvWirdeba sxvadasxva obieqtebis gasworeba erTmaneTis mimarT da maT 
Soris manZilis ganawileba/gaTanabreba. 

moniSnuli obieqtebis gasworebisa da ganawilebis saSualebas 
iZleva Drawing xatvis instrumentebis velidan Draw  Align or Distribute 
qvemenius Semdegi brZanebebi:  

 Align Left - obieqtebis gasworeba marcxena kidis mimarT; 
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 Align Center - obieqtebis gasworeba vertikaluri centris mimarT; 

 Align Right - obieqtebis gasworeba marjvena kidis mimarT; 

 Align Top - obieqtebis gasworeba zeda kidis mimarT; 

 Align Middle - obieqtebis gasworeba horizontaluri centris 
mimarT; 

 Align Bottom - obieqtebis gasworeba qveda kidis mimarT; 

 Distribule Horizontally  - horizontalur sibrtyeze obieqtebis 
ganawileba anu moniSnul obieqtebs Soris daSorebis 
gaTanabreba; 

 Distribule Vertically  - vertikalur sibrtyeze obieqtebis ganawileba 
anu moniSnul obieqtebs Soris daSorebis gaTanabreba; 

 
Relative Page  reJimis CarTva uzrunvelyofs obieqtebis gasworebas 

samuSao gverdis (furclis) mimarT. Relative Page  reJimis CarTvis Semdeg 
unda avirCioT obieqtebis gasworebis Draw  Align or Distribute qvemenius 
Sesabamisi brZaneba. 

 
 

 obieqtis mobruneba da amobruneba 
moniSnuli obieqtebis mobrunebisa da amobrunebis (sarkisebri 

Semotrialebis) saSualebas iZleva Drawing xatvis instrumentebis 
velidan Draw  Rotate or Dlip qvemenius Semdegi brZanebebi:  

 Free Rotate – Tavisufali brunvis reJimi. am SemTxvevaSi moniSvnis 
markerebi Seicvlis formas, romelTa saSualebiTac SesaZlebelia 
obieqtis mobruneba nebismieri kuTxiT; 

 Rotate Left - 900-iT saaTis isris moZraobis sawinaaRmdego 
mimarTulebiT obieqtis mobruneba; 

 Rotate Right - 900-iT saaTis isris moZraobis mimarTulebiT 
obieqtis mobruneba; 

 Flip Horizontal – obieqtis amobruneba anu sarkisebri Semotrialeba 
horizontalur sibrtyeSi; 

 Flip Vertical – obieqtis amobruneba anu sarkisebri Semotrialeba 
vertikalur sibrtyeSi; 

 
 

 obieqtis ganlageba SreebSi 
grafikuli obieqtebis xazvisas yoveli axali figura ixazeba axal 

Sreze. amitom erTsa da imave adgilze figurebis daxazvisas axali 
figura gadaefareba arsebul obieqts. aqedan gamomdinare xSirad saWiro 
xdeba obieqtebis gadaadgileba SreebSi.  

moniSnuli obieqtis SreebSi gadaadgilebis saSualebas iZleba 
Drawing xatvis instrumentebis velidan Draw  Order qvemenius Semdegi 
brZanebi:  

 Bring to Front – obieqtis gadmotana wina Sreze; 
 Send to Back – obieqtis gadatana ukana Sreze; 
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 Bring Forward  – obieqtis gadmotana erTi SriT win; 

 Send Backward – obieqtis gadatana erTi SriT ukan; 

 Bring in Front of Text – obieqtis gadmotana teqsturi Sris win; 
 Send Behind Text – obieqtis gadatana teqsturi Sris ukan; 

 
 
 

teqsturi CarCos gamoyeneba 
 

aRsaniSnavia, rom grafikuli obieqtebis areSi teqsti ar iwereba. 
obieqtze teqstis ganTavseba mxolod teqsturi CarCos saSualebiTaa 
SesaZlebeli. 

teqsturi CarCos Seqmna SesaZlebelia Semdegi meTodebidan erT-
erTis gamoyenebiT: 

4. movniSnoT obieqti da konteqsturi meniudan (mausis marjvena 
Rilkze daWeriT) gavaaqtiuroT Add Text brZaneba; 

5. Drawing xatvis instrumentebis velidan gavaaqtiuroT  Text box 
brZaneba. dokumentSi gadaadgilebisas mausis maCvenebeli miiRebs 
jvris formas, ris Semdegac SegviZlia sasurvel adgilze 
davxazoT teqsturi CarCo. miRebul teqstur CarCoSi SegviZlia 
avkrifoT sasurveli Sriftis, zomis, stilis teqsti.  

dokumentSi teqsturi CarCos Seqmnis Semdeg SesaZlebelia misi saz-
Rvrebi da foni gavxadoT uxilavi. amisaTvis Drawing xatvis 

instrumentebis velidan gavaaqtiuroT  Semdegi brZanebebi:  Fill Color  
No Fill - fonis gauferulebisaTvis da  Line Color  No Line - 
sazRvrebis gauferulebisaTvis. 

 
 

 
mxatvruli warweris gamoyeneba 

 
teqstur redaqtorSi muSaobisas dokumentis gaformebisaTvis SegviZ-

lia gamoviyenoT teqstis mxatvruli gaformebis saSualebebi. 
dokumentSi mxatruli warweris Casma SesaZlebelia Drawing xatvis 

instrumentebis velidan  Insert WordArt brZanebis gaaqtiurebiT. ekranze 
gamova WordArt Gallery dialoguri fanjara (sur. 2.46) teqstis gaformebis 
sxvadasxva stilebiT. 

avirCioT erT-erTi stili da 
gavaaqtiuroT OK sabrZanebo Rilaki.  

ekranze gamova Edit WordArt Text 
dialoguri fanjara (sur. 2.47), romelSic 
virCevT sasurvel Srifts, zomas, stils, 
Text velSi vkrifavT Sesabamis teqsts da 
vaaqtiurebT OK sabrZanebo Rilaks. 

sur. 2.46 

 76



aRwerili moqmedebebis Sesrulebis 
Semdeg dokumentSi Caismeba arCeuli 
stiliT gaformebuli, Cvens mier akrefili 
teqsti. mxatruli warwera aRiqmeba 
rogorc grafikuli obieqti da masze 
moqmedebebi: moniSvna, gadaadgileba, zomis 
Secvla, gaformeba SesaZlebelia iseve, 
rogorc grafikul obieqtebze. 

dokumentSi mxatruli warweris 
moniSvnis SemTxvevaSi ekranze avtomatu-
rad gamodis WordArt  mxatruli warweris 
instrumentebis veli (Tu ekranze 
avtomaturad ar gamodis WordArt instrumentebis veli misi gamotana 
SesaZlebelia View  Toolbars  WordArt reJimis gaaqtiurebiT) Semdegi 
brZanebebiT:  

sur. 2.47 

 Insert WordArt – axali warweris Casma; 

 Edit Text – mxatvruli warweris teqstis redaqtireba; 

 WordArt Gallery – mxatvruli warweris stilis Secvla; 

 Format WordArt  – mxatvruli warweris parametrebis SerCeva 
(dawvrilebiT ixileT grafikuli obieqtebis formatireba); 

 WordArt Shape – mxatvruli warweris formis Secvla; 

 Text Wrapping – mxatvruli warweris obieqtis teqstTan ganlagebis 
arCeva; 

 WordArt Same Letter Heights – mxatvrul warweraSi asoebis simaRlis 
gaTanabreba; 

 WordArt Vertical Text – mxatvruli warweris teqstis vertikalurad 
ganlageba; 

 WordArt Alignment – ramdenime striqonisagan Semdgar mxatvrul warwe-
raSi teqstis gasworeba; 

 WordArt Character Spacing – mxatvrul warweraSi asoebs Soris 
intervalis SerCeva; 

 
 
 
 
 

fonis efeqtebi 
 

grafikuli obieqtis fonis gansazRvra xdeba Drawing xatvis instumen-

tebis velidis Fill Color  instrumentis gamoyenebiT. erTi feris garda, 
grafikuli obieqti SeiZleba Sevsebuli iyos sxadasxva efeqtebiT: 
gardamavali feriT, teqsturiT, figurili foniT (daStrixuli) an 
suraTiT.  

fonis efeqtebis gamosayeneblad, movniSnoT figura da gavaaqtiuroT 
Fill Color  Fill Effects  brZaneba. ekranze gamodis Fill Effects  dialoguri 
fanjara. 

 77



Gradients CanarTi (sur. 2.48) uzrunvel-
yofs fonis Sevsebas gardamavali ferebiT. 
Color ganyofilebaSi ganisazRvreba 
gardamaval ferTa raodenoba: 
- One color – erTi feri 
Color 1-Si virCevT ZiriTad fers, romelic  
SeiZleba gadavides Dark-muq an Light-naTel 
ferSi. 
- Two colors – ori feri 
Color 1 da Color2-Si virCevT Sesabamis ferebs. 
- Preset – mza ferTa gadasvla. 
 
Transparency ganyofilebaSi ganisazRvreba 
ferTa gamWvirvalobis maCvenebeli. 
Shading Styles ganyofileba gansazRvravs 
gardamaval ferTa mimarTulebas: 

sur. 2.48 Horizontal – horizontalurad, 
Vertical – vertikalurad, 

Diagonal up – diagonalze qvemodan zemoT, 
Diagonal down – diagonalze zemodan qvemoT, 
From corner – kuTxidan, 
From center – centridan. 
Variants – velSi ganisazrvreba arCeul mimarTulebaSi ferTa ganlageba. 

Texture CanarTi (sur. 2.49 uzrunvelyofs fonis 
Sevsebas teqsturiT 
 
Texture ganyofilebaSi SeirCeva obieqti fonis 
Sesavsebad. 
 
Other Texture sabrZanebo Rilakis saSualebiT 
SesaZlebelia teqsturisaTvis grafikuli obieq-
tis amorCeva.  
 
 
 
 
 
 

Pattern CanarTi (sur. 2.50) uzrunvelyofs fonis 
Sevsebas figuruli 
naqargiT (fonis 
daStrixvas). 
 
Pattern ganyofilebaSi 
ganisazRvreba daStrixvis 
stili. 

sur. 2.49 

sur. 2.50

Foreground – Strixis 
feri; 
Background – daStrixvis fonis feri. 
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Picture CanarTi (sur. 2.51) uzrunvelyofs fonis Sevsebas suraTiT. 
 
Select Picture sabrZanebo Rilakis gaaqtiurebiT ekranze gamodis Select 
Picture dialoguri fanjara, sadac unda avirCioT sasurveli suraTis 
faili Sesabamisi misamarTidan. amorCeuli suraTi aisaxeba Picture 
ganyofilebaSi, xolo mis qvemoT mieTiTeba suraTis failis dasaxeleba. 
 
Lock picture aspect ratio CamrTvelis gaaqtiurebiT SenarCunebuli iqneba 
suraTis proporciebi. 
 
 
 
 
 

gverdebis danomvra 
 

dokumentis gverdebis danomvra SesaZlebelia Insert  Page Numbers 
brZanebis gamoyenebiT, romlis gaaqtiurebiTac ekranze gamodis Page 
Numbers dialoguri fanjara (sur. 2.52). 

Position velSi ganisazRvreba nomris 
ganTavsebis adgili gverdis mimarT: 

sur. 2.52 

 Top of page (Header) – gverdis zeda nawilSi; 
 Bottom of page (Footer) – gverdis qveda 
nawilSi. 
Aligment velSi ganisazRvreba nomris 
ganTavsebis adgili striqonis mimarT: 

 Left  – marcxniv; 
Center – centrSi;  

Right  – marjvniv;  
Inside – Sida sazRvrebTan (kent gverdze – marjvniv, luw gverdze - 

marcxniv);  
Outside  – gare sazRvrebTan (kent gverdze – marcxniv, luw gverdze - 

marjvniv). 
Show number on first page CamrTveli gansazRvravs nomeri gamoitanos 
(CarTuli reJimi) Tu ara (gamorTuli reJimi) pirvel gverdze. 

gverdis nomris damatebiTi formatirebis saSualebas iZleva Format 
sabrZanebo Rilakis gaaqtiureba. ekranze gamodis Page Number Format 
dialoguri fanjara (sur. 2.53). 
Number format velSi ganisazRvreba gverdis 
gadanomvris stili. 
Include chapter number CamrTvelis CarTviT gverdis 
nomers win mieTiTeba dokumentis Tavis nomeri, 
Tu romeli stili CaiTvleba saTaurad 
ganisazRvreba Chapter starts with style velSi. Use 
separator velSi mieTiTeba romeli gamyofi 
simbolo gamoyofs Tavis nomers gverdis 
nomrisagan. 
 
Continue from previous section gadamrTveli 
miuTiTebs, rom gaagrZelos wina seqciaSi dawyebuli gadanomvra.  

sur. 2.53
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Start at – gansazRvravs pirveli gverdis nomers (SeiZleba mivuTiToT 
nebismieri ricxvi). 
 
 
 
 
 
 

kolontitulebis damateba 
 

kolontituli aris minaweri (teqsti, gverdis nomeri an sxva 
informacia) furclis zeda an qveda nawilSi, romelic avtomaturad 
meordeba yvela gverdze. 

kolontitulis Sesaqmnelad gavaaqtiuroT View  Header and Footer 
brZaneba. dokumenti gadadis kolontitulis reJimSi, am dros dokumentis 
ZiriTadi nawili mkrTalia da misi redaqtireba ar SeiZleba.  

kolontitulis reJimSi gadasvlisas ekranze gamodis instrumentebis 
veli Header and Footer. 

1 2 3 4 5 6 7 8 9 10 11 12 13
 

 
1 – Insert Auto Text – avtoteqstis Casma; 
2 – Insert Page Number – gverdis nomris Casma; 
3 – Insert Number of Page – dokumentSi gverdebis raodenobis Casma; 
4 – Format Page Number – gverdis nomris formatireba; 
5 – Insert Date – mimdinare TariRis Casma; 
6 – Insert Time – mimdinare drois Casma; 
7 – Page Setup – gverdis parametrebis gansazRvra; 
8 – Show/Hide Document Text – dokumentis ZiriTadi teqstis gamoCena/damalva; 
9 – Same as Previus – winas msgavsi kolontitulis Casma; 
10 – Switch Between Header and Footer – zeda da qveda kolontitulebs Soris 

gadarTva; 
11 – Show Previous – wina kolontitulis gamotana; 
12 – Show Next – Semdegi kolontitulis gamotana; 
13 – Close – kolontitulis instrumentebis velis daxurva. 
 

kolontitulis reJimidan gasvla SesaZlebalia dokumentis areSi 
mausis orjer daWeriT an  Close brZanebiT. Seqmnili kolontitulis 
gaaqtiureba (redaqtireba, waSla da a.S.) xdeba kolontitulis velze 
mausis orjer daWeriT. 
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kolontitulis Seqmnis Semdeg igi avtomaturad meordeba dokumentis 
yvela gverdze. kent da luw gverdebze 
gansxvavebuli kolontitulis 
Sesaqmnelad unda CavrToT File  Page 
Setup dialoguri fanjris Layout CanarTis 
(sur. 2.54) Different odd and even CamrTveli.  

sur. 2.54 

Different first page gansazRvravs 
pirvel gverdze gansxvavebul 
kolontituls. 

kolontitulebis daSoreba 
furclis kididan ganisazRvreba From 
edge ganyofilebaSi: 
Header - zeda kididan daSoreba; 
Footer - qveda kididan daSoreba.  
 
 
 
 
 
 
 

 
 
 

dokumentis gaformeba stilebis saSualebiT 
 
stili aris gansazRvruli obieqtisaTvis (abzacis, simbolos, 

markirebis, cxrilis) formatirebis parametrebis erToblioba, romelsac 
konkretuli saxeli (stilis saxeli) aqvs. stilebiT gaformeba niSnavs 
moniSnuli fragmenti erTdroulad gaformdes yvela im parametriT, 
romelic miniWebuli aqvs Sesabamis stils. 

stilebis gamoyeneba gansakuTrebiT mosaxerxebelia didi moculobis 
dokumentis gasaformeblad. Tu stilis romelime parametri ar gvakmayo-
filebs, misi Secvla SesaZlebelia stilis gamoyenebis Semdegac. am dros 
stilSi parametris Secvla avtomaturad gamoiwvevs yvela im fragmentSi 
Sesabamisi parametris Secvlas, romelic gaformebulia Sesabamisi 
stiliT. 

teqstur redaqtorSi arsebuli stilebis daTvaliereba SesaZlebe-

lia formatirebis instrumentebis velis  Style CamonaTva-
lidan.  

teqstis fragmentis stiliT gaformeba SesaZlebelia Semdegi 
gzebidan erT-erTis gamoyenebiT: 

1. movniSnoT teqsturi fragmenti da formatirebis instrumentebis 

velis  Style CamonaTvalidan gavaaqtiuroT Sesabamisi 
stili. 

2. movniSnoT teqsturi fragmenti da gavaaqtiuroT Format  Style and 
Formatting brZaneba. ekranze marjvniv gamodis fanjara Style and 
Formatting, romlis Pick formatting to apply CamonaTvalis velSi 
amovirCioT Sesabamisi stilis saxeli. 
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 stilebis Seqmna  
garda standartuli stilebisa momxmarebels SeuZlia Seqmnas axali 

stili, romelSic gaTvaliswinebuli iqneba momxmareblisaTvis saWiro 
gaformebis parametrebi.  

axali samomxmareblo stilis Sesaq-
mnelad gavaaqtiuroT Format  Style and 
Formatting brZaneba. ekranze marjvniv 
gamodis Style and Formatting fanjara (sur. 
2.55).  

gavaaqtiuroT New Style sabrZanebo 
Rilaki. ekranze gamodis New Style 
dialoguri fanjara Semdegi 
parametrebiT: 

Name - velSi vkribavT axali 
stilis saxels; 

Style type - velSi virCevT obieqts, 
romlisTvisac vqmniT stils: Paragraf – 
abzacisaTvis, Character – 
simboloebisaTvis, Table- cxrilisaTvis, 
List – markirebisaTvis. 

Style based on - velSi virCevT stils, 
romlis bazazec vqmniT axal stils. e.i. 

formatirebis is parametrebi romlebic ar iqneba miTiTebuli axal 
stilSi, avtomaturad gamoyenebuli iqneba sabazo stilidan.  

sur. 2.55 

Style for following paragraph - velSi virCevT stils, romelzedac 
avtomaturad gadavalT axal abzacze gadasvlisas. 

Formatting – ganyofilebaSi SevirCevT yvela im parametrs romelic 
gaerTianebuli iqneba Cven stilSi. 

 
Add to template CamrTveli Tu aqtiuria, moxmareblis mier Seqmnili 

stili Caemateba SablonSi da misi gamoyeneba SesaZlebeli iqneba sxva 
dokumentebSi muSaobisas. winaaRmdeg SemTxvevaSi samomxmareblo stilis 
gamoyeneba SesaZlebeli iqneba mxolod aqtiur dokumentSi. 

 
stilis damatebiTi parametrebis gansazRvrisaTvis (romelTa arCevac 

ar aris SesaZlebeli Formatting ganyofilebaSi) gavaaqtiuroT Format 
sabrZanebo Rilaki da miRebuli CamonaTvalidan amovirCioT konkretuli 
punqtebi da formatirebisaTvis saWiro Sesabamisi parametrebi. 

mag. Tu gvinda fragmentis gaformeba CarCoebiT. gavaaqtiuroT Format 
 Border brZaneba. ekranze gamodis Border and Shading dialoguri fanjara, 

romelSic SegviZlia SevarCioT Sesabamisi parametrebi.  
 
saWiroebis SemTxvevaSi stilSi parametrebis Sesacvlelad 

Sesabamisi stilis dasaxelebaze CamovSaloT meniu (stilis amorCevisas 
marjvniv gamoCndeba CamoSlis isari), gavaaqtiuroT Modify Style brZaneba 
da ganvsazRvroT axali parametrebi. am dros stilSi parametris Secvla 
avtomaturad gamoiwvevs yvela im fragmentSi Sesabamisi parametris 
Secvlas, romelic gaformebulia am stiliT. 
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sarCevis Seqmna 
 
sarCevis Sesaqmnelad dokumenti gaformebuli unda iyos stilebiT, 

raTa saTaurebs mivaniWoT Sesabamisi donis stili. Semdeg kursori 
davayenoT im adgilas, sadac gvinda sarCevis Seqmna da gavaaqtiuroT 

Insert  Reference  Index and Tables 
brZaneba. ekranze gamodis Index 
and Tables dialoguri fanjara 
(sur. 2.56). sarCevis Seqmna xdeba 
aRniSnuli fanjris Table of 
Contents CanarTis saSualebiT. 

Print Preview da Web Preview 
velebSi warmodgenilia sarCevis 
garegnuli saxe beWduri da 
eleqtronuli versiebisaTvis. 

Show page number – veli gan-
sazRvravs dokumentSi saTauris 
mdebareobis Sesabamisi gverdis 
nomris Cvenebas. 

Right align page number – veli 
gansazRvravs gverdis nomris 

Cvenebis pozicias. 

r. 2.56 su

Tab leader – veli gansazRvravs saTaursa da gverdis nomers Soris 
simboloebis stils. 

Formats – velSi virCevT sarCevis gaformebis formats. 
Show levels – veli gansazRvravs sarCevSi saTaurebisa da 

qvesaTaurebis doneTa raodenobas. 
stilebze Sesabamisi donis misaniWeblad gavaaqtiuroT Opitons 

sabrZanebo Rilaki. ekranze gamodis Table of Contents from dialoguri 
fanjara (sur. 2.57). 
Available style - ganyofilebaSi mocemulia sti-
lis saxelebi; 
TOC level – ganyofilebaSi gansazRvrulia 
stilis done. 
 
wavSaloT avtomaturad miniWebuli doneebi 
da Cvens mier Seqmnil stilebs Sesabamisad 
mivaniWoT doneebi 1 – saTauris stils, 2 – 
qvesaTaurisas da a.S. 
 
 
 

sur. 2.57  
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CarCoebisa da fonis Seqmna 
 
dokumentis gaformeba SesaZlebelia teqstis an gverdis CarCoebisa 

da fonis gamoyenebiT. moniSnuli teqstis fragmentis CarCoSi Casasmelad  
gamoiyeneba Format  Borders and Shading brZaneba, romlis gaaqtiurebiT 
ekranze gamodis Borders and Shading  dialoguri fanjara.  
aRniSnuli dialoguri fanjris Borders CanarTSi (sur. 2.58) ganisazRvreba: 

Setting – teqstis CarCos 
forma: 
    None – CarCos gauqmeba; 
    Box – Cveulebrivi CarCo; 
    Shadow – Crdiliani CarCo; 
    3-D – sivrculi CarCo; 
    Custom – ganisazRvros 
CarCos calkeuli gverdebi. 
Style – CarCos xazis stili; 
Color – CarCos feri; 
Width – CarCos xazis sisqe; 
Preview – arCeuli CarCos 
daTvaliereba. amave velis 
marcxniv da qveviT 
moTavsebuli Rilakebis 
saSualebiT SesaZlebelia 
CarCos gavukeToT an 

movxsnaT Sesabamisi xazebi. 

sur. 2.58

Apple to velSi virCevT im mniSvnelobas, romelsac gvinda mivaniWoT CarCo:  
Text – moniSnuli teqstis fragments an Paragraph – moniSnul abzacs. 
 

Borders and Shading  dialoguri fanjris Page Borders CanarTis  
saSualebiT SesaZlebelia gverdis Casma CarCoSi. Page Borders CanarTs 
damatebuli aqvs Art veli, saidanac xdeba gverdis mxatvruli CarCos 

stilis gansazRvra. 
Borders and Shading  dialo-
guri fanjris Shading Canar-
Tis saSualebiT ganisaz-
Rvreba teqstis foni (sur. 
2.59). 
Fill ganyofilebaSi SeirCeva 
fonis feri. im SemTxvevaSi, 
Tu sasurveli feri ar aris 
aRniSnul ganyofilebaSi, ga-
vaaqtiuroT More Color brZa-
neba, romelic damatebiT 
ferTa palitridan sasurve-
li feris amorCevis saSu-
alebas mogvcems. 

Patterns ganyofilebaSi 
SesaZlebelia miuTiToT daS-sur. 2.59 
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trixvis stili, Color velSi ki Strixis feri. 
dokumentSi sqolios Camateba 

 
sqolio aris dokumentSi arsebuli frazis ganmarteba, romelic 

Cawerilia imave gverdis an mTliani dokumentis bolos. sqolios 
gamoyenebisas frazas romlisTvisac vqmniT sqolios emateba garkveuli 
simbolo e.w. sqolios simbolo, xolo TviTon sqolio (ganmarteba) 
ZiriTadi teqstisgan horizontaluri xaziT gamoiyofa. yoveli sqolios 
win unda idges Sesabamisi sqolios simbolo, raTa gasagebi iyos 
ZiriTadi teqstis romel frazas Seesabameba aRniSnuli ganmarteba. 
teqsturi redaqtori avtomaturad uzrunvelyofs sqolios simboloTa 
Sesabamisobas ganmartebebis win mdgar simboloebTan. 

Tu ZiriTad teqstSi davawkapunebT sqolios simboloze, 
avtomaturad gadavinacvlebT gverdis boloSi Sesabamis sqolios 
teqstze (ganmartebaze) da piriqiT, Tu davawkapunebT sqolios teqstis 
win moTavsebul simboloze, avtomaturad gadavinacvlebT ZiriTad 
teqstSi Sesabamis frazaze. 

sqolios Casamateblad kursori davayenoT Sesabamis frazasTan da 
gavaaqtiuroT Insert  Reference  Footnote brZaneba. ekranze gamodis 

dialoguri fanjara Footnote and Endnote (sur. 2.60). 
 
Location ganyofilebaSi ganisazRvreba sqolios 

Camatebis adgili: 
Footnote – sqolio ganTavsdeba gverdis bolos; 
Endnote – sqolio ganTavsdeba dokumentis an 
seqciis bolos. 

 
Format ganyofilebaSi ganisazRvreba: 

Number format – sqolios gadanomvris formati; 
Custom mark – sqolios simboloebis formati, 
romelTa SerCevac xdeba Symbol sabrZanebo 
Rilakis gaaqtiurebiT. 
Start at – sqolios gadanomvris sawyisi cifri; 
 
Numbering  – velSi virCevT sqolioTa gadanomvris 
mimdevrobas: 

sur. 2.60

Continuous  – gagrZeldes wina ganyofilebaSi dawyebuli gadanomvra;  
Restart each selection – yvela seqciaSi Tavidan daiwyebs sqolioTa 
gadanomvras; 
Restart each page – yvela gverdze Tavidan daiwyebs sqolioTa gadanomvras. 
 

Insert sabrZanebo Rilakis gaaqtiurebiT ZiriTadi teqstis Sesabamis 
adgilas (sadac kursori eyena) gaCndeba sqolios simbolo, kursori ki 
gadava gverdis/dokumentis bolos, sadac ZiriTadi teqstidan sqolios 
gamosayofad gasmulia horizontaluri xazi, dasmulia Sesabamisi 
sqolios simbolo da saWiroa sqolios teqstis (ganmartebis) akrefa. 
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Tavi 3. eleqtronuli cxrilebi 
 

C1. sabazo done: 

− Microsoft Excel-is garemos zogadi mimoxilva; 

− monacemTa tipebi da monacemebis Setana Excel-is ujredSi; 

− monacemTa ganTavseba ujredSi; 

− svetebisa da striqonebis zomis gansazRvra; 

− cxrilis formatireba; 

− cxrilis elementebis redaqtireba; 

− monacemTa jamis povna; 

− samuSao furclis dayofa gverdebad da misi parametrebis 
gansazRvra; 

− winaswar daTvaliereba da dabeWdva. 
 

 
Microsoft Excel-is garemos zogadi mimoxilva 

 

Microsoft Excel-i warmoadgens gamoyenebiTi programuli uzrunvelyofis 
paketis Microsoft Office-is programas, romlis  saSualebiTac momxmarebels 
SeuZlia eleqtronul cxrilebTan muSaoba, swrafi gamoTvlebis organi-
zeba, formulebis da sxvadasxva saxis funqciebis gamoyenebiT monacemebis 
damuSaveba da Senaxva, diagramebis ageba da maTi saSualebiT monacemTa 
Soris kavSiris vizualuri analizi. Excel-Si Semavali ariTmetikuli, 
trigonometriuli Tu sxva saxis funqciebis daxmarebiT SesaZlebelia 
rogorc samecniero amocanebis gadaWra, aseve ekonomikuri da finansuri 
aRricxvebis Catareba. 

standartulad Excel-is fails aqvs *.xls gafarToeba. 
 Microsoft Excel -is gaSveba SesaZlebelia: 

1. samuSao magididan Sesabamis malsxmobze (iarliyze)  Microsoft Excel 
mausis orjer dawkapunebiT; 

2. amocnaTa panelis Start meniudan Semdegi TanmimdevrobiT:  
Start  Programs  Microsoft Office  Microsoft Excel  

Microsoft Excel-s gaaCnia standartuli fanjris agebuleba (sur. 3.1), 
romelic Sedgeba: saTauris, menius, instrumentebis, statusis anu mdgoma-

reobis, vertikaluri da hori-
zontaluri gadafurcvlis ve-
lebisa da samuSao arisagan (am 
velebis aRwera ixileT Microsoft 
Word-is garemos zogadi mimo-
xilva). 

Microsoft Excel-is samuSao 
are (samuSao furceli) warmo-
adgens eleqtronul cxrils, 
romelic Sedgeba svetebisa da 
striqonebisagan, maTi gadakveTa 
gvaZlevs cxrilis ujras.  

Excel-is fails ewodeba dav-
Tari anu samuSao wigni (Work-
book). Sesabamisad programis 

sur. 3.1 
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gaSvebisas iqmneba axali davTari saxeliT book1 (Semdeg book2, book3 ... imis 
mixedviT Tu ramdeni axali dokumentia gaxsnili).   

Excel-is TiToeuli davTari Sedgeba samuSao furclebisagan (Work-
sheet). standartulad axali davTari Seicavs sam furcels (Sheet1, Sheet2, 
Sheet3), romelTa saxelebic Cans programis fanjris qveda marcxena 
nawilSi (sur. 3.1).  

Excel-is samuSao furceli (Sheet) moicavs 256 svets (Column)  da 65536 
striqons (Row). TiToeul svets gaaCnia Tavisi dasaxeleba, Semdgari 
laTinuri anbanis asoebisagan: A, B, C ... AA, AB, AC. striqonebi, ki 
mimdevrobiT danomrili ricxvTa simravlea: 1-dan 65536-de. nebismieri 
ujris (Cell)  misamarTi samuSao furclis farglebSi ganisazRvreba 
svetis asosa da striqonis nomris kombinaciiT mag. A1. davTris (failis) 
farglebSi – furclis saxelisa da ujris misamarTisagan mag. sheet1!A1. 
zogadad ujris misamarTi Sedgeba sami nawilisagan: davTris (failis) 
saxeli, furclis saxeli da ujris misamarTi mag. [Book1]sheet1!A1. 
 
 
 
 

 

monacemTa tipebi da monacemebis Setana Excel-is ujredSi 
 

 monacemTa tipebi 

 Excel-is cxrilis ujra SeiZleba Seicavdes iseTi tipis monacemebs, 
rogoricaa: mudmivebi da formulebi.  
TavisTavad mudmivebi arsebobs ricxviTi, teqsturi, TariRisa da drois.  

ricxviTi tipi. 

ricxviTi monacemis diapazonia -1,67•10308 ... 1,67•10308, maTi Caweris 
dros gasaTvaliswinebelia ricxvSi cifrTa raodenoba, romelic ar unda 
aRematebodes 15-s. ricxviTi Canaweri SeiZleba Seicavdes 0-dan 9-mde 
cifrebs da specialur simboloebs: + - / . , ( ) $ %. 

aTwiladi ricxvebis warmodgenisas Tu sistemaSi aqtiuria amerikuli 
standarti gamoiyeneba  wertili, Tu aqtiuria rusuli standarti – mZime. 
(standartis miTiTeba xdeba Control Panel   Regional Settings). wiladebis 
Casawerad gamoiyenaba “/” simbolo. mTeli da wiladi nawili 
erTmaneTisagan gamoiyofa carieli simboloTi mag. 7 1/5. Tu wilads 
mTeli nawili ar aqvs, saWiroa nulis miTiTeba mag. 0 1/2. 

uaryofiTi ricxvi iwereba `_~ niSniT, an mrgvali frCxilebiT () (mag. 
-1 an (1)). 

teqsturi tipi.  
teqsturi monacemis Setanisas, roca teqsti ar eteva ujraSi 

SesaZlebelia svetis siganis gazrda an gadatana axal striqonze da 
striqonis simaRlis gafarToeba.  

imave ujraSi teqstis axal striqonze gadatana SesaZlebelia 
mocemuli brZanebebidan erT-erTis gamoyenebiT: 

1. Format  Cells Aligment CanarTSi  Wrap Text CamrTvelis gaaqtiurebiT.  
2. Alt da Enter klaviSTa kombinaciiT. 
teqsturi monacemis formatireba (Sriftis, zomis, stilis arCeva) 

SesaZlebelia formatizaciis instrumentebis velidan an Format  Cells 
Font CanarTis brZanebebiT (instrumentebis velisa da brZanebebis aRwera 
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ixileT Microsoft Word-is qveTavSi fontis saxis, zomisa da feris 
gansazRvra). 

TariRis da drois tipi.  
TariRis da drois tipis monacemis Seyvanisas TariRis Casawerad 

gamoiyeneba / simbolo mag. 15/01/2008, xolo drois Casawerad ori wertili 
mag. 2:30. 

mimdinare TariRis Casawerad gamoiyeneba Ctrl da ; klaviSTa kombina-
cia, xolo mimdinare drois Casawerad gamoiyeneba Ctrl, Shift da : klaviSTa 
kombinacia. 

 
 

 monacemebis Setana Excel-is ujredSi 
programa Word-isgan gansxvavebiT, monacemebis Setana Excel-Si SesaZ-

lebelia eleqtronuli cxrilis ujredebSi, romelTa gaaqtiurebac 
xdeba masze mausis dawkapunebiT. ujredebi TavisTavad ori tipisaa. 
aqtiuri, romelic vizualurad Savi feris marTkuTxeds waagavs (sur. 3.2 

– 1) da pasiuri, romelic Cveulebrivi 
Ria feris ujredia. formulis velis 
marcxena nawilSi Cans moniSnuli 
(aqtiuri) ujris misamarTi (sur. 3.2 – 2), 
xolo marjvena nawilSi – aqtiuri 
ujris Semcveloba (sur. 3.2 – 3) 
(monacemi, formula an funqcia). 

3 2 

ujredSi monacemis dafiqsireba Se-
saZlebelia mausis nebismier ujraze 
dawkapunebiT, Enter an Tab klaviSiT. 

1 

sur. 3.2 
 

ujraSi Cawerili monacemebis redaqtirebisaTvis vaaqtiurebT 
Sesabamis ujras da vasrulebT Semdegi moqmedebebidan erT-erTs: 

1. mausis marcxena RilakiT 2-jer swrafad vawkapunebT aqtiur ujras; 
2. vaaqtiurebT F2 klaviSs; 
3. mausis marcxena RilakiT vawkapunebT formulis zols. 

TiToeuli am moqmedebis Semdeg kursori daiwyebs cimcims, rac monacemis 
redaqtirebis saSualebas mogvcems. 

 
 
 
 

monacemTa ganTavseba ujredSi 
 

monacemTa ujraSi ganTavsebis gansaz-
Rvra xdeba Format  Cells Aligment CanarTis 
Semdegi velebiT (sur. 3.3): 

Horizontal velis CamonaTvalSi mocemuli 
parametrebi gansazRvraven ujraSi arsebu-
li monacemis horizontalur mdebareobas:   
• General – monacemebi ganTavsdeba misi 

tipis Sesabamisad (ricxviTi, TariRisa 
da drois ujris marjvniv, teqsturi - 
marcxniv); 

sur. 3.3 

 88



• Left (Indent) – monacemebi ganTavsdeba ujredis marcxena kidesTan; 
• Center – monacemebi ganTavsdeba ujredis centrSi; 
• Right (Indent) – monacemebi ganTavsdeba ujredis marjvena kidesTan; 
• Fill – ujredSi Cawerili monacemebi ganmeordeba manam, sanam ar Seav-

sebs ujras; 
• Jusrify – monacemebi Tanabrad ganawildeba ujredis mTel siganeze; 
• Cebter Across Selection – monacemebi ganTavsdeba moniSnuli diapazonis 

centrSi. 
Vertical velis CamonaTvalSi mocemuli parametrebi gansazRvraven 

ujraSi arsebuli monacemis vertikalur mdebareobas:   
• Top – monacemebi ganTavsdeba ujredis zeda kidesTan; 
• Center – monacemebi ganTavsdeba ujredis centrSi; 
• Bottom – monacemebi ganTavsdeba ujredis qveda kidesTan; 
• Jusrify – monacemebi Tanabrad ganawildeba ujredis mTel simaRleze. 
 

Orientation ganyofilebaSi ganisazRvreba ujredSi Cawerili 
monacemebis daxris kuTxe (isris mimarTuleba gansazRvravs monacemis 
mimarTulebas), aseve Degrees velSi SesaZlebelia miuTiToT monacemis 
daxris kuTxe.  

monacemTa ujraSi ganTavsebis gansazRvra aseve SesaZlebelia 
formatirebis instrumentebis velidan 
 

 
 
 

 
 
 
 
 
 
 

svetebisa da striqonebis zomis gansazRvra 
 

striqonis simaRlis gansazRvra 
striqonis simaRlis gansazRvra SesaZlebelia mocemuli brZanebebi-

dan erT-erTis gamoyenebiT: 
1. mausis maCvenebeli mivitanoT striqonis dasaxelebis qveda 

sazRvarTan (mag. me-5 striqonTan) ise, rom maCvenebelma miiRos 

ormxrivi isris forma  da mausze xelauReblad gadavaadgiloT 
striqonis sazRvari zeviT an qveviT sasurveli simaRlis 
SerCevamde. 

monacemi ganTavsdeba 
marcxena kidesTan 

moniSnuli ujrebis gaerTianeba 
da monacemis centrireba 

monacemi ganTavsdeba 
centrSi 

monacemi ganTavsdeba 
marjvena kidesTan 

2. Format  Row  Height brZanebis gaaqtiurebiT, sadac Row height velSi 
mieTiTeba striqonis simaRle.  
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 svetis siganis gansazRvra 
svetis siganis gansazRvra SesaZlebelia mocemuli brZanebebidan 

erT-erTis gamoyenebiT: 
1. mausis maCvenebeli mivitanoT svetis dasaxelebis marjvena 

sazRvarTan (mag. me-C svetTan) ise, rom maCvenebelma miiRos 

ormxrivi isris forma  da mausze xelauReblad 
gadavaadgiloT svetis sazRvari marcxniv an marjvniv sasurveli 
siganis SerCevamde. 

2. Format  Column  Width brZanebis gaaqtiurebiT, sadac Column Width 
velSi mieTiTeba svetis sigane.  

 
 
 
 
 

cxrilis formatireba 
 
ujredSi Cawerili monacemebis CarCoTi gasaformeblad saWiroa 

movniSnoT Sesabamis ujredTa diapazoni da gavaaqtiuroT Format  Cells 
brZanebis Border  CanarTi (sur. 3.4) 

1. Line – ganyofilebaSi SeirCeva: Style – 
CarCos stili da Color – CarCos feri ; 

2. Presets ganyofilebaSi: None - CarCos gauq-
meba, Outline – moniSnuli are moTavsdeba 
garSemo CarCoSi, Inside – CarCoSi Caismeba 
moniSnuli aris yvela ujredi; 

3. Border ganyofilebis RilakebiT SesaZle-
belia CarCo gauqmdes an daixazos moniS-
nuli aris Sesabamis mxareebze. 

 
 
 
 sur. 3.4 
 

ujredis fonis SesarCevad gamoyenebulia Format  Cells dialoguri 
fanjris Patterns CanarTi. aRniSnuli CanarTis Color velidan 
SesaZlebelia CvenTvis sasurveli feris SerCeva fonisaTvis, xolo 
Pattern CamonaTvalidan airCeva fonuri gamosaxulebis feri da stili.  
Semple warmoadgens fonis SerCeuli feris nimuSs. 

 
 cxrilis avtomaturi formatireba 

cxrilis avtomaturi daformateba gulisxmobs winaswar SerCeuli 
variantebiT cxrilis garegnuli formis Secvlas. amisaTvis movniSnoT 
ujraTa Sesabamisi diapazoni da gavaaqtiuroT Format menius Autoformat 
brZaneba. amis Semdeg saSualeba gveZleva mocemuli variantebidan 
avirCioT cxrilis gaformebis sasurveli formati.  
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cxrilis elementebis redaqtireba 

 
 waSla 

striqonisa an svetis wasaSlelad moniSneT Sesabamisi obieqti  da 
gaaqtiureT Edit  Delete brZaneba (svetisa da striqonis moniSvna xdeba 
maT dasaxelebaze mausis erTjer daWeriT). 

ujris wasaSlelad gaaqtiureT Edit  Delete brZaneba, am SemTxvevaSi 
ekranze gamodis Delete dialoguri fanjara (sur. 3.5), romelSic unda 
ganisazRvros ujris waSlis Semdgomi moqmedeba: 

Shift cells left – ujris waSlis Semdeg, mis marjvniv mdebare 
ujraSi moTavsebuli monacemebi gadainacvlebs Sesaba-
misad marcxniv; 
Shift cells up – ujris waSlis Semdeg, mis qvemoT mdebare 
ujraSi moTavsebuli monacemebi gadainacvlebs Sesaba-
misad zemoT; 
Entire row – waiSleba aqtiuri ujris Sesabamisi striqoni; 
Entire Column – waiSleba aqtiuri ujris Sesabamisi sveti. sur. 3.5 

 
samuSao furclis wasaSlelad moniSneT Sesabamisi gverdi da gaaqtiureT 
Edit  Delete Sheet brZaneba. 
 
 damateba 

saWiroebis SemTxvevaSi SesaZlebelia davTarSi ujris, striqonis, 
svetisa da samuSao furclis damateba. elementebis dasamateblad moniS-
neT Sesabamisi obieqti da gaaqtiureT Insert menius brZanebebidan erT-erTi: 

Rows – striqonis damateba;  
Columns –svetis damateba; 
Worksheet – samuSao furclis damateba; 
Cell – ujris damateba. am SemTxvevaSi ekranze gamodis Insert 

dialoguri fanjara (sur. 3.6), romelSic unda ganisazRvros ujris 
damatebis Semdgomi moqmedeba: 

Shift cells right – ujris damatebis Semdeg, arsebuli 
monacemebi gadainacvlebs Sesabamisad marjvniv; 
Shift cells down – ujris damatebis Semdeg, arsebuli 
monacemebi gadainacvlebs Sesabamisad qvemoT; 
Entire row –aqtiuri ujris zemoT daemateba axali 
striqoni; 
Entire Column – aqtiuri ujris marcxniv daemateba axali 
sveti. sur. 3.6 
 

SeniSvna: damateba xdeba moniSnuli obieqtis win da imave raodenobis 
ujris, svetis, striqonisa Tu samuSao furclis ra raodenobis 
obieqticaa moniSnuli. 
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monacemTa jamis povna 

 
cxrilis agebisa da monacemebis Setanis Semdeg, xSirad saWiroa 

svetebis an striqonebis mixedviT jamis povna. amisaTvis moniSneT 
Sesabamisi ujrebis diapazoni da standartuli instrumentebis velidan 

gaaqtiureT  AutoSum brZaneba. moniSnuli diapazonis monacemTa jami 
Caiwereba bolo moniSnuli ujredis Semdeg ujraSi (sur. 3.7)     

sur. 3.7
   

im SemTxvevaSi rodesac jamis miReba saWiroa sxva ujredSi, 
Tavdapirvelad moniSneT is ujra sadac unda dafiqsirdes Sedegi, Semdeg 

standartuli instrumentebis velidan gaaqtiureT  AutoSum brZaneba 
da moniSneT im ujrebis diapazoni romelTa jamis gamoTvlacaa saWiro. 
sabolood ujredSi jamis dafiqsireba xdeba Enter klaviSiT. 

monacemTa jamis gamoTvlis funqciaa SUM, romel-
sac gaaCnia Semdegi sintaqsi  
   SUM(number1, number2,...) 
funqciaSi argumentebi gamoiyofa mZimiT, diapazoni 
ki orwertiliT. 
mag. SUM(A1, A2,A3) – gamoTvlis A1, A2,A3 ujredebis 
monacemTa jams; 

sur. 3.8 

SUM(A1:A15) – gamoTvlis A1:A15 diapazonis ujredebis monacemTa jams; 
SUM(A1:A15, B1:B15) – Seajamebs A1:A15 diapazonisa da  B1:B15 diapazonis 
ujredebis monacemTa jams; 
 

ujredSi Cawerili funqciis naxva da redaqtireba SesaZlebelia 
formulis zolidan (sur. 3.8) 
 
SeniSvna: avtojamis gamoyenebisas ramdenime ujredis erTdrouli 

moniSvnisaTvis gavaaqtiuroT Ctrl klaviSi da mausis maCvenebeli 
rigrigobiT davaWiroT TiToeul ujreds. diapazonis moniSvna xdeba 
mausze xelauRebliv, Sesabamis ujredebze misi maCveneblis 
gadatarebiT. 

 
 
 
 
 
 
 

samuSao furclis dayofa gverdebad da  
misi parametrebis gansazRvra 

 

Excel-is samuSao furceli didi zomisaa, amitom mas yofen gverdebad, 
romlebic Seesabameba sabeWdi qaRaldis zomas. View  Page Break Preview 
brZanebis gaaqtiurebiT ekranze gamoCndeba gverdebad dayofili samuSao 
furceli mkafio dayofis punqtebiT. Cveulebriv samuSao reJimSi 
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dasabruneblad unda gaaqtiuroT View  Normal brZaneba, ris Semdegac 
ekranze Cndeba sabeWdi gverdebis gamyofi wyvetili xazebi.  
 sabeWdi gverdis parametrebis gansazRvra 

gverdis parametrebis gansazRvra SesaZlebelia File  Page Setup 
brZanebis gaaqtiurebiT, ekranze gamodis Page Setup dialoguri fanjara, 
romlis Page CanarTis (sur. 3.9) saSualebiT SesaZlebelia sabeWdi 
gverdis parametrebis gansazRvra. 

Orientation ganyofilebaSi ganisazRvre-
ba furclis mimarTuleba: 
   Portrait – vertikaluri (wignisebri); 
   Landscape –  ganivi (albomisebri). 
 
Scaling ganyofilebaSi ganisazRvreba 
qaRaldze beWdvis masStabi; 
   Adjust to – velSi mieTiTeba beWdvis 
masStabi procentulad. 
   Fit to – velSi mieTiTeba nabeWdze 
gverdebis raodenoba. pirvel velSi – 
siganis, meoreSi - sigrZis mixedviT. 

 
Paper size CamonaTvalSi SegviZlia 

avirCioT sabeWdi furclis standarti. (A4 – Tabaxis furceli, romlis 
zomebia 210X297mm. A3 – romlis zomaa 297X 420mm. A5 – 148X210mm.) 

sur. 3.9 

Print quality - CamonaTvalSi SegviZlia avirCioT beWdvis xarisxi. 
First page number – velSi mieTiTeba pirveli gverdis nomeri. 
 
File  Page Setup dialoguri fanjaris Margins CanarTSi (sur. 3.10) 

ganisazRvreba samuSao aris daSoreba furclis kideebidan. 
 

Top – zeda velis (mindvris) zoma; 
Bottom – qveda velis zoma; 
Left – marcxena velis zoma; 
Right  – marjvena velis zoma. 
Header – zeda kolontitulis mindori; 
Footer  – qveda kolontitulis mindori. 
 
Center on page  – ganyofilebaSi mieTi-
Teba nabeWdi cxrilis ganTavseba fur-
clis centrSi Sesabamisad horizonta-
luri (Horizontally) an vertikaluri 
(Vertically) mimarTulebiT. sur. 3.10 
 

File  Page Setup dialoguri fanjaris Header/Footer CanarTSi 
gansazRvreba sabeWdi gverdis zeda (Header)  da qveda (Footer) kolontitu-
lebi, romlebic ar Cans davTarSi, magram ibeWdeba furcelze monacemTan 
erTad. 

garda Header da Footer velebSi mocemuli CamonaTvalis arCevisa, 
momxmarebels SeuZlia Seqmnas amorCeviTi kolontituli Custom Header da 
Custom Footer sabrZanebo Rilakis gaaqtiurebiT ekranze gamodis Header an 
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Footer dialoguri fanjara (sur. 3.11), romelic Sedgeba sami velisagan 
furclis marcxena (Left section), centraluri (Center section) da marjvena 
(Right section)  nawili. 

dialoguri fanjris sabrZanebo RilakebiT SesaZlebelia Sesabamis 
kolontitulSi: 

sur. 3.11
 

 Font – Sriftis gansazRvra; 

 &[Page] – gverdis nomeri;  

 &[Pages] – gverdebis raodenoba; 

 &[Date] – mimdinare TariRi; 

 &[Time] – mimdinare dro; 

 &[Path]&[File] – davTris saxeli da misamarTi; 

 &[File] – davTris saxeli; 

 &[Tab] – aqtiuri samuSao furclis saxeli; 

 &[Picture] – suraTis arCeva kolontitulisaTvis; 
 
 
 
 
 
 

davTris winaswari daTvaliereba da dabeWdva 
 

 dokumentis winaswar daTvaliereba  

beWdvis dawyebamde dokumentis mTlianobaSi dasanaxad SesaZlebelia 
misi winaswari daTvalereba mocemuli brZanebebidan erT-erTis 
gamoyenebiT: 

1. File meniudan Print Preview brZanebiT; 

2. standartuli instrumentebis velidan  (Print Preview) RilakiT; 
ekranze gamoCndeba dokumenti Semcirebuli masStabiT (sur. 3.12). 

ganvixiloT winaswari daTvalierebis reJimis instrumentebis velze 
Rilakebis daniSnuleba: 
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sur. 3.12
 

Next – Semdegi gverdis Cveneba; 
Previous – wina gverdis Cveneba; 
Zoom – gverdis gamosaxulebis masStabis gansazRvra; 
Print – dokumentis beWdva; 
Setup – gverdis parametrebis gansazRvra; 
Margins – specialuri mindvris aRmniSvnelis xazebis gamotana/gaTiSva, 

romelTa gadaadgilebiTac SegviZlia vcvaloT gverdis velebi, 
kolontitulebis mdebareoba da svetebis siganis zoma; 

Close – winaswari daTvalierebis reJimidan gasvla; 
Help – daxmarebis gamoZaxeba; 
 
 

 
 davTris dabeWdva 

dokumentis qaRaldze dabeWdva SesaZlebelia mocemuli brZanebebi-
dan erT-erTis gamoyenebiT: 

1. File meniudan Print brZanebiT; 

2. standartuli instrumentebis velidan  (Print) RilakiT; 
(am SemTxvevaSi Print dialoguri fanjara ar gamoCndeba da beWdva 
iwyeba im parametrebiT, romelic avtomaturadaa miTiTebuli); 

3. Ctrl da P klaviSTa kombinaciiT. 
zemoT mocemuli 1 da 3 meTo-
diT dokumentis beWdvisas ek-
ranze gamodis dialoguri 
fanjara Print (sur. 3.14), sadac 
SesaZlebelia beWdvis paramet-
rebis gansazRvra: 
1. Printer ganyofilebis Name vel-

Si virCevT sasurvel sabeWd 
mowyobilobas, romlis para-
metrebis gansazRvra SesaZle-
belia Properties brZanebiT; 

2. Page range – ganyofilebaSi 
ganisazRvreba dasabeWdi gver-
debi: All – yvela gverdi; 

1 

2 

3

4 

sur. 3.14 
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Page(s) – gverdebis beWdva from (saidan) - To (sanamde), 
 
3. Number of copies – mieTiTeba aslebis raodenoba; 
4. Print What – ganisazRvreba ra daibeWdos: 

Selection – moniSnuli are; 
Active sheet(s) – aqtiuri furclebi; 
Entire workbook – mTeli davTari. 
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C2. saSualo done: 

− gamoTvlebis organizeba operatorebis saSualebiT; 

− ricxviTi mwkrivebi da monacemTa Sevseba; 

− absolituri da fardobiTi mimarTvebi; 

− gamoTvlebis organizeba funqciebis gamoyenebiT; 

− monacemTa daxarisxeba; 

− Sualeduri Sedegebis gamoTvla; 

− monacemTa filtracia; 

− diagramebis ageba da formatireba; 
 

 
gamoTvlebis organizeba operatorebis saSualebiT 

 

Microsoft Excel-i iZleva swrafi gamoTvlebis organizebis saSualebas 
sxvadasxva tipis operatorebis gamoyenebiT. ujredSi formula iwyeba = 
simboloTi, rac mas ganasxvavebs Cveulebrivi monacemisagan. ujredSi 
Cawerili formula (Sesabamisi ujredis moniSvnisas) gamoCndeba 
formulebis zolSi, xolo ujredSi Cans gamoTvlis Sedegi. 

ujredSi formulis Sesatanad saWiroa mimdevrobiT Semdegi moqmede-
bebis Sesruleba: 

1. movniSnoT ujra romelSic Segvyavs formula; 
2. klaviaturidan avkrifoT = (tolobis) niSani; 
3. SeviyvanoT formula, romelic Seicavs ujris misamarTebsa da 

Sesabamisi moqmedebis niSnebs (Sekreba, gamokleba, gamravleba da 
a.S.) mag. =A1+B5-C7 
Sesabamisi ujris misamarTi avtomaturad Caiwereba formulaSi Tu 
mas movniSnavT mausis saSualebiT. 

4. Setanili formulis dafiqsireba da Sedegis naxva xdeba Enter 
klaviSiT. 
 

formulebis Cawerisas gamoiyeneba oTxi tipis operatireba: ariTmeti-
kuli, teqsturi, Sedarebis, samisamarTo. 

 
ariTmetikuli operatorebi: 

+ - Sekreba; 
- - gamokleba; 
/ - gayofa; 
* - gamravleba; 

^^ - axarisxeba; 
% - procentis gamoTvla. 
formulaSi operaciaTa Sesrulebis Tanmimdevroba Semdegia: procen-

tis gamoTvla, axarisxeba, gamravleba/gayofa, Sekreba/gamokleba.  
Tavdapirvelad sruldeba frCxilebSi moTavsebuli operatorebi. 

aqedan gamomdinare, roca saWiroa operaciaTa Sesrulebis Tanmimdevrobis 
darRveva unda gamoviyenoT mrgvali frCxilebi. mag. Tu gvinda 
gamovTvaloT A1 da A5 ujrebis jamis namravli B7ujraze, unda CavweroT: 
=(A1+A5)*B7 

monacemTa axarisxebisas unda mivuTiToT Sesabamisi operatori da 
romel xarisxSi gvinda axarisxeba. mag: Tu gvinda gamovTvaloT A1 ujris 

kvadrati, unda CavweroT: =A1^2 

 97



procentis gamoTvlisas Sesabamisi ujredis monacemi unda gavam-
ravloT ramdeni procentis gamoTvlac gvinda im ricxvze da mivuTiToT 
Sesabamisi operatori. mag: Tu gvinda gamovTvaloT A1 ujris 25 procenti, 

unda CavweroT: =A1*15%  
 

teqsturi operatorebi: 
teqsturi operatoris `&~ saSualebiT SegviZlia ujredSi Cawerili 

monacemebis gaerTianeba. 
mag. B1 ujraSi weria `mefe~, C1-Si `dedofali~ da D1-Si formula 

=B1&C1 ujraSi gamoCndeba `mefededofali~. imisaTvis rom sityvebs Soris 
Caisvas gansazRvruli niSani saWiroa brWyalebSi miuTiToT Sesabamisi 

simbolo. =B1&″-″&C1 maSin ujraSi gamoCndeba `mefe-dedofali~. 
 

Sedarebis operatorebi: 
Sedarebis operatorebi gamoiyeneba monacemebis Sesadareblad, Sede-

gad ujraSi gamoCndeba FALSE – Tu Sedareba mcdaria da TRUE – Sedareba 
WeSmaritia. 

= - tolia; 
< - naklebia; 
> - metia; 
<= - naklebi an tolia; 
>=^ - meti an tolia; 
<> - ar aris toli. 
mag. 

A1 ujris monacemi B1 ujris monacemi formula Sedegi 

5 5 =A1=B1 TRUE 
7 15 =A1<B1 FALSE 
10 1 =A1>B1 FALSE 
15 25 =A1<=B1 TRUE 
20 10 =A1>=B1 FALSE 
3 7 =A1<>B1 TRUE 

 
 

samisamarTo operatorebi: samisamarTo operatorebia mZime, orwer-
tili, carieli simbolo (space). 

mZime gamoiyeneba ujrebis an aris gasaerTianeblad, orwertili – 
diapazonis miTiTebisaTis, carieli simbolo – areTa TanakveTisaTvis. 

 
B8    =SUM(B2,C3,E5) 
C8    =SUM(D3:D5) 
F8     =SUM(B2:C4 C3:D5) 
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ricxviTi mwkrivebi da monacemTa Sevseba 

 
xSir SemTxvevaSi cxrilis Sevsebisas gvxdeba ricxvTa mwkrivi, sadac 

meordeba erTi da igive monacemi an es mwkrivi warmoadgens ariTmetikul 
Tu geometriul mimdevrobas.  

Tu gvsurs erTidaigive monacemisagan Semdgari mwkrivis Seqmna,  
cxrilis nebismier ujraSi CavweroT Sesabamisi ricxvi da movniSnoT 

ujra, mausis maCvenebeli mivitanoT 
moniSnuli ujris marjvena qveda 
kuTxeSi, sadac igi formas Seicvlis 
da miiRebs  Savi patara jvris  
saxes. amis Semdeg, aRniSnuli 
maCvenebeli, mausis marcxena Rilakze 
TiTis auReblad gadavaadgiloT 
svetSi an striqonSi imis gaTvalis-
winebiT sad gvsurs mwkrivis miReba 
(sur. 3.15). 

 
aRwerili meTodiT SesaZlebelia ariTmetikuli mzardi an klebadi 

mwkrivis Seqmna. or mimdevrobiT ujraSi SevitanoT monacemebi, movniSnoT 
orive ujra da mausis maCvenebeli 
mivitanoT bolo ujris marjvena 
kideSi, mas Semdeg rac mausis 
maCvenebeli miiRebs Savi patara 
jvris  saxes, mausze xelauReblad 
gadavaadgiloT Sesabamisi mimarTu-
lebiT. momdevno carieli ujrebi 
Seivseba axali monacemebiT moniSnu-
li monacemebis sxvaobis gaTvalis-
winebiT (sur. 3.16). 

 
aRniSnuli meTodis gamoyenebiT SesaZlebelia ujrebis gadanomra, Tu 

sawyis ujrebSi CavwerT 1, 2 da SevqmniT Sesabamisi mimarTulebiT 
ricxvTa mwkrivs. 

 
SeniSvna: Tu ujredi Seicavs formulas, aRwerili meTodis gamoyenebiT, 

formula avtomaturad gadamravldeba Sesabamisi mimarTulebiT da 
Seasrulebs gansazRvrul moqmedebebs (sur 3.17) 

 

sur. 3.15 

sur. 3.16 

sur. 3.17
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absolituri da fardobiTi misamarTebi 
 

Excel-is programaSi formulis Cawerisas monacemebze mimarTvisaTvis 
ujraTa misamarTebi (A1, A2 da a.S.)  ganekuTvneba fardobiT misamarTebs.  
fardobiTi misamarTebi avtomaturad icvleba mwkrivSi gadaadgilebisas, 
formulis gadatana-kopirebisas. 

Tu formulaSi Semavali romelime ujredis misamarTis Secla ar 
gvsurs formulis gadaadgilebisas, maSin gamoiyeneba e.w. absolituri 
misamarTebi. absolituri misamarTebi, imis da miuxedavad, Tu ra pozicia 
ukavia mas formulis Semcveli ujris mimarT, iZleva ujris absolitur 
koordinatebs. absolituri misamarTebis misaTiTeblad striqonisa da 
svetis dasaxelebaTa win aucilebelia dolaris niSnis - $ Casma. mag: 
$A$3, $B$15, $D$2:$A$5. rac Seexeba formulis Semcveli ujris poziciis 
cvlilebas, aseT SemTxvevaSi ujris absolituri misamarTi ucvleli 
rCeba. 

ujraze mimarTvisaTvis SesaZlebelia gamoviyenoT orive misamarTi. 
aseve SesaZlebelia Sereuli mimarTva, nawili absolituri, nawili – 
fardobiTi. 

mag. $A3 – absolituri mimarTvaa svetiT fardobiTi striqoniT; A$3 – 
fardobiTi mimarTvaa svetiT absolituri striqoniT; 

 
 

 
 

 
gamoTvlebis organizeba funqciebis gamoyenebiT 

 

gamoTvlebis organizebis gasamartiveblad Excel–is programas gaaCnia 
funqciebis ostati, romelic Seicavs mza standartul funqciebs. 

funqcia Sedgeba ori nawilisagan: funqciis saxeli da argumenti. 
argumentebi mgvral frCxilebSi iwereba da erTmaneTisagan mZimiT an 
orwertiliT gamoiyofa. funqciebis argumentebad SeiZleba gamoviyenoT 
rogorc ricxvebi, aseve ujris misamarTebi an sxva funqciebi. 

funqciis Casma ujraSi SesaZlebelia mocemuli brZanebebidan erT-
erTis gamoyenebiT: 

1. Insert meniudan Function 
brZanebiT; 

2. formulis velidan  Insert 
Function Rilakis gaaqtiurebiT;  

3. standartuli instrumentebis 

velidan  AutoSum brZanebis 
CamoSladi velidan More 
Function-is  gaaqtiurebiT. 

 
ekranze gamodis dialoguri 

fanjara Insert Function (sur. 3.18). 
Or select a category velSi virCevT 

funqciis kategorias, xolo  select a 
Function velSi - funqciis saxels. 
funqciis argumentebis miTiTebisaT-

sur. 3.18 
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vis gadavdivarT momdevno etapze OK sabrZanebo Rilakis gaaqtiurebiT. 
ekranze gamoCndeba Function Arguments dialoguri fanjara (sur. 3.19). 

yovel arguments calke teqsturi 
veli eTmoba, sadac SesaZlebelia 
ujredis misamarTi avkrifoT klavi-
aturidan an mausiT movniSnoT Sesaba-
misi ujra da misi misamarTi avtomatu-
rad Caewereba argumentebis velSi. 

yoveli argumentis vels marjvniv 
miewereba miTiTebuli misamarTis 
ujredis Sesabamisi mniSvneloba, 
xolo boloSi gamoTvlis Sedegi.  

amave dialogur fanjaraSi mocemu-
lia aqtiuri funqciis mokle ganmar-

teba da informacia argumentebis SesaZlo mniSvnelobebis Sesaxeb. 

sur. 3.19 

ujredSi funqciis Sedegis dafiqsireba SesaZlebelia OK sabrZanebo 
Rilakis gaaqtiurebiT an Enter klaviSiT. 

rogorc avRniSneT funqciebi iyofa kategoriebad (sur. 3.18): 
1. Most Recently Used – xSirad gamoyenebadi funqciebi; 
2. All – funqciebis sruli alfavituri CamonaTvali; 
3. Financial – finansuri funqciebi; 
4. Date & Time – TariRisa da drois funqciebi; 
5. MAth & Trig – maTematikuri da trigonometriuli funqciebi; 
6. Statistical – statistikuri funqciebi; 
7. Lookup & Reference – mimarTvisa da masivebis funqciebi; 
8. Database – monacemTa bazebTan samuSao funqciebi; 
9. Text – teqsturi funqciebi; 
10. Logical – logikuri funqciebi; 
11. Information – informaciis, mniSvnelobebisa da Tvisobriobis 

Semowmebis funqciebi; 
sur. 3.20 mocemuli cxrilis magaliTze ganvixiloT zogierTi funq-

ciis gamoyenebis principi. 
 
1. gamovTvaloT TanamSromlebis sa-
erTo raodenoba. amisaTvis mov-
niSnoT D14 ujra da gavaaqtiuroT 
Insert  Function brZaneba. raodenobis 
gamoTvlisaTvis gamoiyeneba COUNT 
funqcia.  
funqciis kategoriis velSi (Select a 
category) virCevT Statical statikuri 
tipis funqciebs, xolo funqciis 
saxelis  (select a Function) velSi - 
COUNT funqcias da gadavdivarT 
momdevno etapze OK sabrZanebo 
Rilakis gaaqtiurebiT.  
 
 
 sur. 3.20 
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ekranze gamova dialoguri fanjara (sur. 3.21), sadac virCevT Value1 
vels da mausis saSualebiT vniSnavT 
D3-dan D12-mde ujrebis diapazons da 
OK sabrZanebo Rilakis saSualebiT 
vadasturebT funqcias. Sedegi toli 
iqneba 10-is. 
 
 
 
 
 

sur. 3.21 
 
 

2. xelfasis maqsimaluri odenobis gamosaTvlelad gamoiyeneba Statical 
statikuri kategoriis funqcia Max, romelic miTiTebul diapazonSi 
gamoiTvlis udides mniSvnelobas.  

3. xelfasis minimaluri odenobis gamosaTvlelad gamoiyeneba Statical 
statikuri kategoriis funqcia Min, romelic miTiTebul diapazonSi 
gamoiTvlis umcires mniSvnelobas.  

4. xelfasis saSualo odenobis gamosaTvlelad gamoiyeneba Statical 
statikuri kategoriis funqcia AVERAGE, romelic miTiTebul 
diapazonSi gamoiTvlis saSualo ariTmetikul mniSvnelobas.  

5. daricxuli xelfasis jamuri odenobis gamosaTvlelad gamoiyeneba 
Math & Trig maTematikuri da trigonometriuli kategoriis funqcia 
SUM, romelic miTiTebul diapazonSi gamoiTvlis saSualo 
ariTmetikul mniSvnelobas.  

 
SeniSvna: funqciis argumentebis gansazRvra da gamoTvlis Sedegis 

dafiqsireba yvela mocemul SemTxvevaSi ganxiluli COUNT funqciis 
identuria. 

Sedegebis cxrili: 
TanamSromlebis saerTo raodenoba 10 
xelfasis maqsimumi odenoba 800.00 
xelfasis minimumi odenoba 350.00 
xelfasis saSualo mniSvneloba 520.00 
daricxuli xelfasis jamuri odenoba 5,200.00 

 
6. gasacemi xelfasi unda gamoviTvaloT dakavebis gaTvaliswinebiT. 

dakaveba ganisazRvreba Semdegi pirobiT: Tu daricxuli xelfasi 
500-ze naklebia, xelfasidan Tanxa ar kavdeba, winaaRmdeg SemTxve-
vaSi kavdeba daricxuli xelfasis 25%. 

im SemTxvevaSi, roca Sedegi konkretul pirobazea damokidebuli 
gamoiyeneba logical logikuri kategoriis funqcia-IF, romelsac gaaCnia 
Semdegi sintaqsi: 

IF (piroba, WeSmariti mniSvneloba, mcdari mniSvneloba) 
IF funqciis amorCevis Semdeg ekranze gamova dialoguri fanjara 

(sur. 3.22), sadac unda ganisazRvros Semdegi velebi: 

• Logical_test - mocemuli pirobis safuZvelze mieTiTeba Sedarebis 
operacia.  
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Cven ganxilul SemTxvevaSi pirobaa daricxuli xelfasi unda iyos 
500-ze naklebi, Sesabamisad aRniSnul velSi iwereba Sedareba D3<500. 

• Value_if_true – iwereba miTiTebuli 
pirobis WeSmaritebis SemTxvevaSi 
Sesasrulebeli operacia,  

Cven ganxilul SemTxvevaSi piroba 
roca WeSmaritia (daricxuli xel-
fasi naklebia 500-ze), xelfasidan 
Tanxa ar kavdeba e.i. gasacemi xel-
fasi daricxuli xelfasis tolia. 
Sesabamisad Value_if_true velSi iwereba 
D3. 

sur. 3.22 
 

• Value_if_false – iwereba miTiTebuli pirobis ar Sesrulebis 
(mcdarobis) SemTxvevaSi Sesasrulebeli operacia,  

Cven ganxilul SemTxvevaSi piroba roca mcdaria da daricxuli 
xelfasi aranaklebi 500-ze, xelfasidan kavdeba daricxuli xelfasis 25% 
e.i. gasacemi xelfasi tolia daricxul xelfass minus daricxuli 
xelfasis 25%. Sesabamisad Value_if_false velSi iwereba D3- D3*25%. 

 
SeniSvna: funqciis argumentebis gansazRvrisa da gamoTvlis Sedegis erTi 

ujredisaTvis dafiqsirebis Semdeg, movniSnoT ujra da mausis 
maCvenebeli mivitanoT ujris marjvena kideSi, mas Semdeg rac mausis 
maCvenebeli miiRebs Savi patara jvris  saxes, mausze xelauRebliv 
gadavaadgiloT Sesabamisi mimarTulebiT. momdevno carieli ujrebi 
Seivseba formuliT gaTvaliswinebuli Sesabamisi monacemebiT.  

Sedegebis cxrili: 

 
sur. 3.23 

 
 Secdomebis kodebis (ERROR CODE) aRwera 

#### - ujraSi ar eteva monacemi; 
#DAV/0!  - formulaSi gvxvdeba nulze gayofa; 
#NAME? - formulSi arasworadaa Seyvanili ujris dasaxeleba; 
#NUM! - formulaSi miTiTeba arasworia (argumenti ar miekuTvneba 

gansaRvris ares); 
#VALUME! - formulaSi gamoyenebulia teqsturi cvladebi; 
#N/A - saWiro monacemi ar aris sakmarisi; 
#REF! - ararsebuli mimarTulebis mimarTva; 
#NULL! - gadakveTa ar xdeba formulaSi.  
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monacemTa daxarisxeba 
 

monacemebis dalageba/daxarisxeba SesaZlebelia: cifruli monaceme-
bis zrdadobis an klebadobis mixedviT, teqsturi monacemebis  anbanuri 
Tanamimdevrobis an ukumimdevrobis mixedviT, droisa da TariRis tipis 
monacemisa – qronologiurad. 

monacemTa dasalageblad movniSnoT Sesabamis ujraTa diapazoni da 
gavaaqtiuroT  Data  Sort brZaneba. ekranze gamodis Sort dialoguri 
fanjara (sur. 3.24). 

Sort by veli Seicavs cxrilis svetebis CamonaTvals, 
sadac virCevT im svetis saxels, romlis monacemebis 
dalagebac gvsurs.  
Semdeg vuTiTebT monacemTa dalagebis princips: 
Ascending – zrdadobis mixedviT; 
Descending – klebadobis mixedviT. 
 
Tu Sort by velSi miTiTebuli svetis monacemebi 
erTnairia, monacemebis dalageba SesaZlebelia Then 
by velSi miTiTebuli svetis mixedviT. sur. 3.24 

 
My data range has ganyofilebaSi SeiZleba ganisazRvros: 
Header row – pirveli striqoni aRiqmeba rogorc saTauris striqoni 

da gamoiricxeba monacemTa dalagebidan; 
No header row – pirveli striqoni ar aRiqmeba rogorc saTauris 

striqoni da iseve miiRebs monawileobas monacemTa dalagebaSi, rogorc 
danarCeni striqonebi. 

 
monacemebis dalageba aseve SesaZlebelia standartuli instrumen-

tebis velidan. amisaTvis movniSnoT Sesabamisi sveti (pirveli striqoni 
iTvleba saTauris striqonad da ar monawileobs monacemTa dalagebaSi) 

da gavaaqtiuroT Sort Ascending  Rilaki monacemTa zrdadobis mixedviT 

dasalageblad an Sort Descending  Rilaki monacemTa klebadobis 
mixedviT dasalageblad. 
 
 
 

 
 

 
Sualeduri Sedegebis gamoTvla 

 
monacemTa analizisaTvis xSirad saWiroa maTi dajgufeba gansaz-

Rvruli principiT da Sualeduri Sedegebis gamoTvla.  
monacemTa diapazonSi Sualeduri Sedegebis avtomaturad gamosaT-

vlelad dasajgufebel CanawerTa striqonebi davalagoT erTmaneTis 
mimdevrobiT (sur. 3.25) cxrilSi monacemebi dalagebulia kvartlebis 
mixedviT), movniSnoT Sesabamisi diapazoni da gavaaqtiuroT brZaneba Data 

 Subtotal. ekranze gaixsneba Subtotal dialoguri fanjara  (sur. 3.26). 
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sur. 3.25 

sur. 3.26

Subtotal dialogur fanjaraSi ganisazRvreba Semdegi parametrebi: 
At each change in CamonaTvalSi virCevT velis saxels, romlis mixedviTac 

unda moxdes monacemebis dajgufeba; 
Add subtotal to CamonaTvalSi unda CavrToT velebi, romelTa Sualeduri 

Sedegebis gamoTvlacaa saWiro; 
Use function CamonaTvalSi virCevT funqcias romlis mixedviTac 

gamoiTvleba Sualeduri Sedegi; 
 

 
    sur 3.27-ze mocemulia kvartlebad firmis 
mogebis Sualeduri jami. 
 
Use function CamonaTvali Seicavs funqciebs: 
  Sum – jami; 
  Count – ujrebis raodenobis gamoTvla; 
  Avarage – saSualo ariTmetikulis gamoTvla; 
  Max – maqsimaluri mniSvnelobis moZebna; 
  Min – minimaluri mniSvnelobis moZebna; 
  Peodact – namravlis gamoTvla; 
  Count Nums – ricxvebis raodenobis gamoTvla; 
  StdDev – standartuli gadaxris gamoTvla 
amorCeviTi monacemebisaTvis; 

sur. 3.27 

StdDevp – standartuli gadaxris gamoTvla monacemTa erTobliobisaTvis; 
Var – dispersiis gamoTvla amorCeviTi monacemebisaTvis; 
Varp – dispersiis gamoTvla monacemTa erTobliobisaTvis. 
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monacemebis filtracia 
 

monacemTa damuSavebis erT-erT mniSvnelovan process warmoadgens  
maTi filtracia, garkveuli kriteriumebis mixedviT. monacemTa 
filtracia momxmarebels, saerTo monacemebidan saWiroebis mixedviT 
garkveuli saxis monacemTa asaxvis saSualebas aZlevs.  

Excel-s gaaCnia filtraciis ori saSualeba: 
1. Data  Filter  AutoFilter – avtomaturi filtri, romlis saSualebiTac 

SesaZlebelia gafiltvris martivi kriteriumebis gamoyeneba; 
2. Data  Filter  Advanced Filter – gafarToebuli filtri, romelic 

gafiltvris damatebiT SesaZleblobebs moicavs. 
movniSnoT monacemTa diapazoni da gavaaqtiuroT Data  Filter  

AutoFilter brZaneba, romlis gaaqtiurebisTanave saTauris velebs 

gauCndebaT filtraciis patara Savi isari . konkretuli svetis  
isarze mausis dawkapunebiT gamodis am svetSi arsebuli monacemebis Camo-
naTvali, romelTaganac erT-erTis amorCevis SemTxvevaSi cxrili 
gaifiltreba, anu cxrilSi darCeba mxolod arCeuli monacemebis mqone 
striqonebi misi Sesabamisi mniSvnelobebiT.  

mag. sur. 3.28-ze mocemulia monacemTa cxrili avtomaturi filtriT, 
sur. 3.29-ze gafiltruli cxrili gvaris mixedviT (gamotanilia mxolod 
barbaqaZe) 

filtraciis gakeTeba SesaZlebelia ramdenime svetSi sxvadasxva mona-
cemebis mixedviT. Sedegad ekranze gamoCdeba mxolod is Canaweri, 
romelic erTdroulad akmayofilebs yvela filtraciis pirobas. 

filtraciis Sedegad yoveli gafiltruli svetis Tavze isris Sefe-
riloba Seicvleba lurjad. yvela monacemis kvlav gamotanisaTvis 
filtraciis meniudan gavaaqtiurod  All  reJimi.  

garda calkeuli monacemebisa filtracia SesaZlebelia 
kriteriumebis mixedviT (Top 10...) da (Custom...) 

(Top 10...) filtraciis kriteriumis gaaqtiurebis Semdeg ekranze 
gamova dialoguri fanjara Top 10 Autofilter  (sur. 3.30), romelic sami 
velisgan Sedgeba.  

Show velis pirveli CanarTis mixedviT gafiltvris Semdeg 
gamovlindeba Top udidesi mniSvnelobebis mqone monacemi, Bottom - 
umciresi.  

Sua veli gankuTvnilia 
raodenobis misaTiTeblad.    

bolo veli Seicavs or 
variants Items _ ekranze 
datovebs miTiTebuli 
raodenobis striqonebs, 
xolo Percent _ miTiTebuli 
monacemis Sesabamis 
procentul raodenobas.  

sur. 3.30-ze miTiTebuli 
mniSvnelobebis mixedviT 
ekranze unda darCes sami 
umciresi mniSvnelobis 
Semcveli striqoni. Tu am 
filtrs gamoviyenebT sur. 

sur. 3.28 

sur. 3.29
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3.31-ze mocemuli cxrilis asakis velisaTvis, ekranze dagvrCeba sami 
yvelaze axalgazrda TanamSromlis monacemebi (sur. 3.30) 

 

 
gafiltvris kriteriumi (Custom...) monacemebs filtravs Sedarebis 

sxvadasxva operatoris gamoyenebiT. misi gaaqtiurebiT ekranze gamoCndeba 
Custom AutoFiltr dialoguri fanjara (sur. 3.32) 

Show rows where ganyofilebis marcxena 
velSi unda SevarCioT Sedarebis opera-
tori, marjvenaSi miuTiToT ricxviTi 
mniSvneloba. mniSvnelobis miTiTebisas 
SesaZlebelia gamoviyenoT Sablonebi ? – 
gamoiyeneba erTi nebismieri simbolos 
magivrad da * - nebismieri raodenobis 
simbolosaTvis. 
logikuri operatorebis saSualebiT 
SesaZlebelia gafiltvris ori pirobis  

dadeba. And operatoris arCevisas aucilebelia sruldebodes orive 
piroba, Or operatoris SemTxvevaSi sakmarisia erTerTi pirobis 
Sesruleba.  

sur. 3.33-ze miTiTebuli filtraciis pirobis mixedviT ekranze unda 
darCes striqonebi romelTa mniSvnelobac aRemateba 20-s da naklebia 40-
ze. Tu am filtrs gamoviyenebT sur. 3.28-ze mocemuli cxrilis asakis 
velisaTvis, ekranze dagvrCeba TanamSromlTa monacemebi romelTa asakia 
20-dan 40-mde (sur. 3.34) 

 
 
rac Seexeba filtris moxsnas, rogorc misi dayenebisas, vaaqtiurebT 

menius Data CanarTs da vaZlevT brZanebas Filter Autofilter.  Filter brZanebis 
Autofilter qvebrZanebas amovurTavT alams da cxrilze arsebuli 
filtraciis maCvenebeli patara Savi isaric moixsneba. 

 
 

 
 
 
 

diagramebis ageba da formatireba  

sur. 3.33 

sur. 3.30 sur. 3.31 

sur. 3.32 

sur. 3.34 
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 Excel-Si grafikuli obieqtebis erT-erTi TvalsaCino saxea 

diagramebi, romlebic monacemTa vizualuri gamoxatulebis saSualebaa. 
diagramebis saSualebiT momxmarebels uadvildeba monacemebis aRqma da 
analizi.   

prezentaciaSi diagramis ageba SesaZlebelia mocemuli brZanebebidan 
erT-erTis gamoyenebiT: 

1. Insert  Chart brZanebis gaaqtiurebiT; 

2. standartuli instrumentebis velidan  Insert Chart Rilakis gaaqti-
urebiT; 
diagramis agebisas aucilebelia ricxviTi monacemebis arseboba, 

romlebsac fragmentis saxiT gamovyofT cxrilebSi. diagramis ageba 
ganvixiloT sur. 3.23-ze mocemuli magaliTis safuZvelze, sadac 

mocemulia TanamSromelTa daricxuli da 
gasacemi xelfasebi.  

gavaaqtiuroT diagramis agebis 
SesaZlo variantebidan erT-erTi (mag. Insert 

 Chart) ekranze gamodisGChart Wizard 
diagramis ostatis dialoguri fanjara 
(sur 3.35). diagramis agebis procesi 
Sedgeba oTxi safexurisagan, yovel mom-
devno safexurze gadasvla SesaZlebelia 
Next  Rilakis saSualebiT. 
I safexuri – Step 1 of 4 – Chart Type (sur. 3.35). 

diagramis agebis pirvel safexurze vir-
CevT Chart Type grafikis tipsa da Chart sub-
type qvetips. 

 
II safexuri – Step 2  of 4 – Chart Source Data (sur. 3.36). 

diagramis agebis meore safexuri Sedgeba 
ori CanarTisagan: 

1. Data range – CanarTSi aisaxeba mimarTva 
moniSnul diapazonze. 

Series in  – gadamrTveliT ganisazRvreba mona-
cemTa mwkrivis ganlageba:  Rows - striqonebis 
mixedviT; Columns  - svetebis. 

 
2. Series – CanarTSi ganisazRvreba informacia 

monacemTa mwkrivebisa da kategoriebis 
Sesaxeb (sur. 3.37). 

Series  velSi aisaxeba monacemTa mwkrivebis dasaxeleba. 
diagramaze monacemTa axali mwkrivis damateba SesaZlebelia Add 

sabrZanebo RilakiT, Remove  - moniSnuli mwkrivis waSla diagramidan. 
Name  veliT  ganisazRvreba mwkrivis saTauri.  mieTiTeba im ujris 

misamarTi, romelic Seicavs saTaurs (mag. =Sheet1!$D$1) an vkrebT 
klaviaturidan (mag. daricxuli xelfasi). 

Value velSi mieTiTeba moncemTa mwkrivis diapazonis misamarTi (mag. 
=Sheet1!$D$2:$D$11). 

sur. 3.35 

sur. 3.36

 108



 Category (X) axies labels velSi mieTiTeba 
kategoriebis Semcvel ujraTa diapazonis 
misamarTi (mag. =Sheet1!$B$2:$B$11). 

 
 

sur. 3.37 

SeniSvna: aRweril velebSi ujraTa misamar-
Tebis miTiTebisaTvis gavaaqtiuroT velis mar-

jvniv mdebare  Rilaki da mausis saSualebiT 
movniSnoT Sesabamisi ujrebi. moniSnuli diapa-

zonis misamarTebi Caiwereba avtomaturad.  
Rilakis gaaqtiurebiT xdeba diagramis ostatis 
fanjaraze dabruneba.  

 
 

III safexuri – Step 3  of 4 – Chart Option (sur.3.38). 
mesame safexurze grafikis parametrebis gansasazRvrad ekranze 

gamodis Chart Option dialoguri fan-
jara Semdegi CanarTebiT: 

1. Title – CanarTSi mieTiTeba grafi-
kisa da RerZebis saTaurebi. 

2. Axes – CanarTis saSualebiT SesaZ-
lebelia grafikidan RerZebis Car-
Tva/gamorTva. 

3. Gridlines – CanarTis saSualebiT 
SesaZlebelia grafikze koordi-
natTa badis CarTva/gamorTva. 

4. Legends – CanarTis saSualebiT 
SesaZlebelia grafikis ganmar-
tebiTi warweris CarTva/gamorTva 

da misi adgilmdebareobis gansazRvra. 

sur. 3.38 

5. Data Labels – CanarTis saSualebiT SesaZlebelia monacemTa gadatana 
grafikze. 

6. Data table – CanarTis saSualebiT SesaZlebelia grafikze monacemTa 
cxrilis damateba. 
 

IV safexuri – Step 4  of 4 – Chart Location (sur.3.39). 
meoTxe safexurze unda mivuTiToT Seqmnili diagramis adgili samu-

Sao davTarSi. 
As new sheet – samuSao davTars daemateba 
axali diagramis furceli. 
As Object in – diagrama aigeba velSi 
miTiTebul furcelze. 

 
Finish sabrZanebo Rilakis gaaqtiurebiT 
diagrama aigeba gansazRvruli paramet-

rebis mixedviT. 

sur. 3.39 

diagramis agebis Semdeg monacemTa cxrilSi Setanili cvlilebebi 
avtomaturad aisaxeba grafikze.  
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 diagramis parametrebis cvlileba 
diagramis agebis Semdeg misi parametrebis cvlileba SesaZlebelia 

grafikis areze (mausis marjvena Rilakze daWeriT) konteqsturi meniudan 
Semdegi brZanebebis gaaqtiurebiT:  

- Chart Type - grafikis tipisa da qvetipis cvlileba (sur. 3.35); 
- Source Data - monacemTa mwkrivebisa da kategoriebis Secvla (sur. 3.37); 
- Chart Option - grafikis parametrebis cvlileba (sur. 3.38). 
- Location - samuSao davTarSi diagramis adgilis Secvla (sur. 3.39). 

 
 diagramis formatireba 

diagramis nebismieri elementis moniSvna xdeba Sesabamis elementze 
mausis dawkapunebiT, romlis Semdeg SesaZlebelia moniSnuli elementis 
formatis gansazRvra.  

grafikis zogierTi elementi TviTonve Seicavs calkeul komponen-
tebs. aseTi komponentebis mosaniSnad jer unda movniSnoT mTeli 
elementi, xolo Semdeg mausis ganmeorebiTi dawkapunebiT konkretuli 
komponenti. mag. Tu gvsurs monacemTa mwkrivis erTi konkretuli grafis 
an monakveTis moniSvna, jer mausis erTjer dawkapunebiT vniSnavT 
mTlianad monacemTa mwkrivs, xolo Semdeg ganmeorebiTi dawkapunebiT 
konkretul grafas an monakveTs. 

calkeul elementze mausis orjer dawkapunebiT ekranze gamodis 
Sesabamisi elementis formatirebis dialoguri fanjara.  

grafikis areSi mausis orjer dawkapunebiT ekranze gamodis grafikis 
aris formatirebis Format Chart area dialoguri fanjara (sur. 3.40). 

Patterns CanarTi Sedgeba ori ganyofilebisagan: 

sur. 3.40 

Border ganyofilebaSi ganisazRvreba xazis: 
Style – stili, Color – feri Weight – sisqe. 

Area ganyofilebaSi ganisazRvreba moniS-
nuli obieqtis fonis (Sida aris) feri da Fill 
Effects  – Casxmis efeqtebi. 
Font CanarTis saSualebiT ganisazRvreba 
teqstis Srifti, stili, zoma, feri da 
damatebiTi efeqtebi. 
 

 
 

moculobiTi grafikebis SemTxvevaSi mona-
cemTa mwkrivis formatirebis Format Data Series 

dialoguri fanjara 
(sur. 3.41) Seicavs Shape 
CanarTs, romelSic gani-
sazRvreba moniSnuli 
monacemTa mwkrivis fi-
guris forma. monacemTa mwkrivis forma gan-
sxvavebuli mwkrivisaTvis SeiZleba iyos sxva-
dasxva. 

sur. 3.41

 
grafikebis umravlesoba Seicavs sakoordi-

nato sistemas, romlis RerZebis formatirebis 
Format Axis dialoguri fanjara (sur. 3.42) sur. 3.42 
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Seicavs Scale CanarTs. 
im SemTxvevaSi, rodesac xdeba mniSvnelobaTa (Y, Z) RerZis 

formatireba Scale CanarTSi SesaZlebelia Semdegi parametrebis 
gansazRvra: 

Minimum da Maximum velebSi ganisazRvreba RerZze gadazomili 
minimaluri da maqsimaluri mniSvnelobebi. 

Major until da Minor until velebSi ganisazRvreba Skalis didi da patara 
danayofebis mniSvnelobebi. 

Display untils – velSi ganisazRvreba Skalis danayofis erTeulis zoma 
(asi, aTasi da a.S.), romelic mieTiTeba grafikze. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



Tavi 4. MmonacemTa bazebi 
 

D1. sabazo done: 

− monacemTa bazis marTvis sistema Microsoft Access; 
− Microsoft Access-is ZiriTadi obieqtebi; 

− cxrilis Seqmna; 

− velis Tvisebebi; 

− moTxovnebis organizeba; 

− formebis ageba. 
 

 
monacemTa bazis marTvis sistema Microsoft Access 

 
Microsoft Office programebidan monacemTa bazebis damuSavebisa da 

marTvis sistema Access interfeisis sirTuliT gamoirCeva, is ufro 
profesiuli programebis rigs miekuTvneba, vidre farTo moxmarebisas, 
rogorebicaa Word an Excel. 

monacemTa bazaSi ori sruliad gansxvavebuli obieqti igulisxmeba: 
TviT baza, monacemebis uzarmazari masivebi da programa _ monacemTa 
bazis marTvis sistema (mbms), romelic mTeli am informaciuli sivrcis 
efeqturad gamoyenebis saSualebas iZleva. swored monacemTa marTvis 
sistemas Seswevs nebismier moTxovnaze savsebiT konkretuli pasuxis 
gacemis unari da drois umcires monakveTSi uzarmazari masivebidan 
saWiro monacemebis Sesabamisi formiT mowodeba.  

monacemTa bazis daproeqtebis sawyis etapze unda dadgindes Sesas-
vleli da gamosasvleli monacemebi, romlebsac bazis damproeqtebeli 
ayalibebs Tavisi samuSaos xasiaTis da misi marTvis miznebis 
gaTvaliswinebiT. 

ZiriTadi monacemebis siis Camoyalibebis Semdeg iqmneba bazis 
struqtura: dgindeba e.w. sabaziso cxrilebis CamonaTvali da maTSi 
Sesatani velebis siebi. monacemebis velebSi ganawilebis kriteriumad 
miiReba sxvadasxva cxrilebSi maTi gameorebis gamoricxva, radgan es 
gamoiwvevs kompiuteris mexsierebis araefeqtur gamoyenebas. am mizniT 
viyenebT relaciur (Relational) meTods, romlis ZiriTadi principi 
mdgomareobs imaSi, rom saWiro velebis garda cxrilebs vamatebT 
urTierTdamakavSirebel velebs – gasaReb- velebs.  

monacemTa bazebis fizikuri organizeba xdeba MMicrosoft Access-is 
saSualebiT. standartulad Access-is fails aqvs *.mdb gafarToeba 

Microsoft Access-is gaSveba SesaZlebelia: 

• samuSao magididan Sesabamis malsxmobze (iarliyze)  mausis 
orjer daWeriT; 

• amocanaTa panelis Start meniudan Semdegi TanmimdevrobiT:  
Start  Programs  Microsoft Office  Microsoft Access. 
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programis gaSvebis Semdeg axali monacemTa bazis Sesaqmnelad, 
marjvena New File meniuSi unda amovirCioT Blank Database  (sur. 4.1) 

 

 
Blank Database  reJimis arCevis Semdeg xdeba carieli monacemTa bazis 

failis damaxsovreba, vuTiTebT failis saxels (file name) da adgils 
diskze (Save in) da Create sabrZanebo RilakiT vadasturebT bazis Seqmnas. 

sur. 4.1

 
 

 
 

Microsoft Access-is ZiriTadi obieqtebi 

 
Microsoft Access-is ZiriTadi obieqtebia (Object): cxrilebi _ Tables, 

moTxovnebi _ Queries, formebi _ Forms, reportebi _ Reports, makrosebi _  
Macros, modulebi _ Modules. 

 
Table – cxrilebi gamoiyeneba in-
formaciis Sesanaxad. 
Queries – moTxovnebi momxmarebels 
aZlevs saSualebas miiRos saWi-
ro monacemebi erTi an ramode-
nime cxrilidan da maTi saSuale-
biT Seasrulos garkveuli ga-
moTvlebi.  
Forms – formebi momxmarebels 
saSualebas aZlevs martivad da 
TvalsaCinod imuSaos monacemTa 
bazasTan. 
Reports – reportebi gankuTvnilia 

iseTi dokumentis Sesaqmnelad, romelic SeiZleba Semdgom amovbeWdoT. 

sur. 4.2 

Macros – makrosebi aris programa (brZanebaTa erToblioba), romelic 
asrulebs garkveul funqcias (moqmedebas). 
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Modules – modulebi iZleva saSualebas Visual Basic programirebis enis 
saSualebiT SevasruloT mTeli rigi funqciebi. 

 
 
 
 

cxrilis Seqmna 
 

monacemTa bazebis agebas viwyebT cxrilebis (Tables) SeqmniT, 
romelsac gaaCnia sami reJimi: Open – bazaSi arsebuli  cxrilis gaxsna, 
Design – cxrilis redaqtireba, New –  axali cxrilis Seqmna. 

New – axali cxrilis Seqmnis brZanebis gaaqtiurebiT ekranze gamova 
New Table dialoguri fanjara (sur. 4.2),  sadac virCevT cxrilis Seqmnis 

meTods: 
 
Datasheet View –  cxrilis daTvaliereba da 
monacemebis Setana; 
Design View – cxrilis velebis Seqmna da mona-
cemTa tipebis gansazRvra; 
Table Wizard – cxrilis Seqmna ostatis daxmare-
biT; 
Import table – cxilis Seqmna monacemTa importi-
rebiT sxva programidan; 

Link Table – cxrilis mibma sxva monacemTa bazasTan. 
 
cxrilis agebis pirvel etapze xdeba cxrilis velebis da monacem-

Ta tipebis gansazRvra, amisaTvis virCevT cxrilis Seqmnis  Design View 
meTods. ekranze gamoCndeba cxrilis velebis Seqmnis da monacemTa 
tipebis gansazRvris fanjara (sur. 4.4).  

Field Name – svetSi 
ikrifeba cxrilSi 
Semavali velebis 
dasaxeleba; 
Data Type – ganisaz-
Rvreba monacemTa 
tipi; 
Deseription – komenta-
rebi velis Sesaxeb. 
 

 
 
 

 
monacemTa tipi gansazRvravs informaciis saxes, romelic Seinaxeba 

Sesabamis velSi. qvemoT moyvanil cxrilSi aRwerilia monacemTa tipebi: 
 

Text 
teqsturi monacemi, romlis moculoba ar unda 
aRematebodes 255 simbolos. 

Memo 
teqstur-cifruli monacemi, romlis moculoba ar 
unda aRematebodes 64000 simbolos. 

sur. 4.3 

sur. 4.4
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Number 
cifruli monacemi Seicavs ricxviT mniSvnelobebs 
romelTa zomaa 1, 2, 4, an 8 baiti, romelic 
ganisazRvreba velis TvisebebSi - Field Size. 

Date/Time TariRis da drois mniSvneloba.  

Currency 
fuladi mniSvneloba, es aris ricxvebi romlebic 
Seicaven 15 Tanrigs mTel nawilSi da 4 Tanrigs 
aTwilad nawilSi.  

Auto Number 
mricxveli, romelic avtomaturad nomravs yovel 
axal Canawers.  

Yes/No 
logikuri monacemi, romelmac SeiZleba miiRos 
WeSmariti an mcdari mniSvnelobebi 

OLE Object 
Seicavs obieqts, romlis moculobac ar unda 
aRematebodes 128 mbaits. 

Hyperlink 
hiperkavSirebi, sadac inaxeba failis an internet 
gverdis misamarTi. 

Lookup Wizard 
gamoiyeneba velSi Sesatan mniSvnelobaTa 
SesazRudad. 

 
 
mag: SevqmnaT Semdegi cxrili: 

ID-
piradi 

saxeli 
gvari 

dabadebis 
TariRi 

suraTi misamarTi 
Web gverdis 
misamarTi 

1 
merab 
barbaqaZe 

11/12/1970  avWalis 5 www.barby.ge 

2      

 

 
 
 

velis tipebis gansazRvris Semdeg xdeba erTerT velze pirveladi 
gasaRebis miniWeba. aseT velSi ar SeiZleba monacemis ganmeoreba da 
Semdgom am velis saSualebiT xdeba dakavSireba sxva cxrilebTan. 
pirveladi gasaRebis dayeneba: 
movniSnavT im vels, romelzec gvinda pirveladi gasaRebis dayeneba da 

instrumentebis velidan gavaaqtiuroT  Primery Key sabrZanebo Rilaki. 
 

cxrilis velebis, monacemTa tipebis gansazRvrisa da pirveladi 
gasaRebis miniWebis Semdeg xdeba cxrilis damaxsovreba (Save). cxrilis 
damaxsovrebis Semdeg, monacemebis Sesatanad gadavdivarT cxrilis 
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daTvaliereba da monacemebis Setana reJimSi. amisaTvis instrumentebis 

velidan gavaaqtiuroT  View+ Datasheet View brZaneba (sur. 4.5).  

 
sur. 4.5 

 
 

 grafikuli obieqtis Casma 

virCevT velis tips OLE Object, gadavdivarT cxrilis daTvalerebis 
(monacemTa Setanis) reJimSi – View+Datasheet View an Table+Open, kursors 
vayenebT Sesabamis velSi da vaZlevT brZanebas Insert+Object, vrTavT Create 
from File reJims da Brows-iT virCevT sasurvel fals (suraTs). 

 
 hiperkavSirebis Casma 

virCevT velis tips Hyperlink, gadavdivarT cxrilis daTvalerebis 
(monacemTa Setanis) reJimSi – View+Datasheet View an Table+Open, kursors 
vayenebT Sesabamis velSi da vaZlevT brZanebas Insert+Hyperlink: 

1. Link to file or URL-iT xdeba failis (Brows), internet saitis (http://) 
an safosto misamarTis (mailto:) dakavSireba; 

2. Named location in file – kavSirebi failis SigniT. 
 

 CamoSladi velis Seqmna 

winaswar vsazRvravT monacemis tips da Semdeg SevdivarT Lookup 
Wizard-Si. ekranze gamodis dialoguri fanjara sadac SegviZlia avirCioT 
erT-erTi Semdegi variantebidan:  

1. I want the lookup column to look up the values in a table or query – monacemebis 
gadmotana sxva cxrilidan an moTxovnidan (Next-iT gadavdivarT 
Semdeg etapze); 

Tavdapirvelad virCevT cxrils; saidanac gvinda monacemebis gadmo-
tana, Semdeg Available Fields-Si vniSnavT saWiro velis dasaxelebas da > 
gadagvaqvs Selected Fields-Si, dasasruls What label would you like for your lookup 
column-Si vuTiTebT velis dasaxelebas da Finish RilakiT vadasturebT 
CamoSladi velis Seqmnas. 

 
2. I will type in the values that I want – monacemTa winaswari gansazRvra da 

Setana (akrefa).  
am variants virCevT im SemTxvevaSi Tu velSi Sesatani mniSvnelobis 

gansazRvra da akrefa xdeba momxmareblis mier (sxva cxrilidan ar 
gadmogvaqvs). Number of Columns – velSi vuTiTebT gaxsnadi velis svetebis 
raodenobas, Col1 – svetis calkeul striqonebSi Segvaqvs saWiro 
mniSvnelobebi. 

 
 
 
 

 116



velis Tvisebebi 
 

garda monacemTa tipisa yovel vels gaaCnia individualuri 
Tvisebebi Field Properties (sur. 4.4), romelic gansazRvravs Tu rogor unda 
warmovadginoT da SevinaxoT Sesabamisi monacemi. velis Tvisebebi 
damokidebulia monacemTa tipze. 

qvemoT moyvanilia velis Tvisebebi da maTi aRwera 

Field Size gansazRvravs velis maqsimalur sigrZes; 

Format monacemTa warmodgenis formati; 

Decimal Places 
gansazRvravs aTwilad ricxvebSi wiladi nawilis Tan-
rigTa raodenobas. (e.i. mZimis Semdeg cifrTa raodenobas); 

Input Mask gansazRvravs maska monacemTa Setanis dros; 

Caption velis dasaxeleba, romelsac Access gamoiyenebs formebSi. 

Default Value velis sawyisi mniSvnelobis gansazRvra; 

Validation 
Rule 

gansazRvravs mravalricxovan mniSvnelobebs, romlebic 
SeiZleba mieniWos am vels; 

Velidation Text 
Setyobineba, romelic gamoitaneba ekranze velSi aras-
wori monacemis Setanis dros; 

Required miTiTeba imis Sesaxeb, rom am velis Sevseba aucilebelia; 

Aloow Zero 
Length 

miTiTeba, rom mocemulma velma SeiZleba miiRos nulo-
vani mniSvneloba (sigrZe); 

Indexed miTiTeba SeiZleba Tu ara am velSi monacemis ganmeoreba. 

 
 
Field Size 
teqsturi tipis velis sigrZea 1-dan 255 simbolomde. 
ricxviT vels SeiZleba mieniWos Semdegi mniSvnelobebi: 
 

Byte mTeli ricxvebi 0-dan 225-is CaTvliT (1 baiti) 

Integer mTeli ricxvebi -32768-dan 32767-mde  (2 baiti) 

Long Integer 
mTeli ricxvebi –2147483648-dan 2147483647-mde (4 
baiti) 

Single 
eqvsniSna aTwiladi ricxvebi -3,402823E38-dan 
3,402823E38-mde (4 baiti) 

Double 
aTniSna aTwiladi ricxvebi -1,79769313486232 E308-
dan 1,79769313486232 E308-mde (8 baiti) 

 
 
Validation Rule – velSi vuTiTebT pirobas (qvemoT moyvanilia SesaZlo 
operatorebi), romelic unda daakmayofilos am velSi Semavalma 
mniSvnelobebma. 
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operatori daniSnuleba 

or an 
and da 

< naklebia 
<= naklebi an toli 

> metia 

>= meti an toli 
= toloba 

<> ar aris toli 
IN mravalricxovan monacemTa Sedarebis gaerTianeba. 

mag: IN(“108940”, “108941”, “108942”, “108943”)  
igivea rac “108940” or “108941” or “108942” or “108943” 

BETWEEN monacemTa Sualedis (diapazonis) miTiTeba.  
mag: BETWEEN 5 and 20,  igivea rac >5 and <20 

LIKE monacemTa Sedareba Sablonis gamoyenebiT. 
Sablonad SeiZleba gamoviyenoT: 
? – cvlis erT nebismier simbolos; 
* - cvlis nebismieri raodenobis simbolos; 
# - cvlis erT cifrul simbolos; 
aseve SegviZlia kvadratul frCxilebSi ([]) 
mivuTiToT simboloTa sia (diapazoni);  
! – miTiTebul simboloTa uaryofa; 
mag: LIKE”(!0##[a-m]*tbilisi)” e.i. monacemi iwyeba ori 
nebismieri cifriT, garda nulisa, Semdeg 
nebismieri raodenobis simbolo a-m Sualedidan da 
unda damTavrdes tbilisi-T. 

 
SeniSvna: pirobaSi calkeuli operandi (monacemi) unda CavsvaT brWyaleb-
Si mag. “108940”; 
Tu gvaqvs droiTi an TariRis monacemi maSin is unda CavsvaT # 
simboloebSi mag. #01.15.74#. 
 
Input Mask – monacemTa maskireba (maskis gamoyeneba xdeba nebismieri tipis 

monacemisaTvis garda Memo, Auto Number da 
OLE Object). 
Input mask – velSi vuTiTebT maskas. (simbo-
loebi, romelTa gamoyenebac SesaZlebelia 
maskaSi miTiTebulia qvemoT); 
Placeholder character – virCevT maskis Sablons; 
Try It – velSi SesaZlebelia maskis Semowmeba. 

 
 
 
 
 

sur. 4.6  
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cxrilSi moyvanilia maskis simboloebi da maTi daniSnuleba: 
simbo-
loebi 

daniSnuleba 

0 am poziciaze SeiZleba Setanili iqnas cifrebi,  
ar daiSveba - , + da daSoreba; 

9 am poziciaze SeiZleba Setanili iqnas cifrebi da 
daSoreba,  
ar daiSveba - da +; 

# am poziciaze SeiZleba Setanili iqnas cifrebi, 
daSoreba,  
- da +; 

L am poziciaze SeiZleba Setanili iqnas asoebi; 

? am poziciaze SeiZleba Setanili iqnas asoebi da 
daSoreba; 

A am poziciaze SeiZleba Setanili iqnas asoebi da 
cifrebi;  

a am poziciaze SeiZleba Setanili iqnas asoebi, cifrebi 
da daSoreba; 

C am poziciaze SeiZleba Setanili iqnas nebismieri 
simbolo da daSoreba; 

. aTwiladi nawilis mTelisagan gamoyofa; 

, aTasebis gamoyofa 

:;-/ gamyofebi drois da TariRis gamoyenebisas; 
 
 
 
 
 

cxrilebis dakavSireba 
 

cxrilebis dasakavSireblad instrumentebis velidan virCevT 

Relationships ( ) an Tools+ Relationships, ekranze gamodis dialoguri 
fanjara Show Table, sadac mausis orjer 
daWeriT rigrigobiT virCevT saWiro cxrilebs 
da vxuravT fanjaras. Semdeg mausis 
saSualebiT erTi cxrilidan dasakavSirebeli 
veli gadagvaqvs sxva cxrilis Sesabamis 
velze, ekranze gamodis dialoguri fanjara 
Relationships (sur. 4.7), sadac vrTavT Semdeg 
reJims Enforce Referential Integrity 
• Cascade Update Related Fields – dakavSirebul 

velTa kaskaduri ganaxleba; sur. 4.7
• Cascade Delete Related Fields – dakavSirebul 

velTa kaskaduri waSla. 
 
cxrilebs Soris kavSiris waSla:  

instrumentebis velidan virCevT Relationships movniSnavT kavSiris 
xazs, romlis waSlac gvinda da Delete. 
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moTxovnebis organizeba 
 

moTxovnebis (QUERIES)  saSualebiT momxmarebels SeuZlia amoarCios 
saWiro monacemi erTi an ramodenime cxrilidan da Seasrulos maTze 
garkveuli moqmedebebi.  

moTxovnebis asagebad, virCevT moTxovnebis obieqts Queries  New  
Design View ekranze gamodis dialoguri fanjara, sadac virCevT moTxovnis 
asagebad saWiro cxrilebs + Add da vxuravT fanjaras. ekranze 
gamoCndeba moTxovnili fanjara (sur. 4.8). 

 
fanjris zeda nawilSi mo-

Tavsebulia momxmareblis mier 
arCeuli cxrilebi, romlis mi-
xedviTac igeba moTxovna. 

 
 
 
 
 

sur. 4.8  
 

moTxovnis velebi: 
Field – velis dasaxeleba; 
Table – cxrilis dasaxeleba, sadac inaxeba Sesabamisi velis 

mniSvnelobebi; 
Sort – monacemTa dalageba: Ascending – zrdadobis mixedviT, Ascending – 

klebadobis mixedviT; 
Show – Tu reJimi CarTulia velis monacemebi Cans ekranze, Tu gaTiSulia 

ara; 
Criteria – moTxovnis piroba, romlis mixedviTac xdeba monacemTa amorCeva;  
Or – damatebiTi moTxovna.  
 

moTxovnis pirobis formirebisaTvis (akrefisaTvis) gamoiyeneba igive 
operatorebi rac velis TvisebebSi (Validation Rule) mniSvnelobaTa pirobis 
miTiTebisas. (aRwera ixileT wina TavebSi). 

 
 
 
 
 
 

formebis ageba 

 
monacemTa bazaSi gamoyenebis simartivisa da sixSiris TvalsazrisiT 

forma yvelaze mniSvnelovani obieqtia. igi bazis gare samyarosTan 
urTierTobis saukeTeso saSualebaa, radgan momxmarebeli programis 
yoveli gaSvebisas muSaobs formasTan – Seaqvs monacemebi, marTavs pro-
cesebs da a.S. am dros cxrilebi da moTxovnebi misTvis rCeba uxilavi. 
gamomdinare aqedan, formis Seqmnis dros didi yuradReba eqceva mis 
garegnul saxes. 

 120



forma momxmarebels, erTis mxriv, monacemebis uSualod cxrilebSi 
Setanis saSualebas aZlevs (Tanac cxrilebTan Seuxeblad), meores mxriv 
– moTxovnebis damajamebel cxrilebs lamazi da TvalsaCino xediT 
warmoaCens. amrigad, formas viyenebT: monacemebis Setanis, redaqtirebis 
(monacemebis damateba, amoReba, damalva, gamoTvla da a.S.), bazis muSaobis 
mimdinareobis marTvis (monacemebis Zebna, gafiltvra, makrosebisa da 
Visual Basic procedurebis gamoyeneba da sxv.) da, agreTve, informaciis 
sabeWd mowyobilobaze gatanis mizniT.  

formebis umetesoba cxrilebis da moTxovnebis safuZvelze iqmneba.  
SesaZlebelia  kombinirebuli variantic. Access-s aqvs formis agebis 
avtomatizebis saSualebebi – avtoformebi. avtoformebiT igi garkveul 
standartul struqturebs gvTavazobs.  

 
formebis asagebad, virCevT formis  Form obieqts da vaaqtiurebT New 

brZanebas. ekranze gamodis New Form dialoguri fanjara (sur. 4.9), 
romelSic virCevT formis agebis avtoformis sasurvel variants. 
avtoformis gamoyenebiTi formis agebis sami varianti arsebobs: Columnar - 
formis velebis svetebad ganlageba,  Tabular - striqonebad da Datasheet- 
cxrilis tipis formis ageba. 

 Columnar  tipis forma asaxavs erTi 
Canaweris yvela  vels,  igi 
mosaxerxebelia monacemebis Setanisa da 
redaqtirebisaTvis.  

 Tabular tipis forma asaxavs CanawerTa 
jgufs, misi gamoyeneba mosaxerxebelia 
monacemebis sabeWd mowyobilobaze 
gatanis dros.  

 Datasheet tipis forma garegnulad ar 
gansxvavdeba sabazo cxrilisagan. sur. 4.9 

 
New Form dialoguri fanjris (sur. 4.9) qveda nawilSi, Choose the table or 
query where the object’s data comes from velSi, CamosaSleli siidan, avarCevT im 
cxrils an moTxovnas, romlis safuZvelze igeba forma da vaaqtiurebT 
OK sabrZanebo Rilaks.  

forma avtomaturad Seiqmneba da mzadaa gamosayeneblad – monace-
mebis Setanis da sxva moqmedebebis Casatareblad. yuradReba mivaqcioT 
imas, rom avtoforma mxolod erT obieqts (cxrils an moTxovnas) 
efuZneba. 
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Tavi 5. prezentaciebi 
 

E1. sabazo done: 

− Microsoft PowerPoint-is garemos zogadi mimoxilva; 

− prezentaciis Seqmnis reJimebi; 

− slaidis damateba, gadaadgileba, dublireba, waSla; 

− prezentaciis asaxvis reJimebi; 

− slaidebis gaformeba standartuli maketebisa da dizainis gamoyene-
biT. 

 
 

Microsoft PowerPoint-is garemos zogadi mimoxilva 
 

Microsoft PowerPoint warmoadgens gamoyenebiTi programuli uzrunvel-
yofis paketis Microsoft Office-is programas, romlis  daniSnulebaa 
eleqtronuli prezentaciebis Seqmna.  Microsoft PowerPoint-is saSualebiT 
Seqmnili faili warmoadgens kompiuteris ekranze demonstraciisaTvis 
momzadebuli slaidebis krebuls. TiToeuli slaidi SeiZleba Seicavdes 
teqsts, grafikas, cxrilebs, diagramebs, videofragmentebs da sxva 
obieqtebs. kargad struqturirebuli da gaformebuli prezentacia 
aadvilebs moxsenebis Sinaaris aRqmas. slaidebis Sinaarsi, dizaini da 
ekranze warmodgenis Tanamimdevroba ganisazRvreba prezentaciis Seqmnis 
procesSi. 
 Microsoft PowerPoint -is gaSveba SesaZlebelia: 

• samuSao magididan Sesabamis malsxmobze (iarliyze)  Microsoft 
PowerPoint mausis orjer dawkapunebiT; 

• amocanaTa panelis Start meniudan Semdegi TanamimdevrobiT:  
Start  Programs  Microsoft Office  Microsoft PowerPoint  

Microsoft PowerPoint-s gaaCnia standartuli fanjris agebuleba (sur. 
5.1), romelic Sedgeba: saTauris, menius, instrumentebis, statusis anu 

mdgomareobis, vertikaluri 
da horizontaluri 
gadafurcvlis velebisa da 
samuSao arisagan (am velebis 
aRwera ixileT Microsoft Word-
is garemos zogadi mimo-
xilva). 

2 3
1 

Microsoft PowerPoint-is 
fanjris centraluri nawili 
Sedgeba oTxi sxvadasxva 
daniSnulebis arisagan:  4 
1. Slide Pane – slaidis are; 
2. Outline Pane – struqturis 

are; 
sur. 5.1 

3. Task Pane – amocanaTa 
paneli; 

4. Notes Pane  – SeniSvnis are. 
slaidis areSi SesaZlebelia prezentaciis calkeul slaidze 

muSaoba: teqstis Seyvana da redaqtireba, grafikuli  da sxva obieqtebis 
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ganTavseba, animaciuri efeqtebis gansazRvra da slaidis  calkeuli 
elementebis formatireba. 

 
struqturis areSi warmodgenilia ori CanarTi:   

- Outline Tab – struqturis CanarTi, sadac aisaxeba prezentaciis 
TiToeuli slaidis mxolod teqsturi SigTavsi (yvela donis 
saTaurebi da ZiriTadi teqsti). 

- Slides Tab slaidebis CanarTi, sadac aisaxeba prezentaciis yvela sla-
idis Tanamimdevroba. slaidebi warmodgenilia Semcirebuli 
masStabiT, rac aadvilebs iseTi operaciebis Sesrulbas, rogoriaa 
saWiro slaidis moZebna da gaaqtiureba, slaidis gadaadgileba, 
waSla da sxva. 
 
amocanaTa are Seicavs xSirad gamoyenebad brZanebebs da mniSvne-

lovnad aCqarebs prezentaciis Seqmnisa da redaqtirebis process. Tu 
amocanaTa are ar aris gamotanili ekranze, misi gaaqtiureba 
SesaZlebelia View   Task Pane brZanebiT.  

 
SeniSvnebis areSi SesaZlebelia TiToeul slaidTan dakavSirebuli 

damatebiTi informaciis Seyvana. Ees informacia SeiZleba gamoiyenos mom-
xsenebelma prezentaciis  demonstraciis dros. 

 
 
 
 
 

prezentaciis Seqmnis reJimebi 
 

axali saprezentacio dokumentis Seqmna SesaZlebelia sxvadasxva 
reJimebis gamoyenebiT. File  New brZanebis gaaqtiurebiT ekranze, samuSao 
aris marjvniv, gamodis New Presentation fanjara (sur. 5.2), saidanac 
SegviZlia avirCioT prezentaciis Seqmnis reJimi: 

- Blank presentation – carieli saprezentacio 
dokumentis Seqmna. am reJimis arCevisas 
momxmarebeli TviTon gansazRvravs prezentaciis 
struqturas, dizains, obieqtebis ganlagebas da 
a.S. 

- From Design Template – dizainis mza Sablonze 
dafuZnebuli saprezentacio dokumentis Seqmna. 

- From AutoContent Wizard – prezentaciis Seqmna 
dokumentis struqturis avtoSemdgeni ostatis 

daxmarebiT. am reJimSi saprezentacio dokumentis Seqmnis procesi 
mimdinareobs dialogis formiT, sadac calkeul dialogur fanjaraSi 
virCevT prezentaciis tips, stils, parametrebs da a.S. 

sur. 5.2
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teqstTan muSaoba 
 

slaidze teqsti Tavsdeba specialurad gamoyofil adgilas, romel-
sac teqsturi are ewodeba. slaidze SeiZleba gvqondes ramdenime 
teqsturi are. Tu prezentacia Seqmnilia dokumentis struqturis 
avtoSemdgeni ostatis (AutoContent Wizard) daxmarebiT, slaidi ukve Seicavs 
teqstis gansazRvrul areebs, sadac SegviZlia davayenoT kursori (mausis 
erTjer dawkapunebiT) da klaviaturidan avkrifoT sasurveli teqsti.  

Tu prezentaciis Sesaqmnelad viyenebT dizainis mza Sablonis 
(Design Template) an carieli saprezentacio dokumentis (Blank Presentation) 
Seqmnis  reJimebs, slaidis maketSi gveqneba saTauris (Click to add title) da 
qvesaTauris (Click to add subtitle) teqsturi areebi, sadac kursoris dayenebis 
Semdeg SesaZlebelia klaviaturidan Sesabamisi teqstis akrefa. 

teqstis formatireba/redaqtirebisaTvis gamoiyeneba Microsoft Office-is 
standartuli saSualebebi, romelic ganxilulia Microsoft Word-is 
SesaZleblobebis aRwerisas. 

saWiroebis SemTxvevaSi SesaZlebelia usargeblo teqsturi aris 
waSla da axlis damateba. teqsturi aris wasaSlelad movniSnoT 
teqsturi CarCo (moniSvna xdeba Sesabamisi teqsturi aris CarCoze mausis 
dawkapunebiT) da klaviaturidan gavaaqtiuroT Delete Rilaki.  

axali teqsturi aris damateba SesaZlebelia Drawing - xatvis 

instrumentebis velidan  Text box brZanebis saSualebiT, romlis 
gaaqtiurebis Semdeg, slaidze gadaadgilebisas, mausis maCvenebeli 
miiRebs jvris formas, ris Semdegac SegviZlia sasurvel adgilze 
davxazoT teqsturi CarCo. miRebul teqstur areSi SesaZlebelia 
avkrifoT sasurveli Sriftis, zomis, stilis teqsti.  

 
 

 teqstis mdebareobis, orientaciisa da velebis gansazRvra 
teqsturi aris Seqmnis, teqstis akrefisa da formatirebis Semdeg 

SesaZlebelia teqstur areSi teqstis mdebareobis, orientaciisa da 
velebis gansazRvra.  

teqsturi aris parametrebis gansazRvra SesaZlebelia mocemuli 
brZanebebidan erT-erTis gamoyenebiT: 

1. movniSnoT Sesabamisi teqsturi are da gavaaqtiuroT Format  
Placeholder brZaneba;  

2. moniSnul teqstur CarCoze konteqsturi meniudan Format Placeholder 
brZanebis gaaqtiurebiT; 

3. Sesabamis figuraze mausis orjer 
daWeriT. 

ekranze gamodis Format Placeholder 
dialoguri fanjara (sur. 5.3), romlis Text 
Box CanarTSi ganisazRvreba: 

Text anchor point – CamonaTvalidan gani-
sazRvreba teqstur areSi teqstis mdebare-
oba. 

Internal margin – ganyofilebaSi mieTiTeba 
teqstis daSoreba (velis zoma) teqsturi 
aris kideebidan. 
   Top – zeda velis zoma; 

sur. 5.3 
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   Bottom – qveda velis zoma; 
   Left – marcxena velis zoma; 
   Right  – marjvena velis zoma. 

 
Word wrap text in AutoShape – CamrTveli uzrunvelyofs teqsturi aris 

Sevsebis SemTxvevaSi teqstis gadatanas axal striqonze (e.i. 
didi moculobis teqsti, teqsturi aris SigniT avtomaturad 
daiyofa striqonebad). 

Resize AutoShape to fit text – CamrTveli uzrunvelyofs teqsturi aris zomis 
regulirebas masSi akrefili teqstis mixedviT.  

Rotate text within AutoShape by 900 – CamrTveli uzrunvelyofs teqstur areSi 
teqstis mobrunebas 900-iT. 

 
 
 abzacis formatireba 

saprezentacio dokumentSi abzacis formatirebisaTvis gavaaqtiuroT 
Format  Line Spacing brZaneba. ekranze gamodis Line 
Spacing dialoguri fanjara (sur. 5.4) Semdegi 
parametrebiT: 
 
Line Spaceing – striqonebs  Soris daSoreba; 
Before paragraph – wina abzacamde daSoreba; 
After paragraph – Semdeg abzacamde daSoreba. 
 sur. 5.4 
 

 
 
 
 
 

slaidis damateba, gadaadgileba, dublireba, waSla 
 
 prezendaciaSi slaidis damateba SesaZlebelia mocemuli brZanebe-
bidan erT-erTis gamoyenebiT: 
- Insert  New Slide brZanebis gaaqtiurebiT;  

- formatizaciis instrumentebis velidan  Rilakis 
gaaqtiurebiT; 

- Ctrl da M klaviSTa kombinaciT. 
axali slaidis damateba xdeba aqtiuri slaidis Semdeg da aqvs 

winaswar gansazRvruli struqtura (saTaurisa da ZiriTadi teqstis 
areebi), romlis Secvla SesaZlebelia momxmareblis survilisamebr. 

 
slaidis gadaadgileba SesaZlebelia struqturis aris Slides Tab 

slaidebis CanarTidan. movniSnoT Sesabamisi slaidi da mausze 
xelauRebliv gadavitanoT sasurvel poziciamde.  

 
slaidis dublireba gvWirdeba maSin, roca arsebuli slaidis safuZ-

velze vapirebT axali slaidis Seqmnas. slaidis dublireba 
SesaZlebelia mocemuli brZanebebidan erT-erTis gamoyenebiT: 
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- struqturis aris Slides Tab slaidebis CanarTidan movniSnoT Sesabamisi 
slaidi da gavaaqtiuroT Insert  Dublicate Slide brZaneba;  

- struqturis aris Slides Tab slaidebis CanarTidan movniSnoT Sesabamisi 
slaidi da gavaaqtiuroT Edit  Dublicate brZaneba;  

- struqturis aris Slides Tab slaidebis CanarTidan movniSnoT Sesabamisi 
slaidi, gavaaqtiuroT Ctrl klaviSi da mausze xelauRebliv 
gadavitanoT moniSnuli slaidi sasurvel poziciamde; 

- Ctrl da D klaviSTa kombinaciT. 
 

slaidis waSla SesaZlebelia mocemuli brZanebebidan erT-erTis 
gamoyenebiT: 
- struqturis aris Slides Tab slaidebis CanarTidan movniSnoT Sesabamisi 

slaidi da gavaaqtiuroT Delete klaviSi.  
- struqturis aris Slides Tab slaidebis CanarTidan movniSnoT Sesabamisi 

slaidi da gavaaqtiuroT Edit  Delete Slide brZaneba;  
 
 

 slaidis Casma sxva failidan 

prezendaciaSi sxva failidan slaidis Casma SesaZlebelia Insert  
Slides From Files brZanebis gaaqtiurebiT. ekranze gamodis Slides Finder 
dialoguri fanjara (sur. 5.5). 

failis amorCeva, saidanac gvinda 
slaidebis Casma SesaZlebelia mocemuli 
saSualebidan erT-erTis gamoyenebiT: 
- File velSi vkrifavT failis misamarTs; 
- Browse sabrZanebo Rilakis gaaqtiurebiT, 
ekranze gamodis Browse dialoguri fan-
jara, sadac virCevT Sesabamis fails. 

 
 
 

failis 
arCevis Semdeg 

Slides Finder dialoguri fanjris (sur. 5.6) 
Select slide velSi gamoCndeba arCeul failSi 
arsebuli salaidebi.  

sur. 5.5 

calkeuli slaidebis Casasmelad mov-
niSnoT Sesabamisi slaidi da gavaaqti-
uroT Insert sabrZanebo Rilaki. 

Tu gvsurs mimdinare prezentaciaSi 
arCeuli failis yvela slaidis Casma  
gavaaqtiuroT Insert All sabrZanebo Rilaki. 

 
sur. 5.6  
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prezentaciis asaxvis reJimebi 
 

Microsoft PowerPoint-s aqvs prezentaciis asaxvis sami ZiriTadi reJimi, 
romelTa arCeva SesaZlebelia 
- View menius Sesabamisi brZanebis (Normal, Slide Sorter, Slide Show) gaaqtiure-

biT; 
- PowerPoint-is fanjris qveda marcxena kuTxeSi moTavsebuli Rilakebis 

saSualebiT. 

Normal  View Slide  Show

Slide  Sorter View  
                                                                

Normal – normaluri daTvalierebis reJimi. am reJimSi SesaZlebelia 
slaidze muSaobis yvela saSualebis gamoyeneba. swored am reJimSi 
aisaxeba ekranze struqturis, slaidisa da SeniSvnis areebi.  

Slide Sorter – slaidebis dalagebis reJimi. am reJimSi ekranze Cans 
yvela slaidi Semcirebuli masStabiT. calkeuli slaidebis redaqtireba 
SeuZlebelia, magram mosaxerxebelia mTliani prezentaciis 
dasaTvaliereblad da slaidebze operaciebis Sesasruleblad 
(slaidebis gadaadgileba, waSla, kopireba). 

Slide Show – prezentaciis Cvenebis reJimi. am reJimis saSualebiT 
xdeba prezentaciis dinamikuri demonstrireba kompiuteris mTel ekranze, 
sadac aisaxeba slaidebis elementebisTvis gansazRvruli efeqtebi. 
prezentaciis marTva SesaZlebelia ekranis marcxena kuTxeSi arsebuli 
instrumentebiT (wina slaidze gadasvla, prezentaciis dros monaxazebis 
Seqmna, End Show – prezentaciis Cvenebis reJimidan gasvla, Semdeg slaidze 
gadasvla). 

 
 
 
 

slaidebis gaformeba standartuli maketebisa  
da dizainis gamoyenebiT 

 
 slaidis maketis arCeva 

prezentaciis Seqmnisa da axali slaidis 
damatebisas Tavdapirvelad slaidebs aqvs 
winaswar gansazRvruli struqtura (saTaurisa da 
ZiriTadi teqsti areebi), romlis Secvla 
SesaZlebelia momxmareblis survilisamebr. 
PowerPoint-i gvTavazobs slaidebis maketebis mza 
Sablonebis koleqcias, romelTa safuZvelzec 
SegviZlia slaidis struqturis gansazRvra. 

axali failis (File  New)  an slaidis (Insert  
New Slide) Seqmnisas amocanaTa panelSi aisaxeba 
Slide Layout paneli, sadac mocemulia maketebis mza 
Sablonebis koleqcia (sur. 5.7).  

TiToeuli Sabloni warmoadgens slaidze 
obieqtebis garkveul kombinacias. mag. slaidis 

sur. 5.7
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centrSi ganTavsebuli prezentaciis saTauri, prezentaciis saTauri da 
Temebis CamonaTvali, arCeviTi obieqtebis struqturiT da a.S.  

mza Sablonebis koleqciidan sasurveli maketis arCeva xdeba mausis 
dawkapunebiT Sesabamis maketze. 

 
slaidis maketis arCevis Semdeg, xdeba slaidze teqstisa da 

obieqtebis ganTavseba. saWiroebis SemTxvevaSi SesaZlebelia slaidis 
struqturis Secvla da damatebiTi obieqtebisa da teqsturi areebis 
damateba. 

slaidis maketis Secvla SesaZlebelia mocemuli brZanebebidan erT-
erTis gamoyenebiT: 

- movniSnoT Sesabamisi slaidi da gavaaqtiuroT Format  Slide Layout 
brZaneba;  

- Sesabamis slaidze konteqsturi meniudan Slide Layout brZanebis 
gaaqtiurebiT; 

amocanaTa panelis areSi aisaxeba Slide Layout paneli, sadac mocemuli 
maketebis mza Sablonebis koleqciidan virCevT slaidis sasurvel makets.  
 

 
 slaidis fonis gansazRvra 

prezentaciis gaformebis mizniT SesaZlebelia slaidebs ganvusaz-
RvroT foni. SeiZleba gvqondes saerTo an yoveli slaidisaTvis 
individualurad SerCeuli foni. 

slaidis fonis gansazRvra SesaZlebelia mocemuli brZanebebidan 
erT-erTis gamoyenebiT: 
-  movniSnoT Sesabamisi slaidi da gavaaqtiuroT Format  Background 

brZaneba; 
- movniSnoT Sesabamisi slaidi da konteqsturi meniudan gavaaqtiuroT 

Background brZaneba. 
ekranze gamodis Backgroung dialoguri fanjara (sur. 
5.8). 

Background fill - CamoSlad velSi virCevT slaidis 
fonis fers.  
- damatebiTi ferebis asarCevad gavaaqtiuroT More 

Colors brZaneba, ekranze gaixsneba axali fanjara 
Colors, romlis Standart CanarTSi feradi 
mravalkuTxedis sasurvel ferze daWeriT, xolo 
Custom CanarTSi mcocavis gadaadgilebiT ferTa 
sasurvel speqtrSi avirCevT slaidis fonis fers. 

- fonis efeqtebis Sesaqmnelad Background fill CamoSlad 
velSi gavaaqtiuroT Fill Effects brZaneba. ekranze 

gamodis Fill Effects  dialoguri fanjara, sadac SegviZlia amovirCioT 
fonis efeqtebi: Gradients - fonis Sevseba gardamavali ferebiT, Texture - 
fonis Sevsebas teqsturiT, Pattern - fonis daStrixva da Picture - fonis 
Sevseba suraTiT. 

sur. 5.8 

 
 Apply – sabrZanebo Rilaki uzrunvelyofs arCeuli fonis 

gamoyenebas mxolod mimdinare slaidisTvis; 
Apply to All  –arCeuli fonis gamoyenebas yvela slaidisTvis. 
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 slaidis gaformeba dizainis Sablonis gamoyenebiT 

garda slaidebis fonebiT gaformebisa, PowerPoint-i prezentaciis 
dizainis mza SablonebiT gaformebis saSualebas iZleba. 

slaidis dizainis gansazRvra SesaZlebelia mocemuli brZanebebidan 
erT-erTis gamoyenebiT: 
-  movniSnoT Sesabamisi slaidi da gavaaqtiuroT Format  Slide Design 

brZaneba; 
- movniSnoT Sesabamisi slaidi da konteqsturi meniudan gavaaqtiuroT 

Slide Design brZaneba. 
- formatizaciis instrumentebis velidan  sabrZanebo Rilakis 

gaaqtiurebiT. 
 

amocanaTa panelis areSi aisaxeba Slide Design paneli, sadac 
mocemulia slaidis gaformebis dizainis mza Sablonebis koleqcia. 
Sablonis asarCevad davayenoT mausi sasurveli dizainis Sablonze da 
gavxsnaT meniu (sur. 5.9).  

 
Apply to All Sides - brZaneba 
uzrunvelyofs arCeuli 
dizainis gamoyenebas 
prezentaciaSi Semavali 
yvela slaidisTvis. 
Apply to Selected Sides -  
brZaneba uzrunvelyofs 
arCeuli dizainis 
gamoyenebas mxolod 
mimdinare slaidisTvis. 

Tu erTi da igive 
dizainis gamoyeneba 
gvsurs prezentaciis 
ramdenime slaidisTvis, 
struqturis aris Slides 
Tab slaidebis 
CanarTidan movniSnoT 

(Ctrli klaviSisa da mausis saSualebiT) sasurveli slaidebi da Sesabamisi 
dizainis Sablonis meniudan gavaaqtiuroT Apply to Selected Sides brZaneba. 

sur. 5.9

TiToeul dizainis Sablons aqvs sakuTari saxeli, romelic ekranze 
gamodis Sesabamis Sablonze mausis dayenebiT. slaidze dizainis 
gasauqmeblad Apply a design Template   CamonaTvalSi movZebnoT da 
gavaaqtiuroT dizainis Sabloni - Default Design. Ddizaini gauqmdeba yvela 
slaidze. Tu dizainis gauqmeba gvinda mxolod erT an ramdenime 
slaidisaTvis, movniSnoT Sesabamisi slaidebi da  Default Design Sablonis 
meniudan gavaaqtiuroT Apply to Selected Sides brZaneba. 
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E2. saSualo done: 

− cxrilis Seqmna da formatireba; 

− blok-sqemis Seqmna da formatireba; 

− diagramis Seqmna da redaqtireba;  

− prezentaciis marTva hiperkavSirebisa da aqtiuri Rilakebis 
gamoyenebiT; 

− prezentaciis gaformeba animaciuri efeqtebiT; 

− slaidze video da audio efeqtis damateba. 
 

 
cxrilis Seqmna da formatireba 

 
prezentaciaSi cxrilis Seqmna SesaZlebelia mocemuli brZanebebidan 

erT-erTis gamoyenebiT: 

1. standartuli (Standard) instrumentebis velidan  Insert Table  Rilakis 
gamoyenebiT. gavaaqtiuroT aRniSnuli Rilaki da mausze xelauRebliv 
movniSnoT sasurveli raodenobis ujrebi. gamosaxulebis bolo 
striqonSi iwereba striqonebisa da svetebis raodenoba. 

2. gavaaqtiuroT Insert  Table brZaneba.  
3. avirCioT cxrilis Semcveli slaidis maketi (gavaaqtiuroT Format  

Slide Layout brZaneba da avirCioT Sesabamisi maketi) da gavaaqtiuroT 
cxrilis damateba. 

2-3 meTodis gamoyenebisas ekranze gamodis dialoguri fanjara Insert 
Table (sur. 5.10), sadac vuTiTebT: 

   Number of columns – svetebis raodenoba; 
   Number of rows – striqonebis raodenoba. 
 

cxrilis agebis Semdeg, misi formatirebis 
SesaZleblobas iZleva cxrilebisa da CarCoebis 
instrumentebis veli View  Toolbars Tables and Borders. 
 sur. 5.10

 
 
 

 
blok-sqemis Seqmna da formatireba 

 
prezentaciaSi blok-sqemebis ageba SesaZlebelia mocemuli brZanebe-

bidan erT-erTis gamoyenebiT: 
1. Insert  Diagram brZanebis gaaqtiurebiT; 

2. xazvis instrumentebis velidan  Insert Diagram or Organization Chart  Rila-
kis gaaqtiurebiT; 

3. avirCioT blok-sqemis Semcveli slaidis maketi 
(gavaaqtiuroT Format  Slide Layout brZaneba da 
avirCioT Sesabamisi maketi) da gavaaqtiuroT blok-
sqemis damateba. 
ekranze gamodisGDiagram Gallery dialoguri fanjara 

(sur. 5.11), sadac virCevT blok-sqemis tips (orga-
nizaciuli, wriuli, radianuli, da a.S.). 

sur. 5.11
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blok-sqemis sasurveli tipis arCevis Semdeg, slaidze aigeba 
minimaluri raodenobis blokebisagan Semdgari blok-sqema da ekranze 
gamodis damxmare instrumentebis veli Organization Chart, romlis 
saSualebiT SegviZlia movaxdinoT diagramebis struqturisa da formebis 
SerCeva-formatireba.  

calkeul blokebSi teqstis Sesayvanad davawkapunoT Click to add text 
da avkrifoT sasurvel teqsti. teqstis Sriftis, zomis, stilis 
gansazRvrisaTvis gamoiyeneba formatirebis instrumentebis veli. 

blok-sqemaSi calkeuli blokis damateba SesaZlebelia Organization 
Chart blok-sqemis organizebis instrumentebis velidan Insert Shape menius 
brZanebebis saSualebiT (sur. 5.12).  

Insert Shape menius Semdegi brZanebebis 
gamoyenebiT moniSnul bloks emateba: 
Subordinate – qveda donis bloki; 
Coworker – imave donis bloki; 
Assistant – damxmare bloki. 

sur. 5.12   
blok-sqemaSi calkeuli blokis waSla 

SesaZlebelia Sesabamisi blokis moniSvniT da Delete klaviSis 
gaaqtiurebiT.  

 
erTdroulad ramdenime blokis moniSvna SesaZlebelia Ctrl 

klaviSiT da mausiT. aseve blokebis erTdroulad moniSvnis saSualebas 
iZleva Organization Chart blok-sqemis organizebis instrumentebis velidan 
Select menius Semdegi brZanebebi (sur. 5.13): 

Level – moniSnavs aqtiuri blokis donis blo-
kebs; 
Branch – moniSnavs aqtiuri blokidan gamomdi-
nare blokebs (ganStoebebs); 
All Asistants – moniSnavs yvela damxmare bloks; 

sur. 5.13 All Connecting Lines – moniSnavs blok-sqemis 
yvela SemaerTebel xazs. 

 
bloks-sqemis formis anu blokebis ganlagebis gansazRvra 

SesaZlebelia Organization Chart blok-sqemis organizebis instrumentebis 
velidan Layout menius brZanebebis saSualebiT (sur. 5.14). movniSnoT erTi 
doniT zeda bloki anu Layout meniuSi arCeuli brZaneba vrceldeba 

moniSnuli blokis daqvemdebarebaSi myof 
blokebze (qveblokebze).  
Standart – blokebis standartuli ganlageba; 
Both Hanging – moniSnuli blokis orive mxares 
ganlageba; 
Left Hanging – moniSnuli blokis marcxniv 
ganlageba; 
Right Hanging – moniSnuli blokis marjvniv 

ganlageba; 

sur. 5.14 

AutoLayout – calkeuli blokis ganlageba SesaZlebelia avirCioT 
individualurad (mausis saSualebiT gadavaadgiloT). 
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 blok-sqemis formatireba 
blok-sqemis struqturis agebis Semdeg SeiZleba movaxdinoT misi  

formatireba. blok-sqemis formatis gansazRvra SesaZlebelia Organization 
Chart blok-sqemis organizebis instru-

mentebis velidan  Autoformat 
brZanebebis saSualebiT.  

ekranze gamodis Organization Chart 
Style Gallery dialoguri fanjara (sur. 
5.15). Select a Diagram Style velSi  
mocemulia blok-sqemis formatirebis 
stilebi, saidanac SesaZlebelia blok-
sqemis gaformebis gansazRvra.  

 
 sur. 5.15 

 
 

garda Autoformat-iT gansazRvruli gaformebis stilisa, SesaZlebelia 
blok-sqemis calkeuli blokebisa da maTi SemaerTebeli xazebis 
gaformeba xatvis instrumentebis velis saSualebiT. 

 Fill Color – blokis fonis gansazRvra (im SemTxvevaSi, Tu 
miTiTebul ferebSi sasurveli feri ar aRmoCnda, gaaqtiureT More Fill 
Colors brZaneba); 
 
blokebis  SemaerTebeli xazebis da blokis konturebis: 

 Line Color – feris arCeva; 

 Line Style – sisqisa da stilis arCeva; 

 Dash Style – wyvetilis stilis arCeva; 

 Arrow Style – isris stilis arCeva. 
 
calkeuli blokis formis Sesacvlelad (movniSnoT Sesabamisi 

bloki) xatvis instrumentebis velidan gavaaqtiuroT Draw  Change 
AutoShape brZaneba da mocemuli CamonaTvalidan SevarCioT sasurveli 
formis figura, romliTac Seicvleba moniSnuli bloki. 

 
 
 
 
 
 

diagramis Seqmna da redaqtireba  
 

prezentaciaSi diagramis/grafikis ageba SesaZlebelia mocemuli 
brZanebebidan erT-erTis gamoyenebiT: 

1. Insert  Chart brZanebis gaaqtiurebiT; 

2. standartuli instrumentebis velidan  Insert Chart  Rilakis 
gaaqtiurebiT; 
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3. avirCioT grafikis Semcveli slaidis maketi (gavaaqtiuroT Format  
Slide Layout brZaneba da avirCioT Sesabamisi maketi) da gavaaqtiuroT 
grafikis damateba. 

 
ekranze gamodisGDataSheet monacemTa cxrilis dialoguri fanjara 

(sur 5.16), romelSic unda SevitanoT 
grafikis monacemTa mniSvnelobebi. 

pirveli striqonis calkeul ujrebSi 
(1st Qtr, 2nd Qtr, 3rd Qtr-is nacvlad)  
mieTiTeba abscisaTa RerZze dasatan 
monacemTa dasaxelebebi. 

pirveli svetis calkeul ujrebSi 
(East, West, North-is nacvlad)  mieTiTeba 
asagebi grafikis dasaxelebebi. 

striqonebisa da svetebis gadakveTaze, 
Sesabamis ujrebSi mieTiTeba grafikis 
monacemTa ricxviTi mniSvnelobebi. 

 
 
mag. avagoT firmis I kvartlis 

Semosavlebisa da gasavlebis grafiki (sur. 5.17). 

sur. 5.16 

sur. 5.17

 
grafikis agebis Semdegac SesaZlebelia monacemTa cxrilSi 

cvlilebebis Setana, romelic avtomaturad aisaxeba grafikze. amisaTvis 
movniSnoT grafikis are (mausis orjer dawkapunebiT) da konteqsturi 
meniudan gavaaqtiuroT Datasheet brZaneba. 

 
 

 diagramis tipisa da Tvisebebis gansazRvra 
diargamis agebis Semdeg misi tipis gansazRvra 

SesaZlebelia mocemuli brZanebebidan erT-erTis 
gamoyenebiT: 
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1. standartuli instrumentebis velidan gavaaqtiuroT Chart type  Rilaki 
da mocemuli nimuSebidan amovirCioT grafikis tipi.  

 
 
 
2. grafikis areze gavxsnaT konteqsturi meniu da gavaaqtiuroT Chart  

Type brZaneba. ekranze gamodis Chart  Type 
dialoguri fanjara (sur. 5.16). 

Chart  Type – velSi virCevT grafikis 
kategorias. 

Chart  sub-type – velSi virCevT areuli 
kategoriidan grafikis tips. 
 
 
 
 
 
 
 

grafikis parametrebis gansasazRvravad grafikis areze gavxsnaT 
konteqsturi meniu da gavaaqtiuroT 
Chart Option brZaneba. ekranze gamodis 
Chart Option dialoguri fanjara (sur. 5.17) 
Semdegi CanarTebiT: 

sur. 5.16 

1. Title – CanarTSi mieTiTeba grafikisa 
da RerZebis saTaurebi. 

2. Axes – CanarTis saSualebiT 
SesaZlebelia grafikidan RerZebis 
CarTva/gamorTva. 

3. Gridlines – CanarTis saSualebiT SesaZ-
lebelia grafikze koordinatTa 

badis CarTva/gamorTva. 
sur. 5.17 

4. Legends – CanarTis saSualebiT SesaZlebelia grafikis ganmartebiTi 
warweris CarTva/gamorTva da misi adgilmdebareobis gansazRvra. 

5. Data Labels – CanarTis saSualebiT SesaZlebelia monacemTa gadatana 
grafikze. 

6. Data Table – CanarTis saSualebiT SesaZlebelia grafikze monacemTa 
cxrilis damateba. 

 
 

 diagramis formatireba 
diagramis nebismieri elementis moniSvna xdeba Sesabamis elementze 

mausis dawkapunebiT, romlis Semdeg SesaZlebelia moniSnuli elementis 
formatis gansazRvra.  

grafikis zogierTi elementi TviTonve Seicavs calkeul 
komponentebs. aseTi komponentebis mosaniSnad jer unda movniSnoT mTeli 
elementi, xolo Semdeg mausis ganmeorebiTi dawkapunebiT konkretuli 
komponenti. mag. Tu gvsurs monacemTa mwkrivis erTi konkretuli grafis 
an monakveTis moniSvna, jer mausis erTjer dawkapunebiT vniSnavT 
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mTlianad monacemTa mwkrivs, xolo Semdeg ganmeorebiTi dawkapunebiT 
konkretul grafas an monakveTs. 

calkeul elementze mausis orjer dawkapunebiT ekranze gamodis 
Sesabamisi elementis formatirebis dialoguri fanjara.  

grafikis areSi mausis orjer dawkapunebiT ekranze gamodis grafikis 
aris formatirebis Format Chart area dialoguri fanjara (sur. 5.18). 

Patterns CanarTi Sedgeba ori ganyofilebisagan: 
Border ganyofilebaSi ganisazRvreba xazis: 

Style – stili, Color – feri Weight – sisqe. 
Area ganyofilebaSi ganisazRvreba moniS-

nuli obieqtis fonis (Sida aris) feri da Fill 
Effects  – Casxmis efeqtebi. 
 
Font CanarTis saSualebiT ganisazRvreba 
teqstis Srifti, stili, zoma, feri da 
damatebiTi efeqtebi. 
 sur. 5.18 

 
moculobiTi grafikebis SemTxvevaSi monacemTa 

mwkrivis formatirebis Format Data Series dialoguri 
fanjara (sur. 5.19) Seicavs Shape CanarTs, romelSic 
ganisazRvreba moniSnuli monacemTa mwkrivis 
figuris forma. 

monacemTa mwkrivis forma gansxvavebuli mwkri-
visaTvis SeiZleba iyos sxvadasxva. 

 
 
grafikebis umravlesoba Seicavs sakoordinato 

sistemas, romlis RerZebis formatirebis Format Axis 
dialoguri fanjara (sur. 5.20) Seicavs Scale 

CanarTs. 

sur. 5.19

im SemTxvevaSi rodesac xdeba 
mniSvnelobaTa (Y, Z) RerZis formatireba Scale 
CanarTSi SesaZlebelia Semdegi parametrebis 
gansazRvra: 

Minimum da Maximum velebSi ganisazRvreba 
RerZze gadazomili minimaluri da maqsimaluri 
mniSvnelobebi. 

Major until da Minor until velebSi 
ganisazRvreba Skalis didi da patara 
danayofebis mniSvnelobebi. 

Display untils – velSi ganisazRvreba Skalis 
danayofis erTeulis zoma (asi, aTasi da a.S.), romelic mieTiTeba 
grafikze. 

sur. 5.20 
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prezentaciis marTva hiperkavSirebisa da aqtiuri Rilakebis 
gamoyenebiT 

 

 
 hiperkavSiris Seqmna mimdinare prezentaciaSi 

hiperkavSiri aris mimarTva sxva obieqtze (slaidze, failze, veb 
gverdze da a.S.), romlis damateba SesaZlebelia rogorc teqstze, aseve 
grafikul gamosaxulebaze. hiperkavSiris Camatebis SemTxvevaSi, Sesabamisi 
obieqti gamoiyofa gansxvavebuli formatiT da mausis maCvenebels masTan 
miaxloebisas xelis forma eqneba. Sesabamisad misi gaaqtiurebiT 
obieqtidan gadasvla moxdeba mimarTviT (hiperkavSiriT) gansazRvrul 
misamarTze. 

hiperkavSirebis Seqmna SesaZlebelia mocemuli brZanebebidan erT-
erTis gamoyenebiT: 

- movniSnoT Sesabamisi teqsti an grafikuli obieqti da 
gavaaqtiuroT Insert  Hyperlink brZaneba;  

- movniSnoT Sesabamisi teqsti an grafikuli obieqti da 

standartuli instrumentebis velidan gavaaqtiuroT  Insert 
Hyperlink sabrZanebo Rilaki;  

- Ctrl da K klaviSTa kombinacia. 
ekranze gamodis Insert Hyperlink dialoguri fanjara (sur. 5.21). 

 
Link to ganyofileba uzrunvelyofs 

mimarTvis obieqtis amorCevas.  
mimdinare prezentaciis sxva 

slaidze mimarTvis Sesaqmnelad 
gavaaqtiuroT Place in this Document 
reJimi.  

Select a place in this documnet – velSi 
gamoCndeba mimdinare prezentaciaSi 
arsebuli slaidebis sia, saidanac 
virCevT Sesabamis slaids. 

sur. 5.21 

hiperkavSirebis Seqmna xdeba prezentaciis normaluri daTvalierebis 
reJimSi (Normal), xolo mimarTvis gamoZaxeba SesaZlebelia prezentaciis 
Cvenebis reJimSi (Slide Show). 

 
hiperkavSirebis gasauqmeblad movniSnoT Sesabamisi teqsti an grafi-

kuli obieqti da konteqsturi meniudan gavaaqtiuroT Remove Hyperlink 
brZaneba. 

 
 hiperkavSiris Seqmna failze, veb gverdsa da el. fostaze 

sxadasxva failze, veb gverdsa da el. fostaze hiperkavSirebis 
Seqmna SesaZlebelia mocemuli brZanebebidan erT-erTis gamoyenebiT: 

- movniSnoT Sesabamisi teqsti an grafikuli obieqti da 
gavaaqtiuroT Insert  Hyperlink brZaneba;  

- movniSnoT Sesabamisi teqsti an grafikuli obieqti da 

standartuli instrumentebis velidan gavaaqtiuroT  Insert 
Hyperlink sabrZanebo Rilaki;  

- Ctrl da K klaviSTa kombinacia. 
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ekranze gamodis Insert Hyperlink dialoguri fanjara (sur. 5.22). 
Link to ganyofileba uzrunvel-

yofs mimarTvis obieqtis amorCevas.  
sxva failze an veb gverdze 

(internetis misamarTze) mimarTvis 
Sesaqmnelad gavaaqtiuroT Place in this 
Document reJimi da ganvsazRvroT 
Semdegi parametrebi: 
1. failze mimarTvis Sesaqmnelad 

Look in velSi avirCioT diski, 
saqaRalde da faili, romelic 
unda gaixsnas hiperkavSiris 

gaaqtiurebisas. 

sur. 5.22 

2. veb gverdze mimarTvis Sesaqmnelad Address velSi avkrifoT Sesabamisi 
internet misamarTi (URL-s). 
axal failze mimarTvis Sesaqmnelad Look to ganyofilebaSi 

gavaaqtiuroT Greate New Document reJimi (sur. 5.23).  
Name of new document – velSi vkrifavT 
axali failis saxels. 
Fuul path – ganyofilebaSi miTi-
Tebulia axali failis Seqmnis 
adgili (diski saqaRalde). 
Change – sabrZanebo Rilaki 
uzrunvelyofs axali failis Seqm-
nis adgilisa da saxelis 
gansazRvras. 

When to edit  – ganyofileba 
gansazRvravs axali failis 

redaqtirebis saSualebas: 

sur. 5.23 

Edit th new document later – axali failis redaqtireba movaxdinoT Semdgom; 
Edit th new document now  – axali failis redaqtireba movaxdinoT Seqmnis-

Tanave. 
eleqtronul fostaze mimarTvis Sesaqmnelad Look to ganyofilebaSi 

gavaaqtiuroT E-mail Address reJimi da E-mail Address velSi avkrifoT el. 
fostis misamarTi.  

aseTi tipis hiperkavSiris gaaqtiurebisas ekranze gaixsneba werilis 
gasagzavni fanjara, romelSic miTiTebulia mimarTvaSi gansazRvruli 
el. fostis misamarTi, romelzec momxmarebels eqneba werilis gagzavnis 
saSualeba. 

 
 

 aqtiuri Rilakebi 
prezentaciis marTva mxolod meniusa da hiperkavSirebis saSualebiT 

arcTu mosaxerxebelia. amisaTvis slaidebze SeiZleba movaTavsoT 
aqtiuri Rilakebi, romelebzec prezentaciis Cvenebisas mausis daWeriT 
swrafad da martivad moxdeba navigacia slaidebze. 

aqtiuri Rilakebis Seqmna SesaZlebelia mocemuli brZanebebidan erT-
erTis gamoyenebiT: 

- gavaaqtiuroT Slide Show  Action Buttons menius Sesabamisi Rilaki; 
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- xazvis instrumentebis velidan gavaaqtiuroT AAutoShapes  Action 
Buttons menius Sesabamisi Rilaki; 

slaidze gadasvlisas mausis maCvenebeli miiRebs jvris formas. 
Rilakis ganTavsebis adgilas davxazoT oTxkuTxedi. ekranze gaixsneba 
Action Settings dialoguri fanjara (sur. 5.24), romelic Sedgeba ori  
CanarTisagan: 

1. Mouse Click – aqtiur Rilakze miniWebuli moqmedeba (brZaneba) 
Sesruldes Rilakze mausis daWeriT.  

2. Mouse Over – aqtiur Rilakze miniWebuli moqmedeba Sesruldes 
Rilakze mausis mitaniT (daWeris gareSe). 

 
orive CanarTi Seicavs erTi da igive daniSnulebis Semdeg velebs; 

Action on click – ganyofilebaSi ganisazRvreba 
aqtiur Rilakze mausis daWerisas Sesasrule-
beli moqmedeba. 
None – aqtiuri Rilakis moqmedebis (brZanebis) 
gauqmeba. 
Hyperlink to  – velSi aqtiur Rilaks SeiZleba 
mivaniWoT Semdegi moqmdebebi: 
- Next Slide – Semdeg salaidze gadasvla; 
- Previeus Slide – wina salaidze gadasvla; 
- First Slide – pirvel salaidze gadasvla; 
- Last Slide – bolo salaidze gadasvla; 
- Last SlideViewed – bolos naCveneb slaidze 
gadasvla; 

- End Show –  prezentaciis Cvenebis dasruleba; sur. 5.24 
- Slide –slaidze gadasvla; 

- URL –  internetis misamarTze gadasvla; 
- Other PowerPoint Presentation –  sxva prezentaciaze gadasvla; 
- Other File – sxva failze gadasvla; 

Run program  – programis gamoZaxeba (Browes sabrZanebo Rilakis 
saSualebiT avirCioT programa, romelic gaeSveba Sesabamisi Rilakis 
gaaqtiurebiT); 

Play sound  – aqtiur Rilakze audio failis mimagreba (Other sound 
reJimis arCeviT SegviZlia sxva audio failebis amorCeva). 

 
aqtiuri Rilakebis Seqmnisas Hyperlink to velSi avtomaturad airCeva 

masze gamosaxuli suraTis Sesabamisi moqmedeba. sasurvelia Rilakis 
daniSnuleba da masze gamosaxuli suraTi Seesabamebodes erTmaneTs. 

nimuSebad warmodgenili sanavigacio Rilakebis garda, momxmarebels 
aseve  SeuZlia Seqmnas aqtiuri Rilaki, mianiWos Sesabamisi moqmedeba da 
masze survilisamebr gamosaxos simbolo an daaweros teqsti.  

amisaTvis AAutoShapes  Action Buttons meniudan avirCioT  Custom 
aqtiuri Rilaki, Action Settings dialogur fanjaraSi ganvusazRvroT 
sasurveli moqmedeba. xazvis instrumentebis velidan Text Box-is 
gamoyenebiT Rilakze SevqmnaT teqsturi are, romelSic SesaZlebelia 
moqmedebis Sesabamisi teqstis an simbolos Casma (Insert  Symbol). 
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prezentaciis gaformeba animaciuri efeqtebiT 

 
 slaidis animaciebi 

prezentaciis gaformebis mizniT SesaZlebelia gamoviyenoT slaidis 
animaciuri efeqtebi.  

slaidis animaciuri efeqtebis gansazRvra SesaZlebelia mocemuli 
brZanebebidan erT-erTis gamoyenebiT: 
- movniSnoT Sesabamisi slaidi da gavaaqtiuroT Slide Show  Slide Transition 

brZaneba; 
- movniSnoT Sesabamisi slaidi da konteqsturi meniudan gavaaqtiuroT 

Slide Transition brZaneba; 
amocanaTa panelis areSi aisaxeba Slide Transition paneli (sur. 5.25), 

sadac Apply to selected slides velSi mocemulia slaidis animaciuri efeqtebis 
dasaxelebebi. 

Modify transition ganyofilebaSi ganisazRvreba: 
- Speed – animaciis Sesrulebis siswrafe (Slow-neli, 

Medium-saSualo, Fast-swrafi); 
- Sound – animaciaze xmovani efeqtis damateba. 

 
Advance slide ganyofilebaSi ganisazRvreba animaciis 

Sesruleba: 
- On mouse click – mausis dawkapunebis Semdeg; 
- Automatically after – prezentaciis Cvenebisas 

avtomaturad miTiTebuli drois Semdeg. 
 

Apply to All Slides sabrZanebo Rilaki uzrunvelyofs 
arCeuli animaciuri efeqtis gamoyenebas yvela slai-
disTvis. 

Play sabrZanebo Rilaki uzrunvelyofs arCeuli 
animaciuri efeqtis demonstirebas normaluri daTvali-
erebis reJimSi. 

Silde Show sabrZanebo Rilaki uzrunvelyofs prezen-
taciis Cvenebis reJimSi gadarTvas. 

 
 

sur. 5.25 
 
 

 obieqtebis animaciuri efeqtebi 
prezentaciis gaformebis mizniT slaidis animaciuri efeqtebis 

garda SesaZlebelia gamoviyenoT calkeuli obieqtebis animaciuri 
efeqtebi.  

obieqtebze animaciuri efeqtebis gansazRvra SesaZlebelia mocemuli 
brZanebebidan erT-erTis gamoyenebiT: 
- movniSnoT Sesabamisi obieqti (teqsti, suraTi da a.S.) da 

gavaaqtiuroT Slide Show  Custom Animation brZaneba; 
- movniSnoT Sesabamisi obieqti da konteqsturi meniudan gavaaqtiuroT 

Custom Animation brZaneba; 
amocanaTa panelis areSi aisaxeba Custom Animation paneli (sur. 5.26). 
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Add Effect – sabrZanebo 
Rilakis gaaqtiurebiT 
ekranze gamova 
animaciuri efeqtebis 
kategoriis Camo-
naTvali. 
- Enterance - obieqtis 
gamotanis efeqtebi; 

- Emphasis - yuradRebis 
gamaxvilebis efeqtebi; 

- Exit - obieqtis 
ekranidan gaqrobis 
efeqtebi; 

- Motion Path - obieqtis 
moZraobis traeqtori-
ebi. 

 
gavxsnaT animaciuri efeqtebis Sesabamisi kategoria da avirCioT sa-

surveli efeqti (efeqtis arCevisTanave moxdeba misi demonstrireba).  
calkeuli kategoriis animaciuri efeqtebis sruli CamonaTvalis ek-

ranze gamotana SesaZlebelia Sesabamis kategoriaSi Most Effect reJimis 
gaaqtiurebiT. E 

animaciuri efeqtis miniWebisas obieqtebi inomreba (1, 2, da a.S.) da 
aisaxeba Custom Animation 
panelSi (sur. 5.27). nume-
racia gansazRvravs pre-
zentaciis Cvenebisas 
animaciuri efeqtebis 
amoqmedebis Tanamimdev-
robas (animaciis amoq-
medebis Tanamimdevrobis 
Secvla SesaZlebelia 
Custom Animation panelSi 
arsebul CamonaTvalSi 
Sesabamisi animaciis 
dasaxelebis mausiT 
gadaadgilebiT).  

animaciuri efeqtis 
obieqtze miniWebis 
Semdeg slaidis areSi 
wyvetili wirebiT 
aRiniSneba calkeuli 
animaciuri efeqtis traeqtoria, romlis  dasawyisi aRniSnulia patara 
mwvane samkuTxediT, dasasruli ki wiTeli samkuTxediT. Sesabamisi wirisa 
da calkeuli samkuTxedebis gadaadgilebiT SegviZlia ganvsazRvroT 
animaciis traeqtoria. 

Custom Animation panelSi:  

sur. 5.26

sur. 5.27 

- Change - sabrZanebo Rilakis gaaqtiurebiT SesaZlebelia moniSnuli 
animaciuri efeqtis Secvla sxva efeqtiT. 
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- Remove - sabrZanebo Rilakis gaaqtiurebiT SesaZlebelia moniSnuli 
animaciuri efeqtis gauqmeba. 

- Start CamonaTvalis brZanebebi gansazRvravs prezentaciis Cvenebisas 
animaciuri efeqtis amoqmedebis dawyebis meTods:  
On Click - mausis dawkapunebis Semdeg; 
With Previous - wina animaciasTan erTdroulad; 
After Previous - wina animaciis dasrulebis Semdeg; 

- Speed - CamonaTvalis brZanebebi gansazRvraven animaciis Sesrulebis      
siswrafes. 

 
 
 
 
 

slaidze video da audio efeqtis damateba 
 

prezentaciis demonstrirebisas slaidebis fonad SeiZleba gamovi-
yenoT video da audio efeqtebi. 

slaidze video da audio efeqtebis damateba SesaZlebelia Insert  
Moivs and Sound menius Semdegi brZanebebis gaaqtiurebiT: 

Movie from Clip Organizer – video efeqtis damateba galereadan; 
Movie from File – video efeqtis damateba failidan; 
Sound from Clip Organizer – audio efeqtis damateba galereadan; 
Sound from File – audio efeqtis damateba failidan; 
Play CD Audio Track – audio efeqtis damateba kompaqt-diskidan.  
 
Movie from Clip Organizer da Sound from Clip Organizer brZanebebis gaaqti-

urebiT amocanaTa panelis areSi aisaxeba Clip Art paneli, sadac arCeuli 
brZanebis Sesabamisad mocemulia galereaSi arsebuli video an audio 
failebi. sasurveli video an audio efeqtis slaidze damateba 
SesaZlebelia Sesabamis failze mausis orjer dawkapunebiT an Sesabamisi 
meniudan Insert  brZanebis gaaqtiurebiT.  

audio efeqtis arCevisas ekranze gamodis dialoguri fanjara, sadac 
unda miuTiToT,  arCeuli audio faili prezentaciis Cvenebisas gaeSvas 
avtomaturad Tu mausis daWeriT. 

Automatically – audio faili gaeSveba slaidis 
Cvenebis dawyebisTanave;  

When Clicked – audio faili gaeSveba mausze 
daWeris Semdeg. 

 
 

Movie from File da Sound from File brZanebebis gaaqtiurebiT ekranze 
Sesabamisad gamodis Insert Movie an Insert Sound 
dialoguri fanjara, sadac virCevT disks da 
saqaRaldes, sadac Senaxulia Sesabamisi video an 
audio faili da vaaqtiurebT sasurvel fails.  

Play CD Audio Track brZanebis gaaqtiurebiT 
ekranze gamodis Insert CD Audio  
dialoguri fanjara (sur. 5.28). 
Clip Selection ganyofilebaSi ganisazRvreba: 

 141sur. 5.28



Start at Track – kompaqt-diskis im bilikis nomeri, saidanac iwyeba Sesabamisi 
faili;  
 End at Track  –  kompaqt-diskis bolo bilikis nomeri, sadac mTavrdeba 
Sesabamisi faili. 
time  –  velebSi Sesabamisad mieTiTeba melodiis dawyebisa da damTavrebis 
droiTi momentebi.  
 
Play option ganyofilebis Loop until stoped veli uzrunvelyofs, rom melodia 
JRerdes mTeli prezentaciis manZilze (CavrToT alami). 
 

Tu gvinda rom slaidis gaSvebis dros ar Candes  audio 
piqtogramis Rilaki, CavrToT Hide sound icon during slide show alami. 
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Tavi 6. informacia da komunikacia 
 

F1. sabazo done: 

− zogadi cnobebi;  

− internetis muSaobis principi; 

− internetis misamarTebis sistema; 

− Internet Explorer-is garemos zogadi mimoxilva; 

− saZiebo sistemebi; 

− veb-gverdis gadmowera lokalur diskze; 

− internetidan suraTebisa da failebis gadmowera; 

− eleqtronuli fosta; 

− safosto yuTis registracia; 

− eleqtronuli fostis gamoyenebiT Setyobinebis miReba da gagzavna. 
 

 
zogadi cnobebi  

 

1974 wels kompania IBM-is mier SemuSavebul iqna qseluri arqiteq-
turis Seqmnis proeqti, romelic qselur arqiteqturasa da standartizi-
rebis samuSaoebs iTvaliswinebda. dResdReobiT arsebobs ori tipis 
kompiuteruli qseli: globaluri da lokaluri.  

lokaluri qseli Local Area Network (LAN) - warmoadgens ori an meti 
urTierTdakavSirebuli kompiuterebisagan Semdgar sistemas, romelSic 
momxmarebels SeuZlia isargeblos saerTo resursebiT da romelic 
moTavsebulia mcire geografiul arealSi.  

globaluri qseli Wide Area Network (WAN) - warmoadgens sistemas, 
romelic aerTianebs or an met lokalur qselebs. isini SedarebiT 
SoriSorsaa ganlagebuli da SeerTebuli aris sakomunikacio saSuale-
bebiT (satelefono xazebiT, optikur-boWkovani kabelebiT, radiotalRe-
biTa da a.S.). amJamad. yvelaze did da farTo qsels warmoadgens 
interneti. 

internetSi anu globalur qselSi gaerTianebuli kompiuterebi SeiZ-
leba davyoT or jgufad: serverebad da klientebad. qselSi xdeba 
serverebisa da klientebis urTierTdakavSireba. 

serveri warmoadgens saerTo wyaros, romelic uzrunvelyofs: 
qselSi gaerTianebuli kompiuterebis saerTo momsaxureobas da 
emsaxureba resursebis gamoyenebas qselSi.  

termini serveri xSirad ixmareba kompiuteris mimarT, magram amave 
dros igi SeiZleba vixmaroT kompiuterSi momuSave programisaTvisac. 
bevri serveri gankuTvnilia mxolod erTi, specifiuri amocanis 
Sesasruleblad. mag.: el-fostis serveri iyenebs programas, romelic 
emsaxureba mxolod el-fostasTan dakavSirebul amocanebs; veb-serveri 
(qselis serveri) iyenebs programas, romelic emsaxureba mxolod qselTan 
dakavSirebul amocanebs. 

klienti aris calkeuli kompiuterebi, romlebic ukavSirdeba 
servers. saxlSi da xSir SemTxvevaSi ofisSi ganlagebuli kompiuterebi 
ar emsaxureba sxva kompiuterebs da amitom maT SeiZleba uwodoT klien-
ti. klient-kompiuterebSi moqmedebs individualuri kompiuteruli prog-
ramebi, romlebic asrulebs sxvadasxva amocanebs. mag.: el-fostis 
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kompiuteruli programa (Microsoft Outlook), internet brauzeri (Internet 
Explorer) warmoadgens klient-programebs. 

personalur kompiuterSi, romelic aris klienti, moqmedebs veb-
brauzeri (mag.: Internet Explorer) da igi warmoadgens klient-programas. 
rodesac am kompiuterze momxmarebeli eZebs informacias internetSi, veb- 
brauzeri ukavSirdeba moSorebiT myof servers da moiTxovs Sesabamis 
veb-gverds. moSorebiT myof serverSi amoqmeddeba serveris kompiuteruli 
programa da moTxovnili informaciis moZiebis Semdeg klientis ekranze 
gamoCndeba moTxovnili veb-gverdi. 

1991 wels Tim Berners-Lee-m, programuli uzrunvelyofis inJinerma, 
gamoigona msoflio globaluri qseli WWW (World Wide Web). qseli 
warmoadgens internet-serverebis sistemas, romelic emsaxureba specialu-
ri formatis dokumentebs.  

es specialuri formatis dokumentebi warmoadgens teqstur doku-
mentebs, romlebic Seqmnilia HTML-Si (Hypertext Markup Language) – speci-
alur maformatebel kompiuterul enaze. veb-brauzeri axdens am teqsturi 
dokumentis iseTnair interpretirebas, rom iqmneba veb gverdebi. 

veb-gverdebi Seicavs formatirebul teqstebs, grafikul masalas, 
animaciebs, audio da video failebs, romlebsac Tqven miuTiTebT mausze 
dawkapunebiT qselSi navigaciis (gadaadgilebis) dros. 

 
imisaTvis, rom daukavSirdeT internets, personaluri kompiuteri 

unda iyos aRWurvili modemiTa da brauzeriT. 
modemi (Modem) aris mowyobiloba, romelsac SeuZlia gardaqmnas 

kompiuteridan gamomavali monacemebi iseT formatSi, romelic SemdgomSi 
gadaicema kavSiris xazebiT. aseve gardaqmnis Semomaval monacemebs 
iseTnairad, rom kompiuters SeeZlos misi aRqma. modemi SiZleba iyos 
moTavsebuli personalur kompiuterSi – Sida modemi, aseve gamoiyeneba 
gare modemebi.  

veb-brauzeri (Web Browser) warmoadgens kompiuteris programuli 
uzrunvelyofis nawils, romlis saSualebiTac xdeba navigacia msoflio 
globalur qselSi. mag.: Internet Explorer, Mozilla Firefox, Safari, Netscape, Opera., 
Avant  da sxva.  

internet-provaiderebi. imisaTvis, rom daukavSirdeT internets, garda 
personaluri kompiuteris modemiTa da veb-brauzeriT aRWurvisa,  
saWiroa internet provaideri (ISP). internet-provaiderebi is kompaniebia, 
romlebic axorcielebs kavSirs internetTan. 

garkveuli saabonento da pirveladi CarTvis gadasaxadis safasurad 
Tqven SegiZliaT SeiZinoT internet-provaiderisagan specialuri progra-
mebis paketi. am paketSi gansazRvrulia Tqveni internetTan dakavSirebis 
pirobebi (dakavSirebis drois limiti, internetis siCqare da a.S.). 

 
 
 

 
internetis muSaobis principi 

 
rogorc  aRvniSneT, interneti Sedgeba erTmaneTTan dakavSirebuli 

araerTgvarovani qselebisagan. TiToeuli qseli SeiZleba aerTianebdes 
sxvadasxva tipis kompiuterebs. Aam  sistemaTa urTierTqmedebis uzrun-
velsayofad saWiroa erTiani saurTierTobo “ena” romlis movaleobas 
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asrulebs informaciis gacvlis ganawesi (Protocol). ganawesi  gansazRvravs 
qselSi informaciis moZraobis wesebs. 

ganasxvaveben ori tipis ganawesebs: sabazo da gamoyenebiTi. 
sabazo ganawesebi (qveda donis ganawesebi) uzrunvelyofen Setyobi-

nebebis fizikur gadaadgilebas qselSi. Ees ganawesebia TCP (Transmission 
Control Protocol – gadacemaTa marTvis ganawesi) da IP (Internet Protocol – 
internetis protokoli). rogorc wesi, orive ganawess wyvilad 
moixsenieben TCP/IP. TCP/IP ganawesi instalirebulia internetSi CarTul 
yvela kompiuterze specialuri programis saxiT. 

TCP/IP ganawesi uzrunvelyofs informaciis swraf da saimedo 
gadacemas. amisaTvis gasagzavni Setyobineba iyofa mcire zomis calkeul 
paketebad, inomreba, aRiWurveba specialuri misamarTiT da igzavneba. 

gamoyenebiTi ganawesebi (zeda donis ganawesebi) pasuxs ageben 
specialuri momsaxureobebis uzrunvelyofaze. magaliTad http ganawesi 
pasuxs agebs hiperteqsturi veb-gverdebis gadacemaze, ftp ganawesi- 
programebisa da monacemebis failebis, xolo SMTP da POP ganawesebi 
eleqtronuli fostis gadacemaze. yvela ganawesi moqmedebs sakuTari 
wesebis mixedviT da uzrunvelyofs pirobebs zeda donis ganawesisaTvis. 

 
 
 
 
 
 

internetis misamarTebis sistema 

 
internetSi CarTul TiToeul sakvanZo kompiuters (Host computer) 

eniWeba unikaluri IP misamarTi. Ees misamarTi calsaxad gansazRvravs 
kompiuteris mdebareobas internetis qelSi. IP misamarTi Sedgeba 
wertilebiT gayofili oTxi ricxvisgan. TiToeuli ricxvis mniSvneloba 
mdebareobs 0 dan 255-mde diapazonSi. mag.: 129.42.17.90 

momxmareblebisaTvis ricxvebiT Cawerili misamarTebis damaxsovreba 
sakmaod rTuli da mouxerxebelia. amitom, muSaobis gamartivebis mizniT, 
Seqmnilia domenur saxelTaA sistema (Doman Names System DNS) romlis 
mixedviTac TiToeul IP misamarTs Seesabameba unikaluri teqsturi 
saxeli. Mmag.: www.itvet.ge; www.microsoft.com.  

sakvanZo kompiuterTan dasakavSireblad SegviZlia gamoviyenoT ro-
gorc ricxviTi, aseve teqsturi misamarTi. domenur saxelTa serviss 
internetSi uzrunvelyofen specialuri DNS serverebi. TiToeul veb-
gverds aqvs sakuTari misamarTi internetSi, romelis aRmniSvnel 
terminad iyeneben inglisur abriviaturas URL, romelic resursebis, 
unificirebuli maCveneblis - Uniform Resource Locator – Semoklebul 
Canawers warmoadgens.  

misamarTis pirveli nawili http:// - rom informaciis gasacvlelad 
gamoiyeneba HTTP (Hypertext Transfer Protocol) hiperteqstis gadacemis 
protokoli, romelic gansazRvravs Tu rogor aris formatirebuli 
dokumenti da ranairad gadaicema igi internetSi. mag.: http://www.itvet.ge. 

informaciis internetSi gansaTavseblad, rogorc wesi erTi gverdi 
ar aris sakmarisi. amitom iqmneba erTmaneTTan dakavSirebuli ramodenime 
veb gverdi – Web Page, romelTa erTobliobas veb-saiti – Web Site 
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ewodeba. saitebi ganTavsebuli arian serverebze. xolo maTi dasaTvali-
ereblad momxmarebeli iyenebs saitis misamarTs. 

saitis misamarTi iwyeba www (word wild web) abriviaturiT, romelic 
gviCvenebs rom internetis kvanZi vebi qselSia CarTuli. (iSviTad veb- 
qselSi CarTul kvanZebs SeiZleba gaaCndes sxva prefiqsi). 

Semdeg modis dawesebuliebis, organizaciis saxelwodeba. misamarTis 
am nawils domeins uwodeben. yvela domeini registrirdeba erT 
organizaciaSi – InterNIC. romlis mizania misamarTebis dublirebis 
Tavidan acileba. 

veb-saitis misamarTis Semdeg nawilSi Cawerili sufiqsi 
organizaciis tips miuTiTebs. 

mag.: 
com – komerciuli organizaciebisa da sainformacio samsaxurebisaTvis; 
net – internetis momsaxure da kavSirgabmulobis dawesebulebebisaTvis; 
edu – arakomerciuli saganmanaTleblo dawesebulebebisaTvis; 
gov – samTavrobo dawesebulebebisaTvis; 
mil – samxedro organizacievisaTvis; 
org - sxva organizaciebisaTvis. 

 
misamarTis bolo sufiqsad gamoiyeneba qveynis Semoklebuli saxeli. 

mag.: ge – saqarTvelo, ru – ruseTi, uk - didi britaneTi da a.S. 
 

mag.: www.parliament.ge – saqarTvelos parlamentis misamarTia. 
 
 
 
 
 
 
 
 

Internet Explorer-is garemos zogadi mimoxilva 
 

Internet Explorer warmoadgens yvelaze popularul da gavrcelebul 
veb-brauzers. Aam programis saSualebiT SesaZlebelia veb-saitebis 
hiperteqsturi dokumentebis daTvaliereba da internetis resursebis 
gamoyeneba. 

Internet Explorer-is gaSveba SesaZlebelia: 

• samuSao magididan Sesabamis piqtogramaze  Internet Explorer 
mausis orjer daWeriT; 

• amocanaTa panelis Start meniudan Semdegi TanamimdevrobiT:  
Start  Programs  Internet Explorer. 

 
Internet Explorer-s gaaCnia standartuli fanjaris agebuleba.  Address 

samisamarTo velSi  iwereba veb 

saitis misamarTi da Enter klaviSiT an  RilakiT dasturdeba 
miTiTebuli misamarTis Sesabamisi saitis moZieba. Sedegad Internet Explorer-
is fanjaraSi gamoCndeba saitis Sesabamisi informacia. 

Internet Explorer-is instrumentebis velis Rilakebis aRwera: 
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 Back – Rilaki gamoiyeneba ukana gverdze dasabruneblad;  

 Forward – Semdeg gverdze dasabruneba (aqtiuria mxolod im 
SemTxvevaSi Tu davbrundiT ukan); 

 Stop – informaciis (veb gverdis) CamotvirTvis Sewyveta; 

 Refresh –informaciis CamotvirTvis ganaxleba; 

 Home Page –sawyis gverdze gadasvla; 

 - informaciis Zieba internetSi; 

 - favoriti saitebi, romlebsac xSirad vstumrobT; 

 History – daTvalierebuli veb-gverdebis Jurnali; 

 Mail – swrafi dakavSireba eleqtronul fostasTan; 

 Print –- veb-gverdis amobeWdvis SesaZlebloba; 
 

 
 
 
 
 

saZiebo sistemebi 
 

saZiebo sistemebi saSualebas iZleva moipovoT TqvenTvis saintereso 
informacia internetSi. informaciis Zieba xdeba ZiriTadi sakvanZo sit-
yvebis (keywords) saSualebiT. Zebnis Sedegad brauzerSi gamova veb-
gverdebis sia, romelic Seicavs am sityvebs.  

aseTi saZiebo sistemebis misamarTebia: www.Google.com, www.Yahoo.com, 
www.Excite.com, www.geres.ge, www.internet.ge. www.AltaVista.com, www.rambler.ru, 
ww.List.ru da sxva. 

sasurveli informaciis moZebna SegviZlia Tematuri katalogebis 
gamoyenebiT da sakvanZo sityvis an frazis saSualebiT. 

katalogi (Directory) warmoadgens Tematur kategoriebad dajgu-
febuli internet-misamarTebis eleqtronul krebuls. ganasxvaveben 
universalur katalogebs, romlebic Seicaven farTe Tematikis 
misamarTebis koleqciebs (magaliTad: biznesi, ganaTleba, politika, 
xelovneba, garToba, sporti . . . ) da specializirebul katalogebs, 
sadac warmodgenilia eqspertebis mier SerCeuli raime konkretul 
TematikasTan dakavSirebuli misamarTebi. universaluri katalogis 
mTavari mizania farTe auditoriis mozidva, xolo specializirebuli 
katalogi ZiriTadad studentebis, mkvlevarebisa da viwro sferos 
specialistebisaTvisaa gamiznuli. katalogebs adgenen moderatorebi 
romlebic yoveldRiurad aTvaliereben sxvadasxva serverebis SigTavss, 
aanalizeben iq arsebul informacias da axarisxeben katalogs Temebis 
mixedviT. 

katalogebis gamoyenebiT informaciis moZiebisas momxmarebeli 
irCevs Tematurad Sesabamis katalogs, Semdeg qvekatalogs da sabolood 
mocemuli saitebis CamonaTvalidan sasurvel veb-saits. 
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sakvanZo sityvebis saSualebiT informaciis moZiebisas, sakvanZo 
sityvebisagan Semdgari fraza Segvyavs saZiebo striqonSi (Search an Find 
velSi).  

momxmarebelma yuradReba unda miaqcios sakvanZo sityvebis marTl-
weras. mag. good will, goodwill, Goodwill, Goodwills, da Good Will mogvcems 
sxvadasxva Sedegs. 

sakvanZo fraziT informaciis moZiebis ramodenime xerxi: 

• gamoiyeneT AND (asomTavruliT), rodesac Tqven gindaT moZebnoT 
gverdebi, romlebic erTdroulad Seicavs ramdenime ganmsazRvrel 
sityvas. zogierTi saZiebo sistema AND-is magivrad iyenebs (+) niSans, 
mag. free AND coupon, an free + coupon. 

• gamoiyeneT NOT (asomTavruliT), rodesac gindaT gamoricxoT 
zogierTi sityva, an fraza. magaliTad, color  NOT red NOT blue (saRebavi 
ara wiTeli, ara lurji). 

• gamoiyeneT OR (asomTavruliT), rodesac Tqven zustad ar iciT 
ganmsazRvreli sityva. magaliTad, Nino Ananiashvili OR Burjanadze. 

• gamoiyeneT jgufuri simboloebi (Wildcards), rodesac ara xarT dar-
wmunebuli ganmsazRvreli sityvis marTlweraSi. gamoiyeneT (%) 
simbolo, rodesac ara xarT darwmunebuli erTi asos marTlweraSi da 
(*), rodesac ar iciT ramdenime aso, magaliTad post* mogcemT ramdenime 
Sedegs: postwar, postgame, postcard, an postmarital da sxva. 

• gamoiyeneT brWyalebi (“), rodesac eZebT garkveul frazas. mag. 
“Georgian Technical University”. 

 
 
 
 veb gverdis kodirebis Secvla 

arainglisurenovani veb-gverdis  daTvalierebisas SeiZleba warmo-
iSvas kodirebis problema anu ver wavikiTxoT gverdze arsebuli teqsti. 
saqme imaSia, rom zogierTi enisaTvis gamoiyeneba kodirebis ramodenime 
standarti. Aamitom, Tu aqtiuri veb-gverdis enis kodireba ar emTxveva 
brauzerSi Sesabamisi enisaTvis dayenebul kodirebas, momxmarebeli ver 
waikiTxavs veb-gverdze arsebul teqsts. A 

am problemis mosagvareblad avirCioT brZaneba View  Encoding da 
gamosul qvemeniuSi davawkapunoT kodirebis saWiro standartze. mag: 
Cyrrillic – rusuli, Unicode (UTF-8) -  Teqvsmetiani kombinaciebiT kodebis 
UNICODE sistema da a.S.  
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veb gverdis gadmowera lokalur diskze 
 

aqtiuri veb-gverdis lokalur diskze gadmoweris procesi xorci-
eldeba Semdegi mimdevrobiT: 
- gavaaqtiuroT File Save as brZaneba. ekranze gamova Save as dialoguri 

fanjara. 
- dialoguri fanjris File name velSi aisaxeba veb-gverdis saxeli. 

momxmarebels survilisamebr SeuZlia Secvalos veb-gverdis saxeli. 
- Save as type velSi ganisazRvreba veb-gverdis Caweris formati.  

1. Web Page, comlete – diskze Caiwereba veb-gverdi da masze 
ganlagebuli yvela obieqtis failebi; 

2. Web Archive – diskze Caiwereba veb-gverdis fotoasli; 
3. Web Page, HTML only – diskze Caiwereba veb-gverdi, masze  

ganlagebuli obieqtebis gareSe; 
4. Text only – veb-gverdi Caiwereba teqsturi failis saxiT. 

- gadmoweris brZanebis dadasturebisaTvis gavaaqtiuroT Save Rilaki. 
 

diskze gadmowerili veb-gverdis daTvaliereba SesaZlebelia inter-
netSi CarTvis gareSe. 
 
 
 
 

internetidan suraTebisa da failebis gadmowera 

 
veb-gverdze warmodgenili nebismieri grafikuli gamosaxuleba 

SeiZleba CavweroT lokalur diskze. amisaTvis mausis marjvena RilakiT 
davawkapunoT gamosaxulebis areSi da gaxsnil konteqstur meniuSi 
avirCioT brZaneba Save picture as, amis Semdeg ekranze gamodis Save as-is 
standartuli dialoguri fanjara, sadac mivuTiTebT  im adgils, sadac 
gvsurs aRniSnuli suraTis Senaxva da vadasturebT RilakiT Save. 

Aadamianebi internets xSirad grafikuli, musikaluri, video, 
programuli Tu sxva tipis failebis gadmosawerad iyeneben. rogorc wesi, 
failis gadmoweris procesi iwyeba veb-gverdze Sesabamis bmulze 
dawkapunebiT. Sedegad ekranze gamova dialoguri fanjara File Download, 
romelic gvaZlevs failis gaxsnis (Open) an diskze Caweris (Save) 
saSualebas. mizanSewonilia jer CaviweroT faili diskze, SevamowmoT 
antivirusuli programiT da mxolod mas Semdeg gavxsnaT. 
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eleqtronuli fosta 
 

momxmareblebis umetesoba internets pirvel rigSi iyenebs, el-
fostis gasagzavnad. el-fostis swrafi gavrceleba da popularoba 
ganpirobebulia misi moxerxebulobiT. eleqtronuli fosta ufasoa, misi 
safasuri Sedis im TanxaSi, romelsac momxmarebeli ixdis internetiT 
sargeblobisaTvis.  

el-fostis misamarTis struqtura: 
el-fostis misamarTi gamoiyeneba eleqtronuli gzavnilebis 

misaRebad an gadasagzavnad. igi iwereba inglisur enaze da Cveulebriv 
Sedgeba sami nawilisagan: momxmareblis saxelisagan, @ simbolosagan da 
safosto serveris domenis saxelisagan.  

momxmareblis saxeli yovelTvis ganlagebulia marcxniv @-simbo-
losagan da igi warmoadgens momxmareblis mier daregistrirebul samom-
xmareblo saxels safosto serverze. samomxmareblo saxeli irCeva 
momxmareblis survilis Sesabamisad da aqvs erTi SezRudva: safosto 
serverze ar unda iyos daregistrirebuli sxva momxmarebeli amave 
saxeliT. ra Tqma unda, saxeli unda iyos advilad dasamaxsovrebeli da 
unda JRerdes profesionalurad.  

eleqtronuli fostis misamarTSi gamoyenebulia laTinuri anbanis 
patara asoebi, radgan Tavad misamarTi asoTa registris mimarT sakmaod 
mgrZnobiarea. TumcaRa gamonaklisebi mainc arsebobs.  

 
imisaTvis, rom gavagzavnoT an miviRoT el-fosta, gamgzavnelsac da 

adresatsac sWirdeba el-fostis klient-programa mag. Microsoft Outlook. el. 
fostis programebis umetesoba erTi da igive principiT muSaobs.  

aseve arsebobs vebze dafuZnebuli elfosta, romlebsac yvela 
saSualeba gaaCnia rac el. fostis programas. mag.: mail.yahoo.com, 
www.hotmail.com, www.mail.ru, www.mail.com www.posta.ge da a.S. vebze 
dafuZnebuli elfostis upiratesobadD SeiZleba CaiTvalos, is rom 
momxmarebels SeuZlia Setyobinebis miReba da gagzavna nebismieri 
internetSi CarTuli kompiuteridan. am SemTxvevaSi miRebuli Setyobi-
nebebi inaxeba servisis provaideris kompiuterze.  

  
  

 
 
 
 

safosto yuTis registracia 
 
vinaidan, el-fostis programebis umetesoba erTi da igive principiT 

muSaobs, misi gamoyenebis principebs ganvixilavT erT-erTi programis 
safuZvelze da igive meTodebi SegiZliaT gamoiyeneoT sxva SemTxvevaSi. 
mag.: mail.yahoo.com 

imisaTvis rom gaxde vebze dafuZnebuli el-fostis servisis mom-
xmarebeli da gamoiyeno misi SesaZleblobebi, Tavdapirvelad unda 
daaregistriro sakuTari safosto yuTi anu elfostis misamarTi. 
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gavxsnaT internet brauzeri da Address velSi avkrifoT el-fostis 
misamarTi mail.yahoo.com.  

ekranze gamoCndeba yahoo-s safosto 
veb-saiti (sur. 6.1). Sign up Rilakis gaaq-
tiurebiT SesaZlebelia registraciis 
dawyeba. 

 
el fostis registraciis dros unda 
SevavsoT onlain forma (sur. 6.2) 
My Name – mieTiTeba momxmareblis   
            saxli da gvari; 
My Name – virCevT sqess (Male –mamrobi-
Ti, female -mdedrobiTi); 
Birthday – momxmareblis dabadebis 
TariRi; 

sur. 6.1 

I live in – qveyana sadac cxovrobT; 
Postal Code – qveynis safosto indeqsi. 
Yahoo!Id and Email – mieTiTeba el 

fostis samomxmareblo saxeli.  
(programa TviTonve gTavazobT 
saxelebs, romelTagan SegiZliaT 
amoirCioT erT_erTi); 

Password – mieTiTeba paroli. paroli 
saSualebas iZleva, safosto yuTi 
daicvas sxva momxmareblebis 
SeRwevisagan; 

Re-type Password – ganmeorebiT akrifeT 
igive paroli; 

Alternate Email  – alternatiuri 
elfostis misamarTi; 

Security Question  – amoirCieT kiTxva, 
romelsac programa dagisvamT, Tu 
gamoiyenebT parolis Sexsenebis 
serviss; 

Yous Answer – zemoT dasmul kiTxvaze 
pasuxi; 

sur. 6.2 Type the cods show  – akrifeT suraTze 
mocemuli kodi; 

Do you agree – gaaqtiureT Sesabamisi CamrTveli, raTa daeTanxmoT 
pirobebs. 

 
registraciis formebis Sevsebis Semdeg Create my Account sabrZanebo 

RilakiT xdeba registraciis dadastureba. 
ekranze gamova el-fostis misamarTis registraciis molocvis 

fanjara, momxmareblis mier miTiTebuli monacemebiT. safosto yuTSi 
Sesvla SesaZlebelia Continue sabrZanebo Rilakis gaaqtiurebiT. 

fanjaris zeda marcxena  kuTxeSi miTiTebulia 
momxmareblis safosto misamarTi. romlis qvemoT brZanebebiT 
SesaZlebelia: Sign Out gamosvla safoto yuTidan da My Account 
momxmareblis monacemebis daTvaliereba-redaqtireba. 
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safosto misamarTis registraciis Semdeg momxmarebels SeuZlia 
Setyobinebis (werilis) miReba da gagzavna nebismieri internetSi 
CarTuli kompiuteridan. am SemTxvevaSi miRebuli Setyobinebebi inaxeba 
servisis provaideris kompiuterze, momxmareblis pirad safosto 
saqaRaldeSi.  

 
 

eleqtronuli fostis gamoyenebiT Setyobinebis  
miReba da gagzavna 

 
imisaTvis rom gamoiyeno vebze dafuZnebuli el-fostis servisis 

SesaZleblobebi, unda gaaqturo sakuTari safosto yuTi. amisaTvis 
gavxsnaT internet brauzeri da Address velSi avkrifoT el-fostis 
misamarTi mail.yahoo.com (sur. 6.1).  

Yahoo ID – akrifeT el-fostis misamarTi; 
Passvord – akrifeT paroli 
Sign In sabrZanebo Rilakis gaaqtiurbiT gaixneba Sesabamisi safoto 

yuTi (sur. 6.3). 
 

 Setyobinebis miReba 
vebze dafuZnebuli el-fostis gamoyenebis SemTxvevaSi miRebuli 

Setyobinebebi inaxeba servisis 
provaideris kompiuterze. momxma-
rebels SeuZlia maTi naxva saku-
Tari el-fostis saSualebiT.  

zemoT aRwerilia rogor 
unda Sevides momxmarebeli 
sakuTar el fostaSi. miRebuli 
Setyobinebebis (werilebis) siis 
naxva SesaZlebelia Semdegi brZa-
nebebidan erT-erTis Check Mail an 

Inbox gaaqtiurebiT.  

sur. 6.3 

ekranze gamoCndeba miRebuli Setyobinebebis sia (sur. 6.3).  
From – svetSi weria visganaa Setyobineba; 
Subject –Setyobinebis saTauri; 
Date – Setyobinebis miRebis TariRi; 
Size – Setyobinebis zoma. 
 
Sesabamis Setyobinebaze mausis daWeriT, ekranze gamoCndeba Set-

yobinebis SigTavsi (teqsti, suraTi da a.S.). 
 

 
 Setyobinebis gagzavna 

sanam Setyobinebas gavagzavniT saWiroa movamza-
doT gasagzavni informacia da ganusazRvroT ramode-
nime parametri. Setyobinebis momzadebisaTvis sakuTari 
elfostis yuTidan gavaaqtiuroT New   Email Massage 
brZaneba (sur. 6.4). 

sur. 6.4 
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ekranze gamova Setyobinebis momzadebis fanjara (sur. 6.5), romelSic 
unda ganisazRvros Semdegi parametrebi: 

 

 
sur. 6.5

To – velSi mieTiTeba Setyobinebis adresatis eleqtronuli fostis 
misamarTi; 

Cc – velSi SeiZleba miuTiToT ramodenime adresatis eleqtronuli 
fostis misamarTi erTdroulad; 

Subject – Setyobinebis saTauri. 

Semdeg gavamzadoT (avkrifoT) Setyobinebis Sesabamisi teqsti. 
gaformebisaTvis SeiZleba gamoviyenoT mocemuli teqstis gaformebis 

instrumentebi da  (Send) sabrZanebo Rilakis gaaqtiurebiT 
aRniSnuli Setyobineba gaegzavneba adresats. 
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F1. saSualo done: 

− failis gagzavna eleqtronuli fostis saSualebiT; 

− elfostis misamarTebis wignis organizeba; 

− safosto saqaRaleebi da maTi daniSnuleba; 

− favoriti saitebis CaniSvnebis organizeba; 

− daTvalierebuli veb-gverdebis Jurnali; 

− sawyisi gverdis Seqmna; 

− furclis parametrebis gansazRvra da veb-gverdis beWdva. 
 

 
failis gagzavna eleqtronuli fostis saSualebiT 

 
garda teqsturi Setyobinebisa eleqtronuli fostis saSualebiT 

SesaZlebelia sxvadasxva tipis failebis gagzavna. amisaTvis gavaaq-
tiuroT Setyobinebis momzadebis brZaneba New   Email Massage, gan-
vsazRvroT Setyobinebis adresati da saTauri (sur. 6.5).  

Setyobinebaze failis misamagreblad gavaaqtiuroT  (Attach) 
sabrZanebo Rilaki. ekranze gamova failis 
arCevis Choose file standartuli fanjara (sur. 
6.6).  

Look in velSi virCevT disks, romelzec 
aris Cawerili gasagzavni faili, Semdeg 
Sesabamis saqaRaldes da sakuTriv fails 
(failis amorCeva xdeba mausis orjer 
daWeriT). 

failis amorCevis Semdeg Setyobinebis 
momzadebis fanjaraSi  Subject velis qvemoT 
gaCndeba Setyobinebaze mimagrebuli failis 

saxeli da zoma (sur. 6.7)  

sur. 6.6 

failis saxelis gaswvriv Remove 
brZanebiT SesaZlebelia mibmuli 
failis waSla. 

SesaZlebelia erTdroulad ra-
modenime failis mimagreba Setyo-
binebaze. meore failis mimagrebi-
saTvis gavimeoroT zemoT aRwerili 
moqmedebebi. 
failebis mimagrebis dasrulebis 

Semdeg  (Send) sabrZanebo Rilakis gaaqtiurebiT aRniSnuli 
Setyobineba, mimagrebul falebTan erTad gaegzavneba adresats. 

sur. 6.7 

   eleqtronuli fostiT failis miRebis SemTxvevaSi, miRebuli Setyobi-
nebebis daTvalierebisas (Check Mail 
an Inbox), Setyobinebis zomis mar-
jvniv Sesabamis werils gauCndeba 
mibmuli falis aRmniSvnelis speci-

aluri simbolo - (sur. 6.8). 

Sesabamisi Setyobinebis gaaqti-
urebis SemTxvevaSi werilebis siis 

sur. 6.8 

 154



qveda velSi gamoCndeba miRebul Setyobinebaze mimagrebuli failis 
saxeli da zoma. failis saxelze mausis daWeriT, Tavdapirvelad 
warmoebs failis Semowmeba virusze, romlis dasrulebis Semdeg ekranze 
gamoCndeba Download Attachment fanjara, romleSic gamoitaneba virusis 

arseboba-ararsebobis Sesaxeb informacia (sur. 
6.9).  

Tu faili aRmoCnda davirusebuli umjo-
besia Cancel brZanebiT gavauqmoT gadmoweris 
brZaneba.  

Tu fails ar aRmoaCnda virusi Download 
Attachment brZanebiT SesaZlebelia failis 
gadmowera lokalur diskze. Download 

Attachment brZanebis gaaqtiurebisas ekranze 
gamoCndeba File Download fanjara (sur. 6.10). 

sur. 6.9 

Open - brZanebiT gaixsneba faili;  
Save - brZanebiT SesaZlebelia failis damaxsov-

reba momxmareblis mier arCeul adgilas;  
Cancel – failis gadmoweris brZanebis gauqmeba.  

 
sur. 6.10  

 

 

 

El-fostis misamarTebis wignis organizeba 
 
eleqtronuli fostis momsaxurebis programa momxmarebels 

saSualebas aZlevs Seadginos samisamarTo wigni da masSi Seitanos 
sakontaqto informacia. misamarTebis Sesanaxad gamoiyeneba Contacts 
saqaRalde, romelic moTavsebulia fanjris marcxena CamonaTvalSi (sur. 

6.11).  
misamarTebis wignSi axali 

monacemis damateba SesaZlebe-
lia Contacts saqaRaldis gas-
wvriv Add brZanebebis gaaqti-
urebiT. 

ekranze gamova Add Contacts 
dialoguri fanjara(sur. 6.11), 
sadac unda SeavsoT yvela 
sasurveli velebi Sesabamisi 
rekvizitebiT: 

Name – saxeli da gvari; 
Email – safosto misamarTi; 

Chat ID – CatSi sasaubro nomeri; 

sur. 6.11 

Phone – telefoni. 
Save – sabrZanebo Rilakis gaaqtiurebiT sruldeba Sesabamisi rekvi-

zitebis damaxsovreba samisamarTo wignSi. 
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samisamarTo wignSi Caweril eleqtronul misamarTze Setyobinebis 
gasagzavnaT unda gavaaqtiuroT Contacts saqaRalde. ekranze gamoCndeba 
samisamarTo wignSi arsebuli momxmareblebis sia. movniSnoT Sesabamisi 
adresati da fanjris marjvena nawilSi gavaaqtiuroT konvertis formis 

Rilaki (sur. 6.12-a). ekranze gamova Setyobinebis momzadebis fanjara, 
sadac To velSi weria amorCeuli adresatis misamarTi (sur. 6.12-b). 

 

a)

b)

sur. 6.12

 

 

safosto saqaRaleebi da maTi daniSnuleba 
 
safosto yuTis marcxena velSi ganlagebulia saxvadasxva 

daniSnulebis safosto saqaRaldeebi. arsebobs ori tipis saqaRaldeebi: 
standartuli da momxmareblis mier Seqmnili. 
 
 standartuli safosto saqaRaldeebi daniSnulebis mixedviT iyofa: 

Inbox – Semosuli werilebis saqaRalde. aRniSnul saqaRaldeSi Tavsdeba 
yvela is Semosuli werili, romelebic gafiltvris Sedegad ar 
moxvdeba saeWvo werilebis Spam saqaRaldeSi; 

Drafts – aq Tavs iyris gasagzavnad Senaxuli werilebi, anu is werilebi, 
romlis gagzavna droebiT gadaifiqreT da imisaTvis rom Tavidan 

ar mogiwioT dawera, SeiZleba SeinaxoT  (sur. 6.13) da 
mogvianebiT gaagzavnoT;  

Sent – gagzavnili werilebis saqaRalde (Sesabamisi reJimis CarTvis 
SemTxvevaSi imaxsovrebs gagzavnil werilebs); 

Spam – saeWvo werilebi, romelic ifiltreba da eWvis SemTxvevaSi 
Semosuli werilebis saqaRaldis nacvlad moxvdeba aRniSnul 
saqaRaldeSi; 

Trash – waSlili werilebis saqaRalde.  aq Tavs iyris yvela is werili, 
romelsac droTa ganmavlobaSi vSliT Semosuli werilebidan an 
sxva saqaRaldeebidan.  
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 samomxmareblo safosto saqaRaldeebis Seqmna da maTSi 
Setyobinebebis gadatana 
garda zemoT aRniSnuli saqaRaldeebisa, momxmarebels saSualeba 

aqvs Tavad Seqmnas da survilisamebr daasaTauros saqaRalde. amisaTvis 
saWiroa My Folder saqaRaldis gaswvriv gavaaqtiuroT ADD brZaneba.  
avkrifoT saqaRaldis saxeli (mag. CV) da Enter klaviSiT davadasturoT.    
My Folder saqaRaldis qvemoT gamoCndeba momxmareblis mier Seqmnili 
saqaRalde (sur. 6.14). 

 momxmarebels SesaZlebloba eZleva Semosuli werilebi daaxaris-
xos survilisamebr da Sesabamisad gadaanawilos sxvadasxva saqaRal-
deebSi. amisaTvis gadavideT Inbox Semosuli Setyobinebebis saqaRaldeSi, 
movniSnoT sasurveli werili da Move CamoSladi meniudan avirCioT 
Sesabamisi saqaRalde, sadac moTavsdeba moniSnuli werili (sur. 6.13).  

 
sur. 6.13

 

 
 
 

favoriti saitebis CaniSvnebis organizeba 

 
 internetSi muSaobisas gviwevs mravali veb-gverdis daTvaliereba. 

maT Soris SeiZleba aRmoCndes CvenTvis mniSvnelobani gverdebi da 
gagviCndes maTi CaniSvnebis saWiroeba. internet brauzerebis saSualebiT 
SesaZlebelia favoriti saitebiis CaniSvnebis organizeba e.i. veb-gvedis 
misamarTebis sakuTari bazis Seqmna.  

 mimdinare (anu aqtiuri) veb-gverdis CaniSvna SesaZlebelia mocemuli 
brZanebebidan erT-erTis gamoyenebiT: 

1. Favorites meniudan  Add to Favorites brZanebiT; 

2. standartuli instrumentebis velidan  da marcxena meniuSi 
ADD Rilakis gaaqtiurebiT. 

 
ekranze gamova Add Favorite dialo-

guri fanjara (sur. 6.14). 
 Name velSi Cawerilia aqtiuri 

veb-gverdis saxeli, saWiroebis Sem-

sur. 6.14 
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TxvevaSi SesaZlebelia saxelis Secvla. 
Ok RilakiT dadasturebis Semdeg veb-gverdis saxeli Caiwereba 

Favorites (rCeulTa) menius veb-gverdis misamarTebis siaSi.  
veb-saitebis mowesrigebulad CaniSvnebis organizebisaTvis SesaZ-

lebelia gamoviyenoT saqaRaldeebi, romelSic ganvaTavsebT veb-gverdebs. 
favoritebis axali saqaRaldis Seqmna SesaZlebelia Add Favorite 
dialoguri fanjaraSi Create in + New Folder brZanebis gaaqtiurebiT.  Folder 
Name  velSi iwereba axali saqaRaldis saxeli. Sesabamis saqaRaldeSi 
veb-gverdis CaniSvnisaTvis, Add Favorite dialogur fanjaraSi Create in 
CamonaTvalSi movniSnoT sasurveli saqaRalde. Ok RilakiT dadasturebis 
Semdeg veb-gverdis saxeli Caiwereba Favorites (rCeulTa) menius moniSnul 
saqaRaldeSi.  

 
Favorites meniuSi CaniSnuli veb-gverdis gamoZaxeba SesaZlebelia 

nebismier dros. amisaTvis standartuli instrumentebis velidan 

gavaaqtiuroT  brZaneba da marcxena meniuSi  avirCioT sasurveli 
veb-gverdis saxeli. internet brauzerSi gamoCndeba aRniSnuli veb-saiti. 

 
 
 
 
 

daTvalierebuli veb-gverdebis Jurnali 
 

internet brauzeri Internet Explorer imaxsovrebs  bolo garkveuli 
raodenobis dReebis ganmavlobaSi daTvalierebul yvela veb-gverdis 
misamarTebs, rac saSualebas gvaZlevs movZebnoT nebismieri maTgani da 
kvlav  gamoviZaxoT.  

daTvalierebuli veb-gverdebis Jurnalis gamoZaxeba SesaZlebelia 
mocemuli brZanebebidan erT-erTis gamoyenebiT: 

1. View    Explorer bar    History brZanebiT; 

2. standartuli instrumentebis velidan  History Rilakis gaaqtiu-
rebiT. 

internet brauzeris marcxena mxares 
gaixsneba History fanjara. damaxsovrebuli 
misamarTebi dajgufebulia dReebisa da 
kvirebis mixedviT. movZebnoT saWiro gver-
dis misamarTi da gavaaqtiuroT. brauzeris 
fanjaraSi aisaxeba Sesabamisi veb-gverdi.  

SesaZlebelia winaswar ganvsazRvroT, 
Tu ramdeni dRis ganmavlobaSi daimax-
sovros brauzerma misamarTebi. amisaTvis 
gavaaqtiuroT  Tools   Internet Options brZa-
neba, ekranze gamova Internet Options dialo-
guri fanjara (sur. 6.15).  

General CanarTSi History ganyofilebis 
Days to keep pages in history velSi mieTiTeba 
dReebis sasurveli raodenoba. 

sur. 6.15 
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sawyisi gverdis Seqmna  
 

sawyisi gverdis Seqmna niSnavs, rom Internet Explorer-is gaSvebisas 
avtomaturad CairTveba sawyis gverdad arCeuli veb-saiti. aseve nebismier 

saitidan sawyis gverdze gadasvla xdeba instrumentebis velidan  
Home Page Rilakis gaaqtiurebiT.  

sawyis gverdad veb-saitis dasafiqsireblad, gavaaqtiuroT Tools     
Internet Options brZaneba, ekranze gamova Internet Options dialoguri fanjara 
(sur. 6.15). 

General CanarTSi Home Page ganyofilebis Address velSi mieTiTeba veb- 
saitis misamarTi. mag. Http://www.itvet.ge. Ok RilakiT dadasturebis Semdeg 
aRniSnuli saiti iqneba sawyisi gveri.  

 
SeniSnvna: Use Current Rilakis gaaqtiurebiT Address velSi avtomaturad  

mieTiTeba mimdinare (aqtiuri) saitis misamarTi 
 
 

furclis parametrebis gansazRvra da veb gverdis beWdva 
 
 furclis parametrebis gansazRvra 

 File  Page Setup brZanebis gaaqtiurebiT ekranze gamodis Page Setup 
dialoguri fanjara (sur. 6.16), romlis saSualebiT SesaZlebelia 
furclis parametrebis gansazRvra. 

Paper ganyofilebaSi mieTiTeba:    
 Size – sabeWdi furclis zoma;   
 Source – sabeWdi langari (zo-
gierT printers sxvadasxva 
langridan miewodeba sabeWdi 
furclebi). 

 
Orientation–furclis orientacia: 

 Portrait – sigrZeze beWdva; 
 Landscape – siganeze beWdva. 

 
Margins ganyofilebaSi mieTiTeba 
mindvrebis zoma: Left- marcxena, 
Right – marjvena, Top – zeda, 
Bottom – qveda. 
 
Headers and Footers ganyofilebaSi 
ganisazRvreba zeda – Header da 
qveda Footer kolontitulebis 
Sinaarsi.  

sur. 6.16 
qvemoT moyvanili cxrili 

gviCvenebs ra funqciebi aqvT da-
kisrebuli Header da Footer ve-

lebSi Caweril gamosaxulebebs: 
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gamosaxuleba ra daibeWdeba 

&w fanjris saTauri 

&u veb-gverdis misamarTi (URL) 

&d 
mokle formatiT Cawerili TariRi ise, rogorc 
miTiTebulia regionul parametrebSi (Control Panel) 

&D 
sruli formatiT Cawerili TariRi ise, rogorc 
miTiTebulia regionul parametrebSi (Control Panel) 

&t dro beWdvis momentSi – regionul parametrebSi 
miTiTebuli formatiT 

&T dro beWdvis momentSi – 24 saaTiani formatiT 

&p gverdis nomeri 

&P gverdebis raodenoba 

&b am gamosaxulebis Semdgomi teqsti daibeWdeba 
striqonis centrSi 

 
 

  
 

 veb-gverdis beWdva 

standartuli instrumentebis velidan  Rilakis gaaqtiurebiT 
daibeWdeba aqtiuri veb-gverdi sabeWdi parametrebis daukonkreteblad. 

File  Print brZanebis gaaqtiurebiT ekranze gamova Print dialoguri 
fanjara, sadac SesaZlebelia beWdvis parametrebis gansazRvra:  

Print Range ganyofilebaSi unda ganisazRvros ganyofilebaSi 
dasabeWdi dokumentis nawili: 

1. All – mTeli dokumenti (veb gverdi); 
2. Pages – konkretuli gverdebi (nomrebi mieTiTeba From–dan To-

mde) 
3. Selection – dokumentis moniSnuli nawili. 

Copies ganyofilebis Number of copies ricxviT velSi mieTiTeba sabeWdi 
aslebis raodenoba.  
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