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Sesavali 

teqsturi redaqtori MS Word-2007 warmoadgens MS Office saofise 

paketSi Semaval samomxmareblo programas. misi saSualebiT xorcieldeba 

teqsturi dokumentebis Seqmnis, redaqtirebis, gaformebis da beWdvis 

iseTi sakiTxebis gadawyveta, rogoricaa: Sriftebis arCeva, maTi zomis, 

feris da stilis gansazRvra, vizualuri efeqtebis Seqmna, teqstis 

gasworeba, danomrili da markirebuli CamonaTvlebis Seqmna, teqstis 

dayofa svetebad, teqstisTvis CarCos gakeTeba, gverdebis danomvra, 

sqolios da kolontitulis Casma, teqstis gaformeba simboloebiT da 

grafikuli elementebiT, gverdis zomebis gansazRvra, obieqtis Casma 

dokumentSi, cxrilis, dokumentis saTaurisa da sarCevis Seqmna, 

dokumentis maketis momzadeba da beWdva. 
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I Tavi.  laboratoriuli samuSao # 1 

muSaobis dawyeba da Word-2007-is ZiriTadi fanjris 

elementebi 

§ 1.  samuSaos daniSnuleba. 

 laboratoriuli samuSaos daniSnulebaa SeviswavloT: 

• MS Word programaSi muSaobis dawyeba;  

• ZiriTadi fanjris elementebis daniSnuleba; 

• horizontaluri da vertikaluri saxazavebis gamoCena/gaqroba;    

• horizontaluri da vertikaluri gadaxvevis zolebis  

   gamoCena/gaqroba;                        

• statusis zolis gamoCena/gaqroba; 

• simboloebis daformateba; 

• klaviaturis klaviSebis daniSnuleba da teqstis redaqtireba; 

• teqstis fragmentis moniSvna; 

• teqstis gaformeba; 

• fragmentis kopireba /Casma (amogdeba/Casma); 

• failis Senaxva; 

• failis daxurva; 

• MS Word –dan gamosvla; 

§ 2. meToduri miTiTebebi samuSaos Sesasruleblad 

programa MS Word 2007-is gaSveba (muSaobis dawyeba) SesaZlebelia 

Semdegi saxiT: Start   Programs MS Office  MS Word-ze , an mis 

piqtogramaze orjer dawkapunebiT. 

ris Sedegadac ekranze gamova MS Word 2007 –is standartuli ZiriTadi 

fanjara. (sur. 1. 1) 
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                             sur .1.1  

fanjris elementebs aqvs Semdegi daniSnuleba: 

1. Office Button-aris  saofise Rilaki, romelSic ganTavsebulia programa 

MS Word-is brZanebebis meniu. meniu gaixsneba am Rilakze 

dawkapunebiT. fanjaraSi (mis marjvena mxares) Cans agreTve Seqmnili 

dokumentebis sia (aweria New MS Office Word). meniu daixureba sxva 

adgilas dawkapunebiT. 

2. saTauris zoli (striqoni).  

3. dokumentis saTauris zoli; 

           3.1 Customaize quick Access Toolbars -ERilaki uzrunvelyofs,  zogierTi 

brZanebis saTauris zolSi gamotanas. masze dawkapunebiT gamodis meniu, 

romlis brZanebebze dawkapunebiT saTauris zolSi gamodis 

momxmareblis mier SerCeuli brZanebis piqtograma.                       

      

3.2 programa (MS Word)-is  da ESeqmnili dokumentis (New MS  

                       Document)  saxeli, romelic ekranzea gamotanili.                   Document)  saxeli, romelic ekranzea gamotanili. 



            saTauris zolis marjvena nawilSi gvaqvs Sesabamisi  

            Rilakebi, romlebze dawkapunebiTac SeiZleba  

            ganvaxorcieloT: 

3.3 - (minimize) fanjris Cakecva.  am SemTxvevaSi  ekranidan fanjara 

gaqreba da fanjris saxeli gamoCndeba Windows-is statusis 

zolSi. am  saxelze dawkapunebiT aRdgeba Cakecili fanjra.  

3.4 -(maxiimize/ Restore Down) fanjris maqsimizacia/minimizacia. masze  

dawkapunebiT fanjara iRebs Sesabamis zomebs (Semcirebuls 

an gadidebuls). 

3.5 -fanjris daxurva. Rilakze dawkapunebiT fanjra gaqreba 

ekranidan. 

     3.6   ? -Help – daxmarebis Rilaki. 

4. menius zoli.  menius zoli Sedgeba Svidi  brZanebisagan, esenia: Home, 

Insert,  Page Layout ,Reference, Mailing Peview, View, romelTa gaaqtiurebac 

xdeba Sesabamis dasaxelebaze dawkapunebiT, ris Sedegadac gamodis 

Sesabamisi instrumentuli zoli (4). 

5.   formatirebis zoli. instrumentebis zolSi gamotanilia ZiriTadi 

menius qvebrZanebebis Sesabamisi Rilakebi. RilakTan mausis miyvanisas 

gamodis brZanebis saxeli, xolo masze dawkapunebisas ixsneba meniu.  

6.  vertikaluri da horizontaluri saxazavebi. isini Sedgebian muqi da 

Ria feris nawilebisagan, romelTa gadaadgilebac SesaZlebelia. muqi 

nawilebis gaswvriv aris mindori, romelSic simboloebs ver CavwerT, 

xolo Ria nawilebis gaswvriv aris samuSao anu sabeWdi are. Ria da 

muqi nawilebis daregulirebisaTvis saWiroa mausi miviyvanoT maT 

gamyof sazRvarTan da, rodesac igi miiRebs ormxrivi isris formas, 

gadavaadgiloT zeviT an qveviT (marcxniv an marjvniv), ris Sedegadac 

mindvrebis da sabeWdi aris zomebi Seicvleba. am mizniT SeiZleba 

agreTve gamoviyenoT markerebi (horizontaluri saxazavisaTvis). aseTi 

markeri oTxia. isini SeiZleba gadavaadgiloT mausis saSualebiT.  

maT aqvT Semdegi daniSnuleba: - markeris gadaadgilebiT 

xorcieldeba abzacis dayeneba, - markeriT vayenebT sabeWdi aris 

marcxena kides,  markeriT xdeba  da  markerebis gadaadgileba 
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ise, rom maT Soris manZili ar icvleba, xolo  marjvena markeriT 

gadavaadgilebT sabeWdi aris marjvena kides. kideebis  

gadaadgilebisas ekranze gamoCndeba maTi ganmsazRvreli punqtiri. 

7. horizontaluri (vertikaluri) saxazavebis gamoCena/gaqroba 

xorcieldeba me-6 RilakiT. 

8.  vertikaluri (7)  da  horizontaluri (8) gadaxvevis zolebi. Tu 

dokumentis mTeli teqsti ar eteva ekranze, SesaZlebelia maTi 

gamoCena horizontaluri da vertikaluri gadaxvevis zolebiT. (8) 

horizontaluri gadaxvevis zolis  (8.1) da  (8.2) Rilakebze mausis 

dawkapunebiT, ekrani gadaadgileba teqstis mimarT Sesabamisad 

marcxniv/marjvniv. analogiurad, vertikaluri (7) gadaxvevis zolis 

RilakebiT  (7.1)  (7.3) xdeba ekranis gadaadgileba teqstis mimarT 

Sesabamisad zeviT/qveviT. analogiurad SeiZleba ganvaxorcieloT 

zolSi moTavsebuli markeris  (7.2, 8.3)  gadaadgilebiT 

marcxniv/marjvniv, zemoT/qvemoT. amas garda vertikaluri gadaxvevis 

zolis qvemoT Rilakebs aqvs Semdegi daniSnuleba:  (7.4) wina gverdze 

gadasvla, -(7.6)  momdevno gverdze gadasvla,  (7.5) - obieqtis 

daTvalierebis reJimis CarTva. 

9. Zoom- masStabis zoli. misi saSualebiT SesaZlebelia ekranze 

gamosuli dokumentaciis zomis cvlileba.   

9.1 + Zoom in – gazrdis Rilaki. masze dawkapunebiT zoma izrdeba 

10-10 erTeuliT. 

9.2 - zomis zrdis  (marjvniv gadaadgileba) an Semcirebis 

(marcxniv gadaadgileba) Rilaki. 

9.3 – Zoom out.- Semcirebis Rilaki. masze dawkapunebiT zoma 

Semcirdeba 10-10 erTeuliT. 

9.4 – 100 %- zomis procentuli maCvenebeli. 

10. dokumentis ekranze gamotanis reJimebis Rilakebi. 

10.1  Draft- Savi nimuSis warmodgenis reJimi. 

10.2  Outline View- struqturis warmodgenis reJimi. 

10.3  Web Layout- veb dokumentis warmodgenis reJimi. 

10.4  Full Screen Reading- dokumentis wignis saxiT warmodgenis 

reJimi. 
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10.5  Print Layout- gverdis dasabeWdi formiT warmodgenis reJimi. 

11. statusis zoli. statusis zolSi gamotanilia zogierTi 

informacia dokumentis Sesaxeb. saerTod, dokuments aqvs aseTi 

struqtura: seqcia, gverdi, striqoni, abzaci, simbolo. maT aqvT 

Semdegi daniSnuleba: 

11.1 Page 1/1 - pirveli ricxvi gviCvenebs romel gverds       

vuyurebT, xolo meore - ramdeni gverdia dokumentSi. 

11.2 Words :0 - dokumentSi sityvebis raodenoba. 

11.3 Language- RilakiT SeirCeva ekranuli ena. 

12. samuSao are. samuSao areSi xdeba simboloebis Cawera, teqstis 

Setana, suraTebis Casma, cxrilebis, diagramebis ageba, suraTebis 

Casma, formulebis dawera da sxva. simboloebis an sxva grafikuli 

obieqtebis Casmis adgils gansazRvravs kursoris mdebareoba, 

romelic SeiZleba gadavaadgiloT an mausiT, an klaviaturis 

Sesabamisi RilakebiT: , , , . 

simboloebis formatireba. simbolo warmoadgens MS Word 

dokumentis ZiriTad, sawyis elements. simboloebis formatirebaSi 

igulisxmeba teqstis Sriftis SerCeva: Sriftis simbolos zomis, stilis, 

feris da sxva atributebis gansazRvra. programebs, romlebic 

gansazRvraven simboloebis formatirebas, fontebi ewodeba. maT 

gamosaZaxeblad vaxorcielebT menius mTavari zolidan CanarT Home-is 

gaaqtiurebas da gamosul fanjaraSi vaaqtiurebT Font-s, romlis velebi 

gansazRvravs simboloebis formatebs. kerZod Font-is velSi SeirCeva 

Srifti. inglisuri SriftisaTvis SeiZleba SevarCioT mag. Times New 

Roman, rusuli SriftisaTvis Arial, qarTuli SriftisaTvis Acad nusx, Acad 

mtavr da sxva. igive SeiZleba ganvaxorcieloT instrumentuli panelis 

Times New Roman  RilakiT. 

Tu qarTuli Sriftis ganlageba klaviaturaze emTxveva inglisuri 

asoebis ganlagebas, maSin qarTuli Sriftis akrefisaTvis viyenebT Semdeg 

klaviSebs an klaviSTa kombinaciebs: 

 

 

 



 

 

 

 Font style velSi SeirCeva Sriftis stili: Regular (Cveulebrivi); Italic 

(daxrili); Bold (gamuqebuli). 

Size velSi ganisazRvreba simboloebis zoma. rac metia SerCeuli 

ricxvi, miT metia simboloebis zoma. 

Color velSi ganisazRvreba simboloebis feri. feris mosaxsnelad 

viyenebT Auto mniSvnelobas. 

Under Line velSi SesaZlebelia simboloebis qveS gasasmeli xazis tipis 

SerCeva: xazgausmeli (none), erTmagi, ormagi, wyvetili, talRisebri da 

sxva. SerCeuli Sriftis formati aisaxeba Preview ganyofilebaSi. Ok 

RilakiT xdeba fanjris daxurva da Sriftis formatis dafiqsireba, ris 

Semdegac SeiZleba daviwyoT teqstis simboloebis Setana. simboloebSi 

igulisxmeba asoebi, cifrebi da specialuri simboloebi (., ;, :, ( ) da 

sxva). simboloebis Sesatanad viyenebT klaviaturas. ekranze simbolos 

Caweris adgils gviCvenebs mocimcime vertikaluri xazi, romelic 

TandaTan, simboloebis Caweris paralelurad gadainacvlebs erTi 

TanrigiT marjvniv. amasTan teqstis Setanis procesSi avtomaturad xdeba 

erTi striqonidan, momdevno striqonSi gadasvla. carieli sivrcis 

simbolos Setana xorcieldeba grZeli klaviSiT. 

Tu teqstis Setanis procesSi saWiroa abzacis dasruleba da axali 

abzacis dawyeba momdevno striqonidan, viyenebT Enter Rilaks. axali 

abzacis pirveli striqonis SewevisaTvis vaWerT TiTs Rilak Tab - s, 

avuSvebT da viwyebT Caweras. 
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xSirad teqstis Setanisas saWiro xdeba, romeliRac striqonis 

gawyveta - misi erTi nawilis amave striqonze datoveba, xolo meore 

nawilis momdevno striqonze gadatana. amisaTvis kursors Sesabamisi 

RilakebiT an mausiT  vayenebT gawyvetis adgilas da vaWerT TiTs klaviS  

Enter - s. kursoris adgilas striqoni gawydeba teqsti gagrZeldeba 

momdevno striqonidan. amasTan, kursoris gaaqtiurebis Semdeg teqsti 

daiwevs qveviT erTi striqoniT, magram Tu saWiroa striqonis raRac 

nawilis zeviT atana  kursors vayenebT zemoTa striqonis bolos da 

vaWerT Rilak Delet-s. momdevno striqoni ava zeviT da teqsti gagrZeldeba 

kursoris marjvniv. 

Tu Cawerili teqstis redaqtirebisas saWiroa simbolos 

(simboloebis) Camateba, kursori migvyavs Casmis adgilas da vwerT saWiro 

simbolos (simboloebs). simbolo Caemateba da mis marjvniv teqsti 

gadaiwevs imdeni poziciiT marjvniv, ramden simbolosac CavamatebT. 

simboloebis Casamateblad SeiZleba gamoviyenoT agreTve klaviaturis 

klaviSi Insert. Tu kursors davayenebT romelime simbolos win, davaWerT 

TiTs Insert-s da klaviaturaze aviRebT romelime simbolos, maSin 

kursoris marjvniv simbolo waiSleba da mis magivrad Caiwereba axali 

simbolo (anu Zvels       ,,gadaewereba“ axali). klaviS Insert-ze 

ganmeorebiT dawkapunebiT kvlav davbrundebiT uSualod simboloebis 

Camatebis zemoT ganxilul reJimSi. Tu saWiroa simbolos (simboloebis) 

waSla, kursors vayenebT wasaSleli simbolos marcxniv da viyenebT 

klaviS Delet-s. mis marjvniv simbolo waiSleba da mTeli teqsti 

gadmoinacvlebs imdeni poziciiT marcxniv, ramdenjerac gamoviyenebT 

klaviS Delet-s. simbolos wasaSlelad SeiZleba gamoviyenoT Back space 

klaviSic, romelzedac TiTis daWeriT waiSleba kursoris marcxniv 

mdebare simbolo, da kursori da mis marjvniv mdebare teqsti 

gadainacvlebs marcxniv imdeni poziciiT, ramdenjerac gamoviyenebT Back 

space klaviSs.  

mausis garda kursoris gadasaadgileblad SeiZleba gamoviyenoT 

Semdegi klaviSebi: 

Up-   kursoris gadaadgileba erTi striqoniT zeviT. 

Down- erTi striqoniT qveviT. 
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Left-    erTi poziciiT marcxniv. 

Right-  erTi poziciiT marjvniv. 

Pg Up- erTi gverdiT (25 striqoniT) zeviT. 

Pg Down- erTi gverdiT qveviT. 

Home-  striqonis pirvel poziciaSi. 

End-  striqonis bolo  poziciaSi. 

moniSvna. ukve Setanili teqstis redaqtirebis procesSi erT-erT 

mniSvnelovan proceduras warmoadgens teqstis fragmentis moniSvna. 

magaliTad, moniSnuli fragmentisaTvis SeiZleba SevcvaloT Srifti, 

amovSaloT es fragmenti, an CavamatoT igi sxva adgilas, davyoT svetebad 

da sxva. fragmenti gulisxmobs simbolos, simboloebis erTobliobas, 

sityvas, winadadebas, abzacs, mTel teqsts. moniSvnis procesSi moniSnuli 

fragmenti gamuqdeba. 

fragmentis moniSvnis sayovelTaod miRebuli procedura aseTia: 

kursors vayenebT fragmentis dasawyisSi da mausis marcxena klaviSidan 

TiTis auReblad gadavaadgilebT mas fragmentis dasasrulamde an 

kursors vayenebT fragmentis dasawyisSi, Rilak shift-ze vaWerT TiTs da 

TiTis auReblad kursoris gadatanis isrebiani RilakebiT migvaqvs 

fragmentis bolos. amas garda sityvis mosaniSnad kursori unda 

davayenoT sityvasTan nebismier adgilas da mausis marcxena klaviSi 

orjer davawkapunoT. abzacis mosaniSnad kursori unda davayenoT 

abzacis nebismier adgilas da samjer davawkapunoT an kursori 

movaTavsoT abzacis gaswvriv marcxena mindorSi da, rodesac igi miiRebs 

isris formas, orjer davawkapunoT.  

rac Seexeba mTeli teqstis moniSvnas igi SeiZleba ganxorcieldes 

erT-erT Semdeg moqmedebaTagan: 

1. Edit Select All-iT; 

2. kursoris moTavseba teqstis marcxena mindorSi saxazavTan ise, 

rom man miiRos isris forma da Rilak Ctrl - Tan erTad mausis 

marcxena klaviSis dawkapuneba; 

3. klaviaturidan  Ctrl + A; 

4. kursoris moTavseba teqstis marcxena mindorSi da rodesac igi 

miiRebs isris formas, mausis marcxena klaviSze samjer 

dawkapuneba. 



striqonis mosaniSnad saWiroa kursori movaTavsoT striqonis  

gaswvriv, mis marcxniv, mindorSi da davawkapunoT. 

ramdenime striqonis mosaniSnad kursors movaTavsebT pirveli 

mosaniSni striqonis marcxniv mindorSi da, rodesac igi miiRebs isris 

formas, mausis marcxena klaviSidan TiTis auReblad gadavitanT mas 

mindorSi  bolo mosaniSni striqonis gaswvriv. 

moniSvnis gasauqmeblad unda davawkapunoT teqstis areSi, axali 

fragmentis moniSvnisas ki Zveli moniSvna avtomaturad gauqmdeba. 

araswori moqmedebis Sesrulebis SemTxvevaSi am moqmedebis gauqmeba 

SeiZleba instrumentuli panelis  Undo Typing Rilakze dawkapunebiT an 

Edit Undo Typing, an Ctrl+ Z. 

Sriftis damatebiTi parametrebis gansazRvra. amisaTvis kvlav viyenebT  

Home  Font. gaaqtiurebul Font CanarTSi Effects areze. Wdeebis CarTva 

ganapirobebs moniSnuli teqsturi informaciisaTvis sxvadasxva 

garegnuli efeqtis darTvas. 

- Strikethrough - erTmagi xazgadasma; 

- Double Strikethrough - ormagi xazgadasma; 

- Superscript - zeda indeqsi (moniSnuli gadaiqceva zeda indeqsad); 

- Subscript - qveda indeqsi (moniSnuli gadaiqceva qveda indeqsad); 

- Shadow – Crdilis gakeTeba; 

- Emboss – gauferuleba; 

- All caps -  didi asoebiT warmodgena (igi gamoiyeneba mxolod 

inglisuri da rusuli SriftebisaTvis); 

- Hidden - teqstis uxilavad gadaqceva; 

imave  gamosuli fanjris Character Spacing CanarTis gaaqtiurebiT 

miiReba axali fanjara, romlis velebs aqvs Semdegi daniSnuleba: 

Scale velSi ganisazRvreba Sriftis masStabi. 

Spacing velSi SiZleba SevarCioT simboloebs Soris intervali:  

Normal - Cveulebrivi, Expanding - gazrdili, Condensed –Semcirebuli. 

intervalis sidide ganisazRvreba mis marjvniv velSi; 

Position velSi ganisazRvreba moniSnuli fragmentis gadaadgileba 

teqstis striqonis mimarT: Normal - Cveulebrivi; Raized - gadaadgileba 
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zemoT; Lowered - gadaadgileba qvemoT. gadaadgilebis sidide 

ganisazRvreba mis marjvniv veliT; 

Text Effects CanarTiT SeiZleba teqsti gavaformoT animaciuri efeqtebiT. 

Animations CamonaTvals aqvs Semdegi daniSnuleba: 

None - animaciis gauqmeba; 

Blinking Background - mocimcime fonis Seqmna; 

Las Vegas Lights - neonis reklama; 

Marching Black Ants - Savi moZravi wyvetili xazebi; 

Marching Red Ants - wiTeli moZravi wyvetili xazebi; 

Shimmer – mocimcime; 

Sparkle Text - foierverki. 

fragmentis kopireba sxva adgilas. fragmentis kopireba da gadatana 

rom movaxdinoT ise, rom Zvel adgilzec darCes, saWiroa jer movniSnoT 

es fragmenti. amis Semdeg Sesruldes Edit Copy an Ctrl+C  moqmedebaTa 

Tanamimdevroba, ris Sedegadac moniSnul fragments daimaxsovrebs- e.w. 

buferuli mexsiereba  (ekranze ar Cans). Semdeg kursors davayenebT 

fragmentis Casmis adgilas da SevasrulebT moqmedebas Edit Paste an Ctrl+V. 

fragmenti aRmoCndeba Casmis adgilas. 

fragmentis amogdeba da sxva adgilas Casma. Tu saWiroa Zvel adgilas 

fragmentis amoSla da sxva adgilas Casma, jer movniSnavT fragments, 

Semdeg SevasrulebT moqmedebebs Edit Cut an Ctrl+X. fragmenti amoiSleba da 

Seinaxeba buferul mexsierebaSi. amis Semdeg kursors davayenebT 

fragmentis Casmis adgilas da Edit Paste, an Ctrl + V. 

dokumentis Senaxva. Seqmnili dokumentis Sesanaxad vaxorcielebT 

moqmedebas File Save. gamosuli fanjris Save in velSi vuTiTebT folderis 

saxels, romelSic unda SevinaxoT dokumenti.  

File Name velSi CavwerT im failis saxels, romelSic vinaxavT 

dokuments,  File Type velSi SevarCevT failis tips, anu gafarToebas .doc . 

Save RilakiT moxdeba dokumentis Senaxva.  

failis daxurva. fails davxuravT Semdeg brZanebaTa TanamimdevrobiT: 

File close.  
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programa MS Word-idan  gamosvla. gamosvla xorcieldeba Semdeg 

brZanebaTa TanamimdevrobiT: File Exit. 

§ 3. sakontrolo kiTxvebi. 

 

 

1. ra aris MS Word-i da ra daniSnuleba aqvs mas? 

2. rogor viwyebT MS Word- iT muSaobas? 

3. ra gamodis ekranze MS Word- iT muSaobis dawyebis Semdeg? 

4. ra daniSnuleba aqvs saTauris zols? ra nawilebisagan Sedgeba 

igi? 

5. risi saxeli iwereba saTauris zolSi muSaobis dwyebisas? 

6. ra daniSnuleba aqvs sistemur Rilaks? ra brZanebebs Seicavs igi? 

7. ra daniSnuleba aqvs saTauris zolSi marjvena Rilakebs? 

8. ra daniSnuleba aqvs menius striqons? ra brZanebebisagan Sedgeba 

igi? 

9. rogor xdeba am brZanebebis gaaqtiureba? 

10. ra daniSnuleba aqvs meniuSi  simbolos? 

11. ra daniSnuleba aqvs meniuSi  simbolos? 

12. ras warmoadgens instrumentebis zoli? 

13. rogor xdeba instrumentis gaaqtiureba? 

14. ra saxeobis instrumentuli panelebi arsebobs? 

15. ra brZanebebia mocemuli standartuli instrumentebis panelze? 

formatirebis panelze? saxatavi instrumentebis panelze? 

16. romeli brZanebebiT gamoCndeba da gaqreba instrumentuli paneli? 

17. rogori saxazavebia ZiriTad fanjaraSi? risgan Sedgebian isini? 

18. ra daniSnuleba aqvs saxazavebis muq da Ria feris nawilebs? 

19. rogor xdeba saxazavis muqi da Ria feris nawilebis regulireba? 

20. ra daniSnuleba aqvs horizontaluri saxazavis Semadgenel 

nawilebs: 

              marcxena  markers? 

              marcxena  markers? 

              marcxena  markers? 
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              marjvena  markers? 

21. ra moqmedebebiT xdeba horizontaluri saxazavis gamoCena/gaqroba? 

vertikaluri saxazavis? 

22. ra daniSnuleba aqvs horizontalur da vertikaluri gadaxvevebis 

zolebs? 

23. ra xerxebiT SeiZleba ganvaxorcieloT horizontaluri gadaxveva? 

vertikaluri gadaxveva? 

24. ra daniSnuleba aqvs  Rilaks vertikaluri gadaxvevis zolis 

qveviT?  Rilaks?  Rilaks? 

25. ra moqmedebebiT xdeba vertikaluri gadaxvevis zolis ga 

moCena/gaqroba? horizontaluri gadaxvevis zolis? 

26. ra daniSnuleba aqvs dokumentis ekranze gamotanis reJimebis 

Rilakebs? 

27. ra daniSnuleba aqvs statusis zols? 

28. ra struqtura aqvs dokuments? 

29. ras niSnavs statusis zolSi informacia Page 5?  Sec 3 ?  3/15 ?   At 3 cm?   

Ln 7?     Col 8? Language?  

30. ra moqmedebebiT xdeba statusis zolis gamoCena/gaqroba? 

31. ra daniSnuleba aqvs samuSao ares? 

32. ra gansazRvravs simbolos Caweris adgils? 

33. romeli klaviSebiT xorcieldeba kursoris gadaadgileba ekranze? 

34. rogori forma aqvs kursors? 

35. ras niSnavs simbolos formatireba? 

36. ra aris fonti? 

37. ra moqmedebebiT xdeba fontis gamoZaxeba? 

38. ra daniSnuleba aqvs Font vels fanjaraSi? 

39. ra fonti gasazRvravs inglisur Srifts? rusuls? qarTuls? 

40. rogor xdeba qarTuli asoebis akrefa? 

41. ras gansazRvravs Font style veli? 

42. ra da ra stilis SeiZleba iyos Srifti? 

43. risi SerCeva xdeba Size velSi ? Color velSi? 

44. ra daniSnuleba aqvs Under Line vels? 

16 
 



17 
 

45. ra saSualebiT SeiZleba simboloebis Setana ekranze? ra da ra 

saxisaa igi? 

46. romeli RilakiT xdeba Semdeg striqonze gadasvla? 

47. Tu ara am RilakiT, rogor SevZlebT momdevno striqonze 

gadasvlas? 

48. romeli RilakiT xdeba abzacis pirveli striqonis Seweva? 

49. rogor xdeba ukve Setanili teqstis romelime striqonis gawyveta 

da meore nawilis qvemoTa striqonSi Catana? 

50. rogor xdeba ukve dawerili teqstis qvemoTa striqonidan zemoTa 

striqonSi atana? 

51. rogor xdeba simboloebis Camateba teqstSi? 

52. rogor xdeba kursoris marjvniv simbolos waSla? ra xdeba am 

dros? 

53. rogor xdeba kursoris marcxniv  simbolos waSla? ra xdeba am 

dros? 

54. ra daniSnuleba aqvT klaviaturaze Rilakebs : Up?  Down?  Left ? Right 

? Pg Up ? Pg Down ? Home ? End? 

55. risTvisaa saWiro fragmentis moniSvna? 

56. ras niSnavs sityva fragmenti? 

57. ra xdeba moniSvnis dros? 

58. rogoria fragmentis moniSvnis zogadi wesi? 

59. rogor xdeba sityvis moniSvna? 

60. rogor xdeba striqonis moniSvna? abzacis moniSvna? mTeli teqstis 

moniSvna? ramdenime striqonis moniSvna? 

61. ra saxes iRebs kursori mindvridan moniSvnisas? 

62. rogor xdeba moniSvnis gauqmeba? 

63. rogor xdeba araswori moqmedebis gauqmeba? 

64. ra moqmedebebiT SeiZleba teqstisaTvis garegnuli efeqtebis 

darTva? ra da ra garegnuli efeqtebi arsebobs? 

65. romeli CanarTis romeli veliT ganisazRvreba: Sriftis zoma? 

simboloebs Soris intervali? moniSnulis gadaadgileba striqonis 

mimarT zeviT/qveviT?  

66. romeli CanarTiT xorcieldeba animaciuri efeqtebis gamoyeneba? 

67. ra da ra animaciur efeqtebs gansazRvravs Wdeebi? 
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68. ras niSnavs fragmentis kopireba? 

69. ra moqmedebebiT xdeba fragmentis kopireba? 

70. ras niSnavs fragmentis amogdeba/Casma? 

71. ra xerxebiT xdeba fragmentis amogdeba/Casma? 

72. ra moqmedebebiT xdeba failis Senaxva? 

73. risi miTiTeba xdeba Save in velSi? File name velSi? File type velSi? 

74. ra gafarToeba aqvs dokumentebs programa MS Word-Si? 

75. ra moqmedebebiT xdeba failis daxurva? MS Word-idan gamosvla?  

 

 

 

 

 

$ 4. davaleba 

1. SeqmeniT saqaRalde romlis saxeli iqneba Tqveni gvari; 

2. daiwyeT muSaoba MS Word-iT; 

3. saTauris zolSi gamoiyeneT sistemuri Rilaki da ganaxorcieleT 

fanjris maqsimizacia, minimizacia, zomebis cvlileba; 

4. SeasruleT igive davaleba Sesabamisi RilakebiT; 

5. CakeceT fanjra. aRadgineT igi; 

6. daxureT fanjara sistemuri RilakiT. kvlav gaxseniT fanjara; 

7. daxureT fanjara Sesabamisi RilakiT. kvlav gaxseniT fanjara; 

8. gaxseniT menius romelime punqti, Tu qvemenius aklia punqtebi, 

gamoitaneT igi sruli saxiT. Tu punqts aqvs qvemeniu, gaxseniT igi; 

9. gamoaCineT/gaaqreT standartuli da formatirebis instrumentuli 

panelebi; 

10. gamoaCineT/gaaqreT saxatavi instrumentebis zoli; 

11. gamoaCineT/gaaqreT horizontaluri da vertikaluri saxazavebi. 

aRadgineT isini; 

12. SecvaleT mindvris da sabeWdi aris zomebi, rogorc 

horizontaluri, ise vertikaluri saxazavebis meSveobiT; 

13. gamoaCineT/gaaqreT horizontaluri da vertikaluri gadaxvevis 

zoleb. aRadgineT isini; 

14. gadaaadgileT ekrani marcxniv/marjvniv, zeviT/qveviT; 



15. ganaxorcieleT dokumentis ekranze gamotanis sxvadasxva reJimebi. 

16. daaTvaliereT informacia dokumentis Sesaxeb statusis zolSi. 

17. gaaqreT da gamoaCineT statusis zoli. 

18. gadaaadgileT kursori samuSao areSi rogorc klaviaturiT, ise 

Sesabamisi RilakebiT. 

19. SearCieT erT-erTi qarTuli Srifti da daaformateT igi. SearCieT 

stili, zoma, feri. 

20. arCeuli formatiT SeitaneT qarTuli dasaTaurebuli teqstis, 

ramdenime abzaci; 

21. gawyviteT romelime striqoni, teqstis nawili gadaitaneT axal 

striqonze. aRadgineT gawyvetili striqoni; 

22. gausviT qveS xazi saTaurs; 

23. CaamateT teqstSi, romelime adgilas simbolo (simboloebi). 

amoSaleT igi (isini). 

24. amoSaleT romelime simbolo orive xerxiT. CaamateT; 

25. CawereT simbolo Insert klaviSiT; 

26. gadaadgileT kursori klaviaturis warweriani klaviSebiT; 

27. moniSneT teqstis raime fragmenti. moxseniT moniSvna; 

28. gaadideT saTauris Srifti. SecvaleT stili; 

29. saTauri da teqsti gaakeTeT sxvadasxva feris. moniSneT Shift 

RilakiT; 

30. moniSneT romelime sityva orjer dawkapunebiT. moxseniT moniSvna; 

31. moniSneT abzaci samjer dawkapunebiT. moxseniT moniSvna; gaakeTeT 

igive orjer dawkapunebiT. moxseniT moniSvna; 

32. moniSneT mTeli teqsti sxvadasxva xerxiT. moxseniT moniSvna; 

33. moniSneT striqoni mausis dawkapunebiT; 

34. moniSneT ramdenime striqoni. moxseniT moniSvna; 

35. gaauqmeT moqmedeba rogorc panelidan, ise meniudan. 

36. teqstis romelime sityvas gadausviT erTi xazi, sxva sityvas ori 

xazi; 

37. CawereT simboloebi mocemuli poziciebiT: 
    

 

38. gaaqreT teqsti ekranidan. kvlav gamoaCineT igi; 

39. SearCieT Sriftis zoma, simboloebs Soris intervali; 
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40. moniSneT sityva da gadaaadgileT igi striqonis mimarT zeviT; 

meore SerCeuli sityva gadaaadgileT striqonis mimarT qveviT;  

41. sxvadasxva sityvisaTvis SearCieT sxvadasxva animaciuri efeqti; 

42. amokveTeT raime fragmenti da gadaitaneT igi sxva adgilas. 

aRadgineT sawyisi teqsti; 

43. moaxdineT raime fragmentis kopireba da gadaitaneT sxva adgilas. 

waSaleT miRebuli fragmenti; 

44. SeqmeniT folderi, romlis saxeli iqneba Tqveni gvari; 

45. SeinaxeT Seqmnil folderSi Seqmnili dokumenti (faili) saxeliT 

LAB 1; 

46. DdaxureT faili; 

47. gamodiT programa MS Word-idan; 

48.   daamTavreT muSaoba MS Windows –iT.N 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

II Tavi.  Ffailis gaxsna, Seqmna. Ffragmentis Zebna,  

Secvla, amokveTa/Casma, kopireba,  

CamonaTvlis danomvra da markireba 

$1. samuSaos daniSnuleba: 

laboratoriuli samuSaos daniSnulebaa SeviswavloT: 

o Senaxuli failis gaxsna; 

o axali failis Seqmna; 

o teqstis fragmentis moZebna, Secvla, gadatana; 

o dokumentebidan fragmentebis amogdeba/Casma, kopireba; 

o abzacis formatireba; 

o CamonaTvlis danomvra da markireba. 

$2. meToduri miTiTebebi samuSaos Sesasruleblad 

Senaxuli failis gaxsna. kompiuterSi Senaxuli failis gasaxsnelad 

da ekranze gamosatanad, MS Word-is gaxsnili fanjris mTavari menius 

striqonidan vaaqtiurebT piqtograma  Office Button-s da  

instrumentebis panelze vawkapunebT  Open  piqtogramaze, ris 

Sedegadac ekranze gamova fanjara, romlis Look in velSi movZebniT 

folderis dasaxelebas, romelSic Senaxulia faili. gaxsnil folderSi 

movniSnavT fails (dasaxelebas) da  Open Rilaks an failze orjer 

davawkapunebT, ris Sedegadac faili gaixsneba, ZiriTadi fanjris 

saTauris zolSi failis dasaxelebiT. 

axali failis Seqmna. axali failis (dokumentis) Sesaqmnelad isev 

vaaqtiurebT piqtograma    Office Button-s da vawkapunebT   niSanze, 

ris Sedegadac ekranze gamova MS Word-is ZiriTadi fanjara, saTauris 

zolSi dasaxelebiT Document 2. yoveli axali failis Seqmnisas saTauris 

zolSi gamova Sesabamisad dasaxelebebi: Document 3, Document 4, document 5  

da a.S. 

21 
 



teqstis fragmentis moZebna, Secvla, gadasvla 

xSirad dokumentSi saWiroa teqstis romelime fragmentis  moZebna. 

amisaTvis vaaqtiurebT mTavari menius Home CanarTs ris Sedegadac 

gamosul fanjaraSi vaaqtiurebT   piqtigramas. Find What velSi 

zustad CavwerT im fragmentis simbolos an simboloebis Tanmimdevrobas, 

romelic unda moiZebnos. Find next RilakiT fanjara daixureba da 

avtomaturad moiniSneba (gaSavdeba) saZiebeli fragmenti. Tu aseTi 

fragmenti teqstSi ar arsebobs, ekranze gamova Sesabamisi Setyobineba. 

Tu dokumentSi saWiroa raime fragmentis moZebna da misi axliT 

Secvla, saWiroa Edit→Replace moqmedebis Sesruleba. gamosuli fanjris 

Replace CanarTis gaaqtiurebis Semdeg Find What velSi vwerT saZiebel 

fragments, xolo Replace With velSi _ axal fragments. Tu saWiroa 

mxolod erTjeradi Secvla, virCevT Replace Rilaks, xolo mTel teqstSi 

Secvlis proceduris Sesasruleblad -  Replace All Rilaks. ris Sedegadac 

Zveli fragmenti Seicvleba axliT. 

dokumentSi SeiZleba saWiro gaxdes romelime elementze, magaliTad, 

striqonze, seqciaze, gverdze da sxv. gadasvla. amisaTvis Edit→Goto. 

miRebuli fanjris Goto CanarTis gaaqtiurebis Sedegad, Goto What velis 

CamonaTvlidan SevarCevT saWiro elements: Page (gverds); Sec (seqcias); line 

(striqons) da sxv. xolo SerCeuli elementis marjvniv mezobel velSi 

mivuTiTebT am elementis ricxviT mniSvnelobas, mag. gverdis, seqciis, 

striqonis da a. S. nomers. Next RilakiT ekranze gamova miTiTebuli 

nomris Sesabamisi elementi. 

fragmentis amogdeba / Casma da kopireba erTi dokumentidan meoreSi. 

am procedurebis ganxorcieleba SesaZlebelia amogdeba/Casmis da 

kopirebis zemoT aRwerili meTodebiTac, magram Tu gvinda, rom ekranze 

gaxsnili gvqondes orive dokumenti da ise ganvaxorcieloT es 

procesebi, jer gavxsniT orive dokuments. amis Semdeg davawkapunebT 

ZiriTadi menius Home  elementze, ris Sedegadac CamoiSleba Sesabamisi 

menius fanjara, romlis qveviTa nawilSi mocemuli iqneba orive gaxsnili 

dikumentis dasaxelebebi. fanjaraze SevarCevT Arrange All Rilaks, 

romelze dawkapunebiTac ekranze gamova orive gaxsnili dokumentis 

fanjara. aq ki ukve SegviZlia  erT dokumentSi fragmentis moZebna, misi 
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moniSvna da  an  piqtogramis gaaqtiureba, Semdeg meore 

dokumentSi Casmis adgilas kursoris dafiqsireba da Paste piqtogramis 

gaaqtiureba,. ris Sedegadac Sesruldeba kopirebis an (amogdeba / Casmis) 

operacia. 

abzacis formatireba. abzacis formatireba ZiriTadad gulisxmobs 

teqstis gasworebas. amisaTvis saWiroa jer moiniSnos abzaci da Semdeg 

ZiriTad menius Home   CanarTidan avamoqmedoT  Paragraph meniu.  ris 

Sedegadac gamodis orCanarTiani  fanjara. Tavidan gaaqtiurebulia 

Indents and Spacing CanarTi. am CanarTis Aligment velSi ganixileba abzacis 

gasworeba: Left Aligment (gasworeba marcxnidan, ris Sedegadac teqstis 

marcxena simboloebi gaswordeba erT vertikalze); Right Alligment 

(gasworeba marjvnidan); Centered (centrireba); Justifield (ormxrivi 

gasworeba). aRniSnuli operaciebi SeiZleba ganvaxorcieloT 

instrumentis panelis Sesabamisi RilakebiTac; Indentation ganyofilebaSi 

SeiZleba SevarCioT teqstis daSoreba furclis marcxena kididan (Before 

text) an marjvena kididan (After text), maT gverdiT ganlagebuli mTvlelebis 

meSveobiT. Spacing ganyofilebaSi dadgindeba moniSnuli striqonebis 

daSoreba teqstis wina (Before) da momdevno nawilebidan (After). aseve 

mTvlelebis meSveobiT, Special veliT ganisazRvreba moniSnulis pirveli 

da danarCeni striqonebis urTierTganlageba. Line spacing velSi 

SesaZlebelia moniSnul striqonebs Soris intervalis dayeneba: Single 

(erTi); 1,5 Lines (erTnaxevari); Dubl (ori); At Least (striqonebs Soris 

minimaluri daSoreba at veliT); da sxv. 

Line and page Breaks gaaqtiurebiT gamodis fanjara, romlis 

CamrTvelebs aqvs Semdegi daniSnuleba: Keep Lines together CamrTvelis 

gamoyeneba gamoricxavs SemTxvevas, rodesac moniSnuli teqstis  pirveli 

striqoni erT gverdzea, xolo danarCeni gadadis meore gverdze. Keep 

With next CamrTveli ki  gamoricxavs  SemTxvevas,  rodesac saTauri rCeba 

erT gverdze, xolo teqsti gadadis meore gverdze. Page Break Before-is 

CarTviT moniSnuliT daiwyeba meore gverdi. 

CamonaTvlebis danomvra da markireba. CamonaTvlebis avtomaturi 

danomvris an markirebisaTvis saWiroa jer instrumentebis panelis Home 
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CanarTis, xolo Semdeg  gamosuli piqtogramis gaaqtiureba.  

fanjaraSi gaaqtiurebuli markirebis nimuSis Bullet CanarTi mogvcems 

markirebis saSualebas. Home gamoiyeneba ukve Sesrulebuli markirebuli 

siis gasauqmeblad. markirebis tipis SerCeva xdeba mis nimuSze 

dawkapunebiT da Ok. Tu arc erTi nimuSi ar gvakmayofilebs, vawkapunebT 

erT-erT nimuSze, romelic ufro misaRebia da amis Semdeg gaaqtiurebul 

Customize Rilakze, ris Sedegadac gamodis axali fanjara. Bullet character 

ganyofilebaSi damatebiT virCevT markirebis stils. 

Tu arc es ar gvakmayofilebs vaaqtiurebT Character Rilaks, ris 

Sedegadac gamodis simboloebis CamonaTvali, saidanac SeiZleba vrceli 

markeris nimuSis SerCeva. Font RilakiT gamodis fanjara, romlis 

saSualebiTac ganvsazRvravT Sriftis zomas, stils, fers, formats. 

Picture Rilakis gaaqtiurebiT ekranze gamodis suraTebis CamonaTvali, 

saidanac markerad SegviZlia SevarCioT sasurveli. Indent at velSi 

ganisazRvreba markeris daSoreba marcxena kididan. Tab space after velSi 

SeiZleba mieTiTos markirebuli teqstis pirveli striqonis daSoreba 

marcxena kididan, xolo Indent at velSi - danarCeni striqonebis daSoreba. 

arCeuli markirebis stili gamoCndeba  Preview velSi. Ok RilakiT 

daixureba fanjrebi  da moniSnuli CamonaTvali gaxdeba markirebuli. 

instrumentebis panelis Home CanarTis gaaqtiurebiT da  

piqtogramaze dawkapunebiT SesaZlebelia moniSnuli CamonaTvalis 

danomvra. gamosul fanjaraSi Home nimuSze dawkapunebiT moixsneba 

CamonaTvalis numeracia. Ddanomvris nimuSis SerCeva xdeba masze 

dawkapunebiT. Tu es nimuSebi ar gvakmayofilebs virCevT erT-erTs da 

Semdeg avamoqmedebT Custumize Rilaks, ris Sedegadac gamodis axali 

fanjara.  

Number Format velSi SeirCeva numeraciis simbolos formati. 

amisaTvis kursori davayenoT velSi da klaviaturaze avkrifoT ricxviTi 

da sxva simboloebi (mag. wertili, frCxili da sxva). marjvniv Font 

RilakiT gamosul fanjaraSi SeiZleba ganvsazRvroT nomris simbolos 

zoma, feri da formati. Number Style-dan SesaZlebelia danomvris arCeuli 

stilis cvlileba. Start at velSi SeiZleba mivuTiToT ricxvi, romlidanac 

daiwyeba danomvra. Aligment at velSi mieTiTeba nomrebis  marcxena kidis 

24 
 



25 
 

mimarT gasworebis wesi,  xolo Number Position velSi -SeirCeva nomrebis 

erTmaneTis mimarT gasworebis wesebi:  Left (marcxena kidis mimarT); Center 

(centris mimarT); Rright (marjvena kidis mimarT). 

Tab space after velSi mieTiTeba pirveli striqonis daSoreba marcxena 

kididan, xolo Indent at velSi danarCeni striqonebis daSoreba imave 

kididan. 

Preview velSi gamoCndeba  arCeuli nimuSi. Ok  RilakiT arCeuli 

nimuSi Caemateba ZiriTadi fanjris nomrebis nimuSebSi.  Ok  RilakiT 

fanjara daixureba da miviRebT danomril CamonaTvals. 

Aarsebobs  agreTve e.w. mravaldoniani danomvris SesaZleblobac. 

amisaTvis ZiriTad fanjaraSi virCevT Outline Numbered Rilaks. gamosul 

fanjaraSi SevarCevT sasurvel nimuSs. Tu arc erTi ar gvakmayofilebs  

SevarCevT romelime SedarebiT misaRebs da gavaaqtiurebT Custumize 

Rilaks. gamosul fanjaraSi Level  CamonaTvalSi SevarCevT doneebis 

raodenobas (maqsimum cxras). aq rigrigobiT moiniSneba doneebi da 

danarCeni velebiT ganvsazRvravT maTi danomvris stilis parametrebs.  

 

 

  $3 sakontrolo kiTxvebi 

 

1. romeli RilakebiT gaixsneba Senaxuli faili? 

2. romeli piqtogramiT gaixsneba faili? 

3. ras vuTiTebT gaxsnili failis Look in  velSi? 

4. ra moqmedebiT gaixsneba fanjaraSi faili? 

5. romeli RilakebiT iqmneba axali faili? romeli piqtogramiT? 

6. risi saxelebi iwereba saTauris zolSi? 

7. romeli Rilakebis Tanmimdevruli dawkapunebiT veZebT fragments 

failSi? 

8. romeli CanarTis arCeva SeiZleba am dros? 

9. ra iwereba Find  what  velSi? 

10. ra procesi ganxorcieldeba Find next  Rilakis amoqmedebiT? 

11. ra moxdeba Tu failSi saZiebeli fragmenti ar arsebobs? 
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12. romeli Rilakebis Tanmimdevruli amoqmedebiT moiZebneba fragmenti 

da zogi Seicvleba axliT? 

13. ra iwereba Find  what  velSi? 

14. ra iwereba Replace with  velSi? 

15. romeli RilakiT xdeba fragmentis erTjeradi  Secvla? 

16. romeli RilakiT xdeba yvela fragmentis Secvla? 

17. romeli RilakebiT xorcieldeba dokumentis elementebze gadasvla? 

18. ra SeiZleba iyos dokumentis elementi? 

19. risi miTiTeba xdeba Go to what  velSi? 

20. sad mieTiTeba elementis ricxviTi mniSvneloba? 

21. ra moqmedebebis Tanmimdevruli SesrulebiT SeiZleba fragmentis 

amokveTa / Casma da (piris gadaReba)? 

22. ra moqmedebiT gaixsneba orive dokumentis fanjara ekranze? 

23. riT iwyeba abzacis formatireba? 

24. ras gulisxmobs abzacis formatireba? 

25. romeli Rilakebis Tanmimdevruli amoqmedeba gansazRvravs 

formatirebas? 

26. romeli CanarTis romel velSi xdeba abzacis gasworebis tipis 

SerCeva? 

27. ras akeTebs am velSi Left Aligment  punqti? Righ Aligment? 

28. romeli punqtiT xdeba centrireba? ormxrivi gasworeba? 

29. instrumentuli panelis romeli RilakebiT SeiZleba abzacis 

formatireba? 

30. romeli ganyofileba gansazRvravs teqstis daSorebas furclis 

kideebidan? 

31. risi moZieba xdeba Spasing  ganyofilebaSi? 

32. ra daniSnuleba aqvs Special vels? 

33. risi miTiTeba xdeba Line Spasing velSi? 

34. ra intervalebi SeiZleba arsebobdes striqonebs Soris? 

35. ra daniSnuleba aqvs Line and Spasing CanarTis CamrTvelebs? 

36. ra unda movimoqmedoT CamonaTvlebis Tavidan avtomaturi 

danomvrisaTvis? 

37. romeli Rilakebis Tanmimdevruli amoqmedebiT xdeba danomvra 

/markireba? 
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38. romel CanarTs virCevT markirebisTvis? 

39. ra aris mocemuli markirebis CanarTis gaaqtiurebiT fanjaraSi? 

40. rogor SeirCeva markirebis nimuSi? 

41. Tu nimuSi ar gvakmayofilebs, rogor virCevT damatebiT stils? 

42. Tu arc damatebiTi nimuSebi gvakmayofilebs, romeli Rilaki unda 

avamoqmedoT? 

43. romeli RilakiT ganisazRvreba zoma, stili, feri, formati? 

44. romeli RilakiT xdeba markirebisTvis suraTebis SerCeva? 

45. ra ganisazRvreba Indent at  velSi? 

46. romel velSi xdeba furclis marcxena kididan markirebuli 

teqstis pirveli striqonis daSorebis miTiTeba? danarCeni 

striqonebis? 

47. romel velSi xdeba markirebis stilis demonstracia? 

48. romeli Rilakis amoqmedebiT mTavrdeba markirebis procesi? 

49. romeli CanarTis amoqmedebiT dainomreba CamonaTvali? 

50. romeli RilakiT SeiZleba movxsnaT numeracia? 

51. rogor xdeba numeraciis stilis SerCeva? 

52. Tu arsebuli nimuSebi ar gvakmayofilebs, romeli RilakiT xdeba 

damatebiTi nimuSebis gamotana? 

53. romel velSi SeirCeva numeraciis formati? 

54. rogor xdeba axal SerCeuli stilis Seqmna? 

55. ra ganisazRvreba Font RilakiT? 

56. risTvis gamoiyeneba Number style Rilaki? 

57. ra mieTiTeba Start at velSi? Aligment at velSi? Number position velSi? 

58. romel velSi xdeba furclis marcxena kididan pirveli striqonis 

daSorebis gansazRvra? danarCeni striqonebis? 

59. risi demonstrireba xdeba Preview velSi? 

60. romeli Rilakis amoqmedebiT dasruldeba danomvris operacia? 

61. romeli RilakiT xdeba mravaldoniani danomvra? 

62. romeli RilakiT xdeba samomxmareblo nimuSis Seqmna? 

63. romel velSi mieTiTeba doneebis raodenoba? 

64. romeli velebiT SeirCeva danomvris stilis parametrebi? 

 

  $4  davaleba 
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1. daiwyeT muSaoba Word-iT.; 

2. gaxseniT Senaxuli faili menius striqonidan. 

3. daxureT fanjara. 

4. gaxseniT igive faili instrumentuli panelidan. 

5. SeqmeniT axali faili menius striqonidan. 

6. daxureT fanjara. 

7. SeqmeniT axali faili instrumentuli panelidan. 

8. SeitaneT ramdenimegverdiani teqsti. 

9. teqstSi SearCieT raime sityva da Word-iT moZebneT igi. 

10. nebismieri sityva, romelic teqstSi ar aris, moZebneT Word-iT. 

11. teqstSi SearCieT sityva (sityvebi) da SecvaleT igi axali 

sityviT? 

12. SearCieT striqonis nomeri da gadadiT masze. 

13. SearCieT gverdi  da gadadiT masze. 

14. ekranze gamoitaneT adre Senaxuli faili da axali teqsti. 

15. SerCeuli fragmenti amoiReT erTi dokumentidan da CasviT 

meoreSi. 

16. erT dokumetSi SearCieT fragmenti gadaiReT piri da gadaitaneT 

igi meore dokumentSi. 

17. gamoZaxebuli faili kvlav SeinaxeT. 

18. teqstSi SearCieT abzaci da gaasworeT igi jer marcxnidan, Semdeg 

marjvnidan. gaukeTeT centrireba. gaasworeT ormxriv. 

19. gaakeTeT igive instrumentuli panelis piqtogramebiT. 

20. daaSoreT teqsti furclis marcxena kides raRac manZiliT, imave 

manZiliT daaSoreT igi marjvena kides. 

21. SerCeuli fragmenti daZariT teqstis wina nawilidan 

gansazRvruli manZiliT.  

22. teqstis striqonebs Soris daicaviT raRac intervalebi. 

23. CarTeT CamrTveli, romelic gamoricxavs moniSnuli teqstis 

pirveli da danarCeni striqonebis ganTavsebas sxvadasxva gverdze. 

24. CarTeT CamrTveli, romelic gamoricxavs saTauris erT gverdze 

datovebas, xolo danarCeni teqstis sxva gverdze gadatanas. 

25. SeinaxeT faili. 

26. SeqmeniT axali faili. 
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27. teqstSi striqonis mixedviT CamowereT qalaqebi. 

28. SearCieT markirebis stili da moaxdineT markireba. 

29. gamoiZaxeT damatebiTi markirebis nimuSebi da SearCieT erT-erTi 

maTgani. 

30. moxseniT markireba. 

31. SearCieT sxva damaTebiTi markirebis nimuSi. 

32. gansazRvreT misi fontis parametrebi. 

33. moxseniT markireba. 

34. markirebad SearCieT naxatebi. 

35. gansazRvreT markeris daSoreba marcxena kididan da pirveli 

striqonis daSoreba marcxena kididan, danarCeni striqonebis 

daSoreba marcxena kididan. 

36. moxseniT markireba. 

37. danomreT CamonaTvali erT-erTi nimuSiT. 

38. moxseniT danomvra. 

39. danomreT CamonaTvali samomxmareblo RilakiT. 

40. SearCieT numeraciis simbolos formati, fonti. 

41. SecvaleT danomvris arCeuli stili. 

42. gansazRvreT nomrebis daSoreba marcxena kididan. 

43. gaasworeT nomrebi sxvadasxva xerxiT. 

44. gansazRvreT pirveli da danarCeni striqonebis daSoreba marcxena 

kididan. 

45. CamowereT saqarTvelos regionebi da maTi qalaqebi. 

46. danomreT CamonaTvali samdoniani struqturiT, sadac umaRles 

doneze moTavsdeba saqarTvelo, meore doneze- regionebi, xolo 

mesameze- qalaqebi. 

47. SeinaxeT Seqmnili dokumenti Tqven mier Seqmnil LAB.2 folderSi. 

48. daxureT faili. 

49. gamodiT MS Word programidan. 

50. daamTavreT muSaoba MS Windows-iT. 

 

 

 

 



 

 

 

 

III Tavi.  teqstis dayofa svetebad. 
gaformeba CarCoebiT da foniT.  gverdebis danomvra. 

kolontitulebis Seqmna 
 

$1. samuSaos daniSnuleba: 
 

laboratoriuli samuSaos daniSnulebaa SeviswavloT: 

o teqstis dayofa svetebad; 

o aso niSnis Seqmna teqstSi; 

o teqstis gaformeba CarCoebiT da foniT; 

o registris Secvla (gadarTva); 

o teqstis mimarTulebis gansazRvra; 

o dokumetis gverdebis danomvra; 

o TariRisa da drois Cawera; 

o zeda da qveda kolontitulebis Seqmna. 

$2. meToduri miTiTebebi samuSaos Sesasruleblad 

teqstis dayofa svetebad. dokumenti SeiZleba svetebad davyoT an 

teqstis Setanamde, an mis Semdeg. teqstis Setanis Semdeg saWiroa 

svetebad dasayofi teqsti moiniSnos. svetebad dasayofad saWiroa 

gavaaqtiuroT instrumentebis panelze CanarTi Page Layout →Columns, ris 

Sedegadac ekranze gamova fanjara. 

 

 

 

 

 

 

Columns ganyofilebaSi mocemulia svetebad dayofis nimuSebi. One 

(erTsvetiani anu pirvandeli saxiT teqstis aRdgena), Two (orsvetiani), 

Three (samsvetiani), Left (marcxena), Right (marjvena). svetebad dayofis 

stilis SerCeva moxdeba sasurvelze  dawkapunebiT. amas garda teqstis 
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svetebad dasayofad SeiZleba gamoviyenoT  CanarTi, 

sadac velSi , Number and Culumns mivuTiTebT  svetebis raodenobas. 

 
Width and Spasing ganyofilebaSi TiToeuli sveti SeiZleba davnomroT 

Col velSi, svetis sigane mivuTiToT Width velSi, svetebs Soris dacileba 

ki Spasing velSi. 

Tu gvinda, rom svetebi erTnairi siganisa iyos CavrToT  Equal 

Column Width  Wde. am Wdis CarTviT toli iqneba agreTve svetebs Soris 

daSorebac.  Right-to-Left  CamrTveliT ganisazRvreba svetebSi teqstis 

mimarTuleba, xolo  Line between Wdis CarTva uzrunvelyofs svetebis 

erTmaneTisagan gamoyofas vertikaluri gamyofi xazebiT. mTeli teqstis 

svetebad dayofis SemTxvevaSi unda gavaaqtiuroT Whole document-I, xolo 

moniSnuli fragmentis svetebad dayofis SemTxvevaSi Thes point Forward-i. 

teqstis svetebad dayofis dros teqstis gadatanisas erTi svetidan 

meoreSi kursoris gadasatanad saWiroa gavaaqtiuroT Page Layout →Breaks  

 

 

 

 

 

da gamosuli fanjris CanarTebSi SevarCioT sasurveli formati. 

Aaso niSnis Seqmna teqstSi. teqstis gaformebisas SeiZleba misi 

pirveli aso an mTeli sityva gavaformoT rogorc  CarCoSi Cawerili 

grafikuli obieqti, romelsac gansxvavebuli formati eqneba. aseT 

obieqts aso niSani ewodeba. 

Amis Sesaqmnelad saWiroa mTavar meniuze gavaaqtiuroT Insert ;  

movniSnoT pirveli aso an sityva da gavaaqtiuroT piqtograma Drop Cap, 
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ris Sedegadac, isris gaaqtiurebis Semdeg, virCevT aso niSnis tips. 

None (aso niSnis gauqmeba), Dropped (rodesac aso niSani gadafaravs 

ramdenime striqons), In Marrgin (rodesac aso niSani ganTavsdeba mindorSi 

da teqsti moTavsdeba mis marjvniv). 

Drop Cap Optios  CanarTis gaaqtiurebis Semdeg miviRebT fanjaras. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Font velSi SevarCevT saWiro Srifts. 

Line to Drop velSi  virCevT striqonebs, romelTa gaswvrivac 

ganTavsdeba aso niSani. 

Distence from text velSi mivuTiTebT teqstidan aso niSanis daSorebas 

Ok RilakiT daixureba fanjara  da teqstSi miviRebT aso niSans. 

teqstis gaformeba CarCoebiT da foniT. fragmentis CarCoSi 

Casasmelad an teqstis sazRvrebis da Crdilebis formatirebisaTvis 

vaaqtiurebT Semdeg brZanebebs: mTavari menius Page Layout  CanarTs; 

Insert→Design, miviRebT qvemoT mocemul suraTs:  
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Ggamova samCanarTiani fanjara. Tavidan aqtiuria Border CanarTi, 

romelic fragmentisTvis CarCos gakeTebis saSualebas iZleva. 

Setting ganyofilebaSi mocemulia CarCos formebi: 

None (Tu moniSnuli fragmenti CarCoSia, misi gauqmeba); Box 

(svetebiani CarCo); Custom (CarCo sxvadasxva stilis gverdebiT). CarCos 

varCevT sasurvel  formaze dawkapunebiT. 

Stile CamonaTvalSi SeirCeva CarCos xazis stili, Color velSi _ feri, 

Weidth –Si -sisqe. 
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Preview velSi  gamoCndeba SerCeuli CarCos nimuSi. Aiqvea agreTve 

CarCos oTxi nimuSi, romlebic SesaZleblobas iZleva wavuSaloT da 

gavukeToT CarCos calkeuli gverdebi. nimuSi SeirCeva masze 

dawkapunebiT. Show Toolbar Rilakis amoqmedebiT ekranze gamova 

instrumentuli paneli, xolo Horizontal Line Rilakis amoqmedebiT 

SesaZlebelia CarCosTvis sxvadasxva figuruli  konturis xazebis 

SerCeva. Option RilakiT gamosul fanjaraSi SeiZleba ganvsazRvroT 

manZilebi teqstidan CarCos gverdebamde Top, Bottom, Left, Right velebiT. 



Apply to velSi virCevT Text –s, Tu CarCos vukeTebT gamoyofil teqsts, 

an Paragraph –s, Tu CarCos vukeTebT morig abzacs. 

CarCos Seqmnisas unda gaviTvaliswinoT, rom, Tu CarCoSi CavamatebT 

teqsts,  maSin CarCos zomebi avtomaturad gaizrdeba. amas garda, Tu 

kursors movaTavsebT CarCos SigniT, teqstis dasawyisSi da davaWerT 

Enter Rilaks, maSin gaizrdeba rogorc manZili CarCos zeda gverdsa da 

Caweril teqsts Soris, ise CarCos simaRle, xolo Tu kursors 

movaTavsebT CarCoSi  Cawerili teqstis bolos da davaWerT Enter Rilaks 

(erTxel an ramdenjerme), maSin gaizrdeba manZili teqstsa da CarCos 

qveda gverds Soris, am SemTxvevaSic gaizrdeba CarCos simaRle. 

fanjris Page Border CanarTis gaaqtiurebiT miRebul fanjaras 

daaxloebiT igive agebuleba aqvs da  gamoiyeneba gverdis CarCos 

gasaformeblad.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

damatebiT velebs aqvs Semdegi daniSnuleba: Art CamonaTvali gvaZlevs 

saSualebas mxatvrulad gavaformoT CarCos gverdebi, Sesabamisi nimuSis 

SerCeviT. Apply to velSi SeiZleba SevarCioT CarCos parametrebi: Whole 

Document (mTeli dokumenti); This Section (teqstis moniSnuli nawili); First 

page onle (moniSnulis mxolod pirveli gverdi); All except first page (moniSnuli 

garda pirveli gverdisa). 
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fanjris Shading  CanarTiT ganisazRvreba foni. kerZod File gvaZlevs 

saSualebas SevarCioT CarCos Siga aris feri. Tu es ferebi ar 

gvakmayofilebs, virCevT more colors  Rilaks. Style  velSi SeirCeva 

foni,SesaZlebelia (gamuqeba an gabaceba), xolo color velSi  CarCos 

gverdebis konturis feri. 

Ok RilakiT daixureba fanjara  da moniSnuli teqsti aRmoCndeba 

CarCoSi. 

registris Secvla (gadarTva).  registris Sesacvlelad SeiZleba 

gamoviyenoT Shift    da  Caps Lock  Rilakebi rusul da inglisurenovani 

teqstebisaTvis, Tu patara asoebis (xelnaweri) Setana SesaZlebelia Shift 

Rilakis gareSe, didi asoebi (mTavruli) unda SevitanoT amoqmedebuli 

Shift RilakiT. Tu klaviSze gamosaxulia ori simbolo, maSin erTi 

simbolo Caiwereba Cveulebriv reJimSi, xolo meore – amoqmedebuli Shift 

RilakiT. sami da meti simbolos arsebobis SemTxvevebSi ki saWiroa 

Sriftis Secvla (magaliTad, inglisurenovanisa rusulenovaniT). 

statusis striqonis marjvena mxares moTavsebulia Largverge Rilaki. A 

registrebis gadasarTavad  SeiZleba  Caps Lock  Rilakis gamoyenebac 

(mxolod inglisur  da  rusulenovani teqstebisaTvis.)., romlis CarTvis 

SemTxvevaSi klaviaturaze ainTeba Sesabamis warweriani  naTura da  

SesaZlebeli iqneba mTavruli asoebis Setana, xolo gamorTuli naTuris  

SemTxvevaSi (naTura Camqralia) _ Cveulebrivi asoebis Setana. 

registrebis gadasasvlelad gamoiyeneba NumLock  Rilaki, romelic 

cifrebis Setanis reJims (Sesabamisi naTura gamorTulia) gadarTavs  

kursoris gadaadgilebis reJimze (naTura CarTulia) da, piriqiT. 

registris Sesacvlelad  SeiZleba gamoviyenoT menius brZanebac. 

kerZod, jer movniSnoT teqstis fragmenti, romelSic gvinda simboloebis 

formatireba da Chang Case. ekranze gamosuli fanjris CamrTvelebs aqvs 

Semdegi daniSnuleba: 

• Sentence case _ winadadebis pirveli sityvis pirveli aso  

                                      iyos  mTavruli; 

• Rovercase  _   yvela simbolo warmodgenili iyos  patara 

                                                asos saxiT;                                                  

• Uppercase –   yvela simbolo iyos  asomTavruli; 



• Titlecase _    yoveli sityvis pirveli simbolo iyos  

                       asomTavruli,  danarCeni Cveulebrivi; 

• Loccle case  _ yoveli sityvis pirveli aso Cveulebrivia, 

                        danarCeni mTavruli. 

teqstis mimarTulebis gansazRvra. teqstis mimarTuleba gulisxmobs 

teqstis horizontalur da vertikalur ganlagebas da igi SeiZleba 

ganvaxorcieloT mxolod Text Box  teqstebisaTvis. amisaTvis ki saWiroa 

mTavari menius Insert CanarTSi gavaaqtiuroT  (Text Box) Rilaki  da 

CavweroT teqsti misTvis gankuTvnil  CarCoSi. gamosul fanjaraSi 

naCvenebia teqstis mimarTulebis nimuSebi: horizontaluri, vertikaluri, 

qvevidan zeviT, vartikaluri, zevidan qveviT. saWiro mimarTulebis 

moniSvnisas  Preview ganyofilebaSi mimarTulebis Semowmebisas da Ok 

RilakiTMmoxdeba teqstis Sesabamisi ganlageba. 

dokumetis gverdebis danomvra. gverdebis dasanomrad  vaxorcielebT 

Insert→Page Numbers.  

 
 

1. Top of Page – gverdis zeviTa nawilSi 

2. Bottom of Page – gverdis qveviTa nawilSi 

3. Page Margins – gverdis mindvrebze 

4. Current Position – mimdinare poziciaze 

5. Format Page Numbers CanarTis gaaqtiurebis Sedegad  miviRebT 

fanjaras, TiToeuli CanarTis gaaqtiurebiT aseve  SesaZlebelia 

gverdze nomris poziciebis gansazRvra. 
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Ggamosuli  fanjris Number Format  CamonaTvalSi SeiZleba SevarCioT 

nomrebis formati. Include chapter number CamrTvelis CarTviT gverdis nomris 

win daiwereba wignis Tavis nomeri. Chapter start with style CamonaTvalSi 

miTiTebuli sxvadasxva kategoriis  saTaurebidan (head1, head2,…) erT-erTs 

avirCevT wignis Tavis saTaurad, xolo Use separater CamonaTvalSi SevarCevT 

Tavis nomersa da gverdis nomris gamyof simbolos.  

 Continue from preveous section CamrTveliT  gagrZeldeba wina seqciaSi 

dawyebuli numeracia, xolo  Srart at CamrTveliT  marjvena velSi 

mieTiTeba dasanomri gverdebidan  pirvelis  nomeri. 

Ggverdebis numeraciis wasaSlelad saWiroa gavaaqtiuroT CanarTi 

 

 

 TariRisa da drois Cawera. TariRisa da drois dasafiqsireblad 

kursori unda movaTavsoT Casmis adgilas da Inset →Date and time.  

 

 

 

 

 

 

 

G 
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gamosuli fanjris Available CamonaTvalSi SevarCioT sasurveli 

formati, Language CamonaTvalSi ki- ena, Tu saWiroa TariRisa da drois 

avtomaturi  ganaxleba, CavrToT  Update automatically  CamrTveli, xolo 

maTi ganaxlebisTvis kursori movaTavsoT Casmis Ria nacrisfer velSi  

da gavaaqtiuroT F9 klaviSi. 

zeda da qveda kolontitulebis Seqmna. kolontituli warmoadgens 

gverdis zemoT (Header) da qvemoT (Footer) specialurad gamoyofil adgils, 

romelic SemosazRvrulia wyvetili xaziT, romelSic Cawerilia 

garkveuli  informacia. informaciis erTjeradi Setana erT-erT gverdze 

uzrunvelyofs msgavsi kolontitulebis avtomatur Seqmnas sxva 

gverdebzec. 

kolontitulebis Sesaqmnelad vaxorcielebT Insert→ Header ,  Footer,  

 

 

 

 

 

 

 

 

 

ris Sedegadac dokumenti gadadis kolontitulis Seqmnis reJimSi, teqsti 

gauferuldeba da SeuZlebeli iqneba misi redaqtireba. am dros gverdis 

zeviTa nawilSi  gamoCndeba wyvetili xaziT SemosazRvruli marTkuTxedi 

_ zeda kolontituli (Header), romelSic teqstis formatireba da 

redaqtireba Cveulebrivi teqstis analogiurad moxdeba. amas garda 

gavaaqtiurebT Header and Footer.  instrumentis paneli aseve uzrunvelyofs   

 

kolontitulebis marTvas da maTSi teqstis Cawera/redaqtirebas. 
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kolontitulebis wasaSlelad movniSnavT kolontitulis 

ares da vaaqtiurebT Rilaks  Delete. 

 

$3 sakontrolo kiTxvebi 

1. ra moqmedebebiT iwyeba svetebad dayofis procesi? 

2. ra aris mocemuli fanjris  Presents ganyofilebaSi? 

3. svetebad dayofis ra da ra nimuSebia warmodgenili? 

4. Tu nimuSi ar gvakmayofilebs ra da ra moqmedebebs vaxorcielebT? 

5. romel velSi xdeba svetebis raodenobis miTiTeba? 

6. ras vuTiTebT Col velSi? Width velSi? Spasing velSi? 

7. ra daniSnuleba aqvs Equal Column Width Wdes? 

8. romeli WdiT xdeba svetSi mimarTulebis gansazRvra? 

9. ra daniSnuleba aqvs Line Between Wdes? 

10. romel ganyofilebaSi xdeba svetebad dayofis arealis miTiTeba? 

11. ra moqmedebiT xdeba kursoris gadatana erTi svetidan meoreSi? 

12. ra aris aso niSani? 

13. riTi iwyeba aso niSnis Seqmna? 

14. ra moqmedebiT xdeba aso niSnis Seqmna? 

15. romel velSi xdeba aso niSnis tipis SerCeva? 

16. ra da ra tipis aso niSnebi gvaqvs? 

17. romel velSi xdeba aso niSnis fontis SerCeva? 

18. ra daniSnuleba aqvs Line to Drop vels? Distance From Text vels? 

19. romeli RilakiT xdeba asoniSnis Seqmnis procesebis damTavreba? 

20. ra moqmedebiT iwyeba fragmentisaTvis CarCos gakeTebis procesi? 

21. menius romeli brZanebiT  xdeba CarCos gakeTeba? 

22. romeli CanarTiT keTdeba CarCo? 

23. ra aris mocemuli Setting ganyofilebaSi? 

24.  ra formebia mocemuli? 

25. ra daniSnuleba aqvs none formas? 

26. rogor SeirCeva  CarCos forma? 

27. ra daniSnuleba aqvs Style vels? Color vels? Weidth vels? 

28. romel velSi SeiZleba SerCeuli CarCos nimuSis daTvaliereba? 
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29. romel velSi keTdeba  CarCos calkeuli gverdebi? 

30. romeli RilakebiT xdeba CarCosTvis sxvadasxva figuruli  konturis 

xazebis SerCeva? 

31. rogor ganisazRvreba teqstidan CarCos gverdamde manZili?  

32. ra daniSnuleba aqvs Apply to CamonaTvlebs? 

33. ra moxdeba, Tu CarCoSi CavamatebT teqsts? 

34. rogor SeiZleba manZilis gazrda CarCos zeda gverdsa da teqsts 

Soris? ra xdeba am dros? 

35. rogor SeiZleba manZilis gazrda CarCos qveda gverdsa da teqsts 

Soris ? ra xdeba am dros? 

36. romeli CanarTiT keTdeba gverdis CarCo? 

37. ra daniSnuleba aqvs Art CamonaTvals? Apply to parametrebs? 

38. romeli CanarTiT ganisazRvreba  foni? 

39. ra daniSnuleba aqvs File Rilaks? Style vels? Color vels? 

40. romeli Rilaki amTavrebs  CarCos Seqmnis samuSaos?  

41. ras niSnavs registris cvlileba? 

42. romeli RilakebiT xdeba registrebis gadasvla? 

43. rogor viqceviT, Tu klaviaturis klaviSze sami simboloa? 

44. ra daniSnuleba aqvs Numlock Rilaks? 

45. menius romeli brZanebiT xdeba registrebis gadarTva? 

46. ra daniSnuleba aqvs gamosul CamrTvelebs? 

47. ras gulisxmobs teqstis mimarTuleba? 

48. ra  moqmedebiT xdeba Text box CarCos gamoZaxeba? 

49. rogor ganisazRvreba CarCoSi Casmuli teqstis mimarTuleba?  

50. menius romeli moqmedebiT inomreba  gverdebi? 

51. romel velSi ganisazRvreba nomris adgilmdebareoba?  

52. sad SeiZleba eweros gverdis nomeri? 

 

53. romel velSi ganisazRvreba nomris ganTavsebis adgili?  ganTavsebis 

ra adgilebi arsebobs?   

54. ra daniSnuleba aqvs Inside  da   Outside punqtebs? 

55. ra daniSnuleba aqvs Show number on first page CamrTvels? 

56. romeli RialakiT xdeba nomris daformateba? 

57. ra saxis formatebi arsebobs? romeli RilakebiT SeirCeva isini?  
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58. rogor moixsneba  gverdebis numeracia?  

59. ra moqmedebiT xdeba  TariRisa da drois Casma? 

60. romel velSi xdeba sasurveli formatis miTiTeba? enis miTiTeba? 

61. ra daniSnuleba aqvs Update automatically CamrTvels? 

62. rogor xdeba TariRisa da  drois Secvla? 

63. ra aris kolontituli? 

64. rogori kolontitulebi arsebobs? 

65. rogor iqmneba  kolontituli? ra gamoCndeba Sesabamisi  moqmedebis 

Sedegad? 

66. saidan xdeba informaciis Setana kolontitulSi? 

67. ra daniSnuleba aqvs am dros gamosul instrumentuli panelis 

Rilakebs? 

68. romeli RilakiT iwereba mocemuli gverdis nomeri? da gverdebis 

saerTo raodenoba? TariRi?  

69. ra daniSnuleba aqvs instrumentuli panelis Rilakebs: Format Page 

Number? Page Setup? Show/Hide? Same as Previsius? Show Previus? Show Next? 

70. romeli RialkiT gamovdivarT kolontitulis Seqmnis Rilakidan? ra 

xdeba am dros? 

71. ra moqmedebiT waiSleba kolontituli? 

 

$4 davaleba 

1. daiwyeT muSaoba MS Word_iT. 

2. gamoiZaxeT Tqveni faili. 

3. SeqmeniT axali dokumenti. 

4. SeitaneT teqsti. 

5. SearCieT fragmenti da dayaviT igi svetebad erT-erTi standartuli 

Left nimuSiT. 

6. moxseniT svetebad dayofa. 

7. dayaviT sxva fragmenti xuT svetad. svetebis sigane sxvadasxva iyos. 

8. gamoyaviT svetebi vertikaluri gamyofi xazebiT. 

9. erT-erT svetSi CaamateT Tqveni gvari. igive gaakeTeT sxva svetebSic. 

10. SearCieT teqstis  erT-erTi abzaci da gaukeTeT mas Dropped  tipis aso 

niSani, romelic gadafaravs oTx striqons, daSorebiT 3. 
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11. meore abzacs gaukeTeT In Mergin tipis aso niSani, romelic gadafaravs 

5 striqons, daSorebiT 4. 

12. moxseniT erT-erTi asoniSani. 

13. darCenili aso niSnisTvis SearCieT fonti, gansxvavebuli Sriftis,  

zomis, stilis da gaaferadeT. 

14. teqstidan SearCieT fragmenti da gaukeTeT mas sam -ganzomilebiani 

CarCo. 

15. SearCieT CarCos xazis stili, feri da sisqe. 

16. gaaformeT CarCos xazebi figuruli formebiT. 

17. gansazRvreT manZilebi teqstidan CarCos gverdebamde. 

18. daamateT CarCoSi moTavsebul teqsts  3 striqoni dasawyisSi. 

19. daamateT CarCoSi moTavsebul teqsts  5 striqoni boloSi. 

20. SearCieT CarCos Siga aris feri. 

21. gaamuqeT foni. 

22. SearCieT CarCos konturis feri. 

23. SecvaleT  registrebi menius striqonidan. 

24. CawereT winadadeba ise, rom pirveli sityvis pirveli simbolo iyos 

mTavruli. 

25. CawereT winadadeba ise, rom yvela simbolo warmodgenili iyos patara 

asoebiT. 

26. CawereT winadadeba ise, rom yvela simbolo iyos  asomTavruli. 

27. CawereT winadadeba ise, rom yoveli sityvis pirveli simbolo iyos 

asomTavruli, danarCeni xelnaweri. 

28. CawereT winadadeba ise, rom yoveli sityvis pirveli aso iyos 

xelnaweri, danarCeni mTavruli. 

29. gamoiZaxeT Text Box -i da CawereT masSi raime teqsti. SearCieT teqstis 

horizontaluri mimarTuleba. 

30. gadaiReT imave teqstis piri  da gansazRvreT vertikaluri 

mimarTuleba qvevidan zeviT. 

31. danomreT ramdenime gverdiani dokumeti. gverdis nomeri dasviT  

furclis TavSi, centrSi. 

32. moxseniT numeracia. 

33. danomreT gverdebi ise, rom kent gverdebze  nomrebi moTavsdes  

marcxniv, xolo luw gverdebze -marjvniv. 
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34. moxseniT numeracia. 

35. danomreT  gverdebi  ise, rom kent gverdebs nomeri hqondes marjvniv, 

xolo luw gverdebs marcxniv. 

36. danomreT pirveli gverdic. 

37. SearCieT formati nomrisTvis. 

38. danomreT  gverdebi ise, rom gverdis nomris win daiweros Tavis 

nomeri. 

39. SearCieT maTi gamyofi simbolo. 

40. moSaleT numeracia. 

41. danomreT dokumenti ise, rom  pirveli gverdis nomeri iyos  5.  

42. teqstis dasawyisSi marcxniv CasviT TariRi, xolo marjvniv _  dro. 

SearCieT formati, ena. 

43. SecvaleT avtomaturad TariRi da dro. 

44. dokumets gaukeTeT zeda kolontituli.  SearCieT formati da CawereT 

masSi  universistetis dasaxeleba, fakultetis dasaxeleba. 

45. instrumentuli panelis saSualebiT CasviT masSi  gverdis nomeri, 

gverdebis saerTo raodenoba. daaformateT isini. 

46. gadadiT qveda kolontitulze da CawereT kursis nomeri, jgufis 

nomeri, specialoba, saxeli, gvari. 

47. instrumentuli panelis saSualebiT CasviT TariRi, dro. 

48. SeinaxeT dokumentis teqsti. kvlav gamoaCineT igi. 

49. gamoitaneT ekranze wina kolontituli. 

50. gamoitaneT Semdegi kolontituli. 

51. gamodiT kolontitulis Seqmnis reJimidan. 

52. waSaleT qveda kolontituli. aRadgineT igi. 

53. SeinaxeT dokumenti Tqvens folderSi ( LAB 3.) 

54. gamodiT MS Word_dan. 

55. daamTavreT muSaoba. 

 

 

 

 

 



IV Tavi.  dokumentebSi avtoteqstis, sqolios, 

warweris, miniSnebis, SeniSvnis, simbolos, obieqtis, 

formulis, failis Casma 

 

§ 1.  samuSaos daniSnuleba 

    laboratoriuli samuSaos daniSnulebaa SeviswavloT: 

o avtoteqstis Seqmna da gamoyeneba; 

o sqolios Casma; 

o obieqtisaTvis warweris Seqmna; 

o obieqtebis CamonaTvalis Seqmna; 

o miTiTebis gakeTeba; 

o simbolos Casma; 

o SeniSvnis gakeTeba; 

o obieqtis ageba da Casma; 

o maTematikuri formulisa Dda simbolos Cawera; 

o obieqtis gadmotana sxva failidan da Casma. 

 

§ 2. meToduri  miTiTebebi samuSaos  Sesasruleblad 

Aavtoteqstis Seqmna da gamoyeneba. dokumentSi SeiZleba arsebobdes  

xSirad gamosayenebeli erTi da igive fragmenti-teqsti an grafikuli 

obieqtebi. MS Word-Si aris SesaZlebloba erTxel SevqmnaT es fragmenti, 

gavaformoT igi rogorc avtoteqsti, Semdeg saWiroebisamebr gamoviZaxoT 

igi da CavsvaT dokumentSi, nebismier adgilas. amisaTvis saWiroa jer 

CavweroT fragmenti  da movniSvnoT, Semdeg Insert  Quick Parts ( sur.1). G 

 

 

 

 

 

 

sur.1 

gamosul fanjaraSi (sur.2) virCevT Save Selection to Quick Part Gallery.   
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 sur.2 

miRebuli dialoguri fanjris Name  velSi vwerT avtoteqstis saxels, 

romliTac Semdeg gamoviZaxebT avtoteqsts. Ok  RilakiT gavaformebT 

moniSnul fragments,  rogorc avtoteqsts. Aanalogiurad SesaZlebelia 

sxva fragmentebis moniSvna da avtoteqstis sxva saxeliT gaformeba.  

teqstSi sqolios Casma. teqstis, zogierTi sityva an fraza saWiroebs 

ganmartebas, romelsac sqolio ewodeba. igi SeiZleba daiweros sxva 

adgilas (ara uSualod sityvasTan), magaliTad yoveli gverdis, Tavis, an  

dokumentis bolos. sqolios saWiroebis  SemTxvevaSi yovel gansamartav 

sityvas, marjvena zeda kuTxeSi ukeTdeba niSani-garkveuli simbolo,mag., 

nomeri an sxva simbolo. igive nomeri an simbolo iwereba sqolios 

dasawyisSi raTa advilad moiZebnos igi.  sqolio teqstisagan gamoiyofa 

Txeli uwyveti horizontaluri xaziT. 

sqolios Sesaqmnelad kursori unda movaTavsoT gansamartavi  sityvis 

bolos da mTavar meniuSi gavaaqtiuroT brZaneba Reference Insert Footnote 

(sur.3). Ggamotanili  fanjris gadamrTvelebiT SevarCioT sqolios Casmis 

adgili:    

Next Footnote -  gverdis  an Next Endnote- dokumentis, an seqciis bolos. 
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F 

 

 

 

 

 

 

 

 

 

 nax.3 

                                    sur.3 

Format  ganyofilebis  Number Format    veliT ganvsazRvroT sqolios 

ricxvebiT danomvris formati. Tu sqolioebis aRniSvna gvinda sxva 

simboloebiT, Symbol… Rilakis gaaqtiurebiT gamosul fanjaraSi 

avirCioT sasurveli simbolo, romelic Semdeg aRmoCndeba mis marcxniv, 

Custom mark velSi. Start at    velSi CavweroT ricxvi, romliTac iwyeba 

sqolioebis danomvra ( Tavdapirvelad weria 1, romelic SeiZleba 

SevcvaloT).  Numbering     CamonaTvalSi  SeiZleba SevarCioT sqolioTa 

danomvris mimdevroba: Continuous- gagrZeldes wina nawilebSi ( Tavi, 

seqcia) dawyebuli danomvra; Restart each  selection- yovel nawilSi Tavidan 

daiwyos sqolioTa danomvra; Restart  each  Page-  yovel gverdze Tavidan 

daiwyos sqolioTa danomvra. 

Apply changes to    CamonaTvalSi SevarCevT dokumentis nawils 

romlisaTvisac gvWirdeba  arCeuli parametrebi: Whole Document- mTeli 

dokumentisaTvis; Convert  RilakiT Footnote tipis sqolio gadakeTdeba 

Endnote tipis sqoliod da, piriqiT. Insert  RilakiT fanjara daixureba da 

kursoris adgilas gaCndeba sqolios SerCeuli simbolo. Kkursori 
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gadava gverdis (dokumentis an seqciis) bolos da teqstisagan 

gamoiyofili iqneba horizontaluri xaziT.Aaqve iqneba dasmuli sqolios 

Sesabamisi simbolo da SesaZlebeli iqneba sqolios teqstis Cawera. 

sqolioSi SesaZlebelia agreTve sxvadasxva obieqtis (cxrilis, 

naxatis,...da sxvaTa) ganTavseba. 

sqolios wasaSlelad ZiriTad teqstSi unda movniSnoT sqolios 

simbolo da Delete. sqolios simbolo gaqreba, gaqreba agreTve sqolios 

teqstic da, Tu sqolioebi danomrilia, waSlili sqolios momdevno 

sqolioebis nomrebi Semcirdeba erTiT. 

obieqtisaTvis warweris Seqmna. dokumentSi naxazs, naxats, cxrils, 

formulas, diagramasa da sxva obieqtebs zogjer Tan erTvis warwera, 

romelSic miTiTebulia obieqtis  rigiTi nomeri da ganmarteba. 

obieqtis warweris Sesaqmnelad unda movniSnoT es obieqti da 

SevasruloT Reference  Caption.  Ggamosuli fanjris Label  CamonaTvalSi 

unda SevarCioT obieqtis saxeoba—(Figure- figura;  Table-  cxrili; da 

Equation- formula) CaptionGvelSi avtomaturad Caiwereba miTiTebuli 

obieqtis dasaxeleba da  rigiTi nomeri. (Tavidan iwereba 1) am velSi 

SeiZleba gavakeToT nebismieri minaweri, romelic Semdeg gaCndeba 

teqstSi obieqtze.  

Position  velSi SevarCioT obieqtis mimarT warweris ganTavsebis adgili 

Below  selected item – obieqtis qveS ; Abvose  selected item -  obieqtis zemoT. 

dokumentSi sxva obieqtisaTvis erTi da imave saxeobis warweris 

Seqmnisas  isini avtomaturad gadainomreba. 

danarCen Rilakebs aqvs Semdegi daniSnuleba: 

New  Label  RilakiT SesaZlebeli iqneba axali saxeobis  obieqtis 

Seqmna, romelic daemateba  Label  CamonaTvals. 

Delete  Label – gamoiyeneba damatebuli obieqtis wasaSlelad. amisaTvis 

jer Label  CamonaTvalSi movniSnoT es obieqti da Semdeg gamoviyenoT 

Rilaki.. 

Numbering – Rilakis gaaqtiurebiT, gamodis axali fanjara , romelic 

mogvcems warwerebis gadanomvris da axali formatis ganszRvris 

SesaZleblobas. Aaseve SesaZlebelia,  warweras daematos Tavis nomeri da 

simbolo, romelic Tavis nomers gamoyofs warweris nomrisagan. 



Auto Caption – misi gaaqtiurebiT gamosuli fanjris obieqtebis saxeobis 

moniSvnis Semdeg maT avtomaturad gaukeTdebaT warwerebi dokumentSi 

Casmisas. 

obieqtis CamonaTvalis Seqmna. naxatebis, formulebis, cxrilebis, 

naxazebis warwerebis gakeTebis Semdeg SeiZleba SevqmnaT maTi 

CamonaTvali (sia). 

dokumentSi kursori davafiqsiroT CamonaTvalis Seqmnis adgilas Dda 

ganvaxorcieloT Reference  Index  and  Tables. Ggamosul fanjaraSi 

gavaaqtiuroT mesame-- Table  of  Figures --CanarTi.Ggamosuli fanjris  Formats  

velSi SevarCioT formatirebis sasurveli varianti, romlis Cveulebrivi 

da eleqtronuli versiebi  gamoCndeba Sesabamisad PPrint  Preview  da  Web 

Preview  ganyofilebebSi. Caption  Label     velSi mivuTiToT obieqtis 

saxeoba (figura, formula, cxrili), romlis CamonaTvalsac vakeTebT.   

Include  label and number CamrTveliT CamonaTvalSi gamoCndeba obieqtis 

saxeli an mxolod warwera.    Show Page numbers  CamrTveli gamoaCens 

obieqtis ganTavsebis gverdis nomers. Tu gamovrTavT nomeri gaqreba.  Tu 

es CamrTveli CarTulia,   Right align page numbers-is  CarTvisas, 

CamonaTvalSi gverdis nomeri gamoCndeba marjvena kidesTan. misi 

gamorTvisas  nomeri daiwereba  obieqtis warweris bolos. Tab Leader    

veliT SeiZleba SevarCioT simboloebi, romlebic Caiwereba 

CamonaTvalSi, warweris bolodan gverdis nomramde. 

Ok  RilakiT fanjara daixureba da kursoris adgilas Caismeba 

SerCeuli saxeobis obieqtebis CamonaTvali. Aanalogiurad Seiqmneba sxva 

saxeobis obieqtebis CamonaTvalic. 

Seqmnil CamonaTvalSi mausis dayenebiT,  miiRebs ra xelis mtevnis 

formas da nebismier obieqtze dawkapunebiT CamonaTvali avtomaturad 

gadava dokumentSi misi ganTavsebis gverdze. 

Seqmnili CamonaTvalis redaqtirebisaTvis saWiroa moiniSnos es 

CamonaTvali da gavaaqtiuroT klaviaturis F9 Rilaki.  

miTiTebis gakeTeba. teqstSi SeiZleba miTiTebuli iyos  literatura, 

grafiki, cxrili, naxazi, naxati, saTauri da sxv. miTiTeba niSnavs 

romeliRac adgilidan miTiTebulze gadasvlas.  
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miTiTebis Casasmelad saWiroa kursori davayenoT im adgilas, 

saidanac unda mivuTiToT. meniudan aviRoT Insert  Reference  Czoss – 

reference (sur.4). Ggamosuli fanjris Referece type  CamonaTvalSi movniSnoT 

im obieqtis saxeoba, romlis miTiTebasac vapirebT. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 sur.4 

Insert  Reference to velSi movniSnoT obieqtis elementebis saxeoba, xolo 

For  which heading  velSi movniSnoT Sesabamisi elementi. Insert  RilakiT 

moniSnul adgilas gaCndeba miTiTeba,  romelic Ria nacrisferi foniT 

iqneba moniSnuli. Mmasze dawkapunebiT SerCeuli miTiTeba gadava SerCeul 

adgilas.  

simbolos Casma. xSirad teqstSi saWiroa iseTi simbolos Casma, 

romelic klaviaturaze ar aris gamosaxuli. aseTi simboloebis 

gamoyenebis SesaZleblobas gvaZlevs Word–i. amisaTvis kursori davayenoT 

simbolos Casmis adgilas da ganvaxorcieloT moqmedeba Insert   Symbol 

(sur.5). G 
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 nax.5 

 

                                      sur.5 

gamosuli fanjris Font    velSi SevarCioT simbolos sasurveli 

Sriftis saxeli, mis  qvemoT gamova Sesabamisi simboloebis nakrebi. 

Ggrafikuli simboloebi SeiZleba gamovitanoT Font    velis Webdings  

SriftiT. SerCeuli simbolo SeiZleba CavamatoT teqstSi an misi 

moniSvniT da Insert RilakiT, an masze orjer dawkapunebiT. 

simbolos Casamateblad SeiZleba klaviSTa kombinaciac SevqmnaT. 

amisaTvis fanjaraSi SevarCioT Srifti da movniSnoT simbolo, romelsac 

unda davamatoT klaviSTa kombinacia da gavaaqtiuroT Shortcut  Key Rilaki. 

gamosuli fanjris  Press new Shortcut  Key  velSi CavweroT klaviSebis  

kombinacia, Shift, Ctrl, Alt mimdevrobiT. Tu kombinacia ar ikrifeba, 

movsinjoT sxva kombinacia. amis Semdeg gavaaqtiuroT Assign  Rilaki da 

klaviSTa  kombinacia gamoCndeba Current  Keys velSi. SemdgomSi 

simbolosaTvis klaviSTa kombinaciis mosaxsnelad, Current  Keys velSi 

movniSnoT gasauqmebeli kombinacia da gavaaqtiuroT Remove. mis 

gauqmebamde simbolos Casasmelad SeiZleba gamoviyenoT Seqmnili 

klaviSTa kombinacia. 

SeniSvnis gakeTeba. teqstSi romelime fragments SeiZleba gavukeToT 

SeniSvna. amisaTvis movniSnoT es fragmenti da SevasruloT moqmedebebi 

View Full Screen Reading  Tools New Comment (sur. 6) 



 

 

 

 

 

 

 

 

 

 

 

sur. 6 

moniSnuli fragmenti Caismeba, wiTeli feris CarCoSi, xolo SeniSvnis 

Casaweri are gamoCndeba dokumentis marjvena mxares ise, rom gverdis 

sabeWdi are da mindvrebi ar Seicvleba (sur.7). 

 

 

 

 

   sur.7 

areSi SeniSvna SegviZlia CavweroT klaviaturidan da damTavrebis Semdeg 

davawkapunoT dokumentis nebismier adgilas. SeniSvnebis gaaqtiurebisas 

dawkapunebiT gamoCndeba Reviewing  instrumentebis zoli, romelic 

mogvcems SeniSvnis redaqtirebis da gauqmebis saSualebas. 

SeniSvnebis gamotana / gaqroba SesaZlebelia View Markup CamrTvelis 

CarTva / gamorTviT.  

SeniSvnis redaqtirebisaTvis mausi davayenoT fragmentis moniSnul  

velSi, gamovitanoT konteqsturi meniu da SevarCioT Edit Comment  

brZaneba. SeniSvnis gasauqmeblad SeiZleba gamoviyenoT imave menius Delete 

Comment brZaneba. 

dokumentSi obieqtis ageba da Casma. dokumentSi obieqtis Casmis 

martivi xerxia obieqtis moniSvna, Home  Copy, kursoris dayeneba Casmis 

adgilas da Home  Paste (sur.8). 
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 sur.8 

 

Word-i iZleva saSualebas teqstSi CavsvaT sxvadasxva saxis obieqtebi, 

romelTa Sesaqmnelad saWiroa Sesabamisi programebis gamoZaxeba. es 

programebia magaliTad, MS Excel Worksheet, romelic Excel –is furclis 

Sesabamisi obieqtis Seqmnis SesaZleblobas mogvcems,  MS Excel Chart-  

gamoiyenebaDdiagramebis Sesaqmnelad, BMP Image  da MS Clip Gallery- suraTebisa 

da naxatebis Sesaqmnelad, MS Equation- maTematikuri formulebis 

Sesaqmnelad, Media Clip- media klipebis Sesaqmnelad da sxv.  

  dokumentSi obieqtis Casma sxva gziTac SeiZleba, amisaTvis kursori 

davayenoT Casmis adgilas da Insert  Object (sur. 9).  

 

 

 

 

 

 

 

 

 

 

 

 

 sur. 9 

gamosul fanjaraSi aqtiuria Creat New  CanarTi. Object type CamonaTvalSi 

mocemulia im programebis saxelebi, romlebSic es obieqtebia 

ganTavsebuli. 

sasurveli programis saxelwodebis moniSvniT da Ok RilakiT 

daixureba fanjara da dokumentSi Caismeba moniSnuli programis carieli 
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(Seuvsebeli) veli, romelic Casmulia CarCoSi, moniSnulia markerebiT da 

romelSic SeiZleba mausis gadaadgileba. amave dros gamoCndeba 

Sesabamisi instrumentuli paneli obieqtis Seqmnisa an redaqtirebisaTvis. 

obieqtis Seqmnis an redaqtirebis Semdeg mausi davawkapunoT dokumentis 

sxva adgilas, CarCos gareT. CarCo gaqreba da obieqti aRmoCndeba Casmis 

adgilas. SemdgomSi obieqtis redaqtirebisaTvis orjer davawkapunoT 

masze. Tu zemoT ganxilul fanjaraSi, Object  type CamonaTvalSi SevarCevT 

programas da CavrTavT  Display as icons, Ok RilakiT fanjara daixureba, 

gamova obieqtis veli  (rogorc zemoT aRvwereT) da obieqtis Casmis 

adgilas gamova Sesabamisi programis piqtograma. obieqtis Seqmnis Semdeg  

sxva adgilas dawkapunebiT obieqti gaqreba ise, rom Casmis adgilas 

darCeba piqtograma. obieqti gamova masze dawkapunebiT. 

maTematikuri formulebisa da simboloebis ageba da Casma. amisaTvis 

viyenebT isev Insert  Equation  da gavaaqtiurebT Insert New Equation (sur. 10) 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                    sur. 10 

 

instrumentebis panelze miviRebT Semdeg fanjaras (sur. 11): 

 

 

 

 sur. 11 
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instrumentebis paneli Sedgeba ori nawilisagan. marjvena nawilSi 

moTavsebulia simboloTa Sablonebi. Sablonis CamoSla xdeba Sesabamis 

Rilakze dawkapunebiT. simbolos SevarCevT an CamoSlil SablonebSi, an 

panelis pirvel rigSi, maTze dawkapunebiT an SevitanT klaviaturidan, 

ris Sedegadac simboloebi Caiwereba formulaSi. Mmarcxena mxares ki 

simboloebi formulaSi SeiZleba CavweroT doneebad, mag: indeqsebi, 

wiladi ricxvebi, integralis zeda da qveda zRvrebi, jamis (∑) zeda da 

qveda mniSvnelobebi da sxv. doneebs gansazRvravs CarCoTi 

SemosazRvruli velebi. velebis gaaqtiureba SeiZleba  mausiT an Tab 

RilakiT, an kursoris gadasaadgilebeli RilakebiT. 

dokumentSi obieqtis Casma sxva failidan. dokumentSi sxva failis 

saxiT arsebuli obieqtis Casasmelad kursors vayenebT Casmis adgilas 

da Insert  Object  miRebul fanjaraSi (sur. 12) vaaqtiurebT CanarTs Creat 

From File.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 sur. 12 

gamosuli fanjris File name  velSi CavweroT Casasmeli failis saxeli 

an gamoviyenoT Brows Rilaki da movZebnoT sasurveli faili. misi 

moniSvnis da Insert  RilakiT davbrundiT wina fanjaraSi. Link to File 

CamrTvelis CarTva uzrunvelyofs teqstur dokumentsa da Casmuls Soris 

kavSirs ise, rom SemdgomSi sawyis failSi obieqtis nebismieri cvlileba, 
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gamoiwvevs mis avtomatur cvlilebas Casmul dokumentSi. Ok RilakiT 

daixureba fanjara. obieqti aRmoCndeba Casmuli kursoris adgilas. 

 

§ 3. sakontrolo kiTxvebi. 

1. ra aris avtoteqsti? 

2. ra daniSnuleba aqvs avtoteqsts? 

3. rogor iwyeba avtoteqstis Seqmna? 

4. romel velSi iwereba avtoteqstis saxeli? 

5. ra daniSnuleba aqvs saxels? 

6. rogor CavsvaT Seqmnili avtoteqsti dokumentSi? 

7. risi miTiTeba xdeba Enter Auto text entries Auto text  CamonaTvalSi? 

8. rogor wavSaloT avtoteqsti? 

9. ra aris sqolio? 

10. sad aris misi adgili? 

11. ris mixedviT moiZebneba sqolio? 

12. riT aris gamoyofili sqolio teqstisagan? 

13. ra moqmedebiT iwyeba sqolios Seqmna? 

14. ras gansazRvravs gamosuli fanjris  Footnote CamrTveli? 

15. romeli CamrTveliT Caismeba sqolio  dokumentis bolos? 

16.  ra formatebi arsebobs sqolios simbolos SesarCevad? 

17. romel formats gansazRvravs Number Format  veli? 

18. romeli Rilaki gansazRvravs sqolios simbolos formats? 

19. risi miTiTeba xdeba Custom mark velSi? 

20. ra ganisazRvreba Start at   veliT? 

21. ris SesaZleblobas gvaZlevs Numbering  veli? 

22. sqolios danomvris ra meTodebi arsebobs? 

23. ra ganisazRvreba Apply changes to CamonaTvliT? 

24. ra moxdeba Insert RilakiT? 

25. ra SeiZleba iyos moTavsebuli sqolioSi? 

26. ra moqmedebebiT waiSleba sqolio? 

27. ra moxdeba sqolios waSlis Sedegad? 

28. ras SeiZleba gaukeToT warwera dokumentSi? 

29. ras gulisxmobs obieqtis warwera? 
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30. ra moqmedebiT iwyeba obieqtis warweris gakeTeba? 

31. ra daniSnuleba aqvs Label CamonaTvals? 

32. ras gansazRvravs mniSvnelobebi Figure? Table? Equation? 

33. ra iwereba Caption velSi? 

34. ras vuTiTebT Position velSi? 

35. sad SeiZleba gakeTdes warwera? 

36. ra daniSnuleba aqvs New Label Rilaks? 

37. ra moqmedebebiT da romeli RilakiT waiSleba damatebuli obieqti?  

38. romeli RilakiT ganisazRvreba nomris axali formati? 

39. rogor SeirCeva warweris Tavis nomeri da am nomris da obieqtis 

      nomris  gamyofi simbolo? 

40. ra moqmedebebiT Seiqmneba obieqtebis CamonaTvali? 

41. romel CanarTs vaaqtiurebT? 

42. ra SeirCeva Formats velSi? 

43. ra gamoCndeba Print Preview ganyofilebaSi? Web Preview ganyofilebaSi? 

44. ra daniSnuleba aqvs Caption Label vels? 

45. ra daniSnuleba aqvs  Include label and number  CamrTvels.  Show Page 

numbers CamrTvels? Table Leader vels? 

46. ra daniSnuleba aqvs Ok  Rilaks? 

47. ra moxdeba CamonaTvalSi mausis CayenebiT? 

48. ra moqmedebebiT xdeba CamonaTvalis redaqtireba? 

49. ra aris miTiTeba? 

50. rogor keTdeba miTiTeba? 

51. risi SerCeva xdeba Reference type CamonaTvalSi? Insert  Reference to 

velSi? For Which heading velSi? 

52. ra daniSnuleba aqvs Insert  Rilaks? 

53. rogor xdeba miTiTebis adgilze gadasvla? 

54. ra simboloebis Casma igulisxmeba dokumentSi? 

55. ra moqmedebebiT xdeba simboloebis Casma? 

56. romeli veliT xdeba Sriftis SerCeva? 

57. romeli SriftiT xdeba grafikuli simboloebis gamotana? 

58. ra moqmedebiT xdeba SerCeuli simbolos Casma Tavis adgilas? 

59. rogor xdeba simbolos Casma klaviSTa kombinaciiT? 



57 
 

60. rogor movxsnaT klaviSTa kombinacia? 

61. ras ukeTdeba SeniSvna? 

62. ra moqmedebebiT keTdeba SeniSvna? 

63. ra moxdeba am dros? 

64. ra daniSnuleba aqvs gamosul ares? 

65. riT mTavrdeba SeniSvnis Caweris procesi? 

66. ra moxdeba SeniSvnis gaaqtiurebisa? 

67. ris saSualebas gvaZlevs gamosuli instrumentuli paneli? 

68. romeli CamrTveliT xdeba SeniSvnebis gamotana / gaqroba? 

69. rogor xdeba SeniSvnis redaqtireba? SeniSvnis gauqmeba? 

70.  dokumentSi obieqtis Casmis ra martivi xerxi arsebobs? 

71. rogor Caismeba  dokumentSi sxvadasxva saxeobis  obieqti? 

72.  ra saxeobis obieqtebis Casmis SesaZlebloba arsebobs? 

73. romeli CanarTis romel CamonaTvalSia mocemuli Sesabamisi 

programebi? 

74. rogor xdeba programebis gamoZaxeba? ra xdeba am dros? 

75. ra saSualebiT vaxdenT obieqtis Seqmnas da redaqtirebas? 

76. rogor mTavrdeba obieqtis Casmis procesi? 

77. rogor xdeba SemdgomSi Casmuli obieqtis redaqtireba? 

78. ra daniSnuleba aqvs  Display as icons CamrTvel / gamomrTvels? 

79. rogor xdeba maTematikuri formulebisa da simboloebis ageba? 

80. ra SeirCeva amisaTvis Object type velSi? 

81. kidev ra saSualebiT SeiZleba amis ganxorcieleba? 

82. ra moqmedebebiT SeiZleba gamovitanoT ekranze instrumentuli 

paneli formulebis da simboloebis asagebad? ra moxdeba am dros? 

83. ramdeni rigisagan Sedgeba instrumentuli paneli da ra 

daniSnuleba aqvT maT? 

84. rogor gamoiyeneba  Sablonebi? 

85. simboloebis Setanis ra xerxebi  SeiZleba gamoviyenoT? 

86. ra donis simboloebis gamoyeneba SeiZleba? ra gansazRvravs maT? 

87. rogor xdeba velebis gaaqtiureba? 

88. ra moqmedebebiT xdeba dokumentSi obieqtis Casma sxva failidan? 

89. romel CanarTs vaaqtiurebT am dros? 

90. ra iwereba File name velSi? 
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91. ras viyenebT failis obieqtis Casasmelad? 

92. ra daniSnuleba aqvs  Insert Rilaks? 

93. ra daniSnuleba aqvs Link to File Rilaks? 

94. rogor mTavrdeba Casmis operacia? 

 

 

$ 4. davaleba 

1. daiwyeT muSaoba Word- iT. 

2. gaxseniT Tqveni Seqmnili erT-erTi faili. 

3. SeqmeniT axali faili. 

4. SeqmeniT raime fragmenti ( mag. misaloci) da gaaformeT igi rogorc 

avtoteqsti, daarqviT saxeli ,, MISALOCI ‘’. 

5. dawereT Tqveni erT-erTi nacnobis saxeli, gvari. mis Semdeg CasviT   

    Seqmnili avtoteqsti. 

6. gaimeoreT igive ramdenime sxva nacnobisaTvis. 

7. CawereT Semdegi fragmenti da gaaformeT igi rogorc avtoteqsti. 

8. CasviT igi ramdenime sxva adgilas. 

9. waSaleT Tqven mier bolos Seqmnili avtoteqsti 

10. Tqven mier dawerili gvarebisaTvis gaakeTeT sqolio, romelSic  

      CawerT am pirovnebis dabadebis TariRs, misamarTs da naTesaur  

      kavSirs( da Zma, deda, mama, deida, biZa, megobari da a,S. ). 

11. ganaTavseT sqolio gverdis  bolos. 

12. SearCieT sqolios aRmniSvneli simbolos zoma. 

13. danomvra daiwyeT pirveli ricxviT. 

14. danomvra daiwyos yoveli axali Tavidan. 

15. ganavrceT es parametrebi mTeli dokumentisaTvis. 

16. moSaleT erT- erTi sqolio. 

17. dokumentSi CasviT obieqtebi ( cxrilebi, naxazebi, diagramebi, 

      formulebi). SeqmeniT  maTTvis warwerebi. 

18. warwerebi cxrilebs gaukeTeT  zeviT, xolo danarCenebi qveviT. 

19. moSaleT erT-erTi obieqtis warwera. 

20. warweris nomrad SearCieT Tavis nomeri da warweris rigiTi  



      nomeri, romlebic erTmaneTisagan tiriT iqneba gamoyofili. 

21. SeqmeniT obieqtebis CamonaTvali. 

22. gamoaCineT CamonaTvalSi mxolod warwera. 

23. gamoaCineT obieqtis ganTavsebis gverdis nomeri marjvena kidesTan. 

24. warweris bolodan gverdis nomramde CamonaTvalSi SearCieT ,, . ‘’ 

simbolo. 

25. CamonaTvalidan ganaxorcieleT romelime obieqtze gadasvla. 

26. gaukeTeT redaqtireba Seqmnil CamonaTvals. 

27. teqstSi CawereT ,, sur.1’’. 

28. miuTiTeT am fragmentidan Sesabamisi suraTi. 

29. gadadiT  miTiTebis  Sesabamis obieqtze. 

30. moniSneT teqstSi simbolos Casmis adgili. 

31. SearCieT iseTi simboloebi, romlebic klaviaturaze ar aris  

      (mag. , @, Û da sxv.) da CasviT saWiro adgilas. 

32. miabiT simbolos Casmas klaviSTa kombinacia. 

33. CasviT simbolo sxva adgilas am kombinaciiT. 

34. teqstSi Setanil  gvarebs gaukeTeT SeniSvnebi( miuTiTeT 

      pirovnebis  ojaxuri mdgomareoba. 

35. moaxdineT SeniSvnebis gamotana / gaqroba. 

36. gaukeTeT  zogierTi SeniSvnas redaqtireba ( mag., SecvaleT 

      ojaxuri mdgomareoba). 

37. moSaleT ramdenime SeniSvna. 

38. CasviT dokumentSi MS Excel Worksheet obieqti. 
39. sxva adgilas CasviT obieqti MS Excel chart. 
40. CasviT obieqtebi  BMP Image, MS clip Callery, Media clip programebiT. 

41. gaukeTeT maT redaqtireba. 

42. CasviT programis gamoZaxebis piqtogramebi. 

43. gamoaCineT da gaaqreT obieqtebi. 

44. aageT maTematikuri formulebi Y= ∑ ixi + ci xi

2 ; Z= Sb

a
f(x)dx da sxv. 

=

n

i
a

1

45. CasviT dokumentSi Tqven mier Seqmnili failebidan erTi. 

46. uzrunvelyaviT kavSiri dokumentsa da Casmul fails Soris. 

47. SecvaleT raime  Casmul failSi  da gaakontroleT  cvlileba  

      dokumentSi. 

48. SeinaxeT faili saxeliT LAB 4. 
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49. gamodiT MS Word-idan. 
50. daamTavreT muSaoba. 

 

V Tavi. dokumentSi obieqtebis Casma.  
grafikuli elementebis ageba-redaqtireba 

  
$1. samuSaos daniSnuleba samuSaos Sesasruleblad 
 
laboratoriuli samuSaos daniSnulebaa SeviswavloT: 

teqstis CarCos Casma dokumentSi; 

mxatvrulad gaformebuli warwerebis gakeTeba; 

mza naxatebis Casma; 

blok_sqemebis ageba; 

diagramebis ageba da Casma; 

grafikuli elementebis ageba/redaqtireba saxazavi zolis 

instrumentebiT. 

 

$2.  meToduri miTiTebebi 

 

teqsturi CarCos Casma dokumentSi. dokumentSi xSirad saWiro xdeba, 

teqstis gadatana sxva adgilas. Aamitom aseTi teqsti unda gaformdes, 

rogorc teqsturi CarCo. miT umetes, rom grafikul figuraSi teqstis 

Cawera teqsturi CarCos gareSe SeuZlebelia. teqstur CarCos aqvs 

marTkuTxedis forma. 

teqsturi CarCos Sesaqmnelad, Tu teqsti ukve weria, igi jer unda 

movniSnoT da Semdeg SevqmnaT teqsturi CarCo, xolo, Tu teqsti ar 

weria, jer unda SevqmnaT  CarCo da Semdeg CavweroT masSi teqsti. orive 

SemTxvevaSi mTavar meniuSi vaaqtiurebT brZanebas Insert→Text Box. 

 gavaaqtiuroT instrumentuli panelis   Text Box Rilaki (sur..1), 

aRniSnuli moqmedebis Sesrulebis Sedegad ekranze gamoCndeba sxvadasxva 

saxis Sablonebi, SevarCevT erT-erTs da moniSnuli teqsti aRmoCndeba 

marTkuTxa CarCoSi, winaaRmdeg SemTxvevaSi gavaaqtiuroT brZaneba Draw 

Text Box, kursori miiRebs jvris formas. CarCos Sesaqmnelad kursori 
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gadavitanoT  Sesaqmneli teqsturi CarCos marTkuTxedis zeviTa marcxena 

wverosTan, davaWiroT TiTi mausis marcxena klaviSs da auReblad 

gadavitanoT kursori Sesaqmneli marTkuTxedis qveviTa marjvena 

wverosTan. Ggadatanis dros wyvetiliT daixazeba marTkuTxedis konturi. 

mausidan TiTis aRebis Semdeg Seiqmneba teqstis CarCo, romelsac eqneba 

markerebi zomebis Sesacvlelad da mwvane markeri CarCos 

mosatrialeblad. 

 

 

 

 

 

 

 

 

 

 

 

 

Nsur.1 

teqstis CarCoSi teqstis Casawerad an redaqtirebisTvis SeiZleba 

SevarCioT Sriftis zoma, stili, feri. Seqmnili teqsturi CarCos 

gaaqtiureba xdeba mis areSi dawkapunebiT, xolo mosaxsnelad mausi unda 

davawkapunoT CarCos gareT, nebismier adgilas. 

SesaZlebelia agreTve TviT CarCos gavukeToT redaqtireba Borders 

and Shading, magaliTad, gavxadoT igi uxilavi.,Mmisi konturisTvis 

SevarCioT sxva sisqis da stilis xazi., gavukeToT Crdilebi, 

gadavitanoT sxva adgilas, movatrialoT garkveuli kuTxiT da sxva. 

mxatvrulad gaformebuli warwerebis gakeTeba.  dokumentSi teqsti 

SeiZleba lamazad gavaformoT, mivceT mas gansakuTrebuli moxazuloba, 

asoebisTvis SevarCioT Crdilebi, ferebi da sxva. 

Tu teqsti Cveulebrivadaa dawerili, movniSnoT igi, sxva SemTxvevaSi 

kursori davayenoT mxatvruli warweris Casmis adgilas. orive 

SemTxvevaSi davawkapunoT mTavari menius CanarTze  Insert →Wordart WordArt 
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Rilakis gaaqtiurebis Semdeg miviRebT me_2 suraTze gamosaxul fanjaras  

fanjaraSi SevarCevT da gavaaqtiurebT mxatvruli warweris nimuSs.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 sur. .2 

Ok RilakiT fanjara daixureba da gamova axali fanjara. Tu teqsti 

moniSnulia, fanjaraSi gamoCndeba moniSnuli teqsti. winaaRmdeg 

SemTxvevaSi, teqstis Casawerad da redaqtirebisTvis fanjaraSi kursoriT 

gavaaqtiurebT Text vels da vwerT masSi teqsts. fanjaraSi SeiZleba 

davayenoT teqstis Sriftis (Font),zoma (Size) da stili (B,I). Ok RilakiT 

davxuravT fanjaras da moniSnuli an fanjaraSi Cawerili teqsti miiRebs 

mxatvrul saxes, Tu mxatvrul warweras gavaaqtiureT, igi aRmoCndeba 

CarCoSi, romelsac eqneba rva markeri. markerTan mausis miyvaniT kursori 

miiRebs specialur formas, da mausis marcxena klaviSs davaWerT TiTs 

da auReblad mauss gadavaadgilebT. SeiZleba vcvaloT CarCos zomebi. 

Aamave dros, mxatvruli warweris gaaqtiurebiT gamodis instrumentuli 

paneli, romlis RilakebiTac SesaZlebelia axali warweris Casma, Zvelis 

redaqtireba, warweris formis Secvla, obieqtis da teqstis 

urTierTmdebareobis SerCeva, warweris parametrebis formatireba, 

teqstis vertikalurad ganTavseba, asoebs Soris intervalis SerCeva da 

sxv. 
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mxatvruli warweris mausiT gaaqtiurebis Semdeg, konteqsturi menius 

gamoZaxebiT SeiZleba ganvaxorcieloT iseTi operaciebi, rogoricaa: 

amokveTa/Casma, kopireba dajgufeba, daformateba, redaqtireba da sxva. 

mxatvruli warweris gaaqtiurebisas obieqtis CarCos mosaniSni 

markerebis garda,  zogjer SeiZleba hqondes mwvane da yviTeli markerebi. 

mwvane markerTan mausis mitaniT igi Seicvlis formas da marcxena 

klaviSiT SeiZleba ganvaxorcieloT  obieqtis motrialeba. xolo yviTel 

markerTan mausis mitaniT kursori Seicvlis formas da aseve marcxena 

klaviSiT mausis gadaadgilebis Sedegad SeiZleba SevcvaloT obieqtis 

konfiguracia. 

mza suraTebis Casma. Mmza suraTebis Casasmelad saWiroa, rom isini 

mexsierebaSi realurad arsebobdnen, maTi Sesabamisi failebis saxiT. 

Word_Si aris mza suraTebis sakuTari galerea, saidanac SeiZleba 

avirCioT sasurveli. 

davayenoT kursori suraTis Casmis adgilas da gamoviZaxoT programa 

an instrumentis zolis Insert→ClipArt Rilakis gaaqtiurebiT Eekranze 

gamova fanjara (sur.3), 

 

 

 

 

 

                                sur.3 

romelSic moTavsebuli iqneba mza suraTebi kategoriebis mixedviT. sxva 

suraTebi SeiZleba gamovitanoT Search BbrZanebis  da Go To Rilakis 

saSualebiT. suraTis Casma dokumentSi SeiZleba masze dawkapunebiT an 

konteqsturi meniudan Insert brZanebiT. 

 Tu dokumentSi mza suraTs gavaaqtiurebT, igi aRmoCndeba 

markerebian CarCoSi, rac suraTSi koreqtirebis Setanis saSualebas 

mogvcems. Aimavdroulad gamova instrumentuli paneli, romlis Rilakebi 

saSualebas mogvcemen CavsvaT axali naxatis feri, vcvaloT, 

kontrastuloba da vakontroloT simkveTre, movabrunoT naxati, 

SevarCioT konturis xazis sisqe,   SevcvaloT obieqtisa da  teqstis 

urTierTganlageba da a.S. 
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suraTis Casma failidan. suraTis Casasmelad saWiroa 

ganvaxorcieloT Insert→Picture, miviRebT me-4 suraTs. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Nsur.4 

 

gamosuli fanjris Llook in velSi folderis moniSvniT da CamoSlil 

SigTavsSi failis saxelze orjer dawkapunebiT suraTi Caismeba 

dokumentSi. 

Oorganizaciuli blok_sqemis ageba da Casma. Oorganizaciul 

blok_sqema warmoadgens mravaldonian sistemas, romelsac ierarqiuli 

struqtura aqvs. Bblok_sqemis asagebad kursori davayenoT Casmis 
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adgilas da Insert→Shapes. ris Sedegadac ekranze gamova ramdenime doniani 

struqtura (sur. 5),  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Nsur.5 

 

romlis pirvel doneze aris ori bloki, meore doneze _ erTi,  

mesameze _ sami da a.S. Amave dros gamova instrumentuli paneli, Tu 

gavaaqtiurebT pirveli donis bloks, maSin instrumentuli panelis Insert 

Shape Rilakze,  yoveli daWerisas meore dones daemateba TiTo bloki, 

xolo Tu struqtura moiTxovs mesame doneze blokebis Seqmnas, 

gavaaqtiurebT meore donis Rilaks da imave Insert Shape Rilakze yoveli 

daWerisas mesame dones daemateba TiToO bloki. meoTxe donis blokebis 

Sesaqmnelad vaaqtiurebT mesame donis Rilakebs da viyenebT isev Insert 

Shape Rilaks da a.S. 

blokSi teqstis Casawerad vaaqtiurebT mas. Aam dros blokSi 

kursori daiwyebs cimcims. viZaxebT konteqstur menius, SevarCevT 
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fontebs da sxva parametrebs da blokSi SevitanT teqsts an gavukeTebT 

mas redaqtirebas. 

organizaciuli blok_sqemis asagebad SeiZleba gamoviyenoT agreTve 

saxatavi panelis Insert→Shaping→  CanarTi. 

Ggamosul fanjaraSi (sur. 6) SevarCevT blok_sqemis nimuSs da masze 

orjer davawkapunebT an movniSnavT da Ok.  

 

 

 

 

 Nnax.6 

gamova fanjara, saidanac SesaZlebelia Sablonebis, Crdilebis da 

TiToeuli grafikuli gamosaxulebis formatireba 

diagramebis ageba da Casma. Ddiagrama gamoiyeneba cxriluri 

monacemebis grafikuli warmodgenisTvis. Mmis asagebad pirvel etapze 

unda SevqmnaT cxrili da kursori davafiqsiroT diagramis Casmis 

adgilas da  Insert→ Chart (sur. 7),  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

sur.7 
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ris Sedegadac ekranze gamova me_7 suraTze gamosaxuli fanjara, 

romlis marcxena nawilSi mocemulia diagramis Sablonebi, xolo 

marjvniv Sesabamisi saxeobebi. SeiZleba cxrilis redaqtireba: 

striqonebis amogdeba, Camateba, ricxviTi monacemebis Setana_redaqtireba, 

svetebis amogdeba_damateba. Sesabamisad Seicvleba diagramis saxe. 

Ddiagramis ageba SeiZleba agreTve saxatavi panelis Insert→SmartArt 

Rilakis gaaqtiurebiT (sur.8).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Nsur.8 

gamosul fanjaraSi SevarCioT diagramis tipi da masze orjer 

davawkapunoT an movniSnoT da Ok. ris  Sedegadac ekranze gamova CarCoSi 

Casmuli diagramis nimuSi da Sesabamisi instrumentuli paneli. diagramis 

Sevsebis an redaqtirebis Semdeg kursori davawkapunoT CarCos gareT 

diagrama Caismeba kursoris adgilas. 

Oorganizaciuli blok_sqemisa da diagramis ageba SeiZleba agreTve  

Insert→SmartArt brZanebiT. 

Ggrafikuli elementebis ageba da redaqtireba saxazavi zolis 

instrumentebiT. xazvis instrumentebi mocemulia Insert  Shaping→ 
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 saxatav panelze, es instrumentebia: xazebi, 

isrebi, marTkuTxedebi, ovalebi, mza figurebi, xazebisa da figurebis 

gasaferadebeli funjebi da sxva (sur. 6).  

elementebis furcelze dasaxatavad saWiroa davawkapunoT  panelis 

Sesabamis instrumentze. Aamis Semdeg, rodesac kursors gadavitanT 

furcelze figuris dasaxatavad, igi miiRebs jvris formas. davafiqsiroT 

jvari dawkapunebiT saWiro adgilas (dasaxazi figuris dasawyisSi) da 

daviwyoT Sesabamisi figuris gamoxazva mausiT, romlis marcxena klaviSs 

daWeril mdgomareobaSi vtovebT, vidre figura sasurvel saxes miiRebs, 

rodesac  klaviSs TiTs avuSvebT, gamosaxuli figura dafiqsirdeba 

CarCoSi. kursori miiRebs jvris  formas  da SesaZlebeli iqneba 

figuris redaqtireba. Tu kursors aqvs es forma, maSin mausis 

gaaqtiurebuli marcxena klaviSiT figura SeiZleba gadavitanoT sxva 

adgilas. Tu am dros gamoviyenebT Ctrl  Rilaks moxdeba figuris kopireba. 

figuris CarCos aqvs eqvsi ufero da erTi mwvane markeri. ufero 

markerebTan kursoris miyvanisas kursori icvlis formas.  ( ; ), Tu am 

momentSi kursors davafiqsirebT da mauss marcxena klaviSis daWeril 

mdgomareobaSi gadavaadgilebT Sesabamisi mimarTulebiT, figuris zomebi 

Seicvleba. klaviSidan TiTis aRebisas Secvlili zomebi dafiqsirdeba. 

mwvane markerTan kursoris miyvanisas igi miiRebs wriuli isris 

formas, romelic saSualebas mogvcems movabrunoT figura centris 

garSemo. amisaTvis saWiroa kursori davafiqsiroT da marcxena klaviSze 

daWeril mdgomareobaSi gadavaadgiloT mausi saaTis isris moZraobis an 

misi sapirispiro mimarTulebiT. 

zog SemTxvevaSi CarCoze SeiZleba iyos yviTeli rombis markeri. 

masTan mausis miyvaniT kursori Seicvlis  formas ( ) da mausis 

gaaqtiurebuli marcxena klaviSis (daWeril mdgomareobaSi)  

gadaadgilebiT SeiZleba SevcvaloT figuris konfiguracia. 

kvadratis gamosaxazavad unda davawkapunoT marTkuTxedis 

instrumentze da figura gamovsaxoT mausiT. Shift Rilaki unda iyos 

gaaqtiurebuli. Aanalogiurad, wrewiris dasaxazavad virCevT ovals da 

figuras gamovsaxavT gaaqtiurebul Shift RilakTan erTad. 
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Tu elifss davxazavT Ctrl klaviSTan kombinaciaSi, maSin mausis 

klaviSiT dafiqsirebis wertili iqneba miRebuli elifsis centri. 

figuris agebis an redaqtirebis Semdeg, Tu davawkapunebT CarCos 

gareT, CarCo gaqreba da figura dafiqsirdeba. Ffiguris Semdgom 

gaaqtiurebas SevasrulebT masze dawkapunebiT. 

figuris fonis feris SesarCevad Fil Color Rilakis gamoyenebis 

Sedegad ekranze gamova ferebis fanjara. Ffons SevarCevT sasurvel  

ferze dawkapunebiT. No File Rilaki moxsnis fers. Tu  arc erTi feri ar 

gvakmayofilebs,  viyenebT More Fil colors Rilaks. Ggamodis fanjara, 

romelSic gaaqtiurebulia Standart CanarTi. Colors  velSi Cans ferebi. 

fers SevarCevT sasurvelze dawkapunebiT. ferebis marjvniv, qveviT 

mocemulia marTkuTxedi, romelic Sedgeba ori nawilisagan. Current 

nawili gviCvenebs arsebul  (Zvel) ferebs, xolo New - SesarCev, axal 

fers. Transperency  veliT SegviZlia gamWvirvaloba davareguliroT an mis 

qvemoT moTavsebuli   bilikebiT, an marcxniv moTavsebuli procentis 

simbolos % SecvliT. 

fanjris Custum  CanarTis gaaqtiurebiT SesaZlebelia damatebiTi 

feris SerCeva.  gamosul Colors velSi naCvenebia ferebi da moTavsebulia  

formis kursori. Kkursoris horizontaluri mimarTulebiT  

gadaadgilebisas, SevarCevT fons, xolo vertikaluri mimarTulebiT 

gadaadgilebisas _ intensivobas. Fferebis marjvniv moTavsebuli markeris 

vertikaluri gadaadgilebiT davaregulirebT ganaTebulobas. ferebis 

SerCeva SeiZleba agreTve, Tu Color model velSi  SevarCevT RGB -Mis 

qvemoT Red (wiTeli); Green (mwvane); Blu (lurji) CamoSlil velebSi 

SevarCevT ricxvebs 0 _ 255. Tu Color model velSi gavaaqtiurebT HSL 

maCvenebels, maSin mis qvemoT CamoSlil Hue velSi SevarCevT _ tons, Sot 

velSi _ intensivobas, Lum velSi _ ganaTebulobas. 

obieqtis foni dafiqsirdeba Ok RilakiT, ris Sedegadac obieqtis 

Siga are miiRebs Sesabamis fers. 

grafikul obieqtSi teqstis Casawerad unda gavaaqtiuroT figura da 

teqstis Casawerad avirCioT Text Box Rilaki an gamoviZaxoT konteqsturi 

meniu da SevarCioT Add Text, ris Sedegadac figuraSi gamoCndeba 

mocimcime kursori. fontis SerCevis Semdeg SesaZlebeli iqneba figuraSi 
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teqstis Cawera. Sriftis feris SesarCevad SeiZleba gamoviyenoT  agreTve 

saxazavi zolis Font Color RialkiT CamoSlil ferTa palitra. 

Arrow Style RilakiT miRebul meniuSi SeiZleba SevarCioT isris 

stili, Line Style Rilakis meniuSi _ figuris konturis xazis sisqe, xolo 

Dash Style meniuSi _ konturis xazis stili. amisaTvis jer unda 

gavaaqtiuroT isini. Aaqtiur swor xazs da isars aqvs ori markeri, Tavsa 

da boloSi. Tu  kursors romelime markerze davayenebT da 

davafiqsirebT, kursori miiRebs ormxrivi mimarTulebis isris formas da 

mausis gadaadgilebiT SegviZlia SevcvaloT xazis (isris) sigrZe da 

orientacia. am dros meore markeri rCeba ucvleli, imave adgilas. 

figuris zusti gadaadgilebisaTvis SeiZleba gamoviyenoT mausis 

marjvena Rilaki (marcxenas magivrad). 

File Color ferTa palitra gamoiyeneba figuris fonis SesarCevad, xolo 

Line Color _ figuris konturis xazis feris SesarCevad. 

figura anu grafikuli obieqti Sedgeba konturisagan (xazisagan) da 

mis SigniT moqceuli arisagan _ Siga arisagan misTvis SeiZleba 

SevarCioT foni, xolo konturisTvis _ feri. 

grafikuli obieqtis fonad SeiZleba gamoviyenoT: gardamavali 

ferebi, teqsturuli foni, figuruli naqargi foni an suraTi. amisaTvis 

File Color Rilakis gaaqtiurebis Sedegad miRebul fanjaraSi SevarCioT File 

Effects BbrZaneba. miiReba fanjara, romelsac eqneba oTxi CanarTi. Tavidan 

aqtiuria Grediant CanarTi. Colors ganyofilebis CamrTvelebi saSualebas 

gvaZlevs SevarCioT One color _ erTi feri color 1 velSi, Two Colors _ ori 

gardamavali feri, mis marjvniv gamosul Color1 da Color2 velebSi.  Prezent 

_ gardamaval ferTa nazavi, mis marjvniv gamosuli Prezent Colors velidan. 

Transparance ganyofilebaSi SeirCeva gamWvirvalobis maCvenebeli. Shading 

Stlyle ganyofilebaSi CamrTvelebiT SevarCioT gardamaval ferTa erT_erT 

ganlageba: Horizontal _ horizontaluri mimarTulebiT; Vertikal 

_vertikaluri mimarTulebiT; Diagonal Up _ diagonalurad, qvevidan zeviT; 

Diagonal Down diagonalurad, zevidan qveviT; Of rom Corner _ kuTxidan; Of 

rom Center _ centridan. Vertiant  ganyofilebaSi miRebuli variantebidan 

SevarCioT erT-erTi  masze dawkapunebiT.. arCeuli gardamavali ferebi 

gamoCndeba Sample ganyofilebaSi. Tu fanjaraSi qveviTa CamrTveli Rotate 
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Fill Effects With Shape CarTulia, maSin obieqtis mobrunebis SemTxvevaSi 

foni mobrundeba obieqtTan erTad. 

Texture CanarTis gaaqtiurebiT gamosul fanjaraSi, Texture 

ganyofilebaSi fonad SeiZleba SevarCioT teqstura, masze dawkapunebiT. 

nimuSi aisaxeba Sample ganyofilebaSi. sxva teqsturebis gamosatanad 

avirCioT Other Texture Rilaki. 

Pattern CanarTis gaaqtiurebiT gamosuli fanjris Pattern ganyofileba 

saSualebas gvaZlevs obieqtis fonad SevarCioT figuruli naqargi, mis 

nimuSze dawkapunebiT. nimuSSi ferebis Casasmelad SeiZleba gamoviyenoT 

Foreground   da Background . 

Picture CanarTis gaaqtiureba saSualebas gvaZlevs obieqtis fonad 

CavsvaT suraTi (cxadia, am suraTis faili winaswar unda arsebobdes) 

gamosul fanjaraSi. Select Picture RilakiT miRebuli  suraTis 

gaaqtiurebiT gamosul fanjaraSi, Browse RilakiT movZebniT fails. masze 

orjer dawkapunebiT an dawkapunebiT da Insert, SerCeuli suraTi 

gamoCndeba fanjris Picture ganyofilebaSi. Lock Picture Aspect Ratio _ 

CamrTvelis CarTviT  SenarCunebuli iqneba suraTis zomebi. 

obieqtis fonis SeCevis Semdeg misi dafiqsireba moxdeba fanjris Ok 

RilakiT. riTac fanjara daixureba da obieqti miiRebs SerCeul fons. 

figuris konturis feris SesarCevad viyenebT Line Colors Rilaks. misi 

gaaqtiurebiT gamodis fanjara, romelSic muSaoba File Colors instrumentiT 

muSaobis analogiuria. 

saxazavi instrumentis panelze aris figurebisaTvis Crdilebis 

gasakeTebeli Rilakebi. kerZod, Shadow Style RilakiT gamodis sibrtyiTi 

Crdilebis nimuSebi, 3D Style RilakiT _ sivrciTi Crdilebis nimuSebi. 

nimuSs SevarCevT masze dawkapunebiT. 

arCeuli sibrtyiTi Crdilis parametrebis SesarCevad gavaaqtiuroT 

gamosuli nimuSebis  ShaDow Settings Rilaki. ekranze gamova instrumentebis 

zoli, romlis Rilakebic saSualebas gvaZlevs: CavrToT an gamovrToT 

Crdili, gadavaadgiloT igi zeviT, qveviT, marcxniv, marjvniv an 

gavaferadoT igi. 

arCeuli sivrciTi parametrebis SesarCevad   gavaaqtiuroT gamosuli 

nimuSebis  3D Setting brZaneba, ris Sedegadac gamova insrtumentuli zoli, 
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romlis instrumentebiT SegviZlia  sivrculi efeqtis CarTva/gamorTva, 

misi mobruneba, ganvsazrvroT sivrculi efeqtis siRrme, ganfenilobis 

mimarTuleba, SevarCioT ganaTebis wrtili, zedapiris faqtura, efeqtis 

feri. 

mza figurebis dasaxazavad SeiZleba gamoviyenoT Autoshapes 

instrumenti, romliTac CamoiSleba mza figurebis jgufebis saxelebis 

meniu: Lines_ wirebi; Connectors _ SemaerTebeli xazebi; Basic Shaps _ 

ZiriTadi formebi; Block Arrows _ isrebis bloki; Flow Chart _ blok_sqemis 

elementebi; Stars and Banners_ varskvlavebi da banerebi; Callouts _ 

ilustraciis elementebi; More AutoShapes _ damatebiTi figurebi da 

naxatebi.. jgufis saxelTan mausis dayenebiT ekranze gamova jgufSi 

Semavali elementebis meniu. Eelements SevarCevT sasurvelze 

dawkapunebiT. ris Sedegadac furcelze mausis gadatanisas kursori 

miiRebs jvris formas. 

Line (wirebi) jgufis gaaqtiurebiT gamosuli menius FreeForm Rilakis 

arCeva gvaZlevs saSualebas gamovxazoT nebismieri sworxazovani texili 

(zigzagi), magaliTad trapecia. amisaTvis, misi arCevis Semdeg, kursori _ 

jvari davayenoT sawyis wertilSi da davafiqsiroT. klaviSs avuSvaT 

TiTi da mausi gadavaadgiloT sasurveli mimarTulebiT. monakveTis erTi 

bolo dafiqsirebuli iqneba sawyis wertilSi, xolo meore bolo Tan 

wayveba kursors. monakveTis meore bolos dafiqsireba moxdeba mausis 

dawkapunebiT, ris Semdegac klaviSs TiTs avuSvebT da xazvas 

gavagrZelebT igivenairad meore dafiqsirebuli bolodan, da a.S. sanam ar 

davxazavT yvela monakveTs. miRebul texils davafiqsirebT mausis ormagi 

dawkapunebiT. Tu gvinda mrudwiruli zigzagis daxazva, viyenebT Lines 

jgufis Curve Rilaks da viqceviT ise, rogorc wina SemTxvevaSi. 

nebismieri wiris dasaxazavad SeiZleba gamoviyenoT Lines jgufis 

Serible Rilaki. Mkursori migvyavs sasurvel adgilas da vafiqsirebT 

dawkapunebiT. mausis klaviSidan TiTis auReblad viwyebT nebismieri 

sasurveli  figuris xatvas. xatvis dawyebisas figura miiRebs funjis 

formas, romelic gadaadgildeba xatvis Sesabamisad. mausidan TiTis 

aRebis Semdeg figura dafiqsirdeba. 

AutoShapes instrumentebis danarCeni elementebis gamoyeneba zemoT 

aRweli moqmedebebis analogiuria. 
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saxazavi panelis Select Objects Rilaki saSualebas gvaZlevs movniSnoT 

obieqtebis jgufi. amisaTvis gavaaqtiuroT igi. Semdeg mausis maCvenebeli 

davafiqsiroT mosaniSni obieqtebis jgufis marcxniv da zeviT da 

gaaqtiurebuli marcxena klaviSiT kursori gadaviyvanoT marjvniv da 

qveviT ise, rom yvela mosaniSni obieqti moxvdes am moZraobiT gamoxazul 

marTkuTxedSi. TiTis aRebiT yvela obieqti moiniSneba sakuTari 

markerebiT. 

sxva SemTxvevaSi ramdenime obieqtis mosaniSnad SeiZleba gamoviyenoT 

Shift Rilaki. 

calke obieqtis an maTi jgufis dasamuSaveblad SeiZleba 

gamoviyenoT saxazavi instrumentebis zolis Draw Rilaki. misi CamoSliT 

gamodis meniu. Tu meniuSi qveviT aris Rilaki, misi saSualebiT 

CamovSliT mTel menius, romlis Rilakebs aqvs Semdegi daniSnuleba: 

grafikuli obiqtebis dasajgufeblad saWiroa movniSnoT obieqtebi 

da gavaaqtiuroT Draw menius Group Rilaki. OobieqtTa dajgufeba 

gamoiyeneba imisaTvis, rom redaqtireba gavukeToT mTel jgufs: 

magaliTad, gadavitanoT jgufi Shift Rilakis gamoyenebiT sxva adgilas an 

gadavitanoT jgufis asli Ctrl Rilakis gamoyenebiT, wavSaloT mTeli 

jgufi Delete RilakiT da sxva. Ungroup Rilaki gamoiyeneba dajgufebis 

gasauqmeblad (dasaSlelad), Regroup _ gauqmebuli jgufis xelaxla 

dasajgufeblad. 

Order RilakiT gamodis meniu, romliTac SeiZleba ganvsazRvroT 

moniSnuli obieqtis adgilmdebareoba: ukana planze, wina planze da sxva. 

Crid  RilakiT gamodis fanjara, romliTac SeiZleba ganvsazRvroT 

specialuri gamosatani badis parametrebi da SesaZlebeli iqneba 

moniSnuli obieqtis gadaadgileba. 

Nudge RilakiT gamosuli meniu gamoiyeneba moniSnuli figuris 

gadasaadgileblad zeviT, qveviT, marcxniv, marjvniv. 

Align or Distribute RilakiT gamodis meniu moniSnuli figurebis 

gasasworeblad da gasanawileblad (gasworeba marcxena kidis mimarT, 

centris mimarT, zeviT, qveviT, obieqtebis gadanawileba horizontalurad, 

vertikalurad da sxva). 
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Rotate oF Flip Rilaki gamoitans menius, romliTac SeiZleba obieqtis 

mobruneba nebismieri 90%-iani kuTxiT, sarkiseburi SemotrialebiT 

horizontalis (an vertikalis) mimarT. 

Text Wrapping Rialaki CamoSlis menius teqstisa da obieqtis 

urTierTganlagebis SesarCevad meniu aseTia: naxatis gverdiT teqsti ar 

daiwereba; teqsti Semoewyoba obieqtis marTkuTxa CarCos da naxati 

ganTavsdeba teqstis zeviT an qveviT, gamWolad da sxva. 

Edit Points moniSnul texils am Rilakze dawkapunebiT, sakvanZo 

wertilebSi uCndeba Savi markerebi, romlebiTac mausis miyvaniT kursori 

iRebs formas da SesaZlebeli iqneba am markeris gadatana nebismieri 

mimarTulebiT. 

Change Autoshape RilakiT SesaZlebelia moniSnuli avtoformis (mza) 

nimuSi Seicvalos axliT, romelsac SevarCevT gamosul meniuSi. 

Set AutoShape Defaults  RilakiT moniSnul obieqts SeiZleba gaukeTdes 

foni, Seicvalos CarCos sisqe, feri, stili, amas garda, yoveli axali 

figuris Casmisas masac avtomaturad miekuTvneba igive parametrebi. 

 

$3. sakontrolo kiTxvebi 

1. risTvis aris saWiro teqsturi CarCo? 

2. ra formisaa tqsturi CarCo? 

3. rogor keTdeba teqsturi CarCo, rodesac teqsti ukve dawerilia? 

4. ra moqmedebiT Seiqmneba teqsturi CarCo? 

5. rogor vqmniT teqstur CarCos, Tu ekranze gamoCndeba jvris 

formis kursori? 

6. ra daniSnuleba aqvs CarCos markerebs? 

7. ra moqmedebiT xdeba CarCoSi teqstis Cawera da redaqtireba? 

8. ras niSnavs CarCos formatireba da rogor ganvaxorcieloT igi? 

9. ras gulisxmobs warweris mxatvruli gaformeba? 

10. rogor iqmneba mxatvrulad gaformebuli warwerebi? 

11. rogor xdeba warwerebis Sriftis formatireba? 

12. ra moxdeba mxatvruli warweris gaaqtiurebiT? 

13. ra daniSnuleba aqvs CarCos markerebs? 

14. ra daniSnuleba aqvs gaaqtiurebis Sedegad gamosul 

instrumentul panels? 
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15. kidev ra saSualebiT SeiZleba instrumentuli panelis 

gaaqtiureba? 

16. ra saSualebiT SeiZleba mxatvruli warwerebis redaqtireba? 

17. ra daniSnuleba aqvs  CarCos wvane da yviTel markerebs? 

18. ra igulisxmeba mza suraTis CasmaSi? 

19. rogor CavsvaT suraTi? 

20. ra moqmedebiT mTavrdeba mza suraTis Casmis operacia? 

21. ra moxdeba mza suraTis gaaqtiurebiT? 

22. ra daniSnuleba aqvs gamosuli instrumentuli panelis Rilakebs? 

23. rogor CavsvaT suraTi failidan? 

24. ras warmoadgens organizaciuli blok_sqema? 

25. ra moqmedebiT SeiZleba blok_sqemis Casma? 

26. rogor davumatoT sxvadasxva dones blokebi? 

27. ra moqmedebiT CavwerT blokSi teqsts? 

28. rogor xdeba teqstis redaqtireba? 

29. kidev ra moqmedebiT SeiZleba organizaciuli blok_sqemis ageba? 

30. ras warmoadgens diagrama? 

31. rogor avagoT diagrama? 

32. ras gulisxmobs diagramis redaqtireba? 

33. kidev ra moqmedebiT SeiZleba diagramis ageba? 

34. rogor xdeba saxazavi zolis gamotana/gaqroba? 

35. ra instrumentebia instrumentul zolSi? 

36. ra moqmedebiT SeirCeva elementi? 

37. rogor gamovxazoT figura ekranze? 

38. ra moqmedebiT SeiZleba gamoxazuli figuris redaqtireba? 

39. rodis SeiZleba figuris gadaadgileba? 

40. ra daniSnuleba aqvs CarCos markerebs? 

41. ra daniSnuleba aqvs mwvane markers? 

42. ra daniSnuleba aqvs yviTel rombs CarCoze? 

43. rogor aigeba kvadrati, marTkuTxedi, wrewiri, elifsi? 

44. rogor gavaqroT CarCo? 

45. rogor xdeba figuris gaaqtiureba? 

46. ra moqmedebiT Caiwereba obieqtSi teqsti? 

47. rogor SevarCioT teqstis Srifti? feri? 
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48. rogor xdeba isrebis gamoxazva, konturis xazis sisqis, stilis 

SerCeva? 

49. romel Rilakebs viSveliebT figuris fonis SesarCevad? 

Crdilebis gasakeTeblad? 

50. rogor SevarCioT fonis feri, Tu arc erTi feri ar 

gvakmayofilebs? 

51. sad xdeba Zveli da axali ferebis Sedareba? 

52. ra saSualebiT davaregulirebT fonis gamWvirvalobas? ra da ra 

ganzomilebiT? 

53. rogor SeirCeva damatebiTi feri? 

54. rogor SeirCeva fonis feri? intensioba? ganaTebuloba? 

55. rogor davafiqsiroT obieqtis fonis feri? 

56. rogor SevqmnaT foni sami feriT? 

57. ra SeiZleba CavsvaT obieqtis fonad? 

58. rogor SeirCeva gardamavali ferebi? 

59. rogor SeirCeva fonis gamWvirvalobis maCvenebeli? 

60. rogor SeirCeva ferTa ganlageba? 

61. rogori ganlagebebi arsebobs? 

62. rogor SeirCeva gardamaval ferTa variantebi? 

63. romeli CamrTveli ganapirobebs obieqtis mobrunebasTan erTad 

fonis mobrunebas? 

64. rogor SeirCeva fonis teqstura? 

65. rogor xdeba sxva teqsturebis gamotana? 

66. rogor CavsvaT fonad figuruli naqargi? 

67. ra moqmedebebiT SeiZleba obieqtis fonad suraTis (naxatis) Casma? 

68. rogor xdeba figuris konturis fonis SerCeva? 

69. ra saSualebiT iqmneba figuris Crdilebi? 

70. ra saxis figuris Crdilebis Seqmnaa SesaZlebeli? 

71. romeli RilakiT gamogvaqvs mza figurebis nimuSi dasaxazavad? 

72. romeli RilakiT gamoiZaxeba texili? 

73. rogor gamovxazoT texili? 

74. romeli RilakiT gamoixazeba mrudwiruli zigzagi? 

75. romel Rilaks viyenebT figuris dasaxatavad? 

76. romeli RilakiT moiniSneba obieqtTa jgufi? rogor? 
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77. romeli Rilaki gamoiyeneba jgufis dasamuSaveblad? 

78. ra daniSnuleba aqvs obieqtTa dajgufebas? 

79. romeli RilakiT xdeba obieqtTa jgufis daSla? 

80. romeli RilakiT SeiZleba obieqtTa gadaadgileba sxvadsxva 

planze? 

81. romeli RilakiT SeiZleba gradaciis badis gamotana? ra 

daniSnulebiT? 

82. romel Rilaks viyenebT figuris gadasaadgileblad? 

83. romeli Rilaki gamoiyeneba figuris gasworeba_ganawilebisaTvis? 

84. ra moqmedebebiT movabrunebT obieqts? 

85. romeli RilakiT xdeba obieqtisa da teqstis urTierTganlagebis 

SerCeva? 

86. rogor SeiZleba ganlagdes teqsti da obieqti erTmaneTis mimarT? 

87. romeli RilakiT xdeba kuTxuri SemaerTebeli xazebis gamoxazva? 

88. romeli RilakiT xdeba figuris markeris waReba sxvadasxva 

mimarTulebiT? 

89. romeli RilakiT SeiZleba avtofigurebis nimuSis Secvla axliT? 

90. romeli RilakiT SeiZleba obieqtisaTvis standartuli 

parametrebis mikuTvneba? 

91. ra igulisxmeba standatrul parametrebSi? 

 

     $4 davaleba 

1. daiwyeT muSaoba Word _Si. 

2. CawereT teqsti teqstur CarCoSi sxvadasxva xerxiT. 

3. SecvaleT Sriftis zoma, stili, feri da gaukeTeT teqsts 

redaqtireba. 

4. gaxadeT CarCo uxilavi. 

5. gamoaCineT CarCo. SearCieT konturis sisqis da stilis xazebi. 

gaukeTeT Crdilebi, gadaitaneT sxva adgilas, moatrialeT 

garkveuli kuTxiT. 

6. CawereT teqsti sxva adgilas da gaaformeT igi mxatvrulad. 

7. gaukeTeT warweras redaqtireba, SecvaleT Sriftis zoma, stili. 

8. SecvaleT CarCos zomebi, CawereT axali warwera. redaqtireba 

gaukeTeT Zvels. MSecvaleT warweris forma.. SearCieT obieqtis 
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da teqstis urTierTganlageba, daaformateT warweris 

parametrebi. GganalageT teqsti vertikalurad. 

9. ganaxorcieleT amokveTa/Casma, kopireba, daformateba. 

10. moatrialeT obieqti. SecvaleT obieqtis konfiguracia. 

11. CasviT dokumentSi mza naxatebi. CasviT axali naxati. SearCieT 

axali naxatis feri, simkveTre, moabruneT naxati. 

12. SecvaleT konturis xazis sisqe, obieqtisa da  teqstis 

urTierTganlageba. 

13. CasviT suraTi failidan. 

14. aageT oTxdoniani blok_sqema.      

stu_fakulteti_departamenti_mimarTuleba. SearCieT TiToeul 

doneze raodenoba da CawereT dasaxelebebi, sxvadasxva SriftebiT 

da parametrebiT. 

15. SeqmeniT 5_striqoniani cxrili. SeavseT ricxviTi monacemebi da 

aageT 5_svetiani diagrama. 

16. gamoxazeT dokumentSi kvadrati, marTkuTxedi, wrewiri, ovali. 

17. gadaitaneT figurebi sxva adgilas. 

18. SecvaleT figurebis zomebi. moabruneT figura centris garSemo. 

19. aageT kvadratuli gantolebis amoxsnis algoriTmis blok_sqema. 

20. SeavseT blokebi. CawereT maTSi sxvadasxva feris teqsti. 

21. SearCieT isrebis stili, konturis xazis sisqe, stili. 

22. gaaferadeT blokebi, figuris konturis xazi. 

23. gaukeTeT blokebs Crdilebi.. 

24. SearCieT mza figurebis nimuSebi da gamoxazeT ekranze. 

25. gamoxazeT trapecia. 

26. gamoxazeT mrudwiruli zigzagi. 

27. daxazeT wirebi. SeasruleT maTi paraleluri gadatana, 

sigrZeebis dagrZeleba_damokleba. 

28. daxazeT ekranze rvianis Sesabamisi figura. 

29. figurebis mza nimuSebidan SearCieT sxva formebi da gamoxazeT. 

30. gaaerTianeT romelime obieqtebi jgufebad. 

31. daamuSaveT es jgufi. gadaitaneT igi sxva adgilas. waSaleT 

mTeli jgufi. aRadgineT isev. daajgufeT xelaxali. 

32. jgufis romelime obieqti gadaitaneT jgufSi sxvadsaxva planze. 
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33. gamoitaneT gradaciis bade da gadaadgileT obieqti. 

34. gaasworeT figura marcxena kidis mimarT, centris mimarT, 

zevidan, qvevidan. gadaanawileT isini horizontalurad, 

vertikalurad. 

35. SeabruneT obieti sxvadasxva nairad. 

36. SecvaleT teqstisa da obieqtis urTierTganlageba 

sxvadasxvanairad. 

37. gamoxazeT ekranze sxvadasxva kuTxiT SeerTebuli xazebi. 

38. gamoxazeT texili da gadaadgileT sakvanZo wertilebi. 

39. gamoxazeT mza avtoforma da SecvaleT igi axali nimuSiT. 

40. gamosaxeT obieqti standartuli parametrebiT. 

41. SearCieT figura da SeqmeniT misTvis foni. 

42. SearCieT figurisaTvis damatebiTi feri, misi intensiuroba, 

ganaTebuloba, toni. 

43. SearCieT foni  wiTeli, mwvane da lurji ferebis gamoyenebiT. 

44. SecvaleT xazebis da isrebis sigrZe ise, rom erTi bolo darCes 

uZravad. 

45. SeqmeniT figurisaTvis gardamavali ferebis foni. 

46. SeqmeniT figurisTvis fonis teqstura da SecvaleT igi sxva 

teqsturiT. 

47. figurisTvis fonad gamoiyeneT mza suraTi an naxati. 

48. figurisTvis fonad SearCieT figuruli naqargi. 

49. figurisTvis SearCieT sibrtyiTi Crdili, misi parametrebi. 

50. figurisTvis SearCieT sivrciTi Crdili, misi parametrebi. 

51. SeinaxeT Seqmnili dokumenti Tqven mier Seqmnil folderSi. 

failis saxeliT Lab5. 

52.  gamodiT Word_dan. 

53. daamTavreT muSaoba MS Window _iT. 
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vI Tavi.  gverdis parametrebis gansazRvra. cxrilis 

ageba - redaqtireba 

§ 1.  samuSaos daniSnuleba. 

    laboratoriuli samuSaos daniSnulebaa SeviswavloT: 
 

• gverdis parametrebis gansazRvra; 

• cxrilis ageba; 

• monacemebis Setana cxrilSi; 

• cxrilis elementebis moniSvna; 

• cxrilSi striqonebis, svetebis, ujredebis Camateba; 

• cxrilSi striqonebis, svetebis, ujredebis waSla; 

• cxrilis ujredebis gaerTianeba / gayofa; 

• cxrilis zomebis avtomaturi regulireba. 
 

§ 2. meToduri miTiTebebi samuSaos Sesasruleblad 

gverdis parametrebis gansazRvra. gverdis parametrebSi Sedis 

misi zomebi, mindvrebis zomebi, gverdis orientacia da sxv. zomebis 

gansazRvra SesaZlebeli iyo horizontaluri da vertikaluri 

saxazavebis saSualebiT, magram meti sizustisaTvis mTavar meniuze 

vaaqtiurebT  Page Layout CanarTs da qveda marjvena kidesTan 



davklikavT isarTan, ris Sedegadac gamova pirvel sursTze 

gamosaxuli  fanjara. 

 

 

 

 

 

 

 

 

 

 

 

sur.1 

gamosuli fanjara (sur.2) Seicavs sam CanarTs: Margins, Paper, Layout.  
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                           sur.2 

Tavidan aqtiuria Margins CanarTi, romlis Margins ganyofilebaSi 

unda ganisazRvros samuSao aris daSoreba furclis zeviTa, qveviTa, 

marcxena da marjvena kideebidan anu Sesabamisi mindvrebis zomebi; Top  

 - zeda mindori; Bottom   - qveda mindori; Left  - marcxena mindori; 

Right - marjvena mindori. Gutter velSi unda mieTiTos asakinZi mindvris 



zoma, xolo Gutter Position   velSi unda mieTiTos, sad unda gamoiyos 

asakinZi mindori., Left_marcxena mindorSi Tu  Top_zeda mindorSi. 

Orientation ganyofilebaSi unda SeirCes gverdis orientacia:  Portrait- 

portretuli anu vertikaluri, Tu Landscape- albomuri anu 

horizontaluri. 

Multiple pages  velSi unda ganisazRvros ori furclis 

urTierTganlageba: Normal- Cveulebrivi (erTfurcliani); Mirror margins- ori 

furceli sarkiseburi simetriis mindvrebiT. am dros mopirdapire 

mindvrebs eniWebaT erTi da igive mniSvneloba da Margins ganyofilebaSi 

Left  Seicvleba ( SigniTa) Inside–iT, xolo ( gareTa) Right- Outside - iT; 2 

Pages per sheet – ori furceli ganlagdeba erT gverdze Tavisi numeraciiT; 

Bookfold – broSuris saxiT. fanjris qveviTa nawilSi, marjvniv 

TvalnaTliv Cans yvela SerCeuli parametris Sedegi. Apply to velSi 

ganisazRvros, Tu dokumentis ra nawils SevusabamoT parametrebis 

SerCeuli mniSvnelobebi: Whole Document – mTel dokuments, Tu This point 

forward- aqtiur gverds kursoris Semdeg. Default  RilakiT xdeba SerCeuli 

parametrebi gauqmebdeba da standartuli aRdgeba. 

Paper CanarTis gaaqtiurebiT gamosuli fanjris Paper size  velSi 

unda SevarCioT sabeWdi furclis zoma A4, A5, Letter da a.S. xSirad 

gamoiyeneba A4 Tabaxis furceli, romlis zomebia 210  297 mm. Tu aq 

CamoTvlili zomebi ar gvakmayofilebs, Cven TviTon SevarCevT Width 

- velSi furclis siganes, xolo Heigt velSi simaRles ( sigrZes). 

Layout  CanarTis gaaqtiurebiT gaxsnili fanjris Section start velSi 

unda mieTiTos seqciis dasawyisi: New page- axali gverdidan: New column- 

axali svetidan Even page- luwi gverdidan: Odd page- kenti gverdidan, 

xolo Section direction velSi mivuTiTebT seqciis mimarTulebas: Left to 

Right – marcxnidan marjvniv; an Right to Left- marjvnidan marcxniv. 

Header - velSi ganisazRvreba zeda, xolo Footer - velSi 

qveda kolontitulebis daSoreba furclis kideebidan. 

CamrTveli  Different odd and even gansazRvravs gansxvavebul 

kolontitulebis arsebobas kenti da luwi gverdebisaTvis. xolo  
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Different first page CamrTveli uzrunvelyofs gansxvavebuli 

kolontitulebis Seqmnas  pirveli gverdisaTvis.  

Tu teqsti weria ara horizontalurad, aramed vertikalurad, 

maSin Vertical aligment   velSi mivuTiTebT teqstis gasworebas 

vertikaluri mimarTulebiT, Top- zeda sazRvarTan; Bottom – qveda 

sazRvarTan; Center- centrSi; Justfield- ormxrivi gasworeba. 

gamosul fanjaraSi Borders RilakiT SeiZleba SevarCioT CarCoebi, 

xolo Line number RilakiT ganvsazRvroT striqonebis numeracia. Line 

number RilakiT miRebuli fanjris  Add Line numbering CamrTveliT 

CairTveba striqonebis danomvris reJimi. am SemTxvevaSi gaaqtiurdeba 

danarCeni velebi. Start at  - velSi mieTiTeba numeraciis sawyisi 

mniSvneloba, From text - velSi nomris daSoreba teqstidan, Count by 

- velSi numeraciis biji. 

 Restart each page CamrTveli uzrunvelyofs numeraciis Tavidan 

dawyebas yovel axal gverdze;  Restart each section – yovel axal 

seqciaSi, xolo  Continuous CamrTveli ganaxorcielebs uwyvet 

numeracias mTel dokumentSi. 

cxrilebis ageba da redaqtireba. cxrili Sedgeba 

striqonebisagan, svetebisagan da ujredebisagan, romlebic maT 

gadakveTaze mdebareobs. cxrilis ageba gulisxmobs: cxrilis Seqmnas, 

striqonebisa da svetebis raodenobebis mixedviT; striqonebis, 

svetebis, ujredebis Camateba/amogdebas; cxrilis waSlas; ujrebis 

gaerTianeba/dayofas; cxrilis zomebis regulirebas, avtomatur 

formatirebas; parametrebis SerCevas da sxv. cxrili ZiriTadad 

gamoiyeneba masSi ricxviTi mniSvnelobebis Casawerad. amas garda masSi 

monawileoben teqstebic, romlebic gasagebs xdis cxrilSi 

warmodgenil ricxvebs. 

cxrilis Sesaqmnelad saWiroa furcelze kursoriT  

davafiqsiroT Casmis adgili da mTavar meniuze gavaaqtiuroT Insert da 

SevarCioT CanarTi  Table. 
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     sur. 3     sur.4 

Semdeg gavaaqtiuroT piqtograma  Table→Insert Table  (sur.3) 

CamoiSleba fanjara (sur. 4), saidanac SesaZlebelia cxrilis Seqmna 

da formatireba. Number of columns  velSi vwerT asagebi cxrilis 

svetebis raodenobas, xolo Number of rows velSi -  striqonebis 

raodenobas. CamrTvelebiT SeiZleba  Fixed Column  width  (svetis siganis 

dafiqsireba) mis marjvniv moTavsebul velSi Auto an ricxviTi 

mniSvnelobis SerCeviT;  Auto Fit to contents- striqonebisa da svetebis 

zomebis avtomaturi regulireba, maTSi Cawerili teqstis Sesabamisad. 

am dros icvleba TviTon cxrilis zomac;  Auto Fit to window- igive, 

oRond sabeWdi teqstis Sesabamisad. Remember dimension for new Tables 

CamrTveliT moxdeba fanjaraSi miTiTebuli zomebis damaxsovreba 

axali cxrilisaTvis. 

cxrilis Seqmna SeiZleba Draw Table Rilakis gaaqtiurebiT (sur.3), 

ris Sedegadac kursori miiRebs  fanqris formas da gaaqtiurebuli 

marcxena klaviSiT misi gadaadgilebiT davxazavT cxrilis gareTa 

CarCos. igive fanqris gadaadgilebiT SeiZleba cxrilis 

horizontaluri da vertilaluri xazebis gatareba. cxrilis waSla 

SeiZleba gamosul instrumentul fanjaraSi  Eraser Rilakis 

gaaqtiurebiT, ris Sedegadac kursori miiRebs saSlelis formas da 

mausis gaaqtiurebuli marcxena klaviSiT kursoris gadaadgilebiT 

davxazavT CarCos, romelSic unda moxvdes wasaSleli cxrili. 

instrumentebis fanjra daixureba  RilakiT. 



Word_ is dokumentSi SesaZlebelia programa Excel_idan cxrilis 

ageba Semdeg brZanebaTa gaaqtiurebiT: Insert→Table→ 

 (sur. 5). 

 

 

 

 

 

 

 

 

                sur. 5 

cxrilis Seqmna SesaZlebelia mza Sablonebis an momxmareblis 

mier adre Seqmnili cxrilis gamoyenebiTac: 

1. mausis maCvenebels vayeneT im adgilas sadc unda ganTavsdes 

cxrili; 

2. mTavar meniuze vaaqtiurebT brZanebebs Insert→Table  da Quick 

Tables, ris Sedegadac  CamoiSleba me_5 suraTze mocemuli 

fanjara 
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N                              

 

                           sur. 6 

cxrilebis gaformeba. cxrilebis gaformebisaTvis konteqsturi 

meniudan vaaqtiurebT CanarTebs  Design (ostati), Layout 

(maketi). ostatis meSveobiT avtomatur reJimSi SesaZlebelia miviRoT 

cxrilis sasurveli forma (sur. 7).  

 

 

 

 

                             sur. 7  

stilis asarCevad gavaaqtiurebT erT-erT maTgans (sasurvels), 

da Cven mier Seqmnili cxrili avtomaturad miiRebs SerCeul formas  

(sur. 8). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                          Nsur. 8 
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kursoris adgilas cxrili SegviZlia avagoT instrumentuli 

zolis  Insert →Table Rilakis gamoyenebiTac (sur.9).  

 

 

 

 

 

 

 

 

 

 

 

 

sur. 9 

gamodis fanjara, romelSic mocemulia xuTstriqoniani da 

rvasvetiani cxrili. cxrilis boloSi aris Rilaki Cancel, romelic 

gamoiyeneba fanjris dasaxuravad. Tu gvinda cxrilis ageba, kursors 

movaTavsebT marcxena zeda ujraze, igi galurjdeba da Cancel 

Seicvleba teqstiT 1  1 Table. kursoris gadaadgilebiT marjvniv da 

qveviT ujredebi TandaTan gaferadeba da cxrilis qveviT iwereba 

gaferadebuli ujredebiT  miRebuli cxrilis striqonebisa da 

svetebis raodenoba ( mag. 8 5 Table). sasurveli raodenobis ujredebis 

gaferadebis Semdeg, bolo ujredze unda davawkapunoT. fanjara 

daixureba da SerCeuli raodenobis striqonebiTa da svetebiT 

kursoris adgilas aigeba cxrili. Tu saWiroa ufro didi zomis 

cxrilis ageba, vidre 8 5-zea. kursors davafiqsirebT marcxena zeda 

ujredSi da gaaqtiurebuli marcxena klaviSiT mauss gadavacilebT 

cxrilis sazRvrebs. rodesac cxrili miiRebs sasurvel zomas, 

marcxena klaviSs TiTs auSvebT da agebuli cxrili Caismeba kursoris 

adgilas. 

agebuli cxrilis striqonebis da svetebis zomebis Sesacvlelad 

saWiroa kursori davayenoT im vertikalur an horizontalur xazze, 

romlis gadaadgilebac gvinda da rodesac kursori miiRebs ormxrivi 
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isris formas ( , an  ), marcxena klaviSi davafiqsiroT da mausi 

gadavitanoT saWiro mimarTulebiT sasurvel zomamde. ujredSi 

monacemebis Casawerad, masSi unda davafiqsiroT kursori. Tu kursors 

xazebis gadakveTis wertilebSi davayenebT, igi miiRebs  isris 

formas da SeiZleba Sesabamisi ujris moniSvna. 

sazRvrebi da Crdilebi. cxrilis sazRvrebis da Crdilebis 

formatirebisaTvis vaaqtiurebT brZanebebs Insert→Design, miviRebT me-10 

suraTze gamosaxul suraTs.  
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 Nsur.10 

Shading – CanarTi uzrunvelyofs cxrilis moniSnul areSi  fonis Seqmnas 

ferTa palitris gamoyenebiT. 

Draw Borders – aris is ZiriTadi fanjara, saidanac xdeba cxrilis 

sazRvrebis formatireba. 

      Border – CanarTi uzrunvelyofs xazebis formis (Style), feris (Color),  

sisqis (Width) SerCevas. 

      Page Border – furclis sazRvrebi. Aam CanarTSic meordeba Border – 

CanarTis funqciebi emateba mxolod sazRvris gaformebis mxatvruli 

formati sur.11. 
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 Nnax.11 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

sur.11 

Page Border – fanjris qveda marjvena kuTxeSi aris Options Rilaki, 

romelic uzrunvelyofs sazRvris poziciebis gansazRvras teqstis 

mimarT. 

Shading – CanarTi uzrunvelyofs Crdilebisa da fonebis Seqmnas. 

monacemebis Setana cxrilSi. ujredis gaaqtiureba-moniSvna. 

cxrilis ujredi gaaqtiurdeba masSi kursoris dafiqsirebiT. rodesac 

igi daiwyebs cimcims, SeiZleba masSi simboloebis Setana. Tu teqsti 

ar eteva ujredSi, maSin avtomaturad moxdeba ujris Semcveli svetis 

gaganiereba, gansazRvrul siganemde, xolo Tu teqstis Setanisas 

gamoviyenebT Enter Rilaks, teqstis Setana gagrZeldeba igive ujredSi 

Semdegi striqonidan da Sesabamisad gaizrdeba ujris Semcveli 

striqonis simaRle. 

ujredis an ujredebis mosaniSnad kursors vayenebT pirvel 

mosaniSn ujredSi da gaaqtiurebuli marcxena klaviSiT mauss 

gadavitanT bolo mosaniSn ujredamde. TiTis aSvebisas moniSnuli 

ujredebi gamuqdeba. striqonis mosaniSnad kursors davayenebT 

cxrilis marcxena mxares, mosaniSni striqonis gaswvriv, rodesac igi 

miiRebs  formas, davawkapunebT. striqonebis mosaniSnad kursors 

davayenebT pirveli mosaniSni striqonis gaswvriv da mauss 

gadavaadgilebT bolo mosaniSn striqonamde.  

svetis an svetebis mosaniSnad kursors davayenebT cxrilis 

zeviT, mosaniSni svetis gaswvriv da davawkapunebT. mTeli cxrilis 

mosaniSnad kursors davayenebT cxrilis marcxniv da rodesac igi 

miiRebs  formas, samjer davawkapunebT. 

cxrilis elementebis mosaniSnad SeiZleba gamoviyenoT agreTve 

Semdegi brZanebebi: Insert →Table→Layout→Select. (sur. 12) 
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 Nsur. 12 

Ggamosuli menius punqtebs aqvs Semdegi daniSnuleba: 

o Select Cell- moniSnavs aqtiur ujreds. 

o Select Column- moniSnavs aqtiuri ujredis 

(ujredebis) Semcvel svets (svetebs).  

o Select Row- moniSnavs aqtiuri ujredis (ujredebis) 

Semcvel striqons  (striqonebs). 

o Select Table – moniSnavs mTel cxrils, romelSic 

gaaqtiurebulia ujredi. 

cxrilSi striqonebis, svetebis, ujredebis Camateba. cxrilSi am 

elementebis Camateba damokidebulia gaaqtiurebuli ujredebis 

adgilmdebareobaze. amitom jer saWiroa ujredis winaswari 

gaaqtiureba (moniSvna). Aamis Semdeg vaxorcielebT Insert→Table→Layout 

panelze gamoCndeba me_13 suraTze gamosaxuli fanjara. gamosuli 

fanjris qvepunqtebs aqvs Semdegi daniSnuleba: 

 

 

 

 

                        sur. 13 
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 Delete - cxrilis, striqonebis, svetebis, ujredebis waSla.  

piqtogramis gaaqtiurebis Semdeg gamoCndeba me_14 suraTze gamosaxuli 

fanjara.  

Delete Cells CanarTis gaaqtiurebis Semdeg miviRebT me_15 suraTze 

gamosaxul fanjaras. 

 

 

 

 



 

 

sur. 14 sur. 15 

 

• Shift Cells left - aqtiuri ujredi waiSleba da mis  marjvniv striqonSi 

arsebuli ujredebi TiTo ujrediT wainacvlebs marcxniv. am 

striqonSi ujrebis raodenoba erTiT Semcirdeba. 

• Shift Cells Up - aqtiuri ujredi waiSleba da mis  qveviT arsebuli 

ujredebi svetSi gadainacvlebs TiTo ujrediT zeviT. am svetSi 

bolo ujredi darCeba, magram iqneba carieli. 

• Delete entire row - waiSleba aqtiuri ujredis striqoni (striqonebi). 

• Delete entire column -  waiSleba aqtiuri ujredis (ujredebis) Semcveli 

sveti (svetebi). 

Delete Columns – waiSleba moniSnuli sveti; 

Delete Rows – waiSleba moniSnuli striqoni; 

Delete Table – waiSleba moniSnuli cxrili. 

 

Insert Above – striqonis Camateba moniSnuli aris zeviT; 

  

Insert Below – striqonis Camateba moniSnuli aris qveviT; 
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Insert Left– svetis Camateba moniSnuli aris marcxniv; 

 

Insert Right– svetis Camateba moniSnuli aris marjvniv; 

S svetebis da striqonebis Casamateblad aseve SesaZlebelia 

gamoviyenoT me_16suraTze  gamosaxuli fanjara. 

 

 

 

 

 

 

 



 

 

 N sur. 16 

• Shift Cells Right  da  Ok- carieli ujredi Caemateba aqtiuri ujredis 

adgilas, xolo aqtiur ujredSi da mis marjvniv ujredebSi 

Cawerili monacemebi gadainacvlebs TiTo ujrediT marjvniv, ase 

rom, striqonSi ujredebis raodenoba erTiT gaizrdeba. 

• Shift Cells Down da  Ok- carieli ujredi Caemateba aqtiuri ujredis 

adgilas, xolo aqtiur ujredSi da mis qveviT ujredebSi Cawerili 

monacemebi gadainacvlebs TiTo ujrediT qveviT, amitom aqtiuri 

ujredis svets, boloSi daemateba erTi ujredi da yvela danarCen 

svetsac TiTo carieli ujredi. ase rom, cxrilis striqonebis 

raodenoba erTiT gaizrdeba. 

• Insert entire row- aqtiuri ujredis zemoT Caemateba axali striqoni. 

• Insert entire column- aqtiuri ujredis marcxniv Caemateba axali sveti. 

cxrilis ujredebis gaerTianeba/gayofa. cxrilis ujredebis 

gasaerTianeblad unda movniSnoT es ujredebi da  davinaxavT, rom 

instrumentebis panelze gamova me_17suraTze gamosaxuli fanjara: 

 

 

 

 

 

 

 

 

 

 

 

 sur. 17 

cxrilis ujredebis gasaerTianeblad movniSnoT es ujredebi da 

gavaaqtiuroT me_14 suraTze mocemul fanjaraSi CanarTi Merge Cells, 

davinaxavT, rom moniSnuli ujredebi gaerTiandeba da miiRebs erTi 

ujris formas. 
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cxrilis ujridis (ujredebis) dasayofad movniSnoT es ujredi 

(ujredebi) da  gavaaqtiuroT CanarTi Split Cells. am SemTxvevaSi gamova 

fanjara (sur.18),  
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N 
 
 
 

sur.18 
 

romlis Number of Columns  velSi unda mivuTiToT, ramden svetad unda 

daiyos moniSnuli ujredi, xolo Number of Rows   velSi  mieTiTeba 

ramden striqonad unda daiyos moniSnuli ujredi (ujredebi). 

   Merge Cells before split  CamrTvelis CarTviT da Ok 

RilakliT moxdeba moniSnuli ujredis (ujredebi) daiyofa  

fanjaraSi miTiTebuli parametrebis Sesabamisad.  

  Tu gvinda cxrili gavyoT or nawilad (cxrilad), kursoris zeviT 

da qveviT, unda gavaaqtiuroT CanarTi     , xolo ori cxrilis  

gasaerTianeblad unda amovSaloT maT Soris arsebuli striqonebi. 

amisaTvis kursori davayenoT maT Soris da Delete. 

cxrilis zomebis avtomaturi regulireba. cxrilis zomebis 

avtomaturi regulireba gulisxmebs, rogorc TviT cxrilis, ise 

striqonebisa da svetebis zomebis regulirebas, rasac nawilobriv ukve 

gavecaniT (Auto Fit) cxrilebis Seqmnisas. maTi avtomaturi 

regulirebisaTvis viyenebT Insert→Table→Layout. miviRebT me_19 suraTze 

mocemul gamosaxulebas:  
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 Nsur. 19 

gamosul meniuSi punqtebs aqvs Semdegi daniSnuleba: 

• Auto Fit contents - aRniSnuli punqtis gaaqtiurebiT cxrilis zoma 

avtomaturad daregulirdeba iseTi saxiT, rom aqtiur ujredSi 

teqstis Setanisas, Tu teqsti ar eteva striqonSi, ujris Semcveli 

sveti gaganierdeba gansazRvrul zomamde (akrefili teqstis 

Sesabamisad), Tu teqsti am siganeSic ar eteva, maSin igi gadava imave 

ujredSi Semdeg striqonze, Tu ujredSi striqonebis raodenobac ar  

aRmoCnda sakmarisi, moxdeba ujris Semcveli striqonis gaganierebac, 

ase rom, cxrilis simaRlec Sesabamisad gaizrdeba. rac Seexeba 

svetis gaganierebis SemTxvevas, sxva svetebis sigane Semcirdeba 

proporciulad ise, rom cxrilis sigane darCeba ucvleli. 

• Auto Fit to Window - CamrTvelis CarTvisas, Tu teqsti ar eteva aqtiur 

ujredSi, sveti gaganierdeba gansazRvrul zomamde, sxva svetebis 

daviwroebis xarjze ise, rom cxrilis sigane darCeba ucvleli. 

teqstis Setanis gagrZelebisas, sveti kvlav gafarTovdeba, sxva 

svetebis zomebi ar Seicvleba, xolo cxrili gafarTovdeba sabeWd 

aremde. 

• Fixed Column Width - CamrTvelis CarTviT dafiqsirdeba (ucvleli gaxdeba) 

aqtiuri ujredis svetis sigane ise, rom, Tu Setanisas teqsti ar 

eteva ujredis sigane ar Seicvleba da teqstis Setana gagrZeldeba 

imave ujredSi Semdegi striqonidan da ujredis simaRle gaizrdeba. 

• Distribute Rows - CamrTveliT dafiqsirdeba moniSnuli ujredebis 

simaRle. ase rom, cxrilis saerTo simaRle ar Seicvleba. 

• Distribute Columns - CamrTveliT moxdeba moniSnuli ujredebis Semcveli 

svetebis siganis gaTanabreba ise, rom cxrilis saerTo sigane ar 

Seicvleba. 

cxrilSi Cawerili simboloebis,  teqstis formatireba.  

cxrilSi Cawerili teqstis formatirebisaTvis da poziciebis 

gansazRvrisaTvis movniSnavT cxrilSi Caweril teqsts/simbolos da 



vaaqtiurebT CanarTs Insert→Table→Layout  instrumentebis paneli  miiRebs 

me_20 suraTze mocemul saxes: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

N               sur. 20 

Aligment CanarTis meSveobiT SesaZlebelia teqstis an simboloebis 

poziciebis gansazRvra, xolo Data CanarTis Sort brZanebis gaaqtiurebiT 

SesaZlebelia simboloTa mowesrigebuli dalageba. 

 

- striqonSi Cawerili cxrilis saTauris gameoreba; 

 

   

-      -  cxrilis konvertacia teqstur formatSi; 

 

-      -  formulebis fanjara, saidanac SesaZlebelia martivi  

 
ariTmetikuli moqmedebebis Sesruleba. 

 

§ 3. sakontrolo kiTxvebi. 

1. ras gulisxmobs gverdis parametrebi? 

2. gverdis zomebis gansazRvris ra saSualeba arsebobs? 

3. ra moqmedebebiT iwyeba gverdis parametrebis gansazRvra? 
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4. romeli brZanebiT xorcieldeba samuSao aris furclis      

kididan daSorebis gansazRvra? 

5. ra aris mindori? 

6. romeli veliT ganisazRvreba zeda mindvris sigane? qvedasi? 

marcxenasi? marjvenasi? 

7. ra aris asakinZi mindori da sad unda mivuTiToT misi zoma? 

8. romeli veliT ganisazRvreba asakinZi mindvris 

adgilmdebareoba?  

9. gverdis ra da ra orientacia arsebobs da rogor xdeba maTi 

gansazRvra? 

10. rogori SeiZleba iyos ori gverdis urTierTganlageba? 

11. romeli veliT da mniSvnelobebiT xdeba maTi gansazRvra? 

12. romeli veliT xdeba nawilebis SerCeva, romelTaTvisac 

ganisazRvreba parametrebi? 

13. romeli veliT ganisazRvreba sabeWdi furclis zoma?  

14. ra standartuli zomebi gvaqvs mocemuli ? 

15. Tu isini ar gvakmayofilebs, romeli velebiT xdeba furclis 

sigrZis da siganis gansazRvra? 

16. romeli veliT da mniSvnelobebiT mivuTiTebT seqciis 

dasawyiss? seqciis mimarTulebas? 

17. romeli velebiT ganisazRvreba zeda da qveda 

kolontitulebis daSoreba furclis kideebidan? 

18. romeli CamrTvelis gaaqtiurebiT keTdeba gansxvavebuli 

kolontitulebi kenti da luwi gverdebisaTvis? 

19. romeli CamrTvelis gaaqtiurebiT keTdeba gansxvavebuli 

kolontituli pirveli gverdisaTvis? 

20. ra niSnavs teqstis gasworeba vertikaluri mimarTulebiT? 

21. romeli velis da romeli Rilakebis  gaaqtiurebiT vasworebT 

teqsts vertikaluri mimarTulebiT? 

22. romeli RilakiT SeirCeva CarCoebi? 

23. romeli RilakiT inomreba gverdebi? 

24. ra moqmedebebiT CairTveba gverdebis danomvris reJimi? 

25. sad mieTiTeba pirveli nomeri (numeraciis dasawyisi)? 
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26. romeli veliT SeirCeva nomris daSoreba teqstidan? 

numeraciis bijis? 

27. romeli CamrTveli uzrunvelyofs numeraciis Tavidan 

dawyebas yovel axal gverdze? yovel axal seqciaSi? 

28. romeli CamrTveli  uzrunvelyofs mTeli dokumentis 

numeracias? 

29. ra aris cxrili da ra gamoyeneba aqvs mas? 

30. ras gulisxmobs cxrilis ageba da redaqtireba? 

31. ra moqmedebebiT iwyeba cxrilis ageba? 

32. romel velSi ganisazRvreba svetebis raodenoba?  

33. romeli CamrTveli afiqsirebs svetis siganes? 

34. ra SesaZleblobebi aqvs mas? 

35. romeli CamrTveliT xorcieldeba striqonis da svetis 

zomebis avtomaturi regulireba? 

36. ras niSnavs avtomaturi regulireba? 

37. romeli CamrTveli gamoiyeneba imave parametrebis 

dasayeneblad sabeWdi gverdisaTvis? 

38. romeli CamrTveli uzrunvelyofs fanjaraSi miTiTebuli 

zomebis damaxsovrebas axali cxrilisaTvis? 

39. romeli veliT xdeba avtoformatis cxrilis kategoriis 

miTiTeba?stilis miTiTeba? 

40. kidev ra instrumentebiT SeiZleba avtoformatis gamoZaxeba? 

41. romeli instrumentebiT SegviZlia avagoT cxrili? 

42. rogor aigeba cxrili? 

43. rogor davamTavroT cxrilis agebis procesi? 

44. ra moqmedebebiT SeiZleba nebismieri zomis cxrilis ageba? 

45. rogor SeiZleba agebuli cxrilis striqonebisa da svetebis 

zomebis Secvla? 

46. rogor Caiwereba ujredebSi monacemebi? 

47. rogor moiniSneba ujredi? 

48. ra moqmedebebiT SeiZleba cxrilis ageba instrumentuli 

panelidan? 

49. rogor  waiSleba cxrili? 

50. ra moqmedebebiT xdeba ujredis moniSvna/ gaaqtiureba? 
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51. rogor SevitanoT ujredebSi monacemebi? 

52. rogor unda moviqceT Tu teqsti ar eteva ujredSi? 

53. rogor viqceviT, Tu ar gvinda ujredis svetis gaganiereba? 

54. rogor moiniSneba ujredi? 

55. rogor movniSnoT cxrilis striqoni? striqonebi? 

56. rogor movniSnoT sveti? svetebi? 

57. romeli brZanebebiT SeiZleba cxrilis elementebis moniSvna? 

58. romeli RilakiT moiniSneba mTeli cxrili? 

59. romeli RilakiT moiniSneba aqtiuri ujredis Semcveli sveti? 

60. romeli RilakiT moiniSneba aqtiuri ujredis Semcveli 

striqoni? 

61. romeli Rilaki moniSnavs aqtiur ujreds? 

62. razea damokidebuli cxrilSi striqonebis, svetebis, 

ujredebis Camateba? 

63. ra moqmedebebiT xdeba Camateba? 

64. romeli RilakiT xdeba aqtiuri ujredis win svetis Camateba? 

65. rogor vamatebT ramdenime svets? 

66. romeli RilakiT xdeba aqtiuri ujredis Semdeg  svetis 

Camateba? 

67. rogor xdeba ramdenime svetis Camateba? 

68. romeli RilakiT xdeba aqtiuri ujredis zemoT striqonis 

damateba? 

69. rogor xdeba ramdenime striqonis Camateba? 

70. romeli RilakiT xdeba aqtiuri ujredis qveviT  striqonis 

damateba? 

71. rogor vamatebT ramdenime striqons? 

72. romeli RilakiT vamatebT ujreds? 

73. romeli CamrTveli uzrunvelyofs carieli ujredis Camatebas 

aqtiuri ujris adgilas, rom ujredebSi monacemebma 

gadainacvlos marjvniv? 

74. romeli CamrTveli uzrunvelyofs carieli ujredis Camatebas 

aqtiuri ujredis adgilas, rom ujredebSi monacemebma 

gadainacvlos qveviT? 
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75. romeli RilakiT xdeba axali striqonis Camateba aqtiuri 

ujredis zeviT? aqtiuri ujredis marcxniv? 

76. ra moqmedebebiT da romeli RilakiT xdeba cxrilis da misi 

elementebis waSla? 

77. romeli brZanebiT waiSleba elementebi? 

78. romeli RilakiT waiSleba aqtiuri ujredis Semcveli 

cxrili? sveti? striqoni? aqtiuri ujredi? 

79. romeli CamrTveli ganapirobebs aqtiuri ujredis waSlas da 

striqonSi mis marcxniv moTavsebuli ujredebis wanacvlebas 

marcxniv? 

80. romeli CamrTveli ganapirobebs aqtiuri ujredis waSlas da 

svetSi  mis qvemoT  moTavsebuli ujredebis waanacvlebas zeviT? 

81. romeli CamrTveli waSlis aqtiuri ujredis striqons? svets? 

82. romeli moqmedebebiT da brZanebebiT xdeba ujrebis 

gaerTianeba erT ujrad? 

83. ra moqmedebebiT da brZanebebiT xdeba ujredebis dayofa? 

84. romel velSi xdeba dayofis svetebis raodenobis miTiTeba? 

striqonebis raodenobis? 

85. romeli CamrTveliT da RilakiT moxdeba ujredis dayofa 

SerCeuli parametrebis Sesabamisad? 

86. cxrilis ra adgilas xdeba misi gayofa or nawilad da ra 

moqmedebebiT? 

87. rogor xdeba ori cxrilis gaerTianeba? 

88. kidev ra instrumentebiT SeiZleba ganvaxorcieloT cxrilis 

(cxrilebis) dayofa / gaerTianeba? 

89. ras gulisxmobs cxrilis zomebis avtomaturi regulireba? 

90. romel brZanebebs viyenebT amisaTvis? 

91. ra daniSnuleba aqvs CamrTvelebs gamosul meniuSi? 

 

$ 4. davaleba 

51. daiwyeT muSaoba MS Word- iT. 

52. gansazRvreT gverdis zomebi vertikaluri da horizontaluri 

saxazavebiT. 
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53. gamoiyeneT zusti gazomvis xerxi da SearCieT oTxive mindvris 

zoma. 

54. SearCieT asakinZi velis zoma, misi ganlageba, gverdis 

orientacia. 

55. gansazRvreT ori gverdis urTierTganlagebis sxvadasxva 

variantebi. 

56. parametrebis SerCeuli mniSvnelobebi gaavrceleT mTel 

dokumentze. 

57. gaauqmeT SerCeuli parametrebi da aRadgineT standartuli 

mniSvnelobebi. 

58. SearCieT sabeWdi furclis zomad A4. 

59. TviTon gansazRvreT furclis sigane da simaRle. 

60. daiwyeT seqcia axali gverdidan. gansazRvreT misi mimarTuleba 

marcxnidan marjvniv. 

61. gansazRvreT zeda da qveda kolontitulebis daSoreba 

furclis kideebidan. 

62. SeqmeniT zeda da qveda kolontitulebi. 

63. gaakeTeT gansxvavebuli kolontituli pirveli gverdisaTvis. 

64. gaasworeT teqsti vertikaluri mimarTulebiT zeda sazRvarTan. 

65. SearCieT CarCoebi. 

66. danomreT striqonebi, gansazRvreT nomris daSoreba teqstidan, 

sawyisi mniSvneloba, biji. 

67. ganaxorcieleT striqonebis uwyveti numeracia mTel 

dokumentSi. 

68. aageT 5  8 ganzomilebis cxrili. 

69. gansazRvreT svetebis sigane. 

70. striqonebis da svetebis zomebi daaregulireT avtomaturad. 

71. daimaxsovreT SerCeuli parametrebi axali cxrilisaTvis. 

72. axali cxrilisaTvis SearCieT kategoria da stili 

avtoformatis meSveobiT. 

73. aageT cxrili 2 4 ganzomilebis instrumentebis meSveobiT. 

74. aageT axali cxrili 5 10 imave instrumentebiT. 

75. agebul cxrilSi SecvaleT striqonebis da svetebis zomebi. 

76. SeitaneT monacemebi agebul cxrilSi. 
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77. daxazeT fanjris meSveobiT 6 12 zomis cxrili. 

78. waSaleT cxrilis nawili. 

79. aageT 7 15 zomis cxrili. 

80. zogierT ujredSi CawereT monacemebi, romlebic moiTxovs 

svetis avtomatur gaganierebas, nawilSi CawereT monacemebi 

ramdenime striqonad, danarCenSi ki monacemebi, romlebic 

daeteva agebul ujredSi. 

81. moniSneT ujredi (ujredebi, striqonis, striqonebi, sveti, 

svetebi mausis meSveobiT. 

82. igive davaleba SeasruleT menius brZanebebiT. 

83. moniSneT ujredi da mis marcxniv CaamateT erTi sveti. 

84. moniSneT sami ujredi da maT marjvniv CaamateT sami sveti. 

85. moniSneT ujredi da mis zemoT CaamateT striqoni. 

86. moniSneT 4 ujredi da maT zemoT CaamateT 4 striqoni. 

87. CaamateT axali ujredi aqtiuri ujredis marjvniv. 

88. gaaqtiureT ujredi da mis qvemoT CaamateT axali ujredi. 

89. gaaqtiureT ujredi da mis zemoT CaamateT axali striqoni. 

90. gaaqtiureT ujredi da mis marcxniv CaamateT axali sveti. 

91. waSaleT cxrilis romelime sveti da romelime striqoni. 

92. waSaleT ujredi ise, rom mis marjvniv ujredma wainacvlon 

marcxniv. 

93. waSaleT ujredi ise, rom mis qvemoT  ujredebma wainacvlon 

zemoT. 

94. gaaqtiureT ujredi da waSaleT misi striqoni. 

95. gaaqtiureT ujredi da waSaleT misi Semcveli sveti. 

96. gaaerTianeT cxrilis romelime ujredebi striqonSi, svetSi, 

marTkuTxedis areSi. 

97. gaaqtiureT ujredi, SearCieT misi dayofis parametrebi da 

dayaviT igi. 

98. gayaviT cxrili or nawilad mesame striqonis Semdeg. 

99. erTmaneTis qveviT moTavsebuli ori cxrili gaaerTianeT erT 

cxrilad. 
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100. daaregulireT cxrilis zomebi avtomaturad im SemTxvevisTvis, 

rodesac ujredSi Casaweri monacemebi ar eteva masSi, 

(gaaganiereT Sesabamisi sveti). 

101. daaregulireT cxrilis zomebi ise, rom teqstis Setanisas 

svetis zomebi ar Seicvalos. 

102. gaaTanabreT cxrilis yvela striqonis  simaRle. 

103. gaaTanabreT cxrilis yvela svetis sigane. 

104. SeinaxeT faili Tqvens saqaRaldeSi saxeliT LAB6. 

105. gamodiT MS Word- idan. 

106. daamTavreT muSaoba. 

 

 

 

 

 

 

 

 
 
 
 
 
 

VII Tavi. cxrilebis redaqtireba 
 

$1. samuSaos daniSnuleba 
  
laboratoriuli samuSaos daniSnulebaa SeviswavloT: 

cxrilis saTauris striqonis gakeTeba; 

teqstis gardaqmna cxrilad da piriqiT; 

cxrilis monacemebis dalageba (sortireba); 

cxrilebSi formulebis gamoyeneba; 

cxrilis badis CarTva/gamorTva; 

cxrilis parametrebis gansazRvra. 

 

$2. meToduri miTiTebebi samuSaos Sesasruleblad 
 



cxrilis saTauris striqonis gakeTeba. cxrilSi pirveli striqoni 

saTauris striqonia, romelSic svetebis dasaxelebebia Cawerili. Tu 

cxrili grZelia da gadadis ramdenime gverdze, zogjer mizanSewonilia, 

rom yvela gverdze cxrils hqondes erTi da igive saTauris striqoni. 

amitom pirvel cxrilSi saTauris striqonSi dasaxelebebis Caweris 

Semdeg Insert→Teble→Table Tools →Layout → Repeat Header Rows (sur.1). 

brZanebis Sedegad yvela gverdze cxrilis nawilebs eqnebaT es erTi da 

igive saTauri, amasTan pirvel gverdze (da ara sxvaze) saTaurSi 

Setanili yvela cvlileba aisaxeba danarCen gverdebzec. 
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sur. 1 

teqstis gardaqmna cxrilad da piriqiT. Cveulebrivi teqsti SeiZleba 

warmovadginoT cxrilis saxiT, oRond manamde ujredebSi mosaTavsebeli 

teqstis nawilebi erTmaneTisagan raime simboloTi unda iqnas 

gamoyofili: Paragraphs _ abzacis simbolo (abzacebad gamoyofil teqstis 

nawilebs calkeul ujredebad aRiqvams); Tabs _ tabulaciis simbolo; 

Commas _ mZime (mZimiT gamoyofil  nawilebs cal_calke ujredSi Cawers); 

Other _ gansxvavebuli (nawilebis gamyofad SeiZleba SevarCioT nebismieri 

simbolo). amis Semdeg saWiroa teqstis moniSvna Semdeg ki 

Insert→Table→Layout→Convert to Text  moqmedebaTa Sesruleba: (sur. 2). 

ekranze gamova fanjara (sur.3),  

 

 

 

 

 

Nsur.2 

romlis parametrebis daniSnulebas Cven ukve gavecaniT. Separator text with 

ganyofilebaSi SeirCeva gamyofi simbolos CamrTveli. 

 

 



 

 

 

 

 

 

  

                               (sur.3) 

Ok RilakiT moxdeba fanjris daxurva da cxrili gardaiqmneba 

teqstad, miTiTebuli parametrebis mixedviT. 

cxrilSi monacemebis dalageba. cxrilis ujredebSi SeiZleba 

Cawerili iyos teqsti, ricxvebi an TariRebi. vigulisxmoT, rom TiToeul 

svetSi monacemebi erTi da imave tipisaa. cxrilSi monacemebi SeiZleba 

davalagoT romelime svetis teqstis anbanis, ricxviTi mniSvnelobebis, 

da TariRebis zrdadobis an klebadobis mixedviT, Tu am svetSi ramdenime 

erTi da igive mniSvnelobaa, maSin maTi dalageba SeiZleba moxdes 

romelime sxva svetis monacemebis mniSvnelobebis zrdadobis an 

klebadobis mixedviT da a. S. 

movniSnoT pirvel rigSi cxrili. vigulisxmoT, rom cxrilSi 

pirveli striqoni saTauris striqonia, romelSic svetebis dasaxelebebia 

Cawerili. SevasruloT Insert→Table→Layout→Sort  (nax. 4)  brZaneba.  

 

 

 

 

 

 

 Nsur. 4 

 

gamova fanjara (sur.5),  romlis Sort By  velSi unda CamovSaloT da 

SevarCioT im svetis saxeli, romelSic gvinda monacemebis dalageba.  
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                                sur. 5 

Type velSi SeirCeva monacemTa tipi (Text _teqsturi, Number 

_ricxviTi, Date _TariRi). marjvniv moTavsebuli gadamrTvelebis CarTviT 

unda ganisazRvros monacemTa dalagebis wesi:  velSi Ascending _ 

zrdadobis mixedviT; Descending _klebadobis mixedviT. Then By velSi 

unda CamoiSalos da SeirCes im svetis saxeli, romelSic unda  dalagdes 

monacemebi, Tu pirvel SerCeul svetSi ramdenime erTi da igive 

mniSvnelobaa, misTvisac ganvsazRvravT monacemis tips da dalagebis wess. 

igive gakeTdeba meore da mesame svetisaTvis, Semdegi Then By velis 

saSualebiT. 

monacemTa dalagebis SemTxvevaSi moxdeba monacemTa Semcveli 

striqonebis gadanacvleba (da ara marto svetSi). 

Tu gvinda rom dalagebis proceduraSi monawileoba ar miiRos 

pirvelma striqonma fanjaraSi CavrTavT Header Row CamrTvels, winaaRmdeg 

SemTxvevaSi No Header Row _s. 

 

cxrilebSi formulebis gamoyeneba. cxrilis monacemebi SeiZleba 

davamuSaoT formulebis meSveobiT. formula gvaZlevs saSualebas 

gamovTvaloT raime sidide. pirvel rigSi gavaaqtiuroT ujredi, 

romelSic formuliT naangariSevi sidide unda Caiwereos da 

SevasruloT Semdegi moqmedebebi: Insert→Table→ Layout→Formula (sur. 5) 
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                                  sur. 5 

gamosuli fanjris Formula (sur.. 6) velSi unda CavweroT formula.  

  

 

 

 

 

 

 

 

 

 

 

 Nsur. 6  

 

Fformulis Cawera yovelTvis = niSniT iwyeba. Aamitom, Tu am velSi 

es niSani ar weria igi unda CavweroT klaviaturidan. Tu am velSi sxva 

raimea Cawerili, igi unda wavSaloT. amis Semdeg SeiZleba daviwyoT 

formulis Cawera. saerTod formulebSi monawileobas iReben: 

ariTmetikuli moqmedebis niSnebi; Sedarebis niSnebi; cxrilis monacemebi; 

funqciebi da specialuri somboloebi. 

ariTmetikuli moqmedebis niSnebi Segvyavs klaviaturidan.  

+ (Sekreba) _ klaviaturidan aikrifeba (Shift+=); 

- (gamokleba)  _ klaviaturidan  _; 

* (gamravleba) _ klaviaturidan Shift +8; 

/ (gayofa) _ klaviaturidan /; 

      (axarisxeba) _ klaviaturidan ^Shift +6; 

% (procentad gardaqmna)^ _ klaviaturidan Shift +5  

specialuri simboloebi  Segvyavs klaviaturidan  

. (wertili); , (mZime); ; (wertil_mZime); :P (ori wertili _ Sfift +:) ( 

(gaxsnis frCxili Shift +9); ) (daxurvis frCxili  Shift ). 
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Sedarebis operacieb klaviaturaze Seesabameba Semdegi simboloebi: 

= (tolia); < (naklebia); > (metia); <= (naklebia an tolia), klaviaturidan 

Shift +L da Semdeg =); >= (metia an tolia. klaviaturidan Shift+> da Semdeg 

=); < >(ar udris klaviaturidan Shift +L da Semdeg Shift+>). 

cxrilis monacemebi formulaSi Segvyavs im ujredebis 

misamarTebiT, romlebSic es monacemebia Cawerili. pirobiTad cxrilis 

striqonebi danomrilia zevidan qveviT, ricxvebiT 1,2,3.4.... asevea 

danomrili svetebi marcxnidan marjvniv asoebiT a,b,c,d,e,…   amitom 

ujredebis misamarTi Sedgeba im svetisa da striqonis nomrebisagan, 

romelTa gadakveTazec ujredi mdebareobs, mag. D5 (ujris misamarTi D 

svetisa da me_5 striqonis gadakveTaze), B12, C27 da a.S.  

ujredebis misamarTebi Segvyavs klaviaturidanac im ujredis  

gaaqtiurebiT, romelSic es monacemi weria). formulaSi funqciebis 

Casawerad CamoSliT Paste Function vels da SearCevT funqcias, misi 

saxelis moniSvniT. es funqciebia: 

ABS (x) _gamoiTvlis x argumentis absolutur mniSvnelobas. 

AVERAGE (argumentebi) _ argumentebis saSualo mniSvnelobis 

gamoTvla. 

COUNT (argumentebi) _ argumentebis raodenobis daTvla. 

INT (x) _ x –is mTeli nawilis gamoTvla 

MIN (argumentebi) _ argumentis  mniSvnelobebidan umciresis povna. 

MAX (argumentebi) _ argumentis mniSvnelobidan udidesis povna. 

MOD (x,y) _ x –is y _ze gayofis Sedegad miRebuli naSTis gamoTvla. 

PRODUCT (argumentebi) _ argumentebis namravlis gamoTvla. 

SUM (argumentebi) _argumentebis jami. 

AND (argumentebi) _ gamoTvlis Sedegi iqneba 1, Tu yvela argumenti 

WeSmaritia, winaaRmdeg SemTxvevaSi _0. 

OR (argumentebi) _ gamoTvlis Sedegi iqneba 1, Tu erTi mainc 

argumenti WeSmaritia, da  Tu yvela argumeti mcdaria. 

NOT (argumentebi) _ gamoTvlis Sedegi iqneba 1, Tu argumenti 

mcdaria,da 0 Tu argumenti WeSmaritia.  

funqciis saxelis Semdeg frCxilebSi iwereba argumentebi. 

funqciebisaTvis argumentis mniSvneloba SegviZlia SevitanoT ara marto 



maTi misamarTebis akrefiT, aramed im ujredebis gaaqtiurebiTac 

romlebSic es monacemebia ganTavsebuli. funqciebis argumentebad 

SeiZleba gamoviyenoT iseTi terminebi, rogoricaa Left (aqtiuri ujredis 

marcxniv ganlagebuli monacemebi); Right (mis marjvniv ganlagebuli 

monacemebi); Alow (mis zemoT ganlagebuli monacemebi); Below (mis qvemoT 

ganlagebuli monacemebi); mag. SUM (Right) gamoiTvlis aqtiuri ujredis 

marjvniv ganlagebuli monacemebis jams. 

funqciaSi SeiZleba iyos erTi an ramdenime argumenti. ramdenime 

argumentis SemTxvevaSi isini wertil_mZimiT unda gamovyoT 

erTmaneTisagan. mag: (d2;a3;g8); xolo ujredebis diapazoni SeiZleba 

mivuTiToT or : wertiliT. mag.: a1:c4  niSnavs a1,a2,a3,a4,b1,b2,b3,b4,c1,c2,c3,.c4 

ujredebis diapazons. 

fanjris Number Format velSi unda mivuTiToT ricxviTi formati 

(miRebuli Sedegis). formulebSi simboloebs aqvT Semdegi daniSnuleba: 

‘’.” _ gamosaxavs meti da aTwiladi nawilis gamyofs; 

“,” _ ricxvis dayofa aTaseulebad; 

‘’#” _ cifris adgili; 

“0” _ nulis damateba Sesabamis poziciaSi; 

“$” _ Sesabamis poziciaSi Casvams dolaris niSans; 

“?” _ intervalis damateba ricxvebis gasworebisaTvis aTobiT 

niSnis mixedviT; 

“/” _ misi Semdegi simbolos Camateba; 

“teqsti” _ frCxilebSi moTavsebuli teqsi daiwereba ucvlelad; 

“_” _ Sesabamis poziciaSi Casvams tires. 

Ok RilakiT fanjara daixureba da formuliT miRebili Sedegi 

Caiwereba cxrilis aqtiur ujredSi. 

cxrilis badis CarTva/gamorTva.  Seqmnil cxrilebs aqvT cxrilis 

bade (Grid) da badeze gavlebulia CarCos xazebi (Borders). cxrilis 

Seqmnisas, mis badeze ukve gavlebulia CarCos xazebi. am xazebis 

mosaxsnelad unda movniSnoT mTeli cxrili da gamoviyenoT brZanebaTa 

Tanamimdevroba Insert→Table→ Disign→Border→No Border (sur. 7) 
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       sur. 7 

brZanebis None nimuSi (sur. 8); Tu cxrilis bade CarTulia, CarCos 

xazebis moxsniT, cxrilis adgilas darCeba fermkrTali xazebi, xolo, 

Tu bade gamorTulia, xazebi saerTod ar gamoCndeba.  

 

 

 

 

 

 

 

 

 

 

 

  

                                sur. 8 

cxrilis Tvisebebis gansazRvra.  cxrilis TvisebebSi  igulisxmeba 

cxrilisa da misi calkeuli elementebis (stiqonebis, svetebis, 

ujredebis) zomebi, cxrilis CarCos xazis sisqe, stili, feri, teqstis da 

cxrilis urTierTganlageba, teqstis mdebareoba ujredSi, cxrilis foni 

da sxva. 

Tavdapirvelad saWiroa moiniSnos cxrili an misi elementi 

(elementebi), romlisTvisac vapirebT parametrebis gansazRvras. xolo 

Semdeg Insert→Table→ Layout→ Properties brZanebebis gaaqtiureba (sur. 9) 

 

 

 

 

 

 sur. 9 
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gamova oTxCanarTiani fanjara Table, Row, Column, Cell. (sur. 10) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 sur. 10 

 

Tavidan aqtiuria Table CanarTi. Preferred with  CamrTvelis CarTviT 

marjvniv SeiZleba mivuTiToT cxrilis siganis mniSvneloba, 

santimetrobiT an procentobiT (sawyis cxrilTan SedarebiT). Measlure in    

velSi mieTiTeba  zomis erTeuli: Inlcles _santimetri, Persent _procenti. 

Aligment ganyofilebaSi unda ganisazRvros cxrilis ganlagebis 

adgili sabeWd areSi Left, Center, Right _ Sesabamis nimuSze dawkapunebiT. 

Indent From Left _ velSi ganisazRvreba cxrilis marcxnidan 

daSorebis sidide. 

Text Wrapping ganyofilebaSi SeirCeva cxrilisa da garemomcveli  

teqstis urTierTganlagebis nimuSi masze dawkapunebiT. 

Around nimuSis SerCevisas gaaqtiurdeba Pisitioning Rilaki, romelze 

dawkapunebiTac gamova fanjara, romliTac SeirCeva urTierTganlagebis 

parametrebi, horizontaluri da vertikaluri mimarTulebiT, aseve 

cxrilis daSorebebi teqstis marcxnidan, marjvnidan, zemodan, qvemodan. 
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Table ganyofilebaSi CamrTvelebiT SevarCevT cxrilis 

mimarTulebas: Right to Left an  Left to Right. 

Borders and Shading  Rilakis gaaqtiurebiT gamodis CarCoebisa da 

Crdilebis fanjara, romelTan muSaoba Cven ukve ganvixileT da 

romliTac SegviZlia SevarCioT xazebis stili, sisqe, feri, Crdilebi, 

foni da sxva. 

Option RilakiT ekranze gamodis fanjara, romliTac Top, Bottom, Left, 

Right velebiT ganisazRvreba ujredebis velebis (Caweris adgili) 

daSoreba Sesabamisad zemodan, qvemodan, marcxnidan, marjvnidan.  

Allow spasing Between Cells CamrTveliT mieTiTeba ujredebs Soris 

intervali, xolo Automaticaly resize to fit contents CamrTveliT avtomaturad 

SeiCeva cxrilis zoma, Cawerili teqstis mixedviT. 

Row CanarTiT SeiZleba ganisazRvros TiToeuli moniSnuli 

striqonis zomebi. gamosuli fanjris Specify height CamrTvelis CarTviT, 

mis marcxniv gaaqtiurebul velSi SeiZleba ganisazRvros moniSnuli 

striqonis simaRle. Row Height velSi SeirCeva simaRlis sizuste: At Least 

(minimum); Exacity (zustad). 

AllowRow to break across pages _ CamrTveli gansazRvravs moniSnuli 

striqonis gadatanas momdevno gverdze, xolo  Repeat as Header row at the 

top of each page _is CarTviT moniSnuli striqoni ganmeordeba yovel 

gverdze, rogorc saTauri. 

Previous Row da Next Row  RilakebiT xdeba cxrilis wina an momdevno 

striqonze gadatana. am dros Row velis marjvniv iwereba striqonis 

nomeri da SeiZleba misTvis ganisazRvros parametrebi, rogorc zemoT 

iyo aRwerili. 

Column CanarTis gaaqtiurebiT gamosul fanjaraSi ganisazRvreba 

moniSnuli svetis parametrebi.  Prefferd With CamrTvelis CarTviT mis 

marjvniv velSi ganisazRvreba svetis sigane, Mearsure in velSi _ siganis 

sizuste. 

Previous Column RilakiT xorcieldeba wina svetze, xolo Next Column 

RilakiT momdevno svetze gadasvla da SesaZlebelia ukve maTTvis 

ganisazRvros sigane da sizuste. 
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Cell CanarTis gaaqtiurebiT gamosuli fanjris Prefered CamrTveliT 

ganisazRvreba moniSnuli ujris sigane, xolo Vertical Aligment 

ganyofilebaSi SeiZleba SevarCioT ujredSi teqstis ganTavsebis adgili 

vertikaluri mimarTulebiT.: Top _ ujredSi teqsti ganTavsdeba zeda 

kidesTan; Center _centrSi; Bottom _  qveda kidesTan. 

Ok RilakiT moxdeba parametrebis dafiqsireba da fanjara 

daixureba. amas garda cxrilis da misi elementebis gaformebisaTvis 

SeiZleba gamoviyenoT instrumentuli panelis Tables and Borders Rilaki, 

romlis ramdenime instruments ukve gavecaniT. sxva Rilakebs aqvT 

Semdegi daniSnuleba: 

Eraser _ cxrilis wasaSleli saSleli. 

Line Style _ cxrilis CarCos xazis stilis SerCeva. 

Line Weight _ cxrilis CarCos xazis sisqis SerCeva. 

Border Color _CarCos xazis feris SerCeva. 

Shading Color _ elementisaTvis fonis feris SerCeva. 

Align _ teqstis gasworeba ujredis SigniT. 

Change Text Direction _ teqstis mimarTulebis gansazRvra ujredSi. 

 

$3. sakontrolo kiTxvebi 

1. ra aris cxrilis saTauris striqoni? 

2. rogor keTdeba yvela gverdze cxrilis saTauri? 

3. ra moxdeba, Tu pivel gverdze SevitanT cvlilebebs saTaurSi? 

4. ra moxdeba Tu sxva gverdze SevitanT cvlilebebs saTaurSi? 

5. romeli teqstis gardaqmnaa SesaZlebeli cxrilad? 

6. ra simboloebiT unda  gamoiyos teqstis nawilebi? 

7. romeli moqmedebiT da brZanebiT  gardaqmneba teqsti cxrilad? 

8. ra moqmedebiT xdeba gamyofi simbolos SerCeva? 

9. rogor ganlagdeba gamoyofili nawilebi teqstSi? 

10. sad xdeba cxrilis svetebis raodenobis miTiTeba? 

11. rogor SeirCeva striqonebis raodenoba? 

12. rogor xdeba cxrilis gardaqmna teqstad? 

13. ra saxis monacemebi SeiZleba iyos cxrilis ujredSi? 

14. ras niSnavs monacemebis dalageba? 
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15. rogor SeiZleba erTi da imave mniSvnelobis monacemebis 

dalgeba? 

16. ra moqmedebiT da brZanebiT SeiZleba daviwyoT monacemebis 

dalageba. 

17. risi miTiTeba xdeba gamosul fanjaraSi? 

18. romeli CamrTveli gansazRvravs monacemebis tips? 

19. romeli CamrTveli gansazRvravs dalagebas zrdadobis mixedviT? 

20. ramdeni svetis mixedviT SeiZleba dalagdes monacemebi? 

21. ras gulisxmeben monacemTa dalagebaSi? 

22. romeli CamrTveli gansazRvravs, rom dalagebaSi monawileoba 

ar miiRos pirvelma striqonma? winaaRmdeg SemTxvevaSi? 

23. risTvis gamoiyeneba formula cxrilSi? 

24. sad unda Caiweros formula? 

25. riT iwyeba formulis Cawera? 

26. risgan Sedgeba formula? 

27. ra ariTmetikuli moqmedebebi Sedis formulaSi?  

28. ra specialuri simboloebi gamoiyeneba formulaSi? 

29. Sedarebis ra niSnebi gamoyeneba formulaSi? romeli simboloebi 

gansazRvravs maT? 

30. rogor xdeba formulaSi monacemebis Setana? 

31. ras niSnavs monacemebis misamarTi? 

32. rogoraa danomrili cxrilis striqonebi? svetebi? 

33. rogor xdeba ujredis misamarTis Seyvana? 

34. rogor Segvyavs formulaSi funqciebi? 

35. ra da ra funqciebi SeiZleba CavweroT formulaSi? rogoria 

maTi aRniSvnebi? 

36. ra iwereba  funqciis saxelis marjvniv, frCxilebSi? 

37. rogor xdeba argumentis Cawera formulaSi? 

38. ra terminebis gamoyeneba SeiZleba argumentebad funqciaSi? 

39. ra daniSnuleba aqvT maT? 

40. ramdeni argumenti SeiZleba hqondes funqcias? 

41. riT gamoiyofa argumentebi erTmaneTisagan, Tu maTi raodenoba 

erTze metia? 

42. rogor xdeba ujredebis diapazonis miTiTeba? 
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43. sad xdeba miRebuli Sedegis ricxviTi formatis miTiTeba? 

44. ra formatebi gvaqvs? ra DdaniSnuleba aqvT maT? 

45. ra moxdeba ujredSi formulis Caweris damTavrebis Semdeg? 

46. rogor xdeba cxrilis CarTva/gamorTva? 

47. ra aris cxrilis bade? 

48. ra moxdeba, Tu cxrilis bades gamovrTavT? 

49. ra moxdeba, Tu cxrilis bade CarTulia da CarCos xazebs 

movxsniT? 

50. rogor xdeba cxrilis badis gamorTva/CarTva? 

51. ra igulisxmeba cxrilis parametrebSi? 

52. riTi iwyeba parametrebis gansazRvra? 

53. romeli brZanebiT xdeba parametrebis gansazRvra? 

54. romeli CamrTveliT SeiZleba mivuTiToT cxrilis siganis 

mniSvneloba? 

55. ra da ra erTeulebiT gamoisaxeba es mniSvneloba? 

56. sad xdeba cxrilis ganlagebis adgilis miTiTeba sabeWd areSi? 

57. riTi xdeba cxrilis da garemomcveli teqstis 

urTierTganlagebis nimuSebis SerCeva? 

58. rogor SeirCeva urTierTganlagebis parametrebi? ra da ra 

parametrebi gvaqvs? 

59. romel ganyofilebaSi xdeba cxrilis mimarTulebis SerCeva? 

60. romeli RilakiT xdeba CarCoebis da Crdilebis gamotana? ris 

SerCeva SeiZleba am dros? 

61. romeli RilakiT xdeba ujredebSi velebis ganlagebis 

gansazRvra? 

62. romeli RilakiT mieTiTeba ujredebs Soris intervali? 

63. romeli CamrTveliT SeirCeva avtomaturad cxrilis zoma masSi 

Cawerili teqstis mixedviT? 

64. romeli CanarTiT ganisazRvreba moniSnuli striqonis zomebi?  

65. romeli CamrTveli gansazRvravs moniSnuli striqonis gadatanas 

momdevno gverdze? 

66. romeli RilakiT xdeba moniSnuli striqonis rogorc saTauris 

gameoreba yovel gverdze? 
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67. romeli RilakiT xdeba  cxrilis wina an Semdeg gverdze 

gadasvla? nebismier striqonze? 

68. romeli CanarTiT ganisazRvreba moniSnuli svetis parametrebi? 

ra da ra parametrebi ganisazRvreba am dros? romeli 

CamTvelebiT? 

69. romeli RilakiT xdeba wina svetze gadasvla? momdevnoze? 

70. romeli CanarTi gansazRvravs ujredis parametrebs? 

71. ra parametrebi gaaCnia ujreds? romeli RilakebiT xdeba maTi 

gansazRvra? 

72. kidev ra parametebi SeiZleba ganisazRvros cxrilis da misi 

elementebisaTvis? 

 

$4 davaleba 

1. daiwyeT muSaoba Word_iT. 

2. aageT cxrili or gverdze. 

3. svetebis saTaurebad CawereT qalaqebis saxelebi., xolo 

striqonebis saxelebad ori Tvis TariRebi. 

4. cxrilis monacemebad CawereT mocemul qalaqSi, mocemul dRes 

haeris temperatura. 

5. gaukeTeT meore cxrilsac saTauris striqoni, 

6. SecvaleT erT-erTi qalaqis saxeli pirvel gverdze pirvel 

cxrilSi. daakvirdiT, aisaxeba, Tu ara cvlileba meore 

cxrilSi? 

7. CawereT raime monacemebi teqstis saxiT da gamoyaviT 

erTmaneTisagan Paragrafs somboloTi. warmoadgineT teqsti 

cxrilis saxiT.  

8. igive gaakeTeT Tabs, Commes simboloebisaTvis. 

9. teqstSi monacemebis gamosayofad gamoiyeneT nebismieri sxva 

simbolo da warmoadgineT isini cxrilis saxiT. 

10. Seqmnili cxrilebis monacemebi warmoadgineT teqstis saxiT. 

11. SeadgineT cxrili. svetebis  saxelebad aiReT sagnebis saxelebi, 

xolo striqonebis saxelebad _ jgufis studentTa sia. 

12. SeavseT cxrili sagnebSi miRebuli qulebiT. 
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13. cxrilis Canaweri daalageT erT-erT saganSi miRebuli qulebis 

klebis mixedviT. 

14. qulebis Tanabari raodenobis SemTxvevaSi daalageT Canaweri 

anbanis mixedviT. 

15. SeadgineT cxrili, romelSic striqonebis saxelebi iqneba  

jgufis studentTa sia. xolo svetebis saxelebi _ semestrSi 

kviris nomrebi, I da II reitingi, gamocda, jamuri Sefaseba. 

16. SeavseT cxrili mimdinare yovelkvireuli SefasebiT 

(maqsimaluri 2 qula), SefasebebiT Ida II reitingSi (maqs20_20 

qula) da gamocdis SefasebiT (maqx. 30 qula). 

17. svetSi jamuri Sefaseba gamoTvaleT, rogorc SefasebaTa 

qulebis jami. 

18. gamoaCineT/gaaqreT cxrilis CarCos xazebi.  

19. gansazRvreT cxrilis da misi elementebis parametrebi.. 

      19.1. SearCieT cxrilis sigane santimetrobiT. 

      19.2 cxrilis ganlagebis adgili sabeWd areSi SearCieT marcxena. 

      19.3. gansazRvreT cxrilis marcxnidan daSorebis sidide. 

      19.4. SearCieT cxrilisa da garemomcveli teqstis 

urTierTganlagebis nimuSi, parametrebi horizontaluri da vertikaluri 

mimarTulebiT, cxrilis daSorebebi teqstis marcxena, marjvena, zeviTa, 

qveviTa napirebidan. 

      19.5. cxrilis mimarTulebad aiReT mimarTuleba marcxnidan 

marjvniv. 

      19.6. gansazRvreT CarCos xazebis stili, sisqe, feri, Crdilebi, 

foni. 

      19.7. gansazRvreT ujredebis velebi zevidan, qvevidan, marcxnidan, 

marjvnidan. 

      19.8. SearCieT ujredebs Soris intervali. 

      19.9. cxrilis zoma SearCieT avtomaturad, Cawerili teqstis 

mixedviT. 

      19.10. gansazRvreT striqonebis simaRle. 

      19.11. gadmoitaneT  romelime  striqoni  momdevno gverdze. 

      19.12. gadadiT csrilis wina da Semdeg striqonze da gansazRvreT 

maTTvis parametrebi. 
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      19.13. gansazRvreT svetebis sigane.  

      19.14. gadadiT wina da Semdeg svetebze da maTTvis gansazRvreT 

svetis parametrebi. 

      19.15. SearCieT ujredi da gansazRvreT misi sigane. 

      19.16. SearCieT ujredi teqstis ganTavsebis adgili vertikaluri 

mimarTulebiT. 

      19.17. gansazRvreT cxrilis parametrebi instrumentuli panelis 

sxva RilakebiT, waSaleT cxrilis nawili. 

      20.  SeinaxeT Seqmnili dokumenti LAB7 failis saxiT Tqvens 

folderSi. 

      21. gamodiT MS Word_dan. 

      22. daamTavreT muSaoba. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

vIII Tavi. dokumentSi saTaurebis, sarCevis, 

terminologiuri saZieblis, saniSnebelis, 

WEB gverdis Seqmna 
 

§ 1.  samuSaos daniSnuleba. 

     laboratoriuli samuSaos daniSnulebaa SeviswavloT: 
 

• dokumentSi saTaurebisa da sarCevis Seqmna. 

• terminologiuri saZieblis Seqmna. 

• dokumentSi saniSnebelis Seqmna. 



• WEB -  gverdis Seqmna. 

• hiperkavSiris damyareba WEB-  gverdebs Soris. 

 

§ 2. meToduri miTiTebebi samuSaos Sesasruleblad. 

dokumentSi saTaurebisa da sarCevis Seqmna. dokumentSi SeiZleba 

arsebobdes sxvadasxva kategoriis saTaurebi, magaliTad, Tavebis, 

paragrafebis, qveparagrafebis da a.S. sxvadasxva saTauris Srifti unda 

iyos sxvadasxva zomis, amisaTvis dokumentSi ctrl RilakiT jer movniSnoT 

pirveli umaRlesi kategoriis saTaurebi, mag., yvela Tavis saTauri. amis 

Semdeg instrumentuli panelis Home CanarTis  velSi 

SevarCioT Heading 1 elementi. masze dawkapunebiT moniSnuli Tavebis 

saTaurebi miekuTvneba pirvel kategorias da maTi Sriftis zoma iqneba 

(avtomaturad) 16. analogiurad moxdeba Semdegi, meore kategoriis, mag., 

paragrafebis saTaurebis moniSvna, romelTaTvisac  velSi 

SevarCevT Heading 2 elements. saTaurebi miekuTvneba meore kategorias da 

maTi Sriftis zoma iqneba 14 da a.S. Tu gvinda saTaurebis daxarisxebis 

gauqmeba,  velSi SevarCevT Normal.  

saTaurebis daxarisxebis Semdeg SeiZleba SevqmnaT sarCevi. amisaTvis 

kursori davayenoT im gverdze (an dokumentis Tavsa,  an boloSi), 

romelzedac unda Seiqmnas sarCevi da SevasruloT Insert Cross-

reference Index and Tables. gamosul fanjaraSi gavaaqtiuroT meore CanarTi 

Table of Contents. qvemoT Formats   velSi SevarCioT sarCevis gaformebis 

formati - From template, Classic, da sxv. SerCeuli formatis Cveulebrivi da 

eleqtronuli (Web) versiebi aisaxeba Sesabamisad Print Preview 

ganyofilebebSi. 

Show Lavels  velSi  unda Caiweros saTauris kategoria. Tab leader 

velSi SevarCevT simbolos, romliTac unda Seivsos sarCevis 

striqonSi adgili saTauridan gverdis nomramde. 

 Show page numbers- CamrTvelis CarTva sarCevSi gamoaCens gverdis 

nomrebs, sxva SemTxvevaSi gamoCndeba mxolod saTaurebi. 
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 Right align page numbers- CarTvis SemTxvevaSi gverdis nomrebi sarCevSi 

gamoCndeba gverdis marjvena kidesTan, misi gamorTvis SemTxvevaSi 

gverdis nomrebi gamoCndeba saTauris teqstis boloSive. 

Ok RilakiT fanjara daixureba da kursoris adgilas gamoCndeba 

Seqmnili sarCevi. 

sarCevi gvaZlevs saSualebas gadavideT nebismier saTaurze. amisaTvis, 

sarCevis areSi kursori, romelsac xelis forma aqvs, davayenoT nebismier 

punqtze da davawkapunoT, ris Sedegadac meyseulad gadavalT Sesabamis 

gverdze. 

sarCevis redaqtirebisaTvis saWiroa mTeli sarCevis moniSvna da F9 

funqciuri klaviSis gaaqtiureba klaviaturaze. 

terminologiuri saZieblis Seqmna. saniSneblis Seqmna. xSirad 

dokumentSi saWiroa gansazRvrul adgilas kursoris dayeneba an raime 

teqstis moniSvna. amisaTvis SeiZleba SevqmnaT saniSne.beli. mis 

Sesaqmnelad kursori davayenoT im adgilas, sadac unda dadges 

saniSnebeli kursori, an kursoriT movniSnoT teqsti, romelic Semdeg 

moiniSneba saniSniT. SevasruloT Insert  Bookmark.  
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gamosuli fanjris (sur..1) Bookmark name velSi CavweroT saniSneblis 

saxeli, romliTac Semdeg gadavalT Sesabamis saniSnebelze.  

 

 

 

 

 

 

 

 

 

 



 

 

 

 sur.1. 

Add RilakiT fanjara daixureba da gadasasvleli adgilis 

saniSnebeli Seiqmneba. analogiurad Seiqmneba Sesabamisi saxelebis mqone 

sxva saniSneblebi. 

Tu gvinda saniSnebelze gadasvla, vasrulebT Insert  Bookmark. 

gamosuli fanjris Bookmark name CamonaTvalSi SevarCevT da movniSnavT 

Seqmnili saniSneblis saxels da davawkapunebT gaaqtiurebul Go To 

Rilakze. fanjara daixureba da kursori dadgeba Sesabamisi saniSneblis 

adgilas an moiniSneba saniSneblis teqsti. 

saniSneblis wasaSlelad isev viyenebT Insert  Bookmark. gamosuli 

fanjris Bookmark name CamonaTvalSi SevarCevT da movniSnavT wasaSleli 

saniSneblis saxels da gavaaqtiurebT Delete Rilaks. 

Web- gverdebis Seqmna. Word- Si aris SesaZlebloba, rom SevqmnaT Web- 

gverdebi, romlebic moTavsebuli iqneba erTi  kompiuteris mexsierebaSi 

da SesaZlebeli iqneba maT Soris gadasvlebi. SemdegSi SesaZlebeli 

iqneba Seqmnili Web- gverdebis ganTavseba internetis qselSi, sakuTar 

misamarTebze, romlebiTac isini aisaxebian nebismier kompiuterSi.  

Web - gverdis Seqmna SesaZlebelia Semdegnairad: dokumentis ekranze 

gamoCenis reJimebis Rilakebidan Web Layout  Rilakis gaaqtiurebiT, View   

 Web Layout.  

 

 

 

 

  

 an 

 

 

 

sur. 2 
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Web  gverdis redaqtireba Cveulebrivi dokumentis redaqtirebis msgavsia, 

fonis Seqmnac (Format  Background). 

     Web  gverdze SesaZlebelia agreTve morbenali (moZravi) teqstis 

Seqmna. amisaTvis gamovitanoT Web  Tools instrumentebis zoli View Web 

Tools brZanebiT. instrumentebis zolze gavaaqtiuroT  Scrolling Text 

Rilaki. gamosuli fanjris Type the Scrolling Text here velSi CavweroT 

morbenali striqonis teqsti. misi parametrebi ganisazRvreba fanjris 

Semdegi RilakebiT: 

Behavior- CamonaTvalSi arsebobs morbenali striqonis sami varianti: 

Scroll- calmxriv moZravi striqoni; Slide- teqsti Semova ekranze da 

gaCerdeba meore kidesTan; Alternate- ormxriv moZravi striqoni. SeirCeva 

erT_erTi. 

Direction veli gansazRvravs teqstis moZraobis mimarTulebas:  

Left_ marjvnidan marcxniv; Right_ marcxnidan marjvniv. 

Background color  velSi SeirCeva striqonis fonis feri. 

Loop  velSi SevarCevT teqstis gamoCenis raodenobas. am velSi Infinite 

punqtis arCeva uzrunvelyofs striqonis mudmiv moZraobas. 

Speed velSi davaregulirebT morbenali striqonis moZraobis 

siCqares, mausis maCveneblis moZraobiT Slow( Seneleba) da Fast (momateba) 

siCqareebs Soris. 

hiperkavSiris damyareba Web gverdebs Soris. Word-Si aris 

SesaZlebloba, rom erTi Seqmnili Web gverdidan gadavideT sxva Web 

gverdze an imave gverdis sxva adgilas. aseTi gadasvlebis 

gansaxorcieleblad saWiroa kavSiris damyareba Web gverdebs Soris, 

romelTac hiperkavSirebi ( Hyperlink) ewodebaT. mas  mimarTvasac uwodeben. 

hiperkavSiris dasamyareblad gavxsnaT Web gverdi, saidanac gvinda 

gadasvla sxva Web gverdze. kursori davayenoT im adgilas, saidanac 

unda gadavideT. amis Semdeg Insert  Hyperlink (sur. 3)  an  Ctrl+k  klaviSTa 

kombinacia. 
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sur. 3 

 

orive SemTxvevaSi gamova fanjara, romlis marcxena mxares Link to 

svetSi ganlagebulia oTxi CanarTis Rilaki. CanarTis gaaqtiureba xdeba 

mis Rilakze dawkapunebiT. Rilakebs aqvs Semdegi daniSnuleba (sur. 4). 

 

 

sur. 4 

 

Exiting File or Web page Web gverdze Seqmnis mimarTvas sxva arsebul 

failze an internetis misamarTze. 

Place in this Docyment  Web gverdze Seqmnis mimarTvas amavevgverdis sxva 

adgilze. 

Create New dokyment - Seqmnis axal fails (dokuments) mexsierebaSi, 

xolo Web gverdze - mimarTvas am axal Seqmnil dokumentze. 
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Email Address - Web gverdze Seqmnis werilis gasagzavn fanjaras, 

romelSic miTiTebuli iqneba eleqtronuli fostis misamarTi,  saidanac 

SesaZlebeli iqneba am misamarTze werilis gagzavna. 

pirveli CanarTis gaaqtiurebisas Text to display velSi unda CavweroT 

teqsti, saidanac unda moxdes gadasvla an, Tu teqsti moniSnuli gvaqvs 

Web - gverdze, am velSi Caiwereba moniSnuli teqsti. 

Tu gvinda mivmarToT sxva fails, maSin vaaqtiurebT Look in warweris 

qvemoT Current Folder CanarTis Rilaks. Look in velSi movniSnavT im 

folders, romelSic ganTavsebulia faili. mis qvemoT CamoSlil velSi 

movniSnavT failis saxels da Ok. Xolo, Tu gvinda Web gverdidan 

mivmarToT internetis misamarTs gavaaqtiurebT Look in velis qvemoT 

moTavsebul Rilaks Broser Pages, ris Sedegadac ganyofilebaSi, marjvniv 

gamova internetis misamarTebis CamonaTvali. movniSnavT saWiro misamarTs 

da Ok. 

orive SemTxvevaSi fanjara daixureba da Web gverdze kursoris 

adgilas gaCndeba Text to display velSi Cawerili mimarTvis teqsti (an Cven 

CavwerT teqsts), romlis velic gansxvavebuli iqneba sxva velebisagan. am 

velis formatireba SesaZlebelia ise, rogorc Cveulebrivi teqstis 

(Format Font brZanebiT an instrumentuli panelis style   RilakiT). 

mimarTvis velSi mausis dayenebiT kursori miiRebs xelis mtevnis formas 

da masze dawkapunebiT gaixsneba faili an internetis miTiTebuli 

misamarTis Web gverdi. 

Link to ganyofilebis meore CanarTis Rilakis gaaqtiurebiT gamosuli 

fanjris Text to display vels aqvs igive daniSnuleba, xolo Select a place in 

this docyment ganyofilebaSi unda mieTiTos  dokumentis adgili, sadac 

unda ganxorcieldes gadasvla. Ok RilakiT mimarTvis Seqmnis procesi 

dasruldeba. 

Link to ganyofilebis mesame  CanarTis Rilakis gaaqtiurebiT 

gamosuli fanjris Text to display velSi iwereba teqsti, saidanac unda 

moxdes gadasvla, xolo Name of new docyment velSi unda Caiweros 

Sesaqmneli dokumentis failis saxeli. Change  Rilakis gaaqtiurebiT 

gamosul fanjaraSi, Save in velSi vuTiTebT folders, romelSic unda 

SevinaxoT faili. Ok RilakiT daixureba fanjara da davbrundebiT wina 
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fanjaraSi. Ok RilakiT  fanjara daixureba da ekranze gamova axlad 

Seqmnili dokumenti, romelic SeiZleba SevavsoT da SevinaxoT. 

Link to ganyofilebis meoTxe   CanarTis Rilakis gaaqtiurebiT 

gamosuli fanjris Text to display velSi vwerT teqsts, saidanac unda 

gaifzavnos werili, xolo E-mail address velSi vwerT eleqtronul 

fostis misamarTs, romelzedac unda gaigzavnos werili. Ok RilakiT 

damyardeba Sesabamisi hiperkavSiri.  

 

§ 3. sakontrolo kiTxvebi. 

1. rogori saTaurebi SeiZleba arsebobdes dokumentSi? 

2. ra aris saTauris kategoria? 

3. rogor SevarCevT pirveli kategoriis saTaurebis Sriftis 

zomas? 

4. rogor SevarCevT meore kategoriis saTaurebis Sriftis zomas? 

5. rogor SeirCeva mesame kategoriis saTaurebisaTvis Sriftis 

zoma? 

6. rogor gavauqmoT (movxsnaT) saTaurebis daxarisxeba? 

7. ra aris dokumentis sarCevi? 

8. sad SeiZleba misi ganTavseba? 

9. rogor Seiqmneba sarCevi? 

10. rogor viwyebT sarCevis Seqmnas? 

11. romeli brZanebebiT Seiqmneba sarCevi? 

12. romel velSi SeirCeva sarCevis gaformebis formati? 

13. sad aisaxeba SerCeuli formatis Cveulebrivi da eleqtronuli 

versiebi? 

14. romel velSi mieTiTeba saTaurebis kategoriis raodenoba? 

15. romeli veliT SevarCevT saTaurisa da gverdis nomris gamyof 

simboloebs? 

16. romeli CamrTveliT gamoCndeba gverdis nomrebi? 

17. romeli CamrTveliT ganisazRvreba gverdis nomris 

adgilmdebareoba? 

18. romeli RilakiT xdeba sarCevis Seqmnis procesis dasruleba? 

19. ris saSualebas gvaZlevs sarCevi? 
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20. rogor xdeba sarCevidan dokumentis romelime gverdze 

gadasvla? 

21. rogor vakeTebT sarCevis redaqtirebas? 

22. ra aris terminologiuri saZiebeli? 

23. ra moqmedebebiT iqmneba terminologiuri saZiebli? 

24. ra aris saniSnebeli da ra daniSnuleba aqvs mas? 

25. romeli brZanebebiT iwyeba saniSneblis Seqmna? 

26. romel velSi iwereba saniSneblis saxeli? 

27. riT sruldeba saniSneblis Seqmnis procesi? 

28. rogor xdeba saniSnebelze gadasvla, romeli brZanebebiT? 

29. romel velSi mieTiTeba saniSneblis saxeli, romelzedac unda 

gadavideT? 

30. romeli RilakiT daixureba fanjara da amasTan Sesabamis 

adgilas dadgeba kursori? 

31. ra moqmedebebiT da brZanebebiT wavSliT saniSnebels? 

32. ra aris Web gverdi da ra daniSnuleba aqvs mas? 

33. ra saxis Web gverdis Seqmna SeiZleba? 

34. ra Sedegi mohyveba TiToeul maTgans? 

35. rogor xdeba Web gverdis redaqtireba? 

36. ra moqmedebebiT da brZanebebiT SeiZleba Web gverdze 

morbenali teqstis (striqonis) Seqmna? 

37. romel velSi SeirCeva morbenali striqonis variantebi? 

38. morbenali striqonis  ra variantebi arsebobs? 

39. romel velSi ganisazRvreba teqstis moZraobis mimarTuleba? 

40. ra mimarTulebebi SeiZleba SevarCioT? 

41. romeli veliT SeirCeva striqonis foni? 

42. romel velSi SeirCeva morbenali striqonis teqstis 

moxazuloba? 

43. romeli punqti gansazRvravs striqonis mudmiv moZraobas? 

44. romeli veliT xdeba striqonis moZraobis siswrafis 

regulireba? romel sidideebs Soris? 

45. ra aris hiperkavSiri da ra daniSnuleba aqvs mas? 

46. ra moqmedebebiT iwyeba hiperkavSiris Seqmna? romeli 

brZanebebiT? 
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47. romeli RilakiT xdeba hiperkavSiris Seqmna sxva arsebul 

failze an internetis misamarTze? ra moqmedebebiT? 

48. romeli RilakiT iqmneba mimarTva imave Web gverdis sxva 

adgilze, ra moqmedebebiT SeiZleba igives gakeTeba? 

49. romeli RilakiT Seiqmneba axali faili da Web gverdze masTan 

mimarTvis SesaZlebloba? romeli moqmedebebiT? 

50. romeli RilakiT aris SesaZlebeli werilis gagzavna? ra 

moqmedebebiT SeiZleba igives gakeTeba? 

51. romeli RilakiT mTavrdeba hiperkavSiris Seqmnis procesebi? ra 

Sedegi mohyveba mas? 

52. romel velSi aRmoCndeba moniSnuli teqsti, saidanac  

53. ra moqmedebebiT SeiZleba am teqstis formatireba? 

54. rogor xorcieldeba mimarTva (hiperkavSiri) Web gverdidan? 

 

$ 4. davaleba 

1. daiwyeT muSaoba Word-iT. 

2. SeqmeniT ramdenime gverdiani dokumenti. 

3. gamoyaviT masSi Tavebi, TavebSi paragrafebi da paragrafebSi 

qveparagrafebi. 

4. SeqmeniT maTi Sesabamisi sami kategoriis saTaurebi. 

5. dokumentis boloSi gaakeTeT sarCevi. SearCieT formati, 

misi versia. Ggamyofi simboloebi. gamoaCineT gverdis 

nomrebi, nomrebi ganalageT gverdis marjvena kidesTan. 

6. gadadiT sarCevidan sxvadasxva gverdze. 

7. gaakeTeT sarCevis redaqtireba. SecvaleT formati, versia, 

simboloebi, gverdis nomrebis ganlageba. 

8. dokumentSi gamoyaviT terminebi da SeqmeniT maTi saZiebeli. 

9. ganaxorcieleT maTze gadasvla dokumentSi. 

10. dokumentis  ganszRvrul adgilas daayeneT kursori da 

SeqmeniT saniSnebeli raime saxeliT. ganaxorcieleT masze 

gadasvla. 

11. dokumentSi moniSneT raime teqstis fragmenti da SeqmeniT 

saniSnebeli, sxva saxeliT. ganaxorcieleT masze gadasvla. 

12. waSaleT teqstis moniSvnis saniSnebeli. 
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13. SeqmeniT Web gverdebi 5 sxvadasxva xerxiT. 

14. daaformateT TiToeuli maTgani.. SeurCieT foni. 

15. TiToeul Web gverdze SeqmeniT morbenali striqonis  

sxvadasxva varianti, gansxvavebuli mimarTulebebi, striqonis 

feri, teqstis gamoCenis raodenoba, moZraobis siCqare. 

16. pirvel Web gverdze SeqmeniT mimarTva sxva arsebul failze 

da internetis misamarTze gadasasvlelad. ganaxorcieleT es 

mimarTvebi. 

17. meore  Web gverdze SeqmeniT mimarTva  amave gverdis sxva 

adgilas gadasasvlelad. ganaxorcieleT es gadasvla. 

18. mesame  Web gverdze SeqmeniT mimarTva axali failis 

Sesaqmnelad. SeqmeniT da gadadiT. 

19. meoTxe  Web gverdze SeqmeniT mimarTva eleqtronuli 

fostis misamarTiT werilis gasagzavnad. 

20. SeinaxeT dokumenti saxeliT LAB 8. 

21. gamodiT MS Word- idan. 

22. daamTavreT muSaoba. 
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IX Tavi. dokumentis teqstis redaqtireba. 

 

$1. samuSaos daniSnuleba 
  Llaboratoriuli samuSaos daniSnulebaa SeviswavloT: 

o mza avtoteqstebis Casma teqstSi; 

o teqstSi orTografiuli da gramatikuli Secdomebis gasworeba; 

o statistikuri monacemebi dokumentis Sesaxeb; 

o dokumentis dacva; 

o avtokoreqtoris gamoyeneba; 

o dokumentis sqemis gamotana; 

o dabeWdili dokumentis masStabis gansazRvra. 

$2. meToduri miTiTebebi samuSaos Sesasruleblad 

mza avtoteqstis Casma dokumentSi. Word_Si aris mza teqstebis raRac 

erToblioba (ZiriTadad inglisur enaze), TiToeuli maTgani SeiZleba 

CavsvaT dokumentSi saWiro adgilas. aseT teqsts avtoteqsti ewodeba. 

pirvel rigSi kursori davayenoT avtoteqstis Casmis adgilas  

Insert→Autotext. gamova avtoteqstis kategoriebis CamonaTvali. kategoriis 

SerCeva moxdeba masze kursoris dayenebiT, ris Sedegadac gamova 

kategoriaSi Semavali avtoteqstebis CamonaTvali. misi SerCevis da masze 

dawkapunebis Sedegad miTiTebuli avtoteqsti Cajdeba kursoris adgilas. 

dokumentis teqstis redaqtireba (orTografiuli da gramatikuli 

Secdomebis gasworeba). teqstis Semowmeba marTlweris (Spasing) da 

gramatikis (Grammer) SesaZlebelia mxolod zogierTi ucxoenovani 

(inglisuri,  franguli, espanuri) teqstisTvis. misi gamoyeneba ara 

efeqturia qarTulenovani teqstisaTvis. 

teqsts vamowmebT Review→Spasing and Grammer operaciiT an viyenebT 

standartuli instrumentebis zolis a,b,c Rilaks an klaviaturis F7 

klaviSs (sur. 1) 

 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

sur. 1 
 

Tu teqsti sworia, gamodis Setyobinebis fanjara, romlis Not in Dictionary 

velSi wiTeli feriT gamoCndeba dokumentis arsebuli teqstis pirveli 

arasworad dawerili sityva. Suppenstions velSi mocemulia am sityvis 

swori variantebi. Tavidan avtomaturad SerCeulia pirveli varianti. 

variantis SerCeva xdeba masze dawkapunebiT. Tu arc erTi varianti ar 

gvakmayofilebs, Not in Dictionary velSi SeiZleba CavweroT sakuTari 

varianti. 

arasworad dawerili sityvis axali variantiT Secvlis SemTxvevaSi 

gamoviyenoT Change Rilaki. Tu teqstSi meti Secdoma ar aris, fanjara 

daixureba da teqstSi gaCndeba sityvis SerCeuli varianti, winaaRmdeg 

SemTxvevaSi Not in Dictionary velSi wiTlad gamoCndeba SecdomiT dawerili 

meore sityva. Tu gvinda arasworad dawerili sityvis yvelgan Secvla 

viyenebT fanjris Change All Rilaks. 

 zogjer saWiro xdeba SecdomiT dawerili sityvis ucvlelad 

datoveba. aseT SemTxvevaSi viyenebT Ignore Once Rilaks. Tu saWiroa 
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miTiTebuli sityvis yvelgan ucvlelad datoveba, viyenebT Ignore All 

Rilaks. 

Add to Dictionary RilakiT wiTlad miTiTebuli sityva daemateba 

programaSi arsebuli sityvebis leqsikons da SemdgomSi igi Secdomad 

aRar aRiqmeba. 

Auto Correct RilakiT avtomaturad gaswordeba Secdoma. 

Dictionary Language CamonaTvalSi SeirCeva ena, romlis mixedviTac  

siswore Semowmdeba. 

orTografiuli da gramatikuli Secdomebis aRmoCenisa da 

gasworebis programam rom imuSaos, saWiroa igi CavrToT da SevarCioT 

parametrebi. es ki SeiZleba ganvaxorcieloT Tools→Options brZanebiT 

gamosuli fanjris CanarTebiT. Tu Secdomebis aRmoCenis da gasworebis 

programa CarTulia, maSin qarTuli teqstis sityvebs qveS  uCndebaT  

wiTeli da mwvane daklaknili xazebi. wiTeli xazebi niSnavs, rom 

CarTulia marTlweris reJimi, xolo mwvane xazi niSnavs, rom CarTulia 

gramatikuli Semowmebis reJimi. amitom es reJimebi unda gamovrToT. es ki 

SeiZleba ganvaxorcieloT Tools→Options brZanebiT gamosuli fanjris 

Spasing and Grammer CanarTis gaaqtiurebis Sedegad, Spasing ganyofilebaSi 

Check Spasing as you type CamrTvelis da Grammer ganyovilebaSi Check 

Grammer as you type CamrTvelebis gamorTviT. 

statistikuri monacemebi dokumentis Sesaxeb. Word-i saSualebas 

iZleva momxmarebelmac miiRos statistikuri informacia dokumentis 

nawilebis raodenobrivi maxasiaTeblebis Sesaxeb. amisaTvis viyenebT 

Review →Word Count brZanebas (sur. 2).  
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                        sur. 2 
gamosuli fanjris (sur. 3) Statistics ganyofilebaSi mocemuli iqneba 

statistikuri monacemebi: 

Pages _ dokumentis gverdebis raodenobis Sesaxeb. 

Words _sityvebis raodenobis Sesaxeb. 

Character (With spaces) _somboloebis raodenobis Sesaxeb intervalebis 

                       (Sualedebis) raodenobis gareSe. 



Paragraps  _ abzacebis raodenobis Sesaxeb. 

Lines _ striqonebis raodenobis Sesaxeb. 

 
 
 
 
 
 
 
 
 
 
 
 
 sur. 3 
 Rilaki Show Toolbars fanjaraSi gamoaCens instrumentebis zols. 

Coonsel  RilakiT fanjara daixureba da darCeba instrumentis zoli, 

romlis pirvel velSi SeiZleba miviRoT informacia zemoT moyvanili 

statistikur monacemebis Sesaxeb. Recount Rilaki daiTvlis axal 

monacemebs teqstis Caweris gagrZelebisas. 

instrumentuli zolis daxurva  SeiZleba    RilakiT. 

dokumentis dacva. dokumentis dacva niSnavs davicvaT dokumenti: 

gaxsnisagan da wakiTxvisagan; Sesworebis Setanisagan, cvlilebebisagan. 

dacva xorcieldeba parolis saSualebiT. 

dokumentis dacvisaTvis virCevT File→Save as gamosuli fanjris 

instrumentul panelze vaaqtiurebT Review→Protect Docnment  da gamosul 

fanjaraSi virCevT Security Options an meniudan failis gaxsnisagan 

dasacavad. gamosuli fanjris (sur. 4) Password to open  velSi vwerT 

parolis teqsts, romelic SeiZleba Seicavdes laTinuri anbanis did da 

patara asoebs, cifrebs da specialur simboloebs, romelic SemdegSi 

daicavs dokuments (fails) gaxsnisagan. velSi parolis teqstis 

akrefisas ekranze Cans mxolod ( ) simboloebi. Ok RilakiT gamodis 

axali fanjara, romliTac sistema moiTxovs Renter Password to open velSi 

kvlav CavweroT miTiTebuli paroli. Tu meored Cawerili paroli 

daemTxeva pirvels, Ok RilakiT fanjara daixureba.  Save RilakiT 

SevinaxavT fails  da davicavT mas  gaxsna_daTvalierebisagan. Tu 

meored Cawerili paroli ar daemTxveva pirvels, ekranze gamova 
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gamafrTxilebeli fanjara, romelsac davxuravT da ganmeorebiT CavwerT  

parols. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 sur. 4 
cxadia, rom Setanili paroli unda davimaxsovroT, radgan 

paroliani failis gaxsnisas (File →Open) sistema moiTxovs fanjris 

velSi CavweroT paroli. Tu paroli sworad avkrifeT, faili gaixsneba, 

winaaRmdeg SemTxvevaSi ekranze faili ar gamoCndeba. 

faili rom davicvaT cvlilebebisagan, saWiroa File→Save →Security 

Options brZanebiT miRebuli Security fanjris Password to modify velSi 

CavweroT paroli, romelic iseve daedeba sistemas, rogorc wina 

SemTxvevaSi. 
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aseTi failis gasaxsnelad viyenebT File→Open brZanebas. TuGgamosul 

fanjaraSi  CavrTavT  Read Only Recommended CamrTvels, faili gaixsneba. 

masSi SeiZleba SevitanoT cvlilebebi, magram imave failSi cvlilebebs 

ver davimaxsovrebT. Tu saWiroa velSi cvlilebebis Setana da 

damaxsovreba, Segvaqvs paroli da Ok. 

Security fanjraSi  Read Only Recommrnded CamrTveli CarTavs mxolod 

wakiTxvis reJims. aseT SemTxvevaSi dokumentis gaxsnisas (File→Open) 

ekranze gamoCndeba fanjara. dokumentis Cveulebriv reJimSi gaxsnisaTvis 

vawkapunebT No Rilakze. 

dokumentis dacva SeiZleba agreTve Tools→Options brZanebis Security 

CanarTis gaaqtiurebiT, romelic gamoitans imave Security fanjaras. 

dokumentis dacvis gauqmebisaTvis jer gavxsniT dokuments da 

vasrulebT File→Save as →Tools →Security Options. gamosul fanjaraSi 

wavSliT parolebs, gamovrTavT CamrTvelebs da SevinaxavT dokuments. 

Word_Si aris SesaZlebloba agreTve davicvaT misi elementebi. 

amisaTvis vaxorcielebT Tools→Protect document. gamosuli fanjris Protect 

Document for ganyofilebis CamrTvelebis CarTviT aikrZaleba nebismieri 

saxis cvlileba, garda: 

• Tracked Changes  _ Sesworebisa; 

• Comments  _ SeniSvnebis Camatebisa; 

• Forms _ formis velebSi monacemTa Setanisa; 

dokumentis dasacavad Password velSi vwerT parols, winaaRmdeg 

 SemTxvevaSi es veli darCeba carieli da Ok. 

avtokoreqtoris gamoyeneba. zog SemTxvevaSi teqstis ekranze 

Setanisas gamoisaxeba didi laTinuri asoebi. zog SemTxvevaSi ki 

simbolos akrefisas igi ekranze ar Cans. Aamis mizezi SeiZleba iyos 

registrebis gadarTvebis reJimi. Tu klaviaturaze anTebulia Caps Lock 

naTura, es niSnavs rom CarTulia Caps Lock reJimi, amitom igi unda 

gamovrToT, am saxelis mqone Rilakze dawkapunebiT, ris Sedegadac 

naTura unda Caqres. 

aseve SeiZleba CarTuli iyos simboloebis Setanis sxva reJimebic. 

magaliTad teqstis Setanisas zogierTi sityvis pirveli aso ikargeba an 

iwereba sxva registriT (magaliTad aso ,,S”_s magivrad Caiweros aso ,,c”). 
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es niSnavs rom CarTulia avtomaturi koreqtirebis reJimi, romliTac 

sityvis patara asoTi dawyebis SemTxvevaSi, igi Seicvleba didi asoTi. am 

reJimis Sesacvlelad vaxorcielebT Word Option→Proofing→AutoCorrect 

Option  brZanebas. gamosul fanjaraSi (sur.5) vaaqtiurebT AutoCorrect 

CanarTs da gamovrTavT Capitalize First Letter of sentenses  CamrTvels. 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
                                 sur.5 
 

 

dokumentis sqemis gamotana. dokumentis sqema igivea, rac misi   

saTaurebis CamonaTvali. Ddokumentis sqemis misaRebad jer unda gavxsnaT 

dokumenti da ganvaxorcieloT View→Document map, ris Sedegadac ekrani 

gaiyofa (sur.6) or, marcxena da marjvena, nawilad. M 
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sur.6 
marjvena nawilSi warmodgenili iqneba gaxsnili dokumenti, xolo 

marcxena nawilSi gamova misi sqema (saTaurebis CamonaTvali). Tu marcxniv 

saTaurze davawkapunebT, marjvniv gamoCndeba  am saTauris Sesabamisi 

gverdi. 

dokumentis sqema uzrunvelyofs dokumentis swrafad daTvalierebas. 

dokumentis sqema gamoirTveba zemoT aRwerili imave moqmedebebiT _ 

brZanebiT an RilakiT. 

dokumentis masStabis gansazRvra. dokumenti ekranze Cans im zomiT,  

ra zomiTac igi daibeWdeba printerze.  momxmarebels SeuZlia  Secvalos 

masStabi. amisaTvis instrumentul panelze gavaaqtiuroT Semdegi 

brZanebebi View→Zoom CamovSliT 100% Zoom Rilaks da SevarCevT 

masStabis ricxviT mniSvnelobas. rac ufro metia masStabis ricxviTi 

mniSvneloba, miT meti iqneba dokumentis zoma. CamoSlili ricxviTi 

mniSvnelobis qvemoT punqtebs aqvs Semdegi daniSnuleba (sur7. ); 

 

 

 

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
             nax. 7 
 

Page Width _ masStabireba moxdeba dokumentis sabeWdi gverdis siganis 

Sesabamisad (masStabis zoma 114%). 

Text With  _ masStabireba moxdeba dokumentis teqstis siganis 

Sesabamisad (masStabis zoma 147%). 

Whole  Page _ ekranze mTlianad gamoCndeba aqtiuri gverdi (53%). 

Two Pages _ ekranze erTdroulad gamoCndeba ori gverdi.(53%) 

masStabis SerCeva moxdeba masze dawkapunebiT. 

miRebul fanjaraSi masStabi SeiZleba SevarCioT: 200%; 100%; 

75%; Page width; Text width;  Whole Page CamrTvelebiT an Persent velSi 

Sesabamisi ricxviTi mniSvnelobis CaweriT.  Many Pages CamrTveli 

ekranze gamoitans yvela gverds 10%_iani masStabiT.  masStabis arCevis 

SesaZleblobas gvaZlevs agreTve Rilaki, romlis CamoSliT movniSnavT 

sasurveli masStabis nimuSs. Ok RilakiT fanjara daixureba da ekranze 

dokumenti gamoCndeba SerCeuli masStabiT. 
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$ 3 sakontrolo kiTxvebi 
1. ra aris avtoteqsti da ra daniSnuleba aqvs mas? 

2. riTi iwyeba avtoteqstis Casma? romeli brZanebiT? 

3. rogor xdeba kategoriebisa da avtoteqstebis SerCeva? 

4. romeli enebisaTvis gamoiyeneba teqstis orTografiuli da 

gramatikuli Semowmeba? 

5. ra moqmedebebiT da brZanebebiT SeiZleba Semowmeba? 

6. Semowmebis kidev ra saSualebebi arsebobs? 

7. ra xdeba, Tu teqsti sworia? 

8. ra xdeba, Tu teqsti arasworadaa dawerili? 

9. rogor SeirCeva swori varianti? 

10. rogor viqceviT, Tu arc erTi varianti ar gvakmayofilebs? 

11. rogor vcvliT Zvel variants axliT? 

12. ra moxdeba, Tu teqstSi Secdoma aRar aris? 

13. ra moxdeba, Tu teqstSi Secdomebi kidev aris? 

14. rogor xdeba arasworad dawerili sityvis yvelgan Secvla? 

15. rogor viqceviT, Tu saWiroa dawerili sityvis ucvlelad 

datoveba? 

16. rogor viqceviT, Tu saWiroa dawerili sityvis yvelgan datoveba 

ucvlelad? 

17. rogor viqceviT, rom arasworad dawerili sityva ucvlelad 

iwerebodes momavalSi da ar dafiqsirdes, rogorc Secdoma? 

18. rogor viqceviT, rom Secdoma avtomaturad gaswordes? 

19. romeli veliT xdeba Sesamowmebeli enis SerCeva? 

20. romeli brZanebiT xdeba Semowmebis programebis CarTva/gamorTva? 

21. ra xdeba qarTuli teqstisaTvis, Tu es programa CarTulia? 

22. ra SemTxvevaSi Cndeba wiTeli xazebi? mwvane xazebi? 

23. rogor gamoirTveba  Semowmebis reJimi? 

24. ra igulisxmeba dokumentis statistikur monacemebSi? 

25. romeli brZanebebiT miviRebT informacias maT Sesaxeb? 

26. ris Sesaxeb SeiZleba miviRoT statistikuri informacia? 

27. ra moqmedebiT SeiZleba miviRoT informacia? 

28. rogor viqceviT, Tu gvinda moviRoT axali statistikuri 

monacemebi teqstis gagrZelebisas? 
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29. ra moqmedebiT gamoirTveba  instrumentuli zoli? 

30. ras gulisxmobs dokumentis dacva? 

31. ra saSualebiT xorcieldeba dacva? 

32. romeli brZanebiT iwyeba failis dacva gaxsnisagan? 

33. sad iwereba paroli? 

34. ra simboloebi SeiZleba gamoyiyenoT parolisaTvis? 

35. ra simboloebi Cans velSi parolis Cawerisas? 

36. romel velSi iwereba paroli xelmeored? 

37. ra moxdeba, Tu orive  Cawerili paroli daemTxveva erTmaneTs? Tu 

ar daemTxva? 

38. ra SemTxvevaSi moiTxovs sistema parolis gamoyenebas? 

39. ra moxdeba, Tu paroli sworad mivuTiTeT? Tu arasworad 

mivuTiTeT? 

40. romeli brZanebiT da moqmedebiT vicavT fails cvlilebisagan? 

41. ra moxdeba arasworad Setanili parolis SemTxvevaSi? sworad 

Setanili parolis SemxvevaSi? 

42. rogor SeiZleba aseTi failis gaxsna? romeli brZanebiT? 

43. SeiZleba Tu ara gaxsnil failSi cvlilebebis Setana? ra moxdeba 

am dros? 

44. rogor SeiZleba dacul failSi cvlilebebis Setana? 

45. ra saSualebiT xdeba mxolod wakiTxvis reJimis CarTva? 

46. ra moxdeba aseT SemTxvevaSi dokumentis gaxsnisas? 

47. ra moqmedebiT da brZanebiT SeiZleba kidev dokumentis dacva? 

48. rogor xdeba dokumentis dacvis gauqmeba? 

49. ras gulisxmobs Word_is elementebis dacva? 

50. romeli brZanebiT xorcieldeba elmentebis dacva? 

51. romeli CamrTveliT aikrZaleba nebismieri cvlileba, garda 

SeniSvnebis Camatebis? 

52. romeli CamrTveliT aikrZaleba  nebismieri cvlileba, garda 

Sesworebisa? 

53. romeli CamrTveliT aikrZaleba nebismieri cvlileba, garda 

formis velebSi monacemTa Setanisa? 

54. rogor xdeba dokumentis elementebis dacva? 
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55. ra aris  mizezi imisa, rom qarTuli teqstis akrefisas aikrifeba 

didi laTinuri asoebi an saerTod araferi ar iwereba? 

56. rogor gamovasworoT es? 

57. ra mizezebiT xdeba pirveli asos dakargva an sxva registriT 

dawera? 

58. rogor SeiZleba am reJimis Secvla? 

59. ras warmoadgens dokumentis sqema? 

60. rogor miviRoT dokumentis sqema? romeli brZanebiT? 

61. ra moxdeba am dros? ra nawilebi gamoisaxeba ekranze? 

62. rogor SeiZleba saTauriT mis Sesabamis gverdze gadasvla? 

63. ra moqmedebebiT da brZanebebiT xdeba sqemis gauqmeba? 

64. ras niSnavs dokumentis masStabis gansazRvra? 

65. rogor SeiZleba Seicvalos masStabi? 

66. ra damokidebuleba arsebobs masStabsa da dokumentis zomebs 

Soris? 

67. romeli punqtiT xdeba masStabis gansazRvra sabeWdi gverdis 

Sesabamisad? ris tolia am dros masStabi? 

68. romeli punqtiT xdeba masStabis gansaZRvra teqstis siganis 

Sesabamisad? ris tolia am dros masStabi? 

69. romeli punqtiT xdeba ekranze mTeli gverdis gamoCena? ras 

udris misi masStabi? 

70. romeli punqtiT gamova ekranze ori gverdi? risi tolia 

TiToeulis masStabi? 

71. romeli brZanebiT SeiZleba agreTve masStabis SerCeva? 

72. romeli veliT SeiZleba agreTve masStabis  SerCeva? 

73. romeli CamrTveliT xdeba ekranze yvela gverdis gamotana? ra 

masStabiT gamoitaneba TiToeuli maTgani? 

74. masStabis arCevis kidev ra saSualeba arsebobs? 

 
 

     $4 davaleba 
1. daiwyeT muSaoba MS Word_iT. 

2. dokumentSi sxvadasxva adgilas CasviT sxvadasxva kategoriis 

avtoteqsti. 

3. CawereT inglisuri teqsti. SeamowmeT gramatika da marTlwera. 



141 
 

4. pirveli SecdomisTvis SearCieT erT_erTi swori varianti. 

5. meore SecdomisTvis Tqven TviTon SearCieT varianti. 

6. mesame Secdoma yvelgan gaasworeT. 

7. meoTxe Secdoma datoveT ucvlelad ise. rom daematos programaSi 

arsebul  leqsikons. 

8. danarCeni Secdomebi SeasworeT avtomaturad. 

9. CarTeT gramatikisa da marTlweris Semowmeba. 

10. dawereT qarTuli teqsti. 

11. gamorTeT Semowmebis reJimi. 

12. miiReT statistikuri minacemebi Seqmnili dokumentis Sesaxeb. 

13. gaagrZeleT dokumentis Seqmna. 

14. daicaviT dokumenti  gaxsnisagan. 

15. gaxseniT dokumenti paroliT da waikiTxeT. 

16. daicaviT dokumenti cvlilebebisagan. 

17. gaxseniT dokumenti. 

18. SeitaneT dokumentSi cvlileba paroliT da daimaxsovreT. 

19. gaauqmeT dacva Sesworebisagan. 

20. gaauqmeT dacva cvlilebis Setanisagan. 

21. daicaviT dokumentis elemetebi (gamonaklisi iyos Sesworeba da 

mniSvnelobis Camateba). 

22. SeitaneT dokumentSi, formis velebSi monacemebi da Sesworebebi, 

CaamateT SeniSvnebi. 

23. CarTeT Caps Lock reJimi. SeitaneT inglisuri, rusuli, qarTuli 

teqstebi. 

24. gamorTeT Caps Lock reJimi. SeitaneT inglisuri, rusuli, qarTuli 

teqstebi. 

25. CarTeT avtokoreqtoris reJimi. SeitaneT qarTuli teqsti. 

26. gamorTeT avtokoreqtoris reJimi. SeitaneT qarTuli teqsti. 

27. SeadgineT ramdenimegverdiani dokumenti, romelSic iqneba 

sxvadasxva kategoriis saTaurebi. 

28. gamoitaneT dokumentis  sqema. 

29. gadadiT Sesabamis gverdze saTauris mixedviT. 

30. SearCieT masStabi  dokumentis sxvadasxva zomi mixedviT.  

31. moaxdineT masStabireba  dokumentis siganis mixedviT 114%. 
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32. moaxdineT masStabireba teqstis siganis mixedviT 147%. 

33. moaxdineT maStabireba mTeli gverdis mixedviT 53%/ 

34. gamoitaneT ekranze ori gverdi masStabiT  53%. 

35. SearCieT masStabis ricxviTi mniSvneloba velSi CaweriT. 

36. ekranze gamoitaneT dokumentis yvela gverdi. 

37. ekranze gamoitaneT sxvadasxva masStabis nimuSebi. 

38. SeinaxeT dokumenti Lab9 saxeliT. 

39. gamodiT MS Word_dan. 

40. daamTavreT muSaoba. 

 
  
 
 
 
 
 
 
 

X Tavi. velebis, makrosis Seqmna/gamoyeneba. 
dokumentis daTvaliereba struqturul  

    reJimSi, winaswari daTvalierebis reJimSi da 
beWdva 

 
§ 1.  samuSaos daniSnuleba. 

laboratoriuli samuSaos daniSnulebaa SeviswavloT: 

 velebis Seqmna. 

 dokumentis daTvaliereba struqturul reJimSi. 

 makrosis Seqmna da gamoyeneba. 

 dokumentis winaswari daTvaliereba Sesabamis reJimSi. 

 dokumentis dabeWdva. 

 

§ 2. meToduri miTiTebebi samuSaos Sesasruleblad. 

 velebis Seqmna. Word-iT SesaZlebelia dokumentSi SevqmnaT sxvadasxva 

saxis velebi. mag. TariRis veli (TariRis Casawerad), drois veli 

(drois Casawerad), formulis veli (formulis Casawerad), mimarTvebis 

veli  sxv. 



  kursori davayenoT velis Seqmnis adgilas da ganvaxorcieloT   

Inser Quick Parts  Field (sur.1).   

 

 

 

 

 

 

 

 

 sur.1 

gamosuli fanjris (sur.2) Categories  velSi mocemulia sxvadasxva 

katagoriis velebis CamonaTvali. kategoria SeirCeva sasurvelze 

dawkapunebiT, ris Sedegadac Field  name  velSi gamoCndeba SerCeuli 

kategoriis velebis CamonaTvali. All   kategoria moicavs yvela velis 

CamonaTvals. veli SeirCeva CamonaTvalSi sasurvel velze dawkapunebiT. 

Field Properties ganyofilebaSi unda SeirCes velis maxasiaTeblebi 

sxvadasxva kategoriis velebis CamonaTvali maTi CamonaTvlebis siidan. 

xolo Field Option  ganyofilebis CamrTvelebiT SeirCeva maTi parametrebi. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 sur. 2 
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dokumentis daTvalierebis struqturuli reJimi. dokumentis naxvis 

struqturuli reJimi, erT-erTia oTxi reJimidan. am reJimSi ekranze Cans 

gaxsnili dokumentis mxolod saTaurebi da maTze dawkapunebiT SeiZleba 

gamovaCinoT Sesabamisi teqsti. 

struqturuli reJimis CarTvamde teqstSi yoveli saTauris Srifti 

unda iyos Sesabamisi zomisa da stilis ( Heading 1, Heading2, Heading 3...) 

struqturuli reJimis CarTva SeiZleba ganvaxorcieloT an reJimebis 

 Outline  RilakiT (horizontaluri gadaxvevis zolis marcxniv. sur.1), an 

meniudan View  Outline brZanebiT (sur.3). 
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                           sur. 3 

 

ekranze miviRebT dokumentis struqturas, romelSic yoveli abzacis 

win dasmuli iqneba niSnebi (sur. 4),  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 sur.4 

romlebic miuTiTeben, rom: 



 saTauri Seicavs qvesaTaurebsa da teqsts; 

 saTauri Seicavs mxolod teqsts; 

 saTauri ar Seicavs arc qvesaTaurebs da arc teqsts. 

Outline reJimis CarTvisas, instrumentebis panels daemateba axali 

instrumentuli zoli, romlis Rilakebs aqvT Semdegi daniSnuleba: 

- moniSnuls gadaitans saTauris doneze. 

      -  moniSnuls gadaitans erTi doniT qvemoT (mag. I –s meoreze,  

              II –s mesameze). 

         - moniSnuls gadaitans erTi doniT maRla. 

     - saTaurs gardaqmnis Cveulebriv teqstad.  

     - moniSnuli erTi abzaciT zeviT aiweva. 

     - moniSnuli erTi abzaciT qveviT Camoiweva. 

     - ekranze gamoCndeba moniSnuli saTauri (saTaurebi) 

qvesaTaurebi. 

     - moniSnuli saTaurebi, qvesaTaurebi gaqreba ekranidan 

1 Show  heading, 2 Show  sheading... sxvadasxva kategoriis saTaurebi 

gamoCndeba ekranze. 

Show  All  headings- yvela donis saTauri gamoCndeba ekranze. 

- abzacebis mxolod pirveli striqonebis gamoCena 

ekranze. 

- teqstis formatirebis Cveneba. 

Aamas garda mausis saTauris  niSanze miyvanisas igi miiRebs  

oTxmxriv mimarTuli isris formas. Tu mas davafiqsirebT da gadavitanT 

zeviT an qveviT, Sesabamisad gadaadgildeba ara marto niSanTan 

moTavsebuli saTauri, aramed misi Sesabamisi teqstic, xolo Tu isars 

gadavaadgilebT marcxniv an marjvniv, Sesabamisad Seicvleba saTauris 

katagoria. 

 

 makrosis Seqmna da gamoyeneba. dokumentSi xSirad gvixdeba erTi da 

imave Tanamimdevrobis moqmedebebis ramdenjerme Sesruleba.Mmag. davuSvaT 
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dokumentis sxvadasxva adgilas saWiroa moqmedebaTa TanmimdevrobiT 

Semdegi Sesruleba: 

1. Font velSi Acadnusx  Sriftis SerCeva. 

2. Font style velSi Bold  stilis SerCeva. 

3. Size velSi 16 zomis SerCeva. 

4. Font color  velSi wiTeli feris SerCeva. 

5. Underline style velSi xazgasmis stilis SerCeva. 

6. Underline  velSi cisferi feris SerCeva. 

7. Ok. 

MS Word-Si aris SesaZlebloba erTxel SevasruloT moqmedebebi, 

davimaxsovroT maTi Tanmimdevroba, rogorc makrosi da saWiroebis 

SemTxvevaSi gamoviZaxoT igi saxeliT, klaviSTa kombinaciiT an 

instrumentuli panelis Sesabamisi RilakiT, romelic ganaxorcielebs 

damaxsovrebuli moqmedebebis Tanmimdevrobas. Aamrigad, makrosTan 

dakavSirebiT gvaqvs Semdegi operaciebi. 

1. makrosis Seqmna da damxsovreba saxeliT an (da) klaviSTa 

kombinaciiT; 

2. makrosis gamoZaxeba saxeliT an klaviSTa kombinaciiT; 

3. makrosis gamosaZaxebeli Rilakis Seqmna instrumentul 

panelze; 

4. makrosis waSla. 

makrosis Seqmna da damaxsovreba saxeliT an (da) klaviSTa 

kombinaciiT. amisaTvis vaxorcielebT View Macros Record Record Macro     

(sur.5).G 

 

 

 

 

 

sur.5 
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gamosuli fanjris (sur.6) Macro name velSi avtomaturad Caiwereba 

makrosis saxeli (Macro1, Macro2, …), Tu romelime ar gvakmayofilebs 

SeiZleba SevcvaloT (am saxeliT moxdeba Semdeg makrosis gamoZaxeba). 

Store macro in CamonaTvalSi unda mivuTiToT makrosis gamoyenebis adgili;  
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 sur.5 

All Documents-yvela dokumentSi an mxolod im dokumentSi, romlis 

saxelsac mivuTiTebT. Description velSi mocemuli iqneba informacia 

makrosis Sesaxeb mag. vin Seqmna, rodis da sxv.). Keybord  Rilaki gvaZlevs 

saSualebas SevqmnaT makrosis gamosaZaxebeli klaviSTa kombinacia. misi 

gaaqtiurebiT gamosuli fanjris Press new shortcut Key velSi, Ctrl  klaviSTan 

erTad davaWerT romelime klaviSs ( mag, ctrl + i).  Close RilakiT daixureba  

fanjara da ekranze gamova mcire zomis instrumentuli paneli, amave 

dros qveviT, status zolSi CairTveba Rec indikatori. axla SeiZleba im 

moqmedebebis ganxorcieleba (Cvens SemTxvevaSi vasrulebT zemoT 

ganxilul rva moqmedebas), romlebic unda davimaxsovroT, rogorc 

makrosi. moqmedebebis Tanmimdevrobis ganxorcielebis Semdeg unda 

davawkapunoT mcire zomis instrumentuli panelis  

Rilakze. 

instrumentuli paneli gaqreba da Seiqmneba makrosi. 

makrosis gamoZaxeba saxeliT an klaviSTa kombinaciiT. makrosis 

gamosaZaxeblad, saWiroa kursori davafiqsiroT gamoZaxebis adgilas an 

avkrifoT makrosis gamosaZaxebeli klaviSTa kombinacia (mag. Ctrl + T), anAN 

Macros View Macros. Ggamosuli fanjris (sur.6) Macros name velSi 



SevarCevT  gamosaZaxebeli makrosis saxels da Run. fanjara daixureba da 

Sesruldeba Sesabamisi  makrosi. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

                                  sur.6 

makrosis gamosaZaxebeli Rilakis Seqmna instrumentul panelze.   

Office Button→Word Options→Customize→Commands  CanarTis gaaqtiurebis 

Sedegad miRebuli fanjris Categories CamonaTvalSi SevarCevT Macros, 

Commands  CamonaTvalSi movZebniT makrosis saxels, mauss movdebT mas da 

gadavitanT instrumentuli panelis nebismier adgilas. fanjaras ar 

davxuravT, instrumentuli panelis makrosis saxelis Rilakze mausis 

marjvena klaviSis dawkapunebiT gamova meniu, romlis Name velSi, 

saWiroebis SemTxvevaSi, SesaZlebelia makrosis saxelis Secvla.  

Change Button Image  velze dawkapunebiT gamova fanjara, romelSic 

SeiZleba SevarCioT makrosis imijis Sesabamisi suraTi.  

Text only CamrTveli, instrumentul panelze gamoaCens mxolod teqsts; 

Text only  (In Menus) CamrTveli ki - mxolod suraTs, xolo Image and Text- 

rogorc suraTs, ise warweras. Close brZanebiT fanjara daixureba da 

makrosis gamosaZaxebeli Rilaki Seiqmneba instrumentul panelze da 

SemdgomSi misi gamoZaxeba SeiZleba Sesabamis Rilakze dawkapunebiT. 
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am Rilakis gasauqmeblad saWiroa Customize. movdebT mauss makrosis 

gamosaZaxebel Rilaks da CamovitanT gaxsnili fanjris nebismier 

adgilas. avuSvebT TiTs mauss da fanjaraSi gavaaqtiurebT Close. Rilaki 

gaqreba, magram makrosi darCeba. 

makrosis waSla. makrosis wasaSlelad Macro name CamonaTvalSi 

movniSnavT wasaSleli makrosis saxels,   Delete  da  Close. 

dokumentis winaswari daTvaliereba.  Ddokumentis samuSao are 

SegviZlia winaswar (mis dabeWdvamde) davaTvalieroT, raTa ukeT 

davinaxoT nabeWdi teqsti, mindvrebi, cxrilebi, grafikuli 

gamosaxulebebi da sxv. amisaTvis viyenebT an instrumentuli panelis  

Print Preview Rilaks an File Print Preview. ris Sedegadac ekranze gamodis 

sabeWdi gverdi mTlianad, Semcirebuli masStabiT. Aamave dros 

instrumentebis panelze gaCndeba axali instrumentebis zoli (saxeliT 

Print Preview). 

mis Rilakebs aqvs Semdegi daniSnuleba: 

   Print- dokumentis dabeWdva. 

    Magnifier - gadamrTveli. Ddokumentis gverdis areSi mauss aqvs 

lupis forma, romelSic (+) plus niSania Cawerili da ekranze Cans 

mTeli gverdi Semcirebuli masStabiT. Tu gverdis areSi davawkapunebT 

marcxena klaviSze, gverdi gamoCndeba normaluri 100 % masStabiT. 

ganmeorebiTi dawkapunebiT gverdi miiRebs winandel zomas. 

    One page- ekranze Cans mxolod TiTo gverdi. 

     Multiple Pages- masze dawkapunebiT CamoiSleba ekranze 

ramdenimeGgverdis gamotanis nimuSebi( , , .. ). nimuSis SerCeva 

moxdeba masze dawkapunebiT, ris Sedegadac ekranze gamoCndeba SerCeuli 

raodenobis gverdi. 

    Zoom- dokumentis masStabireba. 

    View Ruler- saxazavebis gamoCena / damalva. 

    Shrink to Fit- masze yoveli dawkapunebisas dokumentis gverdebis 

raodenoba erTiT mcirdeba. gamoiyeneba im SemTxvevaSi, rodesac bolo 
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gverdze patara fragmentia ganlagebuli da saWiroa es fragmenti 

dokumentis ,,SekumSvis’’ Sedegad ganTavsdes wina gverdze.  

    Ffull Screen- dokumentis gverdis gaxsna mTel ekranze. wina 

mdgomareobaSi dabruneba moxdeba gamosuli instrumentebis zolis Close 

Full screen Rilakze dawkapunebiT. 

Close- winaswari daTvalierebis reJimidan gamosvla. dokumenti miiRebs 

normaluri daTvalierebis saxes. 

Context Sensitiv Help. Mmasze dawkapunebiT Cndeba kiTxvis niSani da 

misi dawkapunebiT instrumentuli panelis Rilakze gamoCndeba am 

Rilakis saxeli, mokle ganmarteba an misi gamoyenebis instruqcia. 

dokumentis dabeWdva. ekranze gamosuli mza dokumentis qaRaldze 

dasabeWdad vaaqtiurebT File  Print an viRebT Ctrl+P klaviSTa kombinacias. 

ekranze gamodis fanjara, romelSic unda ganisazRvros beWdvis 

parametrebi (Tu gvinda aqtiuri dokumentis dabeWdva im parametrebiT, 

romlebic avtomaturad ganusazRvra Word-ma, maSin viyenebT  Print  

Rilaks (instrumentebis zolze). am SemTxvevaSi parametrebis 

Sesacvlelad fanjara ar gamova ekranze. 

dialoguri fanjris velebs aqvs Semdegi daniSnuleba: 

   Printer ganyofilebis Name  velSi SevarCevT sasurvel sabeWd 

mowyobilobas, romlis parametrebi Sesabamisad aisaxeba Status, Type da 

Where  velebSi.   

Properties RilakiT gamodis fanjara, romlis sxvadasxva CanarTebiT 

SirCeva sabeWdi mowyobilobis parametrebi (sur. 7). 
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sur. 7 

Printer page ganyofilebaSi ganisazRvreba dasabeWdi gverdebi. 

All- yvela gverdi. 

Current Page- aqtiuri gverdi. 

Selection – moniSnuli  fragmenti. 

Pages – velSi mieTiTeba dasabeWdi gverdebis nomrebi : mag., 1, 4, 7-10, 12 

Canaweri niSnavs, rom unda daibeWdos pirveli, meoTxe, meSvidedan aTis 

CaTvliT, meTormete gverdebi. 

Copies  ganyofilebis Number of copies velSi mieTiTeba dasabeWdi 

gverdebis aslebis raodenoba.  Collate CamrTveli gansazRvravs aslebis 

beWdvis rigiTobas. Tu igi CarTulia, jer daibeWdeba dokumentis erTi 

egzempliari mTlianad, Semdeg meore da a. S. xolo, Tu igi gamosulia, 

jer daibeWdeba pirveli gverdis yvela asli, Semdeg meoresi da a.S 

nimuSebi gamoCndeba am CamrTvelis marcxniv. 

Print What     velSi unda SeirCes, ra unda daibeWdos: 

Docyment- mTlianad dokumenti. 

Docyment properties- dokumentis maxasiaTeblebi. 

Docyment  showing markup-  dokumenti SeniSvnebiTurT. 

List  of markup- SeniSvnebis CamonaTvali. 

Styles- stilebi. 

Auto text entries- avtoteqstis elementebi. 

Print  velSi SevarCevT ra gvinda davbeWdoT: 

All  pages  inrange- daibeWdeba yvela gverdi. 

Even pages – daibeWdeba mxolod luwnomriani gverdebi. 

Odd pages- daibeWdeba mxolod kentnomriani gverdebi. 

Zoom  ganyofilebis Pages per sheet     velSi SevarCevT, Tu ramdeni 

gverdi unda daibeWdos erT furcelze. Scale to Paper size    velSi SeirCeva 

dasabeWdi furclis zoma. 

Printer ganyofilebis  Print to File CamrTvelis CarTva ganapirobebs, 

imas, rom dokumenti qaRaldze dabeWdvis nacvlad, Caiwereba diskze  

failis saxiT ise, rom am diskidan iqneba SesaZlebeli dokumentis 
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dabeWdva nebismieri kompiuteridan, Tundac masze ar iyos dayenebuli 

Word sistema. 

  Ok RilakiT fanjara daixureba da dokumenti daibeWdeba, fanjaraSi 

miTiTebuli parametrebis Sesabamisad, xolo, Tu CarTuli iyo  Print to 

File CamrTveli, gamova fanjara, romliTac faili unda SevinaxoT diskze. 

 

§ 3. sakontrolo kiTxvebi. 

1. ra aris veli da ra saxis SeiZleba iyos igi? 

2. ra moqmedebiT iwyeba velis Seqmna? romeli brZanebebiT? 

3. sad xdeba velis kategoriis miTiTeba? 

4. rogor SeirCeva velis saxeoba? 

5. sad xdeba velis maxasiaTeblebis SerCeva? damatebiTi parametrebis? 

6. ras warmoadgens struqturuli reJimi? 

7. rogor warmoCindeba dokumenti am reJimSi? 

8. rogor xdeba dokumentis saWiro teqstis gamoCena ekranze? 

9. ra saxis unda iyos dokumenti struqturul reJimSi mis 

warmodgenamde? 

10. ra saSualebebiT SeiZleba struqturuli reJimis SerCeva? 

11. ra  daniSnuleba aqvs niSnebs abzacebis win? 

12. ra  daniSnuleba aqvs Rilakebs, gamoCenil instrumentul panelze? 

13. ra moxdeba, Tu mauss saTaurze davafiqsirebT? 

14. ra aris makrosi? 

15. ra operaciebia dakavSirebuli makrosTan? 

16. ra saSualebiT SeiZleba SevqmnaT da davimaxsovroT makrosi? 

17. ra brZanebebiT iwyeba makrosis Seqmna, sad vwerT makrosis saxels? 

18. sad mieTiTeba makrosis gamoyenebis adgili? ra  daniSnuleba aqvs  

masSi mocemul Rilakebs? 

19. sad Caiwereba makrosis gamosaZaxebel klaviSTa kombinacia? 

20. rodis SeiZleba makrosis Semadgeneli moqmedebebis Sesruleba? 

21. riT mTavrdeba makrosis Seqmna? 

22. ra moqmedebebiT da brZanebebiT SeiZleba gamoviZaxoT makrosi? 

23. rodis Sesruldeba makrosis moqmedebebi? 

24. ra moqmedebebiT da brZanebebiT SeiZleba SevqmnaT makrosis 

gamosaZaxebeli Rilaki instrumentul panelze? 
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25. ra saxis Rilaki SeiZleba davsvaT instrumentul panelze? 

26. ra moqmedebebiT da brZanebebiT SeiZleba gavauqmoT makrosis 

gamosaZaxebeli Rilaki? 

27. rogor SevZlebT makrosis waSlas? 

28. ra mizniT xdeba dokumentis winaswari daTvaliereba? 

29. ra moqmedebebiT da brZanebebiT xdeba winaswari daTvalierebis 

reJimis CarTva? 

30. ra daniSnuleba aqvs insrumentuli panelis Rilakebs? 

31. ra moqmedebebiT da brZanebebiT SeiZleba davbeWdoT dokumenti, Tu 

parametrebs ar mivuTiTebT? 

32. ra moqmedebebiT da brZanebebiT SeiZleba davbeWdoT dokumenti, Tu 

gvinda ganvsazRvroT beWdvis parametrebi? 

33. beWdvis ra parametrebis miTiTeba xdeba? 

 

§ 4 davaleba  

1. daiwyeT muSaoba Word- iT. 

2. SearCieT velebis maxasiaTeblebi da damatebiTi parametrebi da 

SeqmeniT velebi TariRis , drois, formulis, mimarTvebis Casawerad. 

3. SeavseT Sesabamisi velebi. 

4. SeqmeniT ramdenimegverdiani dokumenti, romelSic iqneba sami 

kategoriis  saTaurebi. 

5. naxeT dokumenti struqturul reJimSi. 

6. moniSneT teqsti da gadaiyvaneT saTauris doneze.  gadaiyvaneT erTiT 

dabal doneze. moniSnuli aamaRleT erTi doniT. 

7. saTauri gardaqmeniT teqstad. 

8. moniSnuli awieT erTi abzaciT zeviT. 

9. moniSnuli CamowieT erTi abzaciT qveviT. 

10. gamoaCineT moniSnuli saTauris qvesaTaurebi. 

11. damaleT moniSnuli saTauris qvesaTaurebi. 

12. gamoitaneT sxvadasxva kategoriis saTaurebi ekranze. 

13. ekranze gamoitaneT yvela donis saTauri. 

14. gamoaCineT abzacebis mxolod pirveli striqonebi. 

15. ekranze gamoitaneT teqstis formati. 

16. gadaaadgileT saTauric da teqstic zeviT / qveviT. 
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17. SecvaleT saTauris kategoria. 

18. SeqmeniT makrosi 5  6 ganzomilebis cxrilis Sesaqmnelad. 

19. SeqmeniT misi gamosaZaxebeli klaviSTa kombinacia. 

20. SeqmeniT misi gamosaZaxebeli Rilaki instrumentul panelze. 

21. gamoiZaxeT saxeliT sam sxvadasxva adgilas Seqmnili makrosi, 

klaviSTa kombinaciiT, RilakiT instrumentuli panelidan. 

22. igive ganaxorcieleT makrosisaTvis, romelic Seqmnis vels formulis 

Casawerad. 

23. CawereT formula. 

24. SeqmeniT makrosi im moqmedebebisaTvis, romlebic meTodur miTiTebebSi 

iqna ganxiluli. SeitaneT teqsti. 

25. gaauqmeT erT-erTi makrosis gamosaZaxebeli Rilaki instrumentul 

panelze. 

26. waSaleT erT-erTi makrosi. 

27. winaswari daTvaliereT dokumenti. 

28. ekrnze gamoitaneT lupa. Ddokumenti gamoaCineT 100% masStabiT. 

29. aRadgineT winandeli zoma. 

30. gamoitaneT ekranze mxolod erTi gverdi. 

31. gamoitaneT ekranze ramdenime gverdi. 

32. gamosaxeT dokumenti sxvadasxva masStabiT. 

33. damaleT da gamoaCineT saxazavebi. 

34. SeamcireT dokumentis gverdebis raodenoba oriT. 

35. gaxseniT dokumenti mTel gverdze. dabrundiT wina mdgomareobaSi. 

36. gamoitaneT ekranze daxmarebis instruqcia. 

37. gamodiT winaswari daTvalierebis reJimidan. 

38. dabeWdeT dokumenti  parametrebis miTiTebis gareSe. 

39. dabeWdeT dokumenti miTiTebuli parametrebis mixedviT: 

39.1.  SearCieT sasurveli sabeWdi mowyobiloba saWiro parametrebiT. 

39.2.  dabeWdeT yvela gverdi. 

39.3.  dabeWdeT 3 asli. 

39.4.  aslebi dabeWdeT jer pirveli dokumentisaTvis, Semdeg meore da 

mesamesaTvis. 

39.5.  dabeWdeT mTliani dokumenti (yvela gverdi). 

39.6.  erT furcelze dabeWdeT ori gverdi. 
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39.7.  gansazRvreT sabeWdi furclis zoma. 

39.8.  CawereT dasabeWdi dokumenti failis saxiT. 

40. SeinaxeT dokumenti saxeliT LAB 10. 

41. gamodiT MS Word- idan. 

42. daamTavreT muSaoba. 
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