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winasityvaoba 

personaluri kompiuterebis gamoyenebis safuZvels 
warmoadgens specialuri programuli sistemebis Seswavla, 
romlebic uzrunvelyofen momxmareblis moxerxebul kavSirs 
kompiuterTan. ramdenadac garkveuli gagebiT am tipis programebi 
gars ekvris operaciul sistemas,  uzrunvelyofs misi brZanebebisa 
da sxva procedurebis swraf da moxerxebul Sesrulebas, amitom 
maT programa garss an operaciul garemos uwodeben. aseT 
programaTa magaliTs IBM  personaluri kompiuterebisaTvis 
warmoadgens programa Norton Comander-i. amave daniSnulebis, 
magram ufro didi funqcionaluri SesaZleblobebis programuli 
sistemaa operaciuli garemo Windows,   romelic firma Microsoft 
-is mieraa damuSavebuli.  

amJamad Windows yvelaze gavrcelebuli operaciuli garemoa. 
igi farTod iyenebs muSaobis procesSi gamosaxvis grafikul 
saSualebebebs, riTac momxmarebels TvalsaCino da sasiamovno 
samuSao garemos uqmnis. amasTan, misi orientacia specialuri 
manipulatoris Tagvis gamoyenebaze, kompiuterTan dialogis 
procesSi swrafi moqmedebis SesaZleblobas iZleva. specialurad 
Windows sistemisaTvis mravali gamoyenebiTi programa iqmneba, rac 
ufro aqtualurs xdis mis Seswavla-gamoyenebas. 

saxelmZRvanelo gankuTvnilia damwyebi momxmareblisaTvis, 
Sesaval nawilSi moyvanilia ZiriTadi cnobebi kompiuteris Sesaxeb. 
zogadad daxasiaTebulia prrocesori, monitori, aRwerilia 
klaviatura, diskebi (informaciis matareblebi), operaciuli 
sistema, sistema garsebi.  

Semdeg TavebSi aRwerilia operaciuli garemo Windows-i, 
teqsturi redaqtori - MS Word , eleqtronuli cxrilebi - Excel, 
monacemTa bazis sitemebi Access da vizualuri beisiki – VB5. 
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S e s a v a l i  
 

Tanamedrove manqanaTmSeneblobis ganviTarebis tendenciebi da sabazro ekonomika 

ganapirobebs gamosaSvebi produqciis sizustes, saimedoobaze moTxovnis mudmiv 

zrdas, maTi daproeqtebis da damzadebis sirTules da,  rac yvelaze mniSvnelovania, 

warmoebis teqnologiuri momzadebis vadebis Semcirebis aucileblobas. 

aqedan gamomdinare, izrdeba teqnologiur procesTa daproeqtebis saqmeSi 

kompiuteruli teqnologiebis (avtomatizebuli daproeqtebis sistemebis) gamoyenebis 

roli da mniSvneloba. 

teqnologiur amocanaTa analizi cxadyofs, rom maTi gadawyvetisas drois 

mniSvnelovani wili modis  daproeqtebisaTvis saWiro informaciis Ziebaze, romelic 

advilad eqvemdebareba avtomatizacias. aseve advilad xorcieldeba teqnolog-

damproeqteblis moRvaweobis iseTi sferos avtomatizacia, rogoricaa nametebis, 

operaciaTSorisi zomebis, Wris reJimebis, drois normebisa da sxvaTa gaangariSeba. 

teqnolog-damproeqteblis moRvaweobis is sfero ki, romelic dakavSirebulia misi 

muSaobis SemoqmedebiT xasiaTsa da logikur msjelobasTan (teqnologiur procesTa 

marSrutis, operaciis struqturis, bazebis, teqnologiuri danadgarebis da 

aRWurvilobis da sxvaTa SerCeva), Znelad eqvemdebareba formalizacias, amitom maTi 

avtomatur reJimSi ganxorcieleba rTuli amocanaa. 

dReisaTvis warmoebis teqnologiur momzadebaSi kompiuteruli teqnologiebis 

gamoyenebisas mimarTaven Semdeg taqtikas:  

a) eleqtronul-gamomTvlel manqanas gadaecema teqnolog-damproeqteblis 

moRvaweobis araSemoqmedebiTi amocanebis gadaWris funqcia; 

b) SemoqmedebiTi amocanebi, romelTa gadawyvetaSic mniSvnelovania 

gamocdilebis, intuiciisa da logikis roli, unda Sesruldes TviT 

teqnolog-damproeqteblis mier. 

zemoaRniSnulidan gamomdinare, umaRlesi skolis mier momzadebul inJiner-

teqnologs gazrdili moTxovnebi waeyeneba – ZiriTadi sagnebis (manqanaTmSeneblobis 

teqnologia, masalebis WriT damuSaveba, namzadebis daproeqteba-damzadeba, mWreli 

iaraRebis daproeqteba, teqnologiuri aRWurvilobis daproeqteba da sxv.) safuZvlian 

codnasTan erTad isini unda flobdnen kompiuterul teqnologiebs, icodnen maTi 

gamoyenebis sfero da SesaZleblobebi. 

swored amis gaTvaliswinebiT iqna SemuSavebuli meqanika-manqanaTmSeneblobis 

fakul-tetis “manqanaTmSeneblobis teqnologiis“ specialobis  da “manqanaTsaSeni 

warmoebis  teqnologiuri procesebis optimizaciisa da kompiuteruli daproeqtebis“, 



“samedicino da preciziuli mikroiaraRebis konstruirebisa da warmoebis“ 

specializaciebis saswavlo programebi, romelTa mixedviTac iswavleba sagnebi: 

“kompiuteri da masTan muSaoba“ (sul 179 sT), “gamoyenebiTi informaciuli 

teqnologiebi“ (sul 179 sT), “kompiuteruli enebi da monacemTa bazebi” (sul 242 sT), 

“kompiuteruli grafika“ (sul 941 sT), “kompiuteruli daproeqteba” (sul 188 sT).  

bunebrivia, rom kompiuteruli teqnologiebisa da maTi gamoyenebis 

SesaZleblobebis Seswavla iwyeba sagniT “kompiuteri da masTan muSaoba”, romlis 

samuSao programa iTvaliswinebs yvela im specifikur moments, romelic 

damaxasiaTebelia Tanamedrove avtomatizebuli sistemebis SemuSavebisaTvis. aqedan 

gamomdinare, damxmare saxelmZRvanelo Sedgeba oTxi nawilisagan: (1. kompiuteri da 

masTan muSaoba;      2. monacemTa bazebi MS Access da Visual Basic; 3. 

kompiuteruli grafika AutoCAD 2000; 4. kompiuteruli enebi: C++ da Visual C++). 

pirvel nawilSi gaTvaliswineulia iseTi  operaciuli garemos da programebis 

Seswavla, rogoricaa Windows, MS Word,  MS Excel, MS Access, Visual Basic,  AutoCAD  da MS 

Visual C++. 

saxelmZRvaneloSi gamoyenebulia aRniSvnebi: 

 nformacia SeniSvnisaTvis;   i

  gasaTvaliswinebeli informacia; 

  informaciis Setanis aRmniSvneli;    

   frTxilad iyaviT; 
 
                                             yuradReba gasamaxvilebeli teqsti. 
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T a v i  I  
 
 

kom piuteri s  g ac noba  da  muSaobis  pri nci p e b i  
 
 

kompiuteria - mowyobiloba, romlis daniSnulebaa informaciis miReba, 
gadamuSaveba da Sedegebis gamotana (gadacema). “kompiuter” (Computer) – 
sityva-sityviT niSnavs gamomTvlel manqanas. informacia sxvadasxva saxisaa. 
aris teqsturi, grafikuli, naxati, foto. es informacia kompiuterSi 
warmodgenilia ricxvebis (kodebis) saSualebiT. informaciis damuSaveba ki 
niSnavs am ricxvebze moqmedebas. 

 ricxvebi kompiuterSi warmodgenilia kodebis saSualebiT, risTvisac gamoyenebulia 

Tvlis sxvadasxva sistemebi. magaliTad, aTobiT sistemaSi ricxvi Caiwereba Semdegi saxiT: 
357=3*102+5*101+7*1. orobiT sistemaSi nebismieri ricxvi warmodgenilia 0 da 1–iT. ricxvi 13 
orobiT sistemaSi gadaiyvaneba am ricxvis 2-ze (fuZeze) gayofiT. 

gadaiwereba isriT naCvenebi mimarTulebiT 1 1 0 1 da ikiTxeba 1 1 0 1 (erTi, 
erTi, nuli, erTi). 13 2 
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  1   6   2 
 
       0    3    2 
 
            1    1 

      
aTobiTi 2 3 4 5 6 7 8 9 10 11 
orobiTi 10 11 100 101 110 111 1000 1001 1010 1011 

 

 

kompiuteris ZiriTadi Semadgeneli nawilebia: sistemuri bloki, monitori, 

klaviatura da Tagvi (Mouse - mausi). 

periferiuli mowyobilobebia:  printeri, skaneri, ploteri, joistiki da a. S. 

 

1.1. s i s t e m u r i  b l o k i  

 
sistemur blokSi moTavsebulia kompiuteris ZiriTadi kvanZebi, kvebis bloki, 

sistemuri dafa, xisti disko, diskomdebebi moqnili da lazeruli diskoebisaTvis. 
masSi dayenebulia dafebi periferiuli mowyobilobebisaTvis. sistemur blokSi 
moTavsebulia MotherBoard (gamomTvleli/mmarTveli dafa). masze dayenebulia 
misaerTeblebi (portebi) damatebiTi mowyobilobebisaTvis, operatiuli mexsierebis 
gasafarToeblad da gadamrTvelebi. 
 

procesori 
 

sistemur blokSi mmarTvel dafaze dayenebulia specialuri 
mikrosqema – procesori, romelic asrulebs gamoTvlebis ZiriTad 
nawils. igi uSualod gansazRvravs kompiuteris klass. procesoris 
ZiriTadi maxasiaTebelia swrafmoqmedeba, romelic gviCvenebs, Tu 
ramdeni moqmedebis Sesruleba SeuZlia mas erT wamSi. swrafmoqmedeba 
taqturi sixSiris parametria da  izomeba megahercebSi (nax. 1.1).                                

  
nax. 1.1. procesori 



 
 IBM PC –Si gamoiyeneben procesoris Semdeg tipebs: 

 Intel 286 – 8 MHz, 12 MHz, 20 MHz. 

 Intel 386. Sx / Dx – 33 MHz, 40 MHz, 

 Intel 486. Dx / Dx2 / Dx4 / Dx5 – 40 MHz, 66 MHz, 100 MHz, 133 MHz. 

 Intel 586 Pentium – 100 MHz, 133 MHz, 166 MHz, 200 MHz. 

  IBM PC tipis kompiuteris popularoba gamoiwvia e. w. Ria arqiteqturis principma, 

rac sxvadasxva blokebisagan awyobis saSualebas iZleva. ZiriTad mmarTvel dafaze - Mother 
Board ganlagebulia mxolod is blokebi, romlebic awarmoebs gamoTvlebs. yvela danarCeni 
mowyobiloba SeiZleba Seicvalos momxmareblis survilis mixedviT. damxmare blokebis 
damatebis an gaumjobesebis gziT xdeba kompiuteris SesaZleblobebis gazrda.  
 

operatiuli mexsiereba - {Random Access Memory - RAM) 

operatiuli mexsiereba procesoris mexsierebis is nawilia, romelSic 
moTavsebuli programa drois mocemul momentSi aqtiuria (SeRwevadia). kompiuteris 
mexsierebis sazomi erTeulia baiti.  

kompiuterisaTvis erTi simbolo (aso Tu cifri) erTi sityvaa. am simbolos 
ricxviT kods esaWiroeba 8-Tanrigiani (poziciani) ujra. mag., Tu A asos ricxviTi 
kodia 756, es kodi gadayvanilia orobiT-TeqvsmetobiT sistemaSi da warmodgenilia 1-
isa da 0-ebis mimdevrobiT - 100110. 

 
 1 2 3 4 5 6 7 8 

0 0 1 0 0 1 1 0 

 

        erTi manqanuri sityva anu erTi baiti 

es rvaTanrigiani ujra itevs erT manqanur sityvas (anu erT simbolos), rasac 
ewodeba baiti. TiToeul Tanrigs ki - biti. e.i. erT baitSi aris rva biti. e.i. 1 
kilobaiti (kb), udris 1024 baits, 1 megabaiti (mb) Seadgens 1024kilobaits, xolo 1 
gegabaiti (gb) tolia 1024 megabaitis an SemoklebiT 1kb=1024 b, 1mb=1024 kb, 1gb=1024 mb. 

        VI    III     II      I 
ricxvi 357 025 896 435 daiyofa muxlebad marjvnidan marcxniv, ise rom TiTo 

muxlSi Sediodes 3 – 3 cifri. 
rogorc ricxvTa aTobiT sistemaSi arsebobs erTeulebis, aTeulebis, aseulebis 

muxlebi, ise aqac aris I - baitebis, II – kb, III – mb da IV – gb muxlebi. zemoT 
aRniSnuli ricxvi waikiTxeba – 357 gb. 
 

1.2. m o n i t o r i  

 
monitori anu displei mowyobilobaa, romlis ekranze xdeba Sesatani da 

gamosatani informaciis asaxva. arsebobs teqsturi da grafikuli monitorebi. 
teqsturi monitori gankuTvnilia mxolod teqstebisaTvis. igi Sav-TeTri ekrania, 
romlis ganzomilebebia: 25 striqoni da TiToeul striqonSi 80 simbolo (nax. 1.2). 
grafikul monitorze SesaZlebelia rogorc teqsturi, aseve grafikuli informaciis 
gamosaxva. aseT monitorze informacia aisaxeba specialuri mnaTi wertilebiT, 
romlebsac piqselebi (Pixel) ewodeba.  
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ganasxvaveben Semdegi tipis monitorebs: 

 CGA - gadawyvetis SesaZleblobiT 320*200 pixel – 4 feriT, 

 EGA - 640*350 pixel - 16 feriT, 

 VGA – 640*480 pixel - 256 feriT, 

 SVGA - 1024*768 pixel - 1 mln-mde feriT. 

                              
nax. 1.2. monitori 

 
monitors aqvs mexsiereba, magram igi droebiTia da ar inaxeba kompiuteris 

gamorTvis Semdeg. monitoris (ekranis) daregulireba mis korpusze moTavsebuli 
tumblerebiT xdeba. 

 
1.3. m a g n ituri  dis ko e b i  

 
magnituri disko informaciis gadamtani saSualebaa. diskoebze Cawerili 

informacia inaxeba masze kompiuteris gamorTvis Semdegac ki. 
ganasxvaveben Semdegi saxis diskoebs:  

I – Hard disk (xisti disko) anu vinCesteri, romlis logikuri saxelia C.  vinCesteri 
asrulebs arqivis (sawyobis) rols, romelSic moTavsebulia karadebi saTanado 
nomrebiT da TaroebiT. sistemur blokSi moTavsebulia vinCesteri. arsebobs 2,5 
gegabaitiani da ufro meti mexsierebis mqone vinCesterebi.  

II– Floppy disk (moqnili disko), romelic gankuTvnilia informaciis gadasatanad 
erTi kompiuteridan meoreSi. misi logikuri saxelia A. 

 
arsebobs ori saxis FD disko. 
1) 5. 25 - duimiani, moculobiT 360 kb (Zveli tipia) da 1. 2 mb-

ani (axali tipi). 
2) 3. 5 - duimiani, moculobiT 1. 44 mb (nax. 1.3). 

                               

              nax. 1.3.  moqnili disko  

 
 
 
 
 
 
 
 
 
 

 
                a                                                       b                            

nax 1. 4. a - lazeruli (kompaqt) disko;   b – diskowamkiTxavi 
 

III -  lazeruli disko  CD ROM (Compact Disk Real – only Memory),  (nax. 1.4, a), romlis 
logikuri saxelia D; gamoiyeneba mxolod informaciis wasakiTxad. masze Cawera 
Cveulebrivi kompiuteriT ar xdeba, amitom gamoiyeneba specialuri mowyobiloba. CD 
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ROM–ze ZiriTadad Cawerilia dasayenebeli anu sainstalacio sistemebi. 5.25 diumiani 
diskis moculoba 600 mb-ze metia. 

 magnituri disko Sedgeba bilikebisagan. yoveli biliki Seicavs  or cilindrs - 0 da 

1. diskoze informaciis Cawera/wakiTxva xorcieldeba specialuri magnituri Tavakis saSuale-
biT, romelic moTavsebulia diskomdebSi (diskowamkiTxavSi, nax. 1.4 b). diskoze bilikebisa da 
seqtorebis Seqmna magnituri Tavakebis saSualebiT xdeba. am dros specialuri programa 
amowmebs yvela bilikis TiToeul cilindrs da Tu romelime dazianebuli aRmoCnda, mas sxva-
gvarad moniSnavs. am process ewodeba daformateba. 
 

  
1 . 4 .  kla v i atura  

 

klaviatura erT-erTi ZiriTadi mowyobilobaa, romlis saSualebiTac xdeba 
kompiuteris mexsierebaSi informaciis Setana.  

 nax. 1.5. klaviatura 

   

 I – kursoris gadasaadgilebeli klaviSebi: 

 

         a)    1 – erTi striqoniT maRla, 

               2 – erTi striqoniT dabla, 

 8

               3 – erTi simboloTi marjvniv, 

               4 – erTi simboloTi marcxniv. 

           1 
4 3 
 
              2 

 

          b) swrafad gadasaadgileblad 

 

Page Up - erTi gverdiT maRla, 

Page Down - erTi gverdiT dabla, 

Home - gadaaqvs kursori aqtiuri  striqonis dasawyisSi, 



End            - gadaaqvs kursori aqtiuri  striqonis boloSi,  

• aqtiuria is striqoni, sadac dgas kursori, 

- teqstTan muSaobis dros ayenebs abzacs, cxrilebSi ki  

svetidan svetSi gadaaqvs kursori.  
 

 

II – wamSleli klaviSebi: 

 - ukumSleli - Backspake, waSlis kursoris marcxniv mdebare pirvel           

simbolos;  

Del  - waSlis kursoris marjvniv mdebare pirvel simbolos. 

 

     III – mmarTveli klaviSebi  (reJimis gadamrTvelebi): 

  

- Enter –ekranze akrebili informaciis Cawera  monitoris mexsierebaSi 

(klaviSi Enter), 
 

 
Esc  - nebismieri reJimidan gamosvla, 

 
Caps 
Lock

 - aaqtiurebs mTavrul asoebs. roca es reJimi CarTulia, misi Sesabamisi 
naTura anTia. erTxel dartymiT CairTveba, meored dartymiT gamoirTveba, 
 
- gadarTavs zeda registrs,  Shift 
 

 - klaviaturaze aris iseTi klaviSebi, romelsac ramdenime 
simbolo aweria. mag., ricxvebze zeda simbolo rom aiRoT, 
unda daaWiroT xeli Shift-s da ise daartyaT xeli 1-s, an 2-s. 
daiwereba Sesabamisad !  ” an  #, 

! "   # 
1 2 3

 

Num 
Lock

- aaqtiurebs marjvena ganapira bloks. roca misi Sesabamisi naTura 
(marjvena zeda kuTxeSi pirvelia) anTia, maSin es bloki CarTulia da 
SegiZliaT ricxvebi akriboT. roca gamorTulia maSin es klaviSebi 

kursoris gadaadgilebis klaviSebis dublebia. (1, 2, 3, 4, 6, 7, 8, 9 – kursoris 
gadasaadgilebeli, xolo danarCeni ki aris ariTmetikuli  moqmedebebis klaviSebi +, 
- , *, / ). aqvea Enter (Setanis) da Del (wamSleli) klaviSebis dublebi, 
 
      -     - aaqtiurebs Casmis reJims.  Insert    

 

IV - F1 ÷ F12 funqciuri klaviSebi, romelTa daniSnulebaa garkveuli    
brZanebebis Sesruleba, 
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V  _  specialuri klaviSebi: 

 

                   da     - maT calke araviTari daniSnuleba ara aqvT. isini ixmarebian 

kombinaciaSi sxva klaviSebTan erTad. 

Alt Ctrl 

 ori klaviSis erTad xmarebisaTvis  marcxena xeliT aWerT Alt–s da marjvenaTi 

artyamT romelime funqciur klaviSs, amiT funqciuri klaviSis brZaneba icvleba. an kidev 
marcxenas aWerT Shift-s da marjvenaTi ki artyamT ricxvebze - 1, 2, 3 da a. S. Sesabamisad 
iwereba - !, @,    #, $.@ 
@@@  
                       - sityvebs Soris daSoreba.  

Print 
Screen 

                        
                   - ekranidan beWdva da   a. S. 
 

 

1.5. da m at e b iTi  mow yob ilobe b i  

printeri 

printeris (nax. 1.6.) saSualebiT xdeba qaRaldze teqsturi da grafikuli 
informaciis beWdva. arsebobs sami saxis printeri: 
matriculi – beWdva sruldeba specialuri nemsebiTa da lentis saSualebiT. 
arsebobs 9, 24 da 48-nemsiani matriculi printerebi, romlebic uzrunvelyofen 
SedarebiT kargi xarisxis nabeWds, magram beWdva dabalsiCqariania – 1 wT-dan         
5 wT-mde erTi gverdis beWdvaze. 
Wavluri – beWdva xdeba specialuri Tavakis saSualebiT, romelzec moTavsebulia 
sxvadasxva melniT avsebuli tumboebi. iZleva beWdvvis maRal xarisxs, magram 
momTxovnia qaRaldis xarisxmisadmi da SedarebiT neli - 2-dan 10 wT-mde gverdze. 

lazeruli – beWdva xorcieldeba specialuri fxvnilis 
saSualebiT, romelic magnitdeba lazeris sxiviT da xdeba 
erTgvari “mobneva” qaRaldze, Semdeg es qaRaldi tardeba 
gacxelebuli rulonis qveS da fxvnili fiqsirdeba 
qaRaldze. iZleva saukeTeso xarisxs da swrafia - 15 wm-dan 
35 wm-mde 1 gverdze. printeris ZiriTadi maxasiaTebeli 
parametria dpi, romelic gviCvenebs, Tu ramdeni wertilis 
dabeWdva SeuZlia printers erT diumze anu 2, 5 sm-ze.  
      

      nax.  1.6. printeri 
skaneri – gamoiyeneba kompiuterSi grafikuli informaciis (suraTebis) an didi 

moculobis teqstebis Sesatanad. 
ploteri–gamoiyeneba kompiuteriT momzadebuli naxazebis dasaxazad 

(dasabeWdad). 
 

1.6. fa ileb i  da  d ire qtori e b i  
 

sxadasxva saxis informaciebi kompiuterSi Cawerilia failebis saxiT. 
faili adgilia diskoze, sadac Cawerilia momxmareblis informacia. mas aqvs 

konkretuli saxeli da zoma. failis saxeli Sedgeba ori nawilisagan, romlebic 
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erTmaneTisagan gamoyofilia wertiliT. failis saxelis Sablonia ∗ . ∗ wertilis 
marcxniv iwereba failis saxeli, wertilis marjvniv ki saxelis gafarToeba.             

                              ∗ . ∗                           
                 
                  failis saxeli      gafarToeba 
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mag.,   trk.exe 
 

    saxeli    gafarToeba 
 

fails saxeli daerqmeva sabuTis an samuSaos Sesabamisad, raTa advilad monaxoT. 

saxelis gafarToeba gviCvenebs, Tu ra daniSnulebisaa faili, anu rogori 

informaciaa masSi Cawerili. 

mag., . txt- failSi Cawerilia teqsti 

      . pcx - 
      . gtf -    miuTiTebs grafikul informaciebze;  

. bmp-   
      . exe -        
       com -       miuTiTebs, rom gamosaZaxebelia programa; 
      . bas -   beisikis enaze dawerili programa; 

. pro – prologze dawerili programa; 

. sys  - sistemuri faili;  
 . doc - word-is dokumenti; 
. hlp - karnaxi anu instruqcia da a. S.   
 

failebisaTvis SeiZleba gamoyenebul iqnes metasimboloebi; mag. nc.*- niSnavs 
SerCeul iqnes iseTi failebi, romlis saxelia nc da gafarToeba “yvela” e. i. yvela 
gafarToebis nc saxelis mqone failebi. *. exe niSnavs  exe gafarToebis mqone yvela 
dasaxelebis fails.  

failebi dajgufebulia direqtoriaSi anu saqaRaldeSi. direqtoria (saqaRalde) 
aris adgili diskoze, sadac Cawerilia im failebis jgufi, romlebic erT 
konkretul saqmes emsaxureba.  

magaliTad, GAME direqtoria, sadac Cawerilia sxvadasxva TamaSi. ANTIVIR–Si 
antivirusebis programebia Cawerili, NC-direqtoriaa, sadac Norton Commander-is 
failebia Cawerili. direqtoriaSi (saqaRaldeSi) SeiZleba iyos sxva direqtoriac 
(saqaRaldec). erTmaneTis SigniT SeiZleba Calagebuli iyos saqaRaldeebi qvedoneebis 
mixedviT. amrigad, direqtoriebis, qvedireqtoriebis da failebis aRniSnuli 
struqtura qmnis e.w. xis struqturas.  

C:\ Net \ ANA \ foto . gif                     C:\ Net \ DATA \ F1.doc 
C:\ Net \T AMO \ F7.txt                      C:\ Net \X ATO \ F5.exe  da   a. S. 
failis misamarTi iwyeba diskos saxeliT, Cven SemTxvevaSi C:\ Semdeg mTavari 

direqtoria Net, qvedireqtoria DATHA da failis saxeli  F1. doc an, sxvanairad, 
vinCesteri sawyobia rkinis karadebiT. C:\ sawyobis oTaxis saxelia,  Net – rkinis 
karadis, ANA an  DATHA am karadaSi arsebuli Taroebis saxelebi da  foto. gif an  F1. doc  
da a. S. ukve sabuTebi anu failebia. 
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I  T a v i s  S i n a a r s i  

kompiuteris daniSnuleba; informaciis saxeebi; kompiuteris ZiriTadi 
mowyobilebebi; 

kompiuteris damatebiTi mowyobilobebi; kompiuteris ZiriTadi maxasiaTebeli 
(swrafqmedeba); operatiuli mexsiereba – Random Access Memory   (Ram); 

kompiuteris mexsierebis sazomi erTeulebi; magnituri diskoebis saxeebi; 
monitori da misi daniSnuleba; monitoris saxeebi; klaviatura da misi daniSnuleba; 
klaviSebis jgufebi; ramdenime klaviSis erTad xmareba; pertiferiuli 
mowyobilobebi; sabeWdi mowyobilobis - Pprinteris saxeebi; printeris ZiriTadi 
maxasiaTebeli parametri; failebi da direqtoriebi; failis saxeli da misamarTi. 
 
 
k iTxv e b i  TviTSemowm ebi s aTvi s  
 

1. raSi mdgomareobs kompiuteris daniSnuleba?; 
2. ra saxis informaciebi arsebobs? 
3. CamoTvaleT kompiuteris ZiriTadi da periferiuli mowyobilobebi; 
4. ra parametriT xasiaTdeba kompiuteris swrafqmedeba? 
5. CamoTvaleT kompiuteris mexsierebis sazomi erTeulebi; 
6. risTvis gamoyeneba moqnili disko?, lazeruli kompaqtdisko?; 
7. monitorebis tipebi; 
8. ramdeni klaviSia wamSleli? 
9.  CTRL  da ALT klaviSebis daniSnuleba; 
10. funqciuri klaviSebis daniSnuleba; 
11. ra gansxvavebaa matricul, Wavlur da lazerul printerebs Soris. 
12. ras gviCvenebs printeris maxasiaTebeli parametri dpi?; 
13. ra aris faili, direqtoria (saqaRalde), katalogi? 
14. ra nawilebisagan Sedgeba failis saxeli? 
15. ras gviCvenebs failis misamarTi? 
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T a v i  2  
 

operaciuli si stem a   -  M S  D O S  
 

teqnikuri mowyobilobebis (Hardware) garda, kompiuters esaWiroeba sistemuri anu 
programuli uzrunvelyofa (Software). 

operaciuli sistema programebis erTobliobaa, romelic asrulebs Suamavlis 
rols momxmarebelsa da kompiuters Soris da marTavs kompiuteris yvela 
mowyobilobas. ganasxvaveben ori tipis kompiuterul programas: sistemurs romelic 
ar aris damokidebuli momxmareblis konkretul amocanebze da samomxmareblos 
romelic orientirebulia momxmareblis konkretul amocanebze. 

 sistemuri programebis ZiriTad nawils Seadgens e. w. operaciuli sistemebis 

programebi, romlebic avtomaturad itvirTeba operatiul mexsierebaSi kompiuteris qselSi 
CarTvisTanave da axorcielebs, erTi mxriv, teqnikuri mowyobilobebis muSaobis srul 
administrirebas da, meore mxriv momxmareblis brZanebebis Sesrulebas. 

CatvirTva - niSnavs operaciuli sistemis gadaweras kompiuteris  operatiul 
mexsierebaSi. am dros sistemuri programebi aqtiur mdgomareobaSia da elodeba 
momxmareblis brZanebas. momxmareblis survili, raime davaleba Seasrulebinos 
kompiuters, misTvis brZanebaa. operaciuli sistema Seamowmebs am brZanebas. Tu sworia, 
gaaqtiurebs am brZanebis Semsrulebel programas da ekranze gamoaqvs Sesabamisi 
Setyobineba. Setyobinebebi, gamodis fanjrebis saxiT. momxmarebeli pasuxs aZlevs am 
fanjaraSi moTxovnas da kiTxva-pasuxis reJimSi (dialogur reJimSi) xdeba momxmareblis 
muSaoba kompiuterTan. gavrcelebulia   MS DOS (Microsoft Disk Operating Sistem)  da Unix. 

 firma Microsoft  dReisaTvis  aRiarebulia msoflioSi operaciuli sistemebis 

warmoebaSi. firmis saxeli MS  win uZRvis, mag., MS Dos, MS Windows, MS Word,  MS Excel  da sxva.  
 

    MMS DOS- is   ZiriTadi failebia:  MS DOS.SYS , IO. SYS , Command.com. es failebi 
Cawerili unda iyos Tavdapirvelad sistemis dayenebisas da dauSvebelia maTi waSla, 
gadatana an isev kopireba. disks, romelzedac Cawerilia MS DOS-is ZiriTadi 
failebi, sistemuri disko ewodeba. aseTi diskos Seqmna xorcieldeba misi 
daformatebis dros.  

operaciuli sistemis CatvirTva xdeba Setana-gamotanis bazuri sistemis BIOS–s  
saSualebiT. misi daniSnulebaa operaciuli sistemis  universaluri brZanebebis 
Sesruleba. BIOS Seicavs agreTve kompiuteris teqnikuri mdgomareobis Sesamowmebel 
programas. igi warmoadgens  mikrosqemas, romelSic fizikuradaa Cawerili programebi.        
DOS–is “gaSveba” kompiuterze xdeba avtomaturad, kompiuteris  CarTvisTanave. DOS-is 
“gadatvirTva” (xelaxali CarTva) SeiZleba ganxorcieldes ori proceduriT: 
Reset klaviSze xelis daWeriT, romelic moTavsebulia  sistemuri  blokis korpusze   

an klaviaturidan – klaviSebis <Ctrl + Alt + Del> kombinaciiT.  
CatvirTvis Semdeg, brZanebiT striqonSi iwereba: C:\> , rac imas niSnavs, rom 
kompiuteri mzadaa samuSaod da iwvevs momxmarebels. amis Semdeg momxmarebeli iwyebs 
dialogs kompiuterTan. 

 

 

 

 

 



2 . 1 .  M S  D O S - i s  z o g i e r T i  b r Z a n e b e b i  
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Dir, Enter;  
Dir/P da Enter      - direqtoriebis da failebis CamonaTvalis gamotana ekranze. 
Dir/W da Enter 

Cls, Enter - ekranis gasufTaveba  
Del- < failis saxeli >, OK  -waSlis miTiTebuli saxelis fails. 
Del- < direq. saxeli >, OK -waSlis miTiTebul direqtorias. 
MD- < direq. saxeli >, OK - direqtoriis Seqmna. 
CD - < direq. saxeli >, OK -gaxsnis miTiTebul direqtorias. 
CD. .  OK - daxuravs aqtiur direqtorias 
TYPE - < failis saxeli > OK -  teqsturi failis ekranze gamotana. 
DATA OK - gamoitans ekranze mimdinare TariRs da survilis mixedviT SeiZleba 

Seicvalos. 
TIME OK- gamoitans ekranze  mimdinare dros 

 
 

 2 . 2 .  sistema - garsebi NNORTON  COMMANDER  (NC) 
 

sistema-garsebi iseTi programebia, romlebic TviTon ki ar asrulebs 
damoukideblad raime konkretuli davalebas, aramed aadvilebs sxva programebTan  

 
nax. 2.1. Norton Commander–is  fanjrebi 

 
muSaobas. MS DOS-Si muSaobis dros, brZanebiT striqonSi unda aikribos 
srulyofili brZaneba, risTvisac saWiroa  brZanebis sintaqsis codna, direqtoriisa  
da failis zusti saxeli. aseTi muSaoba Sromatevadia. amitom arsebobs servisuli 
programebi NC da WINDOWS, romlebic warmoadgenen operaciul DOS sistemis 
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garsacms  da aadvilebs  muSaobas Tagvis an klaviSebis saSualebiT. erT-erTi aseTi 
garsuli sistemaa NC, romelic advili mosaxmarebelia da farTodaa gavcelebuli.  
am programis CamtvirTavi failia Nc.exe.  rodesac programa CatvirTulia, ekranze 
gamoisaxeba ori fanjara. kursori sadac dgas, is fanjaraa aqtiuri. 

 
fanjris agebuleba: 

1) fanjris saxeli zeda striqonSi (C:NC an C:), imis mixedviT, Tu romeli disko an 
direqtoriaa aqtiuri.  

2) fanjris tani, sadac CamoTvlilia aqtiuri diskos direqtoriebi da failebi anu 
mokle katalogi (direqtoriebi mTavruli asoebiTaa, failebi ki nusxuriT;) 

3) statusis striqoni, sadac iwereba im direqtoriis an failis saxeli da zoma, 
romelzec dgas kursori. 

4) brZanebiTi striqoni, sadac SeiZleba akribil iqnes  DOS-is nebismieri brZaneba.  
C: \ > miwvevas niSnavs da aq aikribeba brZaneba.  

5) karnaxi funqciuri klaviSebis daniSnulebaze (nax. 2.1). 
    
failebis moniSvnebi: 

1. klaviSi Insert (moTavsebulia wamSlelis zemoT) moniSnavs saTiTaod an 
amorCeviT. 

2. marjvena napira blokSi dawkapunebiT ariTmetikul moqmedebis niSanze + da 

Semdeg dasturiT, gamoCndeba Setyobinebis fanjara, airCieT (Select) ( ∗ . ∗), 
SeiZleba pirveli varskvlavis adgilas Caiweros sasurveli saxeli da Enter-ze 
daartymiT moiniSneba am saxelis mqone yvela gafarToebis failebi. < - > – iT 
xdeba moniSnulis moxsna.  

 
funqciuri klaviSebis daniSnuleba 

F1 - Help - damxmare (instruqcia); 
F2 - User menu - momxmareblis meniu; 
F3 – View - teqsturi failis Canaweris daTvaliereba;  
F4 – Edit - failis redaqtireba; 
F5 – Copy - moniSnuli failebis kopireba erTi direqtoriidan meoreSi an sxva 
diskoze; 
F6 – Rename - moniSnuli failebis gadatana sxva direqtoriaSi an sxva diskoze; 
F7 -  MkDir - axali direqtoriis Seqmna;  
F8 - Delete - moniSnuli failebis waSla; 
F9 -PullDn – Norton Commander–is zeda meniuSi gadasvla; 
F10 – Quick - Norton Commander–Tan muSaobis damTavreba. 

• F3–iT sargeblobisas kursori unda dayendes sasurveli teqsturi failis 
saxelze da daeWiros F3–s, kursoris gadaadgilebis klaviSebiT SeiZleba 
teqstis gadafurcvla da daTvaliereba. daTvalierebis Semdeg  Esc–ze dartymiT 
gamoxvalT ZiriTadi katalogidan. am reJimSi muSaobisas kursori ar 
funqcionirebs, mxolod aTvalierebT. 

• F4–iT sargeblobisas kursori daayendeba sasurvel failze da F4–ze dartymiT 
SeiZleba redaqtireba.  gasworebis Semdeg (Camateba an waSla) redaqtirebul 
teqsts  SeinaxavT brZanebiT SAVE. redaqtirebis reJimSi muSaobis dros F2  
klaviSze Cndeba brZaneba SAVE.  Tu dagaviwydaT Senaxva da ise daartyiT Esc–s, 
maSin sistema gamoitans SekiTxvas ‘’gsurT redaqtirebuli teqstis Senaxva?’’ 
Setyobinebis fanjaraSi gamoCndeba  sami klaviSi: Senaxva (SAVE),  arSenaxva (dont 
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SAVE), moxsna (Cancel). airCieT sasurveli klaviSi da daartyiT. Sesabamisi 
operaciis Sesrulebis Semdeg sistema gagiyvanT ZiriTad katalogSi. 

• Tu Shift + F4–s daartyamT xels, ekranze gamoCndeba fanjara, sadac miuTiTebT 
failis misamarTs. Seiqmneba axali faili (gamoiyofa sivrce), sadac akrebT 
informacias da Semdeg inaxavT mas, magram am dros fails saxeli unda daerqvas: 
am brZanebas asrulebT Semdegi mimdevrobiT: daartyiT klaviSebis kombinacias  

Shift + F4,→ akrebT failis informacias,  daartyamT   F2  klaviSs, da Semdeg ki  
Esc- s.  

• F5 - failebis an direqtoriebis kopireba. winaswar moniSneT sasurveli faili an 
failebi da daartyiT  F5- s, gamova fanjara kopireba (Copy), sadac unda miuTiToT 
im diskosa da direqtoriis saxeli, sadac gindaT, rom dubli Caiweros da 
fanjris qvemoT daartyiT xeli F5-klaviSs.  Tu fanjrebs winaswar ise 
daalagebT, rom iq iqneba kursori, saidanac unda gadaweroT, xolo meore 
fanjaraSi gaxsnili iqneba is direqtoria, sadac gindaT rom CaweroT, maSin 
Copy–s fanjaraSi misamarTis miTiTeba aRar dagWirdebaT da pirdapir daartyiT 
fanjris qvemoT  F5 klaviSs  - Copy. 

• Rename – F6 iseve ixmareba rogorc F5, gansxvaveba imaSia, rom F5–is dros 
ZiriTadi gadasaweri failic grCebaT da dublic iqmneba,  F6-is dros ki 
ZiriTadi (gadasaweri) faili waiSleba da mxolod dubli Seinaxeba. amitom am 
operacias gadatanas uwodeben. e. i. erT direqtoriidan amoiSleba moniSnuli 
failebi da sxva direqtoriaSi Caiwereba. 

• F7 - axali direqtoriis Seqmna. winaswar NC–s fanjaraSi gaaaqtiureT  is disko 
(direqtoria), sadac gindaT SeqmnaT axali direqtoria da daartyiT F7–klaviSs. 
gamosul fanjaraSi daiwereba aqtiuri diskosa da direqtoriis saxeli. Tu 
sworadaa fanjrebi ganlagebuli, akrebT axali direqtoriis saxels da es 
direqtoria Seiqmneba wina direqtoriaSi rogorc qvedireqtoria. Tu qmniT 
ZiriTad direqtorias, maSin fanjaraSi unda daiweros mxolod diskosa da 
direqtoriis saxeli. mag., C:\PAN, maSin axali direqtoria Seiqmneba uSualod C- 
diskoze. fanjris boloSi daartyiT klaviSs OK, an Enter–s, rom Sesruldes 
brZaneba (xSirad OK da Enter erTsa da imave rols asruleben). 

• F8 – moniSnuli failebis da direqtoriebis waSla: moniSneT wasaSleli failebi 
da daartyiT F8 funqciur klaviSs. SeiZleba sistemam gamoitanos damatebiTi 
kiTxvebi. Secdomis Tavidan asacileblad sistema gekiTxebaT “darwmunebuli 
xarT rom waSaloT?” Tu namdvilad gindaT waSla, airCevT Yes–ss, Tu ara No–s. 
ramdenime failis SemTxvevaSi sistema gekiTxebaT TiToeuli failis saxelis 
miTiTebiT  “wavSalo?’’ Tu airCevT klaviSs All–s, failis waSlaze SekiTxvebs ar 
mogcemT da igi  yvelas waSlis. es klaviSebi fanjris boloSia moTavsebuli. 
(esenia: Delete (TiTos waSla), All (yvelas waSla), Cancel (reJimis moxsna)). 

• F9–iT gadixarT NC–s zeda meniuSi, sadac mocemulia yvela brZaneba. SegiZliaT 
meniudan gamoiyenoT igive brZanebebi an siswrafisaTvis funqciuri klaviSebi da 
gamoiyenoT klaviSebis kombinaciebi Alt da Ctrl–Tan erTad.  

• F10 – NC–Tan muSaobis Sewyveta.  
 

Alt-Tan erTad gamosayenebeli klaviSebi 
 Alt +F1- marcxena fanjaraSi gamoitans diskoebis sias (A, C, D); airCevT 

gasaaqtiurebel diskos saxels da daartyamT ↵–s. fanjris zemoT daiwereba 
aqtiuri diskos saxeli.  

 Alt+F2 - igive operacia, oRond marjvena fanjaraSi. 



 Alt+ F5 - kursori unda idges didi zomis failze (sasurvelia es faili winaswar 
gaadubloT sxva direqtoriaSi) da ise daartyaT Alt+ F5–s. gamova fanjara 
Compress (SemWridoveba), fanjaraSi iqneba failebis SemkumSveli programebis 
CamonaTvali, airCieT erT-erTi maTgani. nortons TviTon aqvs erTi SemkumSavi 
programa, romelic moniSnulia marcxena poziciaSi msxvili wertilT, e.i. 

sistema TviTon gTavazobT meTods, Tu daartyamT ↵–s, programa imuSavebs da 
SekumSul fails imave saxeliT, magram Secvlili gafarToebiT, CagiwerT aqtiur 
direqtoriaSi. amitom winaswar unda gaaqtiurdes is direqtoria, sadac unda 
Caweros faili SekumSvis Semdeg. kursori dgas SesakumS failze, gverdiT 
fanjaraSi ki Caiwereba SekumSuli. sasurvelia, rom es faili gaadubloT axal 
direqtoriaSi, fanjrebi ise ganalagoT, rom orive fanjaraSi erTnairi failebi 
da direqtoriebi iyos. maSin gverdiT fanjaraSi Caiwereba SekumSuli faili da 
gafarToeba eqneba <.zip>. mag., Tu fails erqva <brdzaneba. txt>, axla erqmeva 
<brdzaneba.  zip> da misi zoma gacilebiT patara iqneba. es procedura gamoiyeneba 
im SemTxvevaSi, roca faili didi moculobisaa, xolo diskoze adgili cotaa. 
SekumSul fails ver gamoiyenebT, Tu mas ar aRadgenT. amitom, roca moqnili 
diskodan Tqvens kompiuterSi CawerT am SekumSul fails, mere igi unda 
aRadginoT anu gaxsnaT, risTvisac iqceviT ase: SekumSul failze ayenebT 
kursors, orive fanjara identuri unda iyos, e.i. daartyiT Alt+F6, gamova 

fanjara Decompress (gaxsna) da daartyiT OK an ↵–s. aRdgeba faili imave zomiT 
ra zomac hqonda mas Tavidan; ukve SeiZleba masTan muSaoba. es operaciebi 
gWirdebaT maSin, roca erTi kompiuteridan meoreSi unda gadaweroT raime 
moqnili diskos saSualebiT.  

 Alt+F7 - failis Zebna diskoze saxelis miTiTebiT. failis saxeli sruli unda 

iyos gafarToebis CaTvliT. Tu gamoiyenebT metasimboloebs ∗ . ∗, SegiZliaT 
failis saxelis Sesabamis varskvlavis adgilas daweroT saxeli da 

gafarToebis adgilas datovoT ∗, maSin sistema moZebnis am saxelis failebs 
yvela gafarToebiT.  

 Alt + F10 - direqtoriis Zebna. am klaviSze dartymiT monitorze gamoisaxeba 
katalogis blok-sqema anu xe da airCevT sasurvel direqtorias; Enter klaviSze 
dartymiT gaxvalT arCeul direqtoriaSi.  

 
Ctrl – Tan erTad gamosayenebeli klaviSebi 

Ctrl + F1  –    marcxena fanjris moxsna / aRdgena, 
Ctrl +F2  -     marjvena fanjris moxsna / aRdgena, 

 
Ctrl +F3 -                         failebis saxelebis da direqtoriebs alfavitis     

mixedviT,  
Ctrl +F4 -                         failis saxelis gafarToebas alfavitis mixedviT 
Ctrl +F5 -                          drois anu TariRis mixedviT,  
Ctrl +F6 -                         failis zomis mixedviT (klebis mixedviT), 
Ctrl +F7 -                          areulad daalagebs katalogs. d

aa
x
ar

is
x
eb

s
 

ka
t
al

o
g
s
 

 
 Ctrl+F8 - ekranze gamoaCens fanjaras, brZanebiT striqonSi akrebili DOS–is 
brZanebebiT. mag., Dir, Cls, Md, Mr  da a. S. 

 Ctrl+O -  orive fanjras erTdroulad moxsnis da aRadgens (aq O asoa da ara 
nuli).  

 Ctrl+U - fanjrebs gadaadgilebs, adgils gaucvlis. 
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 Ctrl+L - ekranze amoitans informacias diskos zomebis Sesaxeb. im diskos 
informacias gamoitans, romel fanjaraSic dgas kursori, informacia gamoaqvs 
gverdiT fanjaraSi. es informacia saWiroa diskoze  Tavisufali adgilis 
Sesamowmeblad. erT fanjaraSi dgas kursori, artyamT Ctrl+L-s da meore 
fanjaraSi iwereba informacia. Tu gindaT moqnili diskos zomis gageba, ALT +F1 
an ALT+F2–iT  gaaqtiurebT AAA- s,  Ctrl+L klaviSebis kombinaciiT ki ekranze 
gamoitaneba diskos zomebi. am informaciisagan gaTavisufleba xdeba isev Ctrl+L–
ze dartymiT.  

 
I I  T a v i s  S i n a a r s i  

 
operaciuli sistema; MS DOS operaciuli sistemis daniSnuleba; sistemis 
CatvirTva/gadatvirTva; sistemuri da samomxmareblo programebi; MS DOS - is ZiriTadi 
failebi; sistemuri disko; bazuri sistema BIOS; operaciuli sistemis CatvirTva; 
MS DOS–is zogierTi brZaneba; sistema-garsebi; sistema-garsi - NC; funqciuri 
klaviSebis daniSnuleba;  Alt-Tan da Ctrl-Tan  erTad gamosayenebeli klaviSebi. 
 
k iTxv e b i  TviTSemowm ebi s aTvi s  
 

1. ganmarteT opraciuli sistema; 
2. raSi mdgomareobs operaciuli MS DOS sistemis daniSnuleba? 
3. MS DOS –is romeli failebia ZiriTadi? 
4. ras niSnavs sistemis CatvirTva/gadatvirTva? 
5. rogor sistemebs eZaxian sistema garsebs da daasaxeleT isini; 
6. aRwereT  NC-s fanjara; 
7. CamoTvaleT funqciuri klaviSebi da maTi daniSnuleba; 
8. CamoTvaleT Alt-Tan erTad gamosayenebeli klaviSebi  da maTi daniSnuleba; 
9. CamoTvaleT Ctrl-Tan erTad gamosayenebeli klaviSebi da maTi daniSnuleba. 

 



T a v i  3  
 

s i stema  -  g ar si   - W i n d o w s  
 

Windows  niSnavs fanjrebiT muSaobas. es sistemac garsulia anu servisuli da 
momxmarebels DOS-Si muSaobas uadvilebs. 

kompiuteri isea awyobili, rom CatvirTvisTanave ekranze gamoCndeba Windows 98 an 
Windows 2000. Tu Windows 98 iciT, Windows 2000-Si advilad gadaxvalT, radgan Windows 98 
mTlianad Sedis Windows 2000-Si da gafarToebulia damatebiTi SesaZleblobebiT. Tu 
Windows ar CaitvirTa, maSin brZanebiT striqonSi akrebT Win.exe,  miscemT dasturs 

 da  CaitvirTeba Windows –is Sesabamisi versia.  
ekranis sawyisi mdgomareobis dros masze xedavT patar-patara naxatebs 

warwerebiT. am naxatebs piqtogramebs uwodeben (inglisurad Icon, qarTulad niSnaki an 
iarliyi). es piqtogramebi dapataravebuli (minimizebuli) fanjrebia. ekrans vuwodoT 
samuSao magida (Desktop) (nax 3.1). 

            
nax. 3.1. Windows - is samuSao magida (Desktop) 

 
magidaze ganlagebuli piqtogramebi,  igive rols asrulebs, rasac nortonSi 

katalogi anu direqtoriebisa da failebis CamonaTvali. zog piqtogramas naxatis 
qveda marcxena kuTxeSi aqvs Savi patara isari. aseTi piqtogramebi failebis 
niSnakebia, romlebic CatvirTaven ama Tu im programas. magaliTad, Windows exsplorer  
(Windows-is megzuri) an romelime TamaSis CamtvirTavi programaa. 

is piqtogramebi ki, romlebsac Savi patara isari ara aqvs, asrulebs 
direqtoriebis rols anu saqaRaldeebia. saqaRaldeSi SeiZleba iyos kidev sxva 
saqaRalde  an failebi. 

My computer- is (Cemi kompiuteris) piqtograma direqtoriis Sesabamisia. Recycle bin 
(sanagve) – esec direqtoriis Sesabamisia. 

kompiuterze naxeT teqsturi redaqtoris Word–is piqtograma, romelsac eqneba 
Savi patara isari. es CamtvirTavi failis niSnakia da CatvirTavs teqstur redaqtors 
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– Word-s. aseve Excel–ic CamtvirTavi failis niSnakia da CatvirTavs samuSao sistemas 
eleqtronul cxrilebSi, xolo Paint – xatvis redaqtors.  

samuSao magidis qvemoT marcxena kuTxeSi weria Start. masze maCveneblis 
dawkapunebiT gamodis meniu, romelsac eZaxian Start–menius.  

amave striqonSi marjvena kuTxeSi Cans enis gadamrTveli. kompiuterSi sami-oTxi 
enaa dayenebuli (inglisuri, rusuli, germanuli, qarTuli). sul marjvniv ki aris 
saaTi da TariRi. kompiuterSi dayenebuli TariRi da saaTi maSinac muSaobs, roca 
kompiuteri gamorTulia.  

  
3 . 1 .  m o q m e d e b e b i  T a g v z e  

 
Tagvi or da samklaviSiania. ZiriTadi datvirTva aqvs marcxena  da 

marjvena klaviSebs. aq kursors maCvenebels uwodeben (TeTri isari) 
(nax. 3. 2.) 
I - daayeneT maCvenebeli piqtogramis naxatze (moerideT warweras) da 
daawkapuneT marcxena klaviSze erTjer.  piqtograma Seicvlis fers -   
galurjdeba. am operacias moniSvna ewodeba. 

nax. 3. 2. Mouse (Tagvi).   
II - daayeneT maCvenebeli piqtogramis  naxatze da daawkapuneT marcxena 

klaviSze orjer zedized ise, rom maCvenebeli ar gadaadgiloT. am operacias gaxsna 
ewodeba. Tu igi direqtoriis piqtogramaa, gaixsneba fanjara, Tu failis Sesabamis 
piqtogramaze giyeniaT maCvenebeli, maSin CaitvirTeba es programa. gaxsna inglisurad 
aris Open.  

III - daayeneT maCvenebeli piqtogramis naxatze da daawkapuneT marjvena 
klaviSze erTjer, ise rom maCvenebeli ar gadaadgildes. am operaciiT ekranze 
gamoCndeba brZanebebis CamonaTvali - konteqsturi meniu. 

IV - daayeneT maCvenebeli samuSao magidis nebismier cariel adgilze  da 
daawkapuneT marjvena klaviSze erTjer. ekranze gamoCndeba popularuli (dinamikuri) 
meniu. igi gamoitaneba nebismier fanjaraSi cariel adgilze maCveneblis dayenebiT da 
marjvena klaviSaze erTjer dawkapunebiT.  

V - daayeneT maCvenebeli piqtogramis naxatze, daaWireT xeli marcxena klaviSs 
da amoZraveT Tagvi ise, rom xeli ar aiRoT marcxena klaviSidan. piqtograma 
gamogyvebaT da SegiZliaT gadaadgiloT. am operacias “gadaTreva” ewodeba.  

 
3 . 2 .  m o n i S v n e b i  

 
1.  jgufuri moniSvna. Tu gsurT ramdenime  piqtogramis erTdroulad moniSvna, 
saWiroa maCvenebeli daayenoT am jgufis pirvel piqtogramaze da dawkapunoT 
marcxena klaviSze erTjer, Semdeg maCvenebeli gadaataroT mosaniSn jgufs, 
(vertikalurad an horizontalurad), daayenoT maCvenebeli jgufis  bolo  
piqtogramaze da daawkapunoT shift + marcxena klaviSze (SegaxsenebT  Shift 
klaviSze aWerT  marcxena xels da marjvena xeliT artyamT Tagvis marcxena 
klaviSs erTjer) moiniSneba mTeli jgufi (striqonSi an svetSi). 

2. CarCoTi moniSvna. winaswar dagegmeT mosaniSni piqtogramebis jgufi TvaliT, 
Semdeg maCvenebeli daayeneT am jgufis dasawyisSi an boloSi Tavisufal 
adgilze, daaWireT xeli marcxena klaviSs da amoZraveT Tagvi, daiwyeba CarCos 
daxazva wiTeli xaziT. Tagvi ise amoZraveT, rom am wiTel  CarCoSi moeqces 
mosaniSni piqtogramebi da auSviT xeli marcxena klaviSs. sasurveli jgufi 
moiniSneba (niSnakebi Seicvlis fers). Tu gindaT moniSvnis moxsna, Tavisufal 
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3. amorCeviT moniSvna. Tu gsurT piqtogramebis moniSvna ara mimdevrobiT  aramed, 
amorCeviT, ase mag., pirveli striqonidan gindaT 1 da 3 piqtograma, sxva 
striqonidan  1 da 4, maSin iqceviT ase: maCvenebels ayenebT  jer pirvel  
(pirobiT) piqtogramaze da daawkapunebT marcxena klaviSze, Semdeg 
gadaaadgilebT Tagvs, maCvenebels daayenebT momdevno mosaniSn piqtogramaze da 
artyamT  Ctrl+ marcxena klaviSs da a.S. 

Tu SemTxveviT dagaviwydaT xelis aSveba Ctrl klaviSaze da ise gadaaadgileT 
Tagvi, moxdeba piqtogramis gadubleba - Seiqmneba im piqtogramis dubli, romelzec  
idga maCvenebeli.  
 

3 . 3 .  ko nt e q sturi  m e n iu  
 

nebismier piqtogramaze (sasurvelia failis Sesabamis piqtogramaze anu, romelsac 
Savi patara isari aqvs) daayeneT maCvenebeli da daawkapuneT marjvena klaviSze. 
gamoitaneba konteqsturi meniu (nax. 3.3).  

 
nax. 3.3. konteqsturi meniu 

 I. meniuSi brZanebebs boloSi uzis sami wertili an . Tu brZanebas sami wertili 

uzis, es  niSnavs, rom brZaneba masze maCveneblis dawkapunebiT uSualod ar sruldeba, 
gamodis fanjara da gaZlevT kiTxvebs, Tqven unda SegeZloT kiTxvebze pasuxis gacema. Tu 
brZanebas boloSi  aqvs, es niSnavs, rom am brZanebas mosdevs kidev sxva brZanebebi da a. S. 
isrian bZanebaze daayeneT kursori da daelodeT, gamova qvemeniu (axali brZanebebis sia) da 
airCieT romelic gindaT. 

 II. SeecadeT waikiTxoT da Tvali adevnoT mxolod kompiuteris ekrans. roca 

iswavliT saqaRaldis Seqmnas (ase eZaxian Windons-Si direqtorias), maSin CaatareT cdebi. 
kompiuteris ZiriTadi sistema amiT daculi iqneba da araferi gafuWdeba; imuSaveT 
gabedulad.  

SeiZleba romelime brZaneba vercxlisferi iyos, es niSnavs rom brZaneba aqtiuri ar aris. 
amitom saWiroa  moniSnoT romelime piqtograma da amis Semdeg naxoT meniu. aris brZaneba 
Undo, romlis saSualebiTac gadadixarT wina brZanebaze. mas uweria Undo Copy,  Undo Cut, Undo 
Rename da a. S. iwereba im brZanebis saxeli, romlis aRdgena (dabruneba) xdeba. 
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brZaneba Delete (waSla), am brZanebiT sargeblobis dros yuradRebiT iyaviT. is 
SegekiTxebaT “moniSnuli piqtogramebi CavagdoT sanagveSi?” da xatia sanagve kalaTa. Tu 
daeTanxmebiT – Yes, Caagdebs sanagveSi, Tu arada datovebs. sanagveSi CagdebiT faili ar 
waiSleba, misi aRdgena SeiZleba, magram Tu mTlianad unda waiSalos, maSin sxvanairad 
SegekiTxebaT, kerZod, kalaTis magier wiTeli feris Zaxilis niSani iqneba gamosaxuli, es 
niSnavs, rom sistema gekiTxebaT _ “sul wavSalo Tu ara?” - maSin frTxilad iyaviT, Tu 
darwmunebuli ara xarT, ar daeTnxmoT, radgan veRar SeZlebT mis aRadgenas.  

 

3.4. Pop (dinamikuri)  meniu 
 

Tavisufal adgilze daayeneT maCvenebeli da daawkapuneT marjvena klaviSze 
erTjer, gamova dinamiuri meniu (nax. 3.4) am menius gamotana SegiZliaT muSaobis dros 
nebismier adgilze. 

 
nax. 3.4. Pop (dinamikuri) meniu 

 
 

3.5. axali saqaRaldis Seqmna 
 

axali saqaRaldis Sesaqmnelad dinamikuri meniudan airCieT brZaneba New , 
maCvenebeli daayeneT brZanebaze da daelodeT brZanebaTa CamonaTvalis (qvemenius) 
gamosvlas. ekranze gamova qvemeniu ise, rogorc naCvenebia 3.5 nax -ze.  

brZaneba New  - is arCevis Semdeg gamodis qvemeniu. am meniuSi gadasasvlelad 
Tagvi gadaitaneT  - is paralelurad da Semdeg ki SegiZliaT Tavisuflad iaroT 
zeviT an qveviT. gadadiT qvemeniuSi, daayeneT maCvenebeli sul zeda brZanebaze - 
Folder (saqaRalde) da daawkapuneT marcxena klaviSze. magidaze gaCndeba axali 
saqaRalde warweriT - New Folder (axali saqaRalde), kursori daayeneT warweraze da 
daawkapuneT marcxena klaviSze erTjer. kursori Cadgeba warweraSi da SegiZliaT 
saxeli SecvaloT an, sxvanairad, rogorc ki Seiqmneba axali saqaRalde, warwera 
moniSnulia, Tu daawkapunebT klaviSze Delete (waSla), warwera waiSleba, kursori 
CaayeneT SigniT warwerisTvis da akribeT axali saxeli, mag., ANNA.   mniSvneloba ara 
aqvs, saxeli mTavruli Tu nusxuri asoebiT iqneba akrebili. amgvarad, Seqmnili 
geqnebaT sakuTari saqaRalde.  
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nax. 3.5. dinamikuri meniu, axali saqaRaldiTa da niSnakis qvemeniuTi 

 
3.6. iarliyebis (niSnakebis) dalageba 

                            
dinamikuri meniudan airCieT brZaneba Arrange Icons (iarliyebis dalageba), gamova 

qvemeniu iseTi saxiT, rogoric naCvenebia 3.6 nax–ze. airCieT CamonaTvalidan saWiro 
brZaneba da erT-erT maTganze daawkapuneT marcxena klaviSze erTjer, maSin 
saqaRaldeSi iarliyebi dalagdeba arCeuli variantis Sesabamisad. 

   
nax. 3.6 dinamikuri meniu da iarliyebis dalagebis qvemeniu   

        
3 . 7 .  br Z a n e b a  P a s t e   ( buf erida n  g ad mow er a )  

 

 buferi saSualedo mexsierebaa. warmoidgineT, rom bevri sabuTia Casadebi romelime 

saqaRaldeSi. SedixarT arqivSi (Cven SemTxvevaSi arqivi vinCesteria), unda gaaRoT romelime 
rkinis karada, romlis Tarozec devs Tqveni saqaRalde. amisTvis jer xeli unda 
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gainTavisufloT anu Tqveni sabuTi droebiT unda CamosdoT sadme - magidaze an Taroze, 
Semdeg unda gaxsnaT karada, aiRoT saqaRalde da CaalagoT Tqveni sabuTebi. is magida an 
Taro, razedac droebiT CamosdeT sabuTebi, buferia. am mexsierebaSi Cawera xdeba brZanebiT 
Cut (amoWra) an Copy (gadubleba). makratliT ( ) amoiWreba moniSnuli piqtograma da Caiwereba 
buferze, xolo brZanebiT _ Copy, moniSnuli piqtograma aqac rCeba da buferzec iwereba. 

roca saqaRalde gaxsnilia da Sig Casadebia sabuTebi, amas Seesabameba dinamikuri 
anu Pop–menius brZaneba Paste (buferidan gadmowera). Tu brZaneba vercxlisferia, es 
niSnavs, rom buferi carielia, winaswar unda ixmaroT brZaneba Copy an Cut da amis 
Semdeg SeiZleba gamoiyenoT dinamikuri meniudan brZaneba Paste, romelic buferidan 
gadmowers informacias. igi masSi rCeba manam, sanam iq axal informacias ar CawerT 
an sanam manqanas ar gamorTavT.  
 

3.8. S t a r t  –  m e n i u  
 

maCvenebeli daayeneT magidis qveda striqonis marcxena kuTxeSi brZanebaze Start da 
daartyiT marcxena klaviSs erTjer. gamova Start  meniu.   

 

 
nax. 3.7. Start menius CamonaTvali 

 
masSi doneebisa da qvedoneebis mixedviT Calagebulia im programebis CamonaTvali, 

romlebic Cawerilia (dainstalirebulia) xist diskoze (vinCesterze) (nax. 3.7),  
ganvixiloT zogierTi maTgani. 

 
Programs  (programebi) 

 
es striqoni saSualebas iZleva ekranze gamoitanil iqnes kompiuterSi arsebuli 

programebis CamonaTvali. CamonaTvalSi SeiZleba erT doneze imyofebodes rogorc 
programebis jgufi (saqaRalde), ise calkeuli programa.  

programebis CamonaTvals aqvs erTmaneTSi Calagebuli ramdenime done. Tu 

CamonaTvalSi dasaxelebis marjvniv dgas samkuTxedi niSnaki (4), es niSnavs, rom 
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gaxsnili iqneba programebis Semdegi sia. gaxsna saTanado striqonis moniSvnis 
Sedegad xdeba avtomaturad. 
 
Documents (sabuTebi) 
 

es momxmareblis mier Seqmnili sabuTebis siaa, romelSic inaxeba failebis 
saxelebi. sakmarisia igi gamoitanoT ekranze, airCioT sabuTi da  SeudgeT mis 
damuSavebas. siaSi inaxeba failebis saxelebi, romelTa gamoZaxeba Semdgomi 
redaqtirebisaTvis xdeba miTiTebuli asociaciis safuZvelze. 

  
Settings  (dayeneba /daniSvna) 
 

 
nax. 3.8. Control Panel–isa da Printer–is fanjrebi 

 
Setting-Si CarTva saSualebas gaZlevT daayenoT axali mowyobiloba an kompiuteris 

parametrebi. mag., gsurT axali printeris dayeneba, irCevT brZanebas Settings My 
Computer Control Panel Print (daniSvna Cemi kompiuteri marTvis paneli beWdva) da 
daawkapunebT marcxena klaviSze 2-jer. gaixsneba fanjara Printer-is dasayeneblad,   
(nax. 3.8). 

daismeba kiTxva, “gindaT printeris damateba? - (Add Print)“, miscemT dasturs, gamova 
fanjara, sadac CamoTvlilia printerebis Sesabamisi programebi (nax. 3.9), waikixeT 
printeris saxeli da tipi da  gaxseniT sia, risTvisac patara samkuTxedis niSnakze 

(u) daawkapuneT marcxena klaviSiT, gamova printerebis tipebi, airCieT saWiro tipi -  
matriculi, Wavluri an lazeruli. Semdeg gverdiT patara fanjaraSi gamova kidev 
sia, airCieT saWiro programa da daawkapuneT klaviSze – Next (momdevno), ramdenime 
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SekiTxvas kidev upasuxeT da bolos daawkapuneT klaviSze Finish (damTavreba). 
programis muSaobis Semdeg beWdvis fanjaraSi gamoCndeba printeris piqtograma. 

                                      
nax. 3.9. Add  Printer Wizard (sabeWdis damatebis ostatis) fanjara 

 
sabeWdi mowyobilobis sxvagvarad dasayeneblad SegiZliaT gverdi auaroT My 
Computer-is  (Cemi kompiuteris) da Control Panel-is (mmarTveli paneli) gamoyenebas da 
uSualod isargebloT brZanebiT Settings Printer (daniSvna printeri).  

 gaiTvaliswineT, rom grafikuli garemos fanjrebiT muSaobis dros, erTi da igive 
operacia SegiZliaT sxvadasxvagvarad SeasruloT. 

 
nax. 3.10. Start meniudan CamtvirTavi failis niSnakis Seqmnis qvemeniu 

 
Tu magidaze CamtvirTavi failis niSnaki ara gaqvT dayenebuli, maSin gadixarT 

meniudan Start Programs,  gamova qvemeniu, CaaTvaliereT, monaxeT Microsoft Word, daayeneT 
masze maCvenebeli da marjvena klaviSis daxmarebiT SeasruleT operacia – 
“gadaTreva”, ris Sedegadac samuSao magidaze gaCndeba Setyobinebis fanjara, airCieT 
CamonaTvalidan  Create Shortcut(s) (niSnakis Seqmna) (nax. 3.10).A 

nebismieri failis CamtvirTavi failis niSnaki SegiZliaT SeqmnaT aRwerili  
gziTac da sxvagvaradac. ase, magaliTad, Tu gindaT, rom magidaze SeqmnaT xatvis 
redaqtoris Paint–is niSnaki (meore gziT), maSin gamoitaneT dinamikuri meniu,  airCieT 
brZaneba New Shortcut (axali niSnaki), daawkapuneT marcxena klaviSze, ris Sedegac 
gaixsneba dialoguri fanjara. daawkapuneT klaviSze Browse  (failis arCeva), gamova 
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failebis arCevis fanjara, monaxeT saqaRalde C:\Programs (programebi) da daawkapuneT 
2-jer marcxena klaviSze. gaixsneba es saqaRalde, moZebneT iq MS Paint (gamoiyeneT 
liftic), maCvenebeli daayeneT masze da daawkapuneT marcxena klaviSze 2-jer. Paint.exe 
failis misamarTi Caiwereba brZanebiT striqonSi, axla fanjris qvemoT airCieT 
klaviSi Next (momdevno) da daawkapuneT masze 1-jer, sistema gekiTxebaT, “saxelis 
Secvla xom ar gindaT?”. datoveT igive saxeli (ar SecvaloT), daxedeT fanjris 
qvemo nawils da iq klaviSi Next aRar iqneba, samagierod iqneba klaviSiFFinish (e.i. 
naxati piqtogramas aqvs), daawkapuneT am klaviSze da magidaze Seiqmneba Paint–is 
niSnaki. 
 
Run  (programis Sesruleba) 
 

es brZaneba brZanebiTi striqonis analogiuria. SegiZliaT SeitanoT programis an 
failis saxeli. Tu programa ar sruldeba, Tqven ki darwmunebuli xarT misi saxelis 
sisworeSi, maSin brZanebiT striqonSi miuTiTeT Sesasrulebeli failis sruli 
misamarTi. 
 
Find (povna) 
 

am brZanebiT xdeba failis Zebna lokalur diskoebze an sabuTis Zebna 
kompiuterul qselSi (nax. 3.11).   

 
nax. 3.11. brZaneba Find (Zebna) da misi qvemeniu 

 
nax-ze  miTiTebuli brZanebis arCevis Semdeg gamodis  fanjara Find: All Files (Zebna: 

yvela failSi). iq erT-erT striqonSi weria C:\, e.i. ZebnisTvis aqtiuria C disko 
(vinCesteri). akribeT mosaZebni failis saxeli gafarToebis CaTvliT an saqaRaldis 
saxeli,  mieciT dasturi da daiwyebs Zebnas. 
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nax. 3.12. failis Zebnis fanjara 

 
failis an saqaRaldis Zebnis dialogur fanjaras aqvs sami Canacvleba: failis 

saxeliT, TariRiT da zomiT. saxeliT Zebnis Canacvlebis gaaqtiurebis dros failis 
Zebnis dialoguri fanjara gamoiyureba ise, rogorc es naCvenebia  nax. 3.12-ze. 

 
      nax 3.13. brZaneba Find  (ZebniT) moZebnili failis misamarTi 

 
Tu ipovis, ekranze dawers failis saxels, Tu ver ipovis, wers No find File-s (ver 

vipove). Tu fails ver moZebnis, daawkapuneT klaviSze New Search (xelaxla Zebna) da 
gaimeoreT an SecvaleT diskos (saqaRaldis) saxeli, manam, sanam ar moZebnis. 
moZebnili failis srul misamarTs amoitans ekranze, romelic gamoiyureba ise, 
rogorc es 3.13 nax-zea naCvenebi. 
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Shut Down (brZaneba kompiuteris gamosarTavad) 
  

es brZaneba amzadebs kompiuters kvebidan gamosarTavad. misi Sesrulebis Sedegad, 
saWiro monacemebi mexsierebidan gadiwereba diskoze (vinCestrze). ixureba yvela 
aqtiuri danarTi, xdeba qseluri SeerTebis koreqtuli daxurva da a. S. brZanebis Shut 
Down gaaqtiurebis Semdeg ekranze gamodis fanjara (nax. 3.14).  

 
nax. 3.14. kompiuteris gamosarTavi brZaneba Shut Down 

 
Tu airCevT im variants, romelic nax-zea SemoTavazebuli da miscemT dasturs, 

maSin daixureba yvela aqtiuri programa da SegiZliaT kompiuteris gamorTva 
kvebidan (SeecadeT gamogimuSavdeT Cveva, muSaobis damTavrebis dros isargebloT 
miTiTebuli brZanebiT). 

Tu airCevT Restart-s (xelaxla CatvirTvas), kompiutri CaitvirTeba Tavidan, xolo 
Tu airCevT Restart in MS DOS mode-s (MS DOS-is CatvirTva), kompiuteri CaitvirTeba MS 
DOS-is reJimSi. 
 

F3.9. f a n j r e b i  
 
ganasxvaveben orgvar fanjaras: 
 
1. dirqtoriis Sesabamis fanjaras anu saqaRaldes (nax. 3.15.) 
2. dialogur fanjaras. 
es fanjrebi agebulebiT mkveTrad gansxvavdebian erTmaneTisagan. 
 

a. saqaRaldis Sesabamisi fanjris agebuleba 
 

dinamikuri (Pop) meniudan airCieT brZaneba New (axali), SeqmeniT New Folder (axali 
saqaRalde) da SeucvaleT saxeli. daayeneT maCvenebeli piqtogramis naxatze da 
daawkapuneT marcxena klaviSze 2-jer. gaixsneba fanjara, romelic waikiTxeba 
Semdegnairad: 

I – lurji feris  striqonSi xatia saqaRalde da weria Tqven mier darqmeuli 

saxeli. imave striqonis boloSi, marjvniv aris niSnakebi         2      r. 
II – striqonSi weria fanjris meniu:  

  
File           Edit         View       Format           Tools           Table         Window            Help 
faili  red.   naxva   format.   iaraRebi  cxrili  fanjara  daxmareba 
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s brZanebebs: New (axali failis Seqmna), Open (arsebuli failis gaxsna) da 

Save
eba da 

ferze gadawera), Paste (buferidan gadmowera).    

 
nax. 3.15. saqaRaldis Sesabamisi fanjara 

s 
nax

arTebis striqoni. striqonis TavSi weria Addreess (misamarTi) da ase 
moiyureba:  

ddreess                                                                                             
 

iaT Secvla diskos an saqaRaldis, e.i.  
air

 mxares iwereba fanjris obieqtebis saxelebi, 
maT

s striqonSi, daiwereba ramdeni obieqtia arCeuli (moniSnuli) da Sesabamisi 
oma.  

 

 

File – Seicav
 (Senaxva); 
Edit – redaqtirebis brZanebebi: Undo (aRdgena) wina brZanebis, Copy (gadubleba/kopir

buferze gadawera), Cut (amoWra da bu
View (klaviSebis gamoCena) da a.S. 

 
III - striqonSi xelsawyoebis (iaraRebis) klaviSebia. ZiriTad meniuSi xSirad 

gamosayenebl  brZanebebs aqvs naxatebi. mag., New , Open , Save , Print  da a.S. e
atebi moTavsebulia klaviSebze da am striqons iaraRebis striqons uwodeben.    
IV – misam

ga
 
 A

Tu patara Sav samkuTxedze daawkapunebT  marcxena klaviSiT, gaixsneba diskoebisa 
da direqtoriebis CamonaTvali. aqedan SegiZl

CevT gzas (misamarTs) sasurvel failamde. 
V – es striqoni araa, is fanjris ZiriTadi nawili -  fanjris tania. masSi 

CaalagebT sasurvel obieqtebs. marcxena
i modifikaciis  TariRi da zomebi. 
VI –statusis striqoni, sadac weria, Tu ramdeni obieqtia mocemul saqaRaldeSi 

da ra moculoba ukavia maT kb-Si an mb-Si. Tu moniSnavT ramdenime piqtogramas 
statusi
z
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b. m
  

oqmedebebi fanjaraze 

peracia saWiroa or redaqtorTan an or 
sabuTTan

aawkapunebT marcxena klaviSs erTjer, 
fan

e da marcxena klaviSze 2-jer daawkapunoT, e.i. 
Cveu

is mimarT cvlis,   
e.i. erTdroulad ki

 
nax. 3.16. saqaRaldis Sesabamisi fanjara liftebiT 

    minusiT  xdeba fanjris minimizacia. am dros igi ar ixureba. ras niSnavs “ar 
ixureba"? roca fanjara gaxsnilia, maSin magidaze, qvemoT Start–is striqonSi weria am 
fanjris saxeli. rodesac  -ze awkapunebT marcxena klaviSiT, maSin fanjris 
minimizacia ki xdeba, magram am striqonSi misi saxeli ar qreba da Tu gindaT isev 
aRadginoT es fanjara, unda daawkapunoT amave striqonSi mis saxelze erTjer, 
gamova es fanjara. ar daawkapunoT piqtogramaze orjer, Torem igive fanjara meored  
gaixsneba da operatiuli mexsiereba gadaitvirTeba. minusiT fanjris minimizaciis 
operacias uwodeben “Camogdebas”. es o

 erTdroulad muSaobis dros.  

 Tu 2 - ormag marTkuTxedze daawkapunebT macxena klaviSiT erTjer, maSin 
moxdeba am fanjris maqsimizacia ekranis zomamde da es niSnaki gaordeba, Tu am 
gaormagebul marTkuTxedze xelaxla d

jaras daubrundeba pirvandeli zoma.  

r - Tu am niSnakze daawkapunebT marcxena klaviSs, maSin fanjris minimizaciac 
moxdeba da daixureba kidec. rom darwmundeT, daxedeT Start–is striqons, iq am 
fanjris saxeli aRar iqneba. Tu gindaT igi xelaxla gaxsnaT, maCvenebeli unda 
daayenoT mis piqtogramaz

lebrivad unda gaxsnaT. 
SegiZliaT fanjris zoma survilis mixedviT gazardoT siganeSi, simaRleSi an 

diagonalze. amisaTvis maCvenebeli gadaatareT fanjris kideebze. roca gamoCndeba 
ormxrivi Savi isari ( ), daaWireT marcxena klaviSs xeli da gadaaadgileT Tagvi 
Sesabamisad marjvniv, marcxniv, zeviT an qveviT da fanjris zoma SegiZliaT 
SecvaloT. es isari Cndeba horizontaluradac, vertikaluradac da fanjris 
kuTxeebSic. kuTxeebSi gamoCenili isari fanjris zomas diagonal

dec aganierebs da kidec amaRlebs an piriqiT. 

 
roca fanjara aqtiuria, fanjris saTauris striqoni lurji ferisaa. Tu am lurj 

striqonze daayenebT maCvenebels da marcxena klaviSs daaWerT xels, Semdeg ki 
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gad

ti (Scrol bar), 
rom

moZraveT Tagvi. marTkuTxedis gadaadgilebis Sesabamisad 
udgeT 

praqtikulad muS

 

ebeli, aitaneT sul 

 saxels, CaayeneT 

striqoni? I – saxelis, II – menius, III – iaraRebis, IV – 
misamarTis, dabolos VI – statusis. Tu romelime ar Cans, unda gamoaCinoT, 
risTvisac saWiroa: 

 

aaadgilebT Tagvs, fanjara gamogyvebaT da sadac gindaT iq daayenebT, e.i. 
fanjara moZraobs.  

Tu fanjris tanSi obieqtebis raodenoba imdenad didia, rom ar yofnis fanjris 
zoma, maSin avtomaturad Cndeba vertikaluri an horizontaluri lif

liTac xdeba awev-daweva an marcxniv, an marjvniv gadaweva. es lifti Sedgeba 
TavSi da boloSi ori kvadratisagan, SuaSi ki marTkuTxedia (nax. 3.16.). 

Tu es marTkuTxedi mibjenilia romelime kvadratze, maSin meore kvadratze unda 
daawkapunoT marcxena klaviSi da nel-nela aiwevs an daiwevs (gadaiwevs marcxniv, an 
marjvniv), an meorenairad: daayeneT maCvenebeli marTkuTxedze, daaWireT xeli 
marcxena klaviSs da a
gamoCndeba fanjaraSi is obieqti, romelic ar Canda. axla SegiZliaT Se

aobas.  

nax. 3.17. dinamikuri meniu da axali saqaRaldis SeqmnisaTvis qvemeniu 
 

Tu magidaze gaqvT saqaRalde, romelic zemoT SeqmeniT, xom kargi, Tu ara da 
SeqmeniT Tavidan, risTvisac iqceviT Semdegnairad:  

1) gamoiZaxeT dinamiuri Pop (dinamikuri meniu), cariel adgilze daayeneT 
maCvenebeli da daawkapuneT marcxena klaviSze (nax. 3.17). 

airCieT brZaneba New,  isris paralelurad gadaitaneT maCven
maRla sadac weria Folder (saqaRalde) da daawkapuneT marcxena klaviSze, Seiqmneba 
axali saqaRalde, romlis saxelic moniSnulia (lurji ferisaa); 

2) daawkapuneT maCvenebeli klaviSze Delete, waSlis saqaRaldis
kursori da daarqviT axali saxeli. gaitaneT kursori cariel adgilze da 
daawkapuneT marcxena klaviSze. damTavrda saqaRldis Seqmna. 

3) axla gaxseniT Tqven mier Seqmnili saqaRalde. igi carieli fanjaraa. daxedeT, 
Cans Tu ara yvela 
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nax. 3.18. brZaneba View-is (naxvis)  qvemeniu 

 
airCioT menius brZaneba View (naxva / gamoCena) da masSi monaxoT Semdegi brZanebebi: 

Standard Button (standartuli iaraRebi), Address Bar (misamarTebis striqoni), Status Bar 
(statusiis striqoni), Large Icons (didi piqtogramebi), Small Icons (patara iarliyebi), List 
(sia), Details (sruli informacia). alami eqneba Large Icons e.i. didi iarliyebi Cans 
fanjaraSi; axla Tu airCevT Small Icons-s (patara iarliyebs) da daawkapunebT marcxena 
klaviSze, alami mas dauyendeba da Large Icons-s moexsneba. Tqven fanjaraSi iarliyebi 
dapataravdeba. axla, Tu airCevT List (sias), maSin iarliyebi (piqtogramebi) siis 
CamonaTvalis saxiT daiwereba, dabolos, Tu airCevT Details–s, iarliyebis siis 
CamonaTvals miewereba svetebSi tipi; zoma da Seqmnis TariRi (anu sruli  
informacia) (nax. 3.18). 

Tu alami ukve ayenia da masze daawkapunebT marcxena klaviSs, is alami moixsneba da 
striqonic fanjaraSi gaqreba, Tu alami ar ayenia da ise daawkapunebT  marcxena 
klaviSs alami gaCndeba da striqonic gamoCndeba, e.i. erTjer dawkapunebiT alami 

moixsneba, xelaxla amave brZanebaze dawkapunebiT, alami dayendeba.  
 

es brZanebebi Tqven mier Seqmnil fanjaraSi iaraRebis striqonzec aris 
moTavsebuli.  

aseT naxats naxavT striqonis boloSi. Tu ar Cans fanjara, gazardeT 
igi siganeSi da gamoCndeba. gaxseniT axla patara Savi samkuTxedi  
masze dawkapunebiT da gamoCndeba brZanebebis CamonaTvali (qvemeniu). 

iaraRebis striqonSi aris brZaneba Undo. es brZaneba aRadgens wina 
brZanebas. mag.,  Tu  SemTxveviT waSaleT romelime piqtograma, daartyiT 

am klaviSs da aRdgeba waSlili piqtograma. Tu gaaCerebT maCvenebels am klaviSis 
qveS, gamoCndeba brZanebis dasaxeleba Undo Delete (waSlilis aRdgena), Undo Copy 
(gadublebulis gauqmeba) an Undo Rename (Zveli saxelis aRdgena). Tu arc erTi 
brZaneba ara gaqvT, Sesrulebuli Undo brZaneba ar muSaobs (araa aqtiuri). 

iaraRebis striqonidan airCieT rigrigobiT TiToeuli klaviSi, daayeneT mis qveS 
maCvenebeli, ar daartyaT marcxena klaviSs da daelodeT. klaviSis qveS gaCndeba is 
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brZaneba, romelic damagrebulia masze. SeecadeT Tqven TviTon gamoaCinoT brZanebaze 
warwera da daimaxsovroT, romel klaviSze ra brZanebaa damagrebuli.   

xmlebia daxatuli wiTlad. am klaviSze damagrebulia brZaneba Delete 
(waSla). Tu Tqven fanjaraSi moniSnavT romelime piqtogramas da daartyamT 

aRniSnul klaviSs, ekranze gamova SekiTxva, “darwmunebuli xarT, rom sanagveSi 
gadaagdoT?“ Tu daeTnxmebiT e.i.  daartyamT klaviSze Yes, es piqtograma gadaitaneba 
sanagve urnaSi, Tu gindaT misi ukan dabruneba, daartyiT klaviSze  Undo.  
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Line Up Icon  (erTi doniT maRla) mas daewereba.  vTqvaT, gaxsnili gaqvT romelime 
saqaRalde, masSi kidev gaxseniT sxva saqaRalde da a. S. Tu Sesuli xarT Rrmad, 
ramdenime doniT da  dagWirdaT wina doneze gadasvla, (Up) klaviSis gamoyenebiT 
gadadixarT erTiT wina doneze da TandaTanobiT gadaxvalT yvelaze maRal doneze, 
sabolood ki vinCesterze. 

amave iaraRebis striqonze damagrebulia daxuruli saqaRalde patara is-
riT. daayeneT masze maCvenebeli da daelodeT brZanebis saxelis gamoCenas. 

iaraRebis striqonze damagrebulia agreTve brZanebebi: Cut, Copy, 
Paste, eseni redaqtirebis brZanebebia da xSirad ixmareba moniS- 

nuli iarliyebis (piqtogramebis) amosaWrelad da buferze Casawerad, kopirebisaTvis 
da buferidan gadmosawerad sxva fanjaraSi an sxva saqaRaldeSi.  
 

redaqtirebis brZanebebi Cut, Copy da Paste gvaqvs rogorc konteqstur da dinamikur 
meniuSi, aseve TiToeuli saqaRaldis (fanjris) meniuSic. amitom moniSnuli 
iarliyebis (piqtogramebis) waSla, saxelis Secvla, an gadubleba da buferidan 
gadmowera SeiZleba konteqsturi da dinamikuri meniudan, TviT saqaRaldis fanjris 
meniudan an xelsawyoebis striqonidanac. Windows–Si xSirad erTi da imave 
brZanebebis Sesruleba sxvadasxva saSualebiT xdeba.  
 

3.10. di aloguri  fa njara  
 

dialoguri fanjara gamoiyeneba momxmareblis mier saWiro parameterbis 
dasayeneblad. meniuSi brZaneba, romelsac boloSi uzis sami wertili, uSualod 
masze dawkapunebiT ar sruldeba,  iZaxebs dialogur fanjaras.  
 
dialoguri fanjris agebuleba: 

I – striqonSi weria fanjris saxeli, amave striqons boloSi uzis X da ?;  

II – striqonSi ganlagebulia fanjris Camnacvleblebi (Cven SemTxvevaSi fanjris 
Canacvleba xdeba, poligrafiaSi ki - furclis). yoveli Camnacvleblis gaxsnis Semdeg 
gamodis isev dialoguri fanjara, velebiT, siis Semcveli velebis parametrebiT, 
almebiTa  da gadamrTvelebiT. garda amisa, dialogur fanjaraSi moTavsebulia 
sxvadasxva brZanebiTi klaviSebi, ase mag., New (axali), Browse (failis arCeva), Next 
(momdevno), Finish (damTavreba),   Ok (dasturi), Cancel (moxsna) da sxv. (nax. 3.19).    
 
 



dialoguri fanjrebi erTi standartuli formis ar aris maT sxvadasxva forma 
aqvT. dialogur fanjaraSi romelime Camnacvleblis arCevis Semdeg, gamodis axali 
dialoguri fanjara, daayenebT TqvenTvis saWiro parametrebs da miscemT dasturs 
OK klaviSze dawkapunebiT.  

siidan arCeva – es varianti gamogadgebaT maSin, rodesac winaswar iciT 
SesaZlo varianti CamoTvlili informaciidan. siis vels boloSi uzis patara Savi 

samkuTxedi (u), romlic ixsneba masze Tagvis marcxena klaviSis erTjer 
dawkapunebiT. Tu sia didia, maSin mas uCndeba vertikaluri lifti da misi 
saSualebiT aswevT/ daswevT da ipoviT sasurvel monacems. 

 
 

nax. 3.19. dialoguri fanjara Display Properties (ekranis parametrebi) 
 
 

3.11. k l a v i S i  - Browse 
 

es klaviSi dialoguri fanjrebis umravlesobas aqvs. masze erTjer 
dawkapunebiT gaixsneba failebTan muSaobis (arCevis) tipuri dialoguri fanjara. 
misi saSualebiT SegiZliaT SecvaloT saqaRalde an disko, e.i. SegiZliaT monaxoT 
nebismieri misamarTis mqone faili, ris Semdegac gza, romelic gaiareT am 
failamde, fiqsirdeba (Caiwereba avtomaturad).  
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3.12. fi q s ir e buli p ar a m etre b i  
 

dialogur fanjaraSi SeiZleba iyos mTeli rigi parametrebisa, romlebic 
SegiZliaT “CarToT” an “gamorToT”. patara TeTr kvadratebSi, romlebic 
parametrebis marcxena mxaresaa moTavsebuli, ayenebT an moxsniT alams. Tu alami 
ayenia, niSnavs, rom parametri CarTulia, Tu alami ar ayenia, e.i. parametri 
gamorTulia. Tu maCvenebels daayenebT parametris saxelze an mis gverdiT TeTr 
kvadratze da marcxena klaviSze daawkapunebT erTjer, parametri “CairTveba” 
(alami dadgeba), Tu isev daawkapunebT masze, parametri “gamoirTveba” (alami 
moixsneba). 

zogi parametris gaswvriv TeTri wrea, romelsac   gadamrTvels eZaxian.  am 
wreSi dayendeba muqi Savi wertili, romlis moxsna an dayeneba xdeba saTanado 
parametris arCeviT da klaviSze Space (hari) erTjer daawkapunebT. 

 
3.13. di alogur fa njar aS i  t e q st i s  r ed a qtir e b a  

 
dialogur fanjaraSi arsebuli  teqstis, redaqtireba xdeba orgvarad: 

1. teqstis striqonis boloSi gamosaxulia niSnakebi (v) (erTmaneTze dadgmuli 
ori muqi patara samkuTxedi). Tu maCvenebels daayenebT zeda samkuTxedze da 
mimdevrobiT  daawkapunebT masze, dainaxavT, rom teqsti Seicvleba. kerZod, 
Tu teqstSi ricxvebia, zeda klaviSze dawkapunebiT ricxvebi mimdevrobiT 
izrdeba, xolo  qveda samkuTxedze dawkapunebiT ricxvebi klebulobs.  

2. moniSneT teqsti, risTvisac maCvenebeli daayeneT am teqstis nebismier asoze 
da marcxena klaviSiT orjer daawkapuneT masze, teqsti moiniSneba. 
SegiZliaT waSaloT moniSnuli teqsti da akrifoT TqvenTvis sasurveli 
teqsti, an klaviSebiT Home, End gadaitanoT kursori TavSi an boloSi da 
Sesabamisad waSaloT klaviSebiT Delete, BackSpace. 
gaxsovdeT! teqsti jer unda moniSnoT da Semdeg gamoiyenoT wamSleli     
klaviSebi. 

  
parametrebis SerCevisa da dasturis micemis Semdeg, daxureT dialoguri 

fanjara klaviSis  Close-s (daxurva)  gamoyenebiT an fanjris saxelis striqonis 
marjvena kuTxeSi X - simboloze erTjeradi dawkapunebiT.  

praqtikuli varjiSis mizniT, gaxseniT samuSao magidaze Tqven mier Seqmnili 
saqaRalde, fanjris tanis Tavisufal adgilze daayeneT maCvenebeli da 
daawkapuneT marjvena klaviSze (e.i. gamoitaneba dinamikuri meniu), airCieT brZaneba 
New Folder (axali saqaRalde) da daawkapuneT marcxena klaviSze erTjer. gamova 
dialoguri fanjara, monaxeT masSi klaviSi Browse (failis arCeva) da daawkapuneT 
masze erTjer. gaixsneba failis arCevis fanjara. airCieT romelime saqaRalde da 
daawkapuneT masze orjer. Tu masSi iqneba sxva saqaRalde, isic gaxseniT, airCieT 
romelime CamtvirTavi faili, daawkapuneT masze orjer. gza, romelic gaiareT am 
failamde, fiqsirdeba dialoguri fanjris brZanebiT striqonSi.  

airCieT klaviSi Next (momdevno) da daawkapuneT masze erTjer, dialoguri 
fanjris brZanebiT striqonSi iwereba am failis saxeli,  sistema gekiTxebaT, “es 
saxeli davarqvaT Tu saxelis Secvla gsurT?”. SegiZliaT saxeli SecvaloT an ar 
SecvaloT, an datovoT SemoTavazebuli, gaagrZeleT muSaoba, risTvisac 
daawkapuneT maCvenebliT klaviSze NNext an  Finish, imis mixedviT, Tu romelia 
aqtiuri. Tu aqtiuria klaviSi Next daawkapuneT isev Next–ze, ris Sedegadac 
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ekranze gamoisaxeba Windows–is naxatebi, sistema gTavazobT arCevans, Tu romeli 
naxati dauyenos Tqvens fails (es xdeba maSin, roca CamtvirTav fails MS DOS–Si 
ara aqvs naxati). airCieT naxati da daawkapuneT marcxena klaviSze, ris Semdegac 
aqtiuri iqneba klaviSi Finish, daawkapuneT masze  da Tqven saqaRaldeSi Seiqmneba 
CamtvirTavi failis piqtograma. saqaRaldisagan gansxvavebiT, am piqtogramis 
marcxena qveda kuTxeSi iqneba patara Savi isari. Tu iseTi faili SearCieT, 
romelsac naxati aqvs dayenebuli MS DOS–Si, maSin saxelis darqmevis Semdeg 
fanjris qveviT klaviSi Next (momdevno) aRar gamoCndeba da aqtiuri iqneba klaviSi 
Finish (damTavreba). es  niSnavs, rom programas axlavs naxati da Windows–is naxatebs 
sistema aRar SemogTavazebT. klaviSze Finish (damTavreba) dawkapunebiT iarliyis 
Seqmnis procesi dasruldeba da SegiZliaT daxuroT dialoguri fanjara.  

savarjiSo. dialoguri fanjris ukeT gacnobis mizniT samuSao magididan 
airCieT piqtograma My Computer (Cemi kompiuteri), daawkapuneT masze 2-jer marcxena 
klaviSiT, gaixsneba saqaRalde. daaTvaliereT da airCieT My Computer Control 
Panel Display (Cemi kompiuteri marTvis paneli ekrani) da daawkapuneT 2-jer marcxena 
klaviSze, gaixsneba dialoguri fanjara Display Properties (ekranis parametrebi). 
rogorc yvela dialogur fanjaras, masac gaaCnia velebi, airCieT mimdevrobiT 
TiToeuli veli, daartyiT marcxena klaviSs, daaTvaliereT parametrebi, SegiZliaT 
zogi SecvaloT, oRond am reJimidan gamosvlis win daartyiT klaviSs Cancel 
(moxsna) da ar daimaxsovrebs, Seinaxavs isev Zvel parametrebs. aseve SegiZliaT 
airCioT Date/Time (TariRi/saaTi), saqaRaldeSi Control Panel (marTvis paneli) naxoT, 
SecvaloT parametrebi, oRond ar daamaxsovroT,  risTvisac daawkapuneT isev 
klaviSze Cancel (moxsna). 

gaxsovdeT! sxvisi kompiuteri Tqvens nebaze ar unda gadaawyoT. roca kargad 
SeiswavliT kompiuterTan muSaobas, eTikis dacviT SeiZleba zogi ramis Secvla.  

 
muSaoba ramdenime fanjarasTan  

Back Next Finish Cancelimave fanjris qveviT aris klaviSebi: 

SeqmeniT axali saqaRalde, risTvisac:  
1. dinamikuri (Pop) meniudan airCieT brZaneba New Folder (axali saqaRalde);  
2. SeucvaleT saxeli da gaxseniT saqaRalde; 
3. gaxseniT adre Seqmnili saqaRaldec. axla ukve ori saqaRalde gaqvT samuSao 

magidaze. es fanjrebi ise ganalageT, rom orive fanjara Candes kargad. 
daiwyeT piqtogramebis gadawera erTi fanjridan meoreSi, risTvisac 
SeasruleT Semdegi mimdevroba:  

4. moniSneT adre Seqmnil saqaRaldeSi romelime piqtograma, airCieT meniudan 
(an iaraRebis striqonidan) brZaneba Copy (dubli); 

5. gaaqtiureT axali saqaRalde, romelic carielia, risTvisac sakmarisia 
fanjris nebismier adgilas daayenoT maCvenebeli da daawkapunoT masze. 
fanjris saTauris striqoni gaxdeba lurji feris, e.i. fanjara aqtiuria. 

6. airCieT meniudan (an iaraRebis striqonidan) brZaneba Paste (gadmowera) da 
daawkapuneT marcxena klaviSiT, piqtograma gadmoiwereba axal fanjaraSi da 
Zvel fanjaraSic darCeba; 

7. gaimeoreT es operacia axla sxva piqtogramaze. 
8. SeqmeniT romelime fanjaraSi arsebuli piqtogramis dubli. amisaTvis 

maCvenebeli daayeneT piqtogramaze da daartyiT erTjer Tagvis marjvena 
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9. axla airCieT iseTi piqtograma, romelic erT fanjaraSi aris, meoreSi ki 
ara. daayeneT masze maCvenebeli, daaWireT marjvena klaviSs xeli da 
amoZraveT Tagvi, piqtograma daiZvreba (gamogyvebaT), gadaaTrieT meore 
fanjaraSi, daayeneT sasurvel adgilas da auSviT xeli, e.i. piqtograma erTi 
fanjridan gadaitaneba meore fanjaraSi menius brZanebebis gamoyenebis 
gareSe – “gadaTreviT”.  

10. axla erTi fanjara daafareT meores, risTvisac aqtiuri fanjris saxelis 
striqonze daayeneT maCvenebeli, daartyiT marcxena klaviSs xeli da 
amoZraveT Tagvi. fanjara gamogyvebaT da daafareT meore fanjaras ise rom, 
cota adgili mainc Candes.  Tu gsurT qveS moqceuli fanjris gaaqtiureba, 
saWiroa maCvenebeli daayenoT qveda fanjris nebismier adgilze, romelic 
Cans da daawkapunoT erTjer, qveda fanjara amova maRla da saxelis 
striqoni lurji feris iqneba, e.i. es fanjara aqtiuria, meore ki moeqca mis 
qveS. axla meore fanjara gaaaqtiureT amave wesiT da a.S.  

11. SegiZliaT erTi fanjara CamoagdoT    -iT,   meore gaaaqtiuroT, moniSnoT 
masSi romelime piqtograma,  Semdeg iaraRebis striqonze daartyaT 
makratels (Cut), e.i. amoWeriT igi am fanjaraSi da gaagzavneT buferze. axla 
es fanjara CamoagdeT   –iT, adre Camogdebuli ki Start - striqonidan 
amoitaneT, (Start striqonSi fanjris saxelze daayeneT maCvenebeli da 
daawkapuneT erTjer) fanjara amova ekranze. iaraRebis striqonidan airCieT 
brZaneba Paste (buferidan gadmowera) da buferidan gadmoiwereT am 
fanjaraSi. Tu iseTi piqtogramis gadmowera xdeba, romlis saxeliTac am 
fanjaraSi ukve arsebobs piqtograma, maSin gamova dialoguri fanjara da 
gatyobinebT, rom es “piqtograma redaqtirebulia ama da am TariRiT da kidev 
gsurT redaqtirebulis Senaxva?” Tu eTanxmebiT, mas gadaawers, Tu ara da 
procesi SeCerdeba.    

 
Windows Explorer–iT gadawera  
sityva Explorer niSnavs gamcilebels (megzurs). misi Sesabamisi piqtograma unda 

iyos samuSao magidaze. Tu igi ar aris magidaze, maSin unda gamoitanoT igi da 
daayenoT Shortcut (niSnakis) dayenebis wesiT. piqtogramaze marcxena klaviSis 2-jer 
dawkapunebiT gaixsneba fanjara. fanjris tani gayofilia or araTanabar nawilad. 
viwro fanjaras aweria All Folders (yvela saqaRalde), meores ki araferi. orivegan 
gamoitaneba failebisa da saqaRaldeebis CamonaTvali. marcxena (viwro) fanjaraSi 
irCevT romelime saqaRaldes, am saqaRaldeSi arsebuli saqaRaldeebi da failebi 
gamoitaneba marjvena (farTo) fanjaraSi (nax. 3.20). 

Tu airCevT Desktop-s (samuSao magida), marjvena naxevarSi gaCndeba samuSao 
magidaze arsebuli piqtogramebi, Tu airCevT moqnil diskos – A:\,  gaCndeba 
moqnili diskos CamonaTvali, Tu airCevT C:\, gaCndeba vinCesteris CamonaTvali da 
a.S. am CamonaTvalidan airCieT romelime faili, mag., Word.doc, meniudan an iaraRebis 
striqonidan aiCieT brZaneba Copy. amiT es faili gadaiwereba buferze. axla 
marcxena fanjaraSi airCieT moqnili disko - A, marjvniv gamoCndeba am diskos 
CamonaTvali. iaraRebis striqonidan airCieT brZaneba Paste da buferidan gadmowerT 
am fails A diskoze an, kidev, marcxena fanjaraSi airCieT Desktop (samuSao magida). 
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marjvena fanjaraSi gamoCndeba masze moTavsebuli piqtogramebi, airCieT erT-erTi 
Tqveni saqaRalde da iaraRebis striqonze daartyiT xeli makratels. es saqaRalde 
amoiWreba magididan da Caiwereba buferze, axla marcxena fanjaraSi daayeneT – A:\  
disko, fanjris meniudan an iaraRebis striqonodan airCieT brZaneba Paste da 
daartyiT marcxena klaviSs. Tqveni saqaRalde mTlianad gadaiwereba – A:\  diskoze, 
magidaze ki aRar iqneba. SegiZliaT misceT brZaneba Undo da daabrunoT igi. aqac 
SeiZleba axali saqaRaldis Seqmna, risTvisac airCieT meniudan brZaneba File New 
Folder (faili axali saqaRalde), akribeT saxeli da mieciT dasturi (an cariel 
adgilze daartyiT maCvenebeli, gamoitaneT dinamikuri meniu da a.S.). 

 
 

nax. 3.20. dialoguri fanjara Exploring (gamcilebeli)   
 

 
3 . 1 4 .  dis kos  d aform at e b a  

 
axal diskoebs daformateba ar sWirdeba, isini daformatebulia muSa diskos 

reJimisaTvis; Tu gindaT, rom moqnil diskoze CaweroT sistemuri failebi (SYS 
gafarTovebis mqone failebi muSa diskoze ar Caiwereba), romlebic Caweris dros  
iTxoven specialur programas diskos daaformateba xdeba Semdegnairad: 

gaxseniT  saqaRalde My Computer (Cemi komputeri), moniSneT moqnili disko A:\  
airCieT meniudan brZaneba File Format (faili formati), gamova dialoguri fanjara 
Format (formati), sadac SemoTavazebulia daformatebis tipebi: 1) Quick (swrafi) 
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daformateba, 2) diskos Full (sruli) daformateba, 3) Copy System files only (sistemuri 
failebis kopirebisaTvis) (nax. 3.21). 

wreebSi wertils ayenebT hari – klaviSze dartymiT, xolo kvadratebSi alams 

ayenebT marcxena klaviSze dawkapunebiT. 
 

daskvna. gadawera sxvadasxvanairad xdeba, brZanebebi ki ar icvleba, kerZod:  
1. gadawera erTi fanjris meniudan meore fanjaraSi (SegiZliaT gamoiyenoT 

brZanebebi iaraRebis striqonidanac); 
2. gadawera konteqsturi meniusa da dinamikuri (Pop) menius gamoyenebiT; 
3. gadawera erTi fanjridan meoreSi gadaTreviT; 
4. gadawera Windows Explorer–is (gamcileblis) saSualebiT. 

 
nax. 3.21. dialoguri fanjara Format (formati) 

 
3.15. font e b i s  i n st alire b a  

 
axali fontis dasamateblad iqceviT Semdegnairad: 
1. samuSao magididan airCevT My Computer Control Panel Fonts (Cemi kompiuteri  

marTvis paneli Sriftebi) an  
2. Start Settings Control Panel Fonts, gamova dialoguri fanjara, sadac ukve 

dayenebulia fontebis sia. axali fontis dasamateblad airCieT fanjris 
meniudan brZaneba File Instal New Fonts (faili axali fontis instalireba), 
gamova dialoguri fanjara Add Fonts (fontis damateba) (nax. 3.22). 
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nax. 3.22. dialoguri fanjara   Add Fonts  (fontis damateba) 

 
gaxseniT am fanjaris veli Drivers (draiverebis sia) an Folders (saqaRalde), 

airCieT is disko an saqaRalde, romelSic Cawerilia dasayenebeli fontebi, velSi – 
List of fonts (fontebis sia) gamoCndeba axali fontebi, moniSneT maTi failebi da 
mieciT dasturi. fontebis saqaRaldeSi Caiwereba axali fontebi. 

ufro martivi gziT - zemoT aRwerilis mixedviT gaxseniT saqaRalde Fonts 
(fontebi) da masSi brZanebebiT Copy da PPaste-s gamoyenebiT CawereT axali 
fontebis failebi.  
 

Recycle Bin (sanagve urna) 
 

es specialuri saqaRaldea, romelSic inaxeba waSlili saqaRaldeebi, 
iarliyebi da failebi. misi piqtograma kalaTaa. sanagve urnaSi 
gadagdebuli failis aRdgena SeiZleba, is jer kidev waSlili ar 
aris. sanagvedan waSlili failis aRsadgenad: 

1. gaxseniT Recycle Bin (sanagve urna); 
2. moniSneT aRsadgeni erTi an ramdenime faili; 
3. airCieT meniudan brZaneba File Restore (failis aRdgena), moniSnuli faili 

aRdgeba anu dabrundeba iq, saidanac waSaleT. 
periodulad saWiroa sanagve urnis gacla (gawmenda), risTvisac unda airCioT 

meniudan brZaneba File  Empty  Recycle Bin, ris Sedegadac sanagve sul dacarieldeba da 
moxdeba yvela failis, iarliyis, saqaRaldis saboloo waSla. am brZanebis Semdeg 
waSlili failebis, iarliyebis, saqaRaldeebis aRdgena aRar moxdeba. 
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I I I  T a v i s  S i n a a r s i   
 

Tagvis xmareba da moniSvnebi; ekranis elementebi (samuSao magida, iarliyebi, 
davalebebis jgufi); meniuebi: konteqsturi, dinamikuri da Start - dawyeba; menius 
brZanebebis variantebi; fanjrebi: fanjris saxeebi,  agebuleba, moqmedebebi maTze; 
saqaRalde da CamtvirTavi failis niSnaki, maTi Seqmna, gadubleba da saxelis 
Secvla; klaviSebi: Start - dawyeba da   Browse - failis Zebnis tipuri fanjris 
gamotana; 
Windows-Tan muSaobis damTavreba; moqnili diskos daformateba; axali fontis 
dayeneba; waSlili saqaRaldis an failis aRdgena.  
 
k iTxv e b i  TviTSemowm ebi s aTvi s  
 

1. rogori sistemaa Windows?; 
2. CamoTvaleT Tagvis saSualebiT Sesrulebuli operaciebi; 
3. ra saxis moniSvnebi arsebobs?; 
4. CamoTvaleT ekranis elementebi? 
5. CamoTvaleT konteqsturi menius brZanebebi; 
6. CamoTvaleT dinamikuri menius brZanebebi; 
7. aRwereT saqaRaldis Sesabamisi fanjara; 
8. aRwereT dialoguri fanjara; 
9. ra msgavseba da gansxvavebaa brZanebebs Soris: Cut (amoWra) da Copy 

(gadubleba); 
10. saidan xdeba axali programis damateba an axali mowyobilobis dayeneba? 
11. risTvis gamoiyeneba brZaneba Start Find (dawyeba Zebna)?; 
12. rodis da ratom aformatebT moqnil diskos?; 
13. rogor iqceviT axali fontis dasamateblad?; 
14. romeli programiT unda moamzadoT kompiuteri gamosarTvelad an 

moaxdinoT xelaxali CatvirTva? 
 

s a v a r j i S o  
 

1. samuSao magidaze SeqmeniT axali saqaRalde da daarqviT saxeli; 
2. gaxseniT saqaRalde da SeqmeniT masSi carieli sabuTebis Sesabamisi 

iarliyebi; 
3. amave saqaRaldeSi SeqmeniT romelime CamtvirTavi failis niSnaki; 
4. SeqmeniT ukve Seqmnili iarliyebis dublebi; 
5. SeqmeniT samuSao magidaze axali saqaRalde sxva saxeliT; 
6. gaxseniT orive saqaRalde, moawyveT fanjrebi saTanadod da gadawereT 

pirveli saqaRaldidan meoreSi (carielSi) ramdenime iarliyi brZanebebis 
Copy (gadublebis), Cut (amoWris) da Paste –s (gadmoweris) gamoyenebiT; 

7. zedmeti iarliyi an iarliyis dubli moaSoreT brZanebiT Delete (waSla); 
8. waSlili iarliyi aRadgineT sanagvidan; 
9. gacaleT Recycle Bin (sanagve); 
10. romelime iarliys SeucvaleT saxeli; 
11. CasdeT diskowamkiTxavSi moqnili disko da gadawereT diskoze Tqveni 

iarliyebi (saqaRalde da niSnakebi); 
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12. daalageT iarliyebi Tqvens saqaRaldeSi saxelis zomis an tipis mixedviT;  
13. gaxseniT Tqveni saqaRalde, airCieT meniudan brZaneba View Toolbars 

(naxva iaraRebi), gamorTeT standartuli iaraRebis striqoni, statusis 
striqoni, misamarTebis striqoni, daakvirdiT fanjris agebulebis 
cvlilebas, Semdeg ki isev aRadgineT TiToeuli maTgani; 

14. CasdeT moqnili disko diskowamkiTxavSi, airCieT samuSao magididan 
iarliyi My Computer (Cemi kompiuteri), daawkapuneT masze orjer marcxena 
klaviSiT, moqnili A - diskos iarliyze daawkapuneT orjer, gamoCndeba im 
iarliyebisa da failebis CamonaTvali, romlebic Cawerilia am diskoze, 
moniSneT ramdenime maTgani da gadawereT Tqven saqaRaldeSi; 

15. CasdeT moqnili disko diskowamkiTxavSi da daaformateT ise, rom SeZloT 
masze sistemuri failebis gadawera. 

  



T a v i  4  

te q sturi reda qtori  MS  WORD’97 

MS Word warmoadgens firma Microsoft–is mier Seqmnil teqstur redaqtors, romlis 
saSualebiTac SeiZleba kompiuteris mexsierebaSi SeitanoT teqsturi da grafikuli 
informacia, gaaformoT da dabeWdoT sabuTi. 

 
teqsturi redaqtoris MS Word –is CatvirTva 

 
 Tu samuSao magidaze gaqvT Word – is CamtvirTavi failis niSnaki, maSin masze 
daayenebT maCvenebels da daawkapunebT marcxena klaviSze orjer, ris Sedegadac 
CaitvirTeba teqsturi redaqtori MS Word-i. Tu magidaze CamtvirTavi failis niSnaki 

ara gaqvT dayenebuli, maSin gadixarT meniudan Start Programs,  gamova qvemeniu, 
CaaTvaliereT, monaxeT Microsoft Word -i, daayeneT masze maCvenebeli da marjvena 
klaviSis daxmarebiT SeasruleT operacia gadaTreva, ris Sedegadac samuSao 
magidaze gaCndeba Setyobinebis fanjara, airCieT CamonaTvalidan  Create Shortcut(s) Here 
(niSnakis Seqmna), (ixileT nax 4.1).A 

 
nax. 4. 1. CamtvirTavi failis niSnakis Seqmnis fanjara 

 
samuSao magidaze niSnakis Seqmnis Semdeg, masze orjer dawkapunebiT CaitvirTeba 
teqsturi redaqtori. Word-is CatvirTvis Semdeg ekranze gamoCndeba, fanjara, 
fanjaraSi  (ixileT nax. 4. 2.)  

 
nax. 4. 2. MS Word-is fanjara CatvirTvis Semdeg 
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Word-is fanjaras zogi eZaxis deda-fanjaras, sabuTisas ki - Svilobils. Tu sabuTis 
fanjaras gazrdiT ekranis zomamde, mas eqneba iseTi saxe, rogoric naCvenebia      
nax. 4. 3. –ze . 

 
nax.  4. 3.  MS Word –is fanjara (deda, Svilobili) 

 

  Windows – Si muSaobis wesebi  unda gamoiyenoT Word - Si, radgan es saofise sistemebi 
Word, Excel, Assess, Paint da  Power  Paint axlavs Windows-s da muSaobis wesebi saerToa.  
 
fanjris bolos, horizontaluri liftis marcxena qveda kuTxeSi,  moTavsebulia 
niSnakebi: 
1. Normal -sabuTi moTavsebulia mTlian fanjaraSiö; 
2. Online layout– sabuTi Cndeba farTo areSi; 
3. Page layout–fanjaraSi sabuTs iseTi saxe aqvs,  rogorc dabeWdvis Semdeg.  
4.  Outline View- sabuTis struqturis Cveneba; 

  Page layout dagWirdebaT fanjris gasasworeblad, romelic SeiZleba airios Word- is  
sabuTSi sxva programidan naxazis, suraTis gadmotaniT, an  internetidan raimes gadmoweriT. 
am dros gverdis wyoba ireva da kursori I gadabrundeba  horizontalurad. aseTi kursoriT 
Word-Yis sabuTSi ver imuSavebT. amitom kursoris normaluri mdgomareoba aRdgeba am 
brZanebis gamoyenebiT.  
1,2,3,4 brZanebebSi gasvla SegiZliaT meniudan View-xedva.  
bolos aris statusis striqoni, sadac Cans mimdinare gverdi (ekranze amotanili) da ramden 
gverdiania sabuTi sul.  
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teqsturi redaqtoris Word-  ZiriTadi men

rmat  (daformateba),  
ools (iaraRebi),  Tabl ( bi),  Window (fanjara),  Help (daxmareba).  

brZaneba meniudan  File(faili) 

nax. 4. 4. brZaneba meniudan File (faili). 

T

 boloSi   moTavsebuli patara samkuTxedebiT 

ormats, aZlevT dasturs da brundebiT 
CanacvlebaSi 

 
nax.  4. 5. dialoguri fanjara Page setup ( gverdis zomebis daniSvna) 

 

is iu 
 
File (faili),  Edit (redaqtireba),   View (naxva),   Insert (gadmotana),   Fo
T cxrile
 

 

 

              
ganvixilo  zogierTi brZanebis gamoyeneba.  

brZaneba Page setup-is (gverdis zomebis daniSvna) gamoiyeneba axali sabuTis 
Seqmnisas. dialogur fanjaras Page setup-gverdis zomebi aqvs oTxi Canacvleba. 
pirveli Canacvleba Margins gamoiyeneba furclis TavSi, boloSi, marcxniv da 
marjvniv daSorebebis dasayeneblad. sistema TviTon gTavazobT standartul zomebs, 
Tu ar gakmayofilebT, isargebleT siis
da SecvaleT zomebi (ixileT nax. 4. 5). 
dialogur fanjaraSi Page setup (gverdis zomebis daniSvna), jer irCevT Canacvlebas 
Paper Size ( furclis zoma), romelime variants (furceli vertikalurad ganlagebuli 
gindaT Tu mobrunebuli),  Semdeg irCevT f

Margins  (furclis sazRvrebi). 
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momdevno fanjris Canacvlebaa Paper Size (furclis zoma) da velSi Paper Size (furclis 
zoma), gaxseniT sia, Semdeg ki am velidan  airCieT A4 formati, (ixileT nax. 4. 4). 
garda amisa dialogur fanjaras aqvs parametrebi: 

 
nax. 4. 6. dialoguri fanjara Page setup (gverdis zomebis daniSvna ) CanacvlebiT  Paper 

Size (furclis zoma) 
Portart (wigniseburi) furceli, 

Langspace (albomiseburi) furceli.  
akvirdebiT Preview-is (winaswar daTvalierebis) fanjaras. irCevT erT-erTs, risTvisac 
maCvenebliT daawkapunebT marcxena klaviSze da wertili wreSi Cajdeba. magaliTad, 
airCieT Portart (wigniseburi) furceli,  fanjris qvemoT daawkapuneT klaviSze OK, 
Semdeg gadixarT isev File Page setup Margins (faili furclis zomebis daniSvna  
sazRvrebi), (ixileT nax. 4. 5). 
Tu ar gawyobT zomebi, romelsac sistema gTavazobT, daayeneT TqvenTvis  saWiro 
zomebi. es aris Cveulebrivi dialoguri fanjara, airCieT parametrebi, patara Sav 
samkuTxedebze Tagunas marcxena klaviSze dawkapunebiT SecvaleT es zomebi. zeda 
samkuTxedi zrdis ricxvebs, qveda ki amcirebs. parametrebis SerCevis Semdeg mieciT 
dasturi da daxureT fanjara.  

SegiZliaT am zomebis Secvla uSualod kursoris CayenebiT, arsebuli ricxvis waSliT  
da mis nacvlad saWiro ricxvis daweriT. waSla xdeba Cveulebriv, jer moniSnavT ricxvs da 
Semdeg daawkapunebT wamSlel klaviSze. 
 
gverdis zomebis daniSvnis Semdeg,  airCevT saWiro fonts. fontebis  sia 
moTavsebulia standartuli iaraRebis striqonis qveS. gaxsniT fontebis sias patara 

samkuTxedis niSnakze (6) dawkapunebiT, SeirCevT fonts, Semdeg mis gverdiT patara 

samkuTxediT (6) gaxsniT fontis zomebs, SeirCevT saWiro zomas (samuSao fontis 
zoma 12), ZiriTad fanjaraSi daayenebT kursors, romelsac aqvs laTinuri anbanis 
mTavruli asos - I-s forma da daawkapunebT marcxena klaviSze erTjer, amiT Tqven 
afiqsirebT kursoris adgils, saidanac daiwyebT teqstis akrefas. rodesac´striqoni 
Seivseba is avtomaturad gadadis axal striqonze. abzacis damTavrebis Semdeg TiTs 
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daartyamT erTjer klaviSze  Enter, rac imas niSnavs rom abzaci damTavrebulia. 
axali abzacis dasayeneblad daartyiT klaviSs ßTab da gaagrZeleT teqstis akrefa. 

 
teqstur redaqtorSi erTi abzaci erTi striqonia. abzacis boloSi erTjer unda 
daartyaT klaviSze - Enter. Tu ase ar moiqceviT, gagiWirdebaT daformateba. 

 
erTi  abzacis akrefis Semdeg unda SeinaxoT (daamaxsovrebinoT) Tqveni sabuTi, 

risTvisac airCieT brZaneba meniudan File Save (faili Senaxva). gaixsneba dialoguri 
fanjara Save As (sad Seinaxo). am dros avtomaturad aqtiuria saqaRalde My Documents 
(Cemi sabuTebi), fanjris boloSi weria File Name (failis saxeli), mis gaswvriv akrefT 
sabuTis saxels da imave fanjris zeda marjvena mxares monaxeT klaviSi  Save  
(Senaxva), maCvenebliT daawkapuneT masze erTjer da daxureT fanjara. Tqveni sabuTi 
Senaxulia diskze, kerZod C: \ My Documents \  “failis saxeli”.  
ekranze sabuTi isev arsebobs da SegiZliaT gaagrZeloT teqstis akrefa. akrefis 
damTavrebis Semdeg kvlav daartyiT iaraRebis striqonze klaviSs Save (Senaxva). 
amjerad saxels aRar mogTxovT da imave adgilas gadaawers teqsts. SegiZliaT 

daxuroT sabuTi brZanebiT meniudan File Close  (faili daxurva), an fanjris zeda 
marjvena kuTxeSi x- ze dawkapunebiT. 
brZaneba File Save as…-iT Senaxvis dros marto saxelis miTiTeba sakmarisi ar aris, 
unda miuTiToT diskos an sxva direqtoriis saxeli (My document-is garda) da Semdeg 
ki daawkapuneT dialoguri fanjris klaviSze Save  (Senaxva). 
 
brZaneba meniudan  Edit  (redaqtireba) 
Windows-isgan gansxvavebiT teqstur redaqtor Word-Si redaqtirebis  brZanebebi 
vrceldeba moniSnul teqstis fragmentze,  sxva ki ucvlelia, (ixileT nax. 4. 7). 

 
nax. 4. 7. brZaneba meniudan  Edit  (redaqtireba). 

 
teqstis moniSvna 
mosaniSni teqstis pirveli striqonis pirvel poziciaSi daayeneT, laTinuri anbanis 
I-s formis mqone maCvenebeli da marcxena klaviSze erTjer daawkapuneT. kursori 
dadgeba pirvel poziciaSi. daayeneT Tagvis maCvenebeli kursorze, daaWireT marcxena 
klaviSze xeli da gadaaadgileT Tagvi marjvniv striqonis bolomde, Semdeg ki 
gaagrZeleT Tagvis gadaadgileba qveviT. moiniSneba ramdenime striqoni. manam ar 
auSvaT xeli marcxena klaviSs, sanam sasurvel fragments ar moniSnavT. moniSvnis 
Semdeg airCieT meniudan brZaneba Cut (amoWra) an Copy (kopireba) da daawkapuneT 
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erTerT maTganze erTjer. igive SegiZliaT SeasruloT iaraRebis striqonidan 
Sesabamisi klaviSebiT. Semdeg gadaaadgileT maCvenebeli im adgilze, sadac gindaT am 
fragmentis Cadgma da daawkapuneT marcxena klaviSze erTjer, amiT daafiqsirdeba is 
adgili, sadac gsurT teqstis Cadgma. airCieT meniudan brZaneba Paste (buferidan 
gadmowera / Casma) da daawkapuneT masze erTjer. moniSnuli fragmenti Caidgmeba 
kursoriT miTiTebul adgilze. 

igive SegiZliaT SeasruloT standartuli iaraRebis striqondan klaviSebis   Gut(amoWra),   
Copy (kopireba),  Paste (buferidan gadmowera) Tanmimdevruli gamoyenebiT. 

 
teqstur redaqtors aqvs did teqstSi sityvis (frazis) moZebnisa da Casworebis 

saSualeba. am mizniT meniudan irCevT brZanebas View Find (naxva Zebna), an View  
Replace (naxva Casworeba), gamova dialoguri fanjara Find and Replace (Zebna da 
Casworeba), (ixileT nax. 4. 8). 

 
nax. 4. 8. brZaneba meniudan Find and Replace (Zebna da Casworeba) 

 
fanjris pirvel striqonSi  Find What (saZebni fraza) SeitaneT Sesasworebeli sityva 
an fraza, xolo meore striqonSi  Replace With (riTic unda Caswordes), ki SeitaneT is 
fraza, riTic unda CaasworoT. dialoguri fanjris klaviSebi: Find Next (momdevno 
Zebna), Replace (Casworeba) , Replace All (Casworeba yvelgan) gaaqtiurdebian. airCevT 
sasurvel klaviSs da masze daawkapunebT marcxena klaviSiT erTjer. Tu airCevT 
brZanebas Find -s (Zebnas), daiwyeba   Zebna. winaswar unda miuTiToT sad unda moxdes 
Zieba: mTel teqstSi, kursoris qvemoT, Tu kursoris win, risTvisac kursori winaswar 
unda gqondeT dayenebuli, daawkapunoT klaviSze More (xelaxla)  da airCioT 
sasurveli varianti siidan (All-yvela, Up-zemoT, Down-qvemoT) Tu airCevT brZanebas 
Casworeba, sistemas gamoaqvs Setyobineba “ramdeni sityva an fraza moZebnos da 
yvelgan gsurT Casworeba Tu ara?’’ Tu marto erTgan gsurT Casworeba, maSin 
daawkapuneT klaviSze Replace (Casworeba), Tu yvelgan gsurT Casworeba, unda airCioT 
klaviSi Replace All (yvelgan Casworeba) da daawkapunoT masze.  
 

brZaneba meniudan  View (naxva)  
1), 2), 3), 4), brZanebiT muSaoba aRwerilia zemoT. es brZanebebia: 1) Normal-sabuTi 
moTavsebulia mTlian fanjaraSiö; 2) Online layout–sabuTi Cndeba farTe areSi; 3) Page 
layout–fanjaraSi sabuTi Cans furclebze, ise,  rogorc is iqneba dabeWdvis Semdeg;  
4) Outline View- sabuTis struqturis Cveneba; 

 49 
                                                                                    
 



axla Tu airCevT meniudan brZanebas View Toolbars  ( naxva iaraRebi) da masze erTjer 
daawkapunebT, gamova qvemeniu, sadac CamoTvlilia klaviSebis saxelebi:  Standard 
(standartuli iaraRebi) ,Formatting  (daformatebis klaviSebi), Drawing (xatvis),  Picture 
(naxatebis),  Tables and Borders (cxrilebi da CarCoebi) da a. S. alami dauyeneT romelime 
maTgans, risTvisac sakmarisia maCvenebliT daawkapunoT masze erTjer. im klaviSebis 
jgufi, romlebsac alami dauyeneT gamoCndebian ekranze. Tu gsurT, rom romelime 
klaviSebis jgufi aRar Candes ekranze, alami unda mouxsnaT, risTvisac sakmarisia 
maCvenebliT erTjer dawkapuneba masze, (ixileT nax. 4. 9). 

nax.  4. 9. brZaneba meniudan View  Toolbars (iaraRebis gamoCena). 
 
Tu airCevT meniudan brZanebas View Ruler (naxva saxazavi) (horizontaluri da 
vertikaluri) da dauyenebT  alams, saxazavi gamoCndeba ekranze, almis moxsniT ki 
saxazavi aRar Cans ekranze. 

almis dayenebiT klaviSebis jgufi gamoCndeba, xolo almis moxsniT ki klaviSebis jgufi 

daixureba anu ekranze aRar gamoCndeba. 

 

brZaneba meniudan View Header and Footer  (sabuTis Tavi/bolo) sabuTis gasaformeblad 
gamoiyeneba. daawkapunebT maCvenebliT am  brZanebaze da  sabuTis  TavSi  Cndeba  
CarCo,  SegiZliaT  am  adgilas CaweroT  gverdis  nomeri,  an Tqveni misamarTi,  
telefoni  da  a.S.  es  CarCo  Cndeba  iseT  adgilas,  sadac  kursors  verafriT  
ver  daayenebT.  daakvirdiT Tqveni sabuTis fanjaras,  daxedeT  vertikalur  
saxazavs,  saxazavis  zemoT  muqi  feria. rodesac  Page  Setup – iT daayeneT  furclis 
zomebi,  TavSi  gamoiyo  2,5  an  3  mm.  swored  aq  dgeba  es  CarCo.  analogiurad  
sabuTis  qvemoT  SeiZleba  gamoitanoT igive CarCo. am brZanebiT sargeblobis dros 
CarCosTan erTad Cndeba klaviSebic, masze aris gverdis nomeri, saaTi, TariRi da 
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Switch (gadamrTveli). Tu daawkapunebT Switch (gadmrTvelze) marcxena klaviSiT 
erTjer  CarCo gadaitaneba sabuTis boloSi, axla iq SegiZliaT akrifoT rac gsurT. 

brZaneba meniudan  View Comments  ( naxva SeniSvna) gamoiyeneba. SeniSvnebisaTvis es 
brZaneba rogorc yviTeli flomasteri,  ise gamoyofs moniSnul  teqsts.  SeiZleba 
komentaris redaqtirebac da moSlac.  
    
brZaneba meniudan Zoom … (masStabi),  es  brZaneba  igivea,  rac  fanjaraze 
standartuli iaraRebis striqonSi moTavsebuli masStabis sia:  500%,  200% … da a. S. 
masStabis reJimSi  aqedanac SegiZliaT gasvla.  

      
brZaneba meniudan  Insert  (Casma) 

 
nax. 4. 10. brZaneba meniudan Insert (Casma) 

 
meniudan Insert Page Number-ze dawkapunebiT gamodis dialoguri fanjara Page Numbers 
(gverdebis danomrva). (ixileT nax. 4. 11.) fanjaras aqvs siis veli. gaxsniT sia patara   

 
nax.  4. 11. dialoguri fanjara  Page Numbers  (gverdebis danomrva) 
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samkuTxedze (6) dawkapunebiT da gverdis nomers dasvavT TavSi Top (Tavi) an boloSi 
Bottom (bolo). 
imave fanjaraSi aris meore sia, gaxseniT igi isev patara samkuTxedze dawkapunebiT, 
airCieT erTerTi:  Center (centri), Left (marcxena),  Right (marjvena). (e. i. sad gindaT 
gverdis nomris dayeneba - centrSi, marcxniv Tu marjvniv). imave fanjris qvemoT 
moTavsebulia klaviSi Format (formati), masze dawkapunebiT gamodis fanjara, sadac 
SegiZliaT miuTiToT gverdebis danomrva. daayenebT sasurvel parametrebs da  
miscemT dasturs klaviS - OK–ze dawkapunebiT. fanjaras daxuravT, sabuTis gverdebi 
ki dainomreba. 

 
brZanebiT meniudan Insert Auto Text(gadmowera avtoteqstidan), gamodis dialoguri 
fanjara AutoCorect (avtomaturi koreqtireba), sadac CamoTvlilia teqstis 
fragmentebi. aq iseTi teqsti unda SeitanoT, romelic xSirad gWirdebaT. SegiZliaT 
Zveli teqsis waSla da axlis damateba. fanjaras aqvs klaviSebi Add  (damateba) da 
Delete (waSla). daayenebT kursors im teqstze, romelic aRar gWirdebaT da 
daawkapunebT klaviSze Delete (waSla), ris Sedegadac kursoriT miTiTebuli teqsti 
waiSleba. Tu gindaT axali teqstis Setana, daartyiT klaviSze Add (damateba), 
gamoiyofa striqoni, sadac Cadgeba kursori da iq CawerT saWiro teqsts (ixileT nax. 
4. 12). 
Tu gindaT romelime teqsti CadgaT Tqvens sabuTSi,  sasurvel teqstze ayenebT 
kursors da artyamT klaviSze Insert (Casma). teqsti Cajdeba Tqvens sabuTSi kursoriT  

 
nax. 4. 12. dialoguri fanjara AutoCorrect  (avtomaturi koreqtireba) 
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miTiTebul adgilze.  

brZanebiT Insert Field (Casma velebi), gamodis eleqtronul cxrilebSi samuSao 
velebis CamonaTvali.  
 
brZanebiT Insert Simbol ( Casma simboloebi), gamodis dialoguri fanjara simboloebi. 
mas aqvs sia, romelSic aris maTematikuri, teqnikuri da sxva simboloebi, gaxseniT es 
sia da airCieT Canaweri Simbol (simboloebi). gaixsneba dialoguri fanjara Simbol  
(simboloebi). airCevT TqvenTvis saWiro simbolos mag. α, an β da daawkapunebT 
maCvenebels marcxena klaviSiT, is simbolo moiniSneba (gauCndeba CarCo), Semdeg 
maCvenebliT daawkapuneT dialoguri fanjris klaviSze Insert (Casma). moniSnuli 
simbolo Caiwereba kursoriT miTiTebul adgilze. (ixileT nax. 4. 13). 

 
naxati  4. 13 dialoguri fanjara  Simbols (simboloebi). 

 

brZanebiT Insert Picture (Casma naxatebis), gamodis Windows-is naxatebis galerea. mas 
daaTvalierebT (liftis gamoyenebiT), airCevT TqvenTvis sasurvel naxats da 
daawkapunebT masze maCvenebliT; naxati moiniSneba, Semdeg amave fanjaraSi monaxeT 
klaviSi  Insert (Casma) (gadmotana) da daawkapuneT erTjer, naxati gadmova Tqvens 
sabuTSi. mas konturze eqneba patara kvadratebi da iqneba zomiT didi. daayeneT 
maCvenebeli erT-erT maTganze, gaCndeba ( ) ormxrivi isari, daaWireT marcxena  

nax. 4. 1.4 qvemeniu sabuTSi naxatis mosaTavseblad 
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klaviSs da gadaadgileT Taguna diagonalze, naxati dapataravdeba. miaqcieT 
yuradReba imas, rom naxati moqceulia CarCoSi. amitom am CarCos apataravebT an 
zrdiT, rogorc fanjris CarCos. U(ixileT nax. 4. 14.) 
Tu rogor unda daajdes naxati teqstze, amas naxavT  daformatebis dros. roca 
naxatze daayenebT maCvenebels da daawkapunebT marcxena klaviSze, es naxati 
moiniSneba, anu gauCndeba garSemo kvadratebiani konturi, Tu axla naxatze daayenebT 
maCvenebels gamoCndeba jvari ( ), daaWireT marcxena klaviSs xeli da  gadaadgileT 
Tagvi, naxati wamogyvebaT. daayeneT igi  sasurvel adgilze (gadaaTrieT). moniSnuli 
naxati gadaadgildeba kursoris gadasaadgilebeli klaviSebiT  maSinac ki, roca 
naxats konturi  aqvs.  

brZanebiT  Insert Text Box ( Casma teqstis CarCoSi moTavseba), ekranze Cndeba CarCo da 
Sig dgeba kursori, ris Semdegac  SegiZliaT Cveulebriv akrifoT teqsti. am CarCos 
zomebis Secvlac SegiZliaT, radgan isic fanjris princips emorCilba.  
daakvirdiT CarCos gadaadgildebas,  roca igi moniSnulia da Strixebi mkafiod ar 
Cans, maSin SegiZliaT gadaadgiloT TagunaTi an kursoris gadasaadgilebeli 
isrebiT  . CarCos am drosac uCndeba ormxrivi isari ( ), an ukeTdeba jvari ( ). 
jvaris dros igi gadaadgildeba, isrebiT ki xdeba zomis Secvla. 
 

 brZaneba meniudan  Format  (daformateba) 
 

 
nax. 4. 15. brZaneba meniudan Format (formati) 

 
brZanebiT  Format Font (formati fontebi) gamodis dialoguri fanjara sadac 
daayenebT TqvenTvis  sasurvel fonts, zomas da a. S. amis gakeTeba fanjris 
standartuli iaraRebis striqondanac SegiZliaT. am dialoguri fanjris ZiriTadi 
daniSnulebaa gaxsnaT Canacvleba Character  Spacing (simboloebs Soris daSoreba).  am 
fanjaraSi iqneba ori teqsturi veli Spacing (asoebs Soris daSorebis Secvla) gaWimva 
an SekumSva da Position (asoebis poziciebi) asoebis maRla aweva an dabla daweva. 
Tu gaxsniT Spacing  (daSorebis) velis sias, gamova brZanebebi:  
Normal (asoebs Soris normaluri daSoreba);  
Expanded (asoebs Soris daSorebis gazrda);  
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Condensed-(asoebs Soris daSorebis SeamWidroeba)  
Tu gaxsniT velis Position-is (poziciis) sias gamova Semdegi brZanebebi:  
Normal (normaluri reJimi);  
Raised (moniSnuli simbolos an sityvis maRla aweva); 
Lowered (moniSnuli simbolos an sityvis dabla daweva). 
winaswar unda moniSnuli gqondeT sityva, an teqstis fragmenti, Semdeg airCioT 
Spacing an Position. 
mis gaswvriv patara fanjaraSi daawkapuneT maCvenebeli zeda samkuTxedze ( ), 
fanjaraSi ricxvi izrdeba, xolo qveda samkuTxedze ( ) dawkapunebiT ki es ricxvi 
mcirdeba SegiZliaT ricxvi waSaloT da xeliT CaweroT sxva ricxvi  mag, 6 da 7. 
fanjris qvemoT winaswari daTvalierebis fanjara giCvenebT, rogor Sordeba asoebi 
erTmaneTs. dasturis SemTxvevaSi   moniSnuli  sityva an winadadeba gaWimuli saxiT 
Caiwereba (asoebs Soris daSoreba gaizrdeba).  

mag. Humbolt-is nacvlad iqneba H u m b o l t (ixileT nax. 4. 16). 

 

 
nax.  4. 16. dialoguri fanjara Font  (fonti), CanacvlebiT Character Spacing 

 
teqstis akrefis dros zedmet hars (“xarvezs”) nu ixmarT,  Cveulebriv akrifeT 
teqsti da am brZanebiT mieciT sasurveli forma. analogiurad xdeba moniSnuli 
teqstis SemWidroveba (SekumSva) Condensed-is gamoyenebiT. axla qveda veli gaxseniT. 
aqac sam SemTxvevas aqvs adgili:. 

1. Normal  (normaluri pozicia);  
2. Raised (moniSnul simbolo aiweva vertikalurad zeviT) e. i. daiwereba xarisxad; 
3. Lowered (moniSnuli simbolo Camoitaneba qveviT) e. i. daiwereba indeqsad. 
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mag., 526a Tu moniSnavT a-s, mere gaxvalT am fanjaraSi, airCevT Raised-s zeviT,  da 
samkuTxedebis niSnakebiT ( ) SecvliT ricxvs, miiRebT 526a, xolo Tu airCevT 
Lowered-s qveviT, maSin  miiRebT 526a.  
  

gaxsovdeT am operaciis Semdeg isev unda gaxvideT imave fanjaraSi da daayenoT  Normal, 
winaaRmdeg SemTxvevaSi sxva asoebic aiweva an gaiWimeba. 

 

brZanebiT F Format Paragraph gamodis dialoguri fanjara PParagraph. PmonaxeT  veli 
Line spacing- stirqonebs Soris daSoreba, gaxseniT -iT sia da monaxeT  Singl (erTi 
intervali), 1.5 – intervali, 2 – intervali da a. S. winaswar unda moniSnoT abzaci, 
Semdeg gaxvideT am fanjaraSi da airCioT saWiro intervali. 
 

brZanebiT Format Bullets and Numbering… gamodis dialoguri fanjara Bultes and Numbering   
(abzacebis moniSvna da danomrva), sadac mocemulia ori Canacvleba: 
1. Bultes (abzacebis gamoyofa defisiT, wertilebiT,  -iT) da a. S.  
2. Numbering (abzacebis danomrva). 

 
nax. 4. 17. dialoguri fanjara Bullets and Numbering  (abzacebis moniSvna da danomrva) 

 
winaswar unda gqondeT moniSnuli is abzacebiani teqsti, romlis danomrvac gindaT, 
Semdeg gadixarT dialogur fanjraSi Bullets and Numbering, irCevT erTerT nimuSs da 
aZlevT dasturs. Tqveni abzacebi   dainomreba SerCeuli nimuSis Sesabamisad (ixileT 
nax. 4. 17.). 

 Tu danomrva grZeldeba da Tqven mTlianad ar gqondaT teqsti moniSnuli, SegiZliaT 

darCenili  nawili moniSnoT, gaxvideT xelaxla aRniSnul fanjaraSi, airCioT danomrvis isev 
is forma. fanjris boloSi ori parametria aRniSnuli, Continue (mimdinare danomrvis 
gagrZeleba) da Restart (Tavidan danomrva). Tu agrZelebT danomrvas, airCevT Continue–s, Tavidan 
danomrvisaTvis ki Restart –s da miscemT dasturs. Tu danomrva ara sworea, isev moniSneT 
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teqsti, gamorTeT Zveli danomrva da xelaxla gadanomreT (es klaviSi fanjris standartuli 
iaraRebis striqonzecaa moTavsebuli, magram umjobesia meniudan gasvla). 
 
brZaneba meniudan Borders and Shading(CarCoebi da Crdilebi). Tu gaxsniT CarCos gverdiT 
arsebul  patara  samkuTxeds ( ), gamodis CarCoebis tipebi:  
a) SemosazRvra oTxive mxridan  (CarCo); b) SemosazRvra zemodan; g) SemosazRvra 
qvemodan; d) SemosazRvra marcxnidan; e) SemosazRvra marjvnidan; v) yvela ujris 
SemosazRvra; z) CarCos SigniT SemosazRvra;   T) yvela striqonis gavleba; i) yvela 
svetis gavleba; k) saerTod ar SemosazRvravs. 
CarCo winaswar unda gqondeT moniSnuli da SerCeuli xazis stili. e. i. rogori 
xaziT gindaT rom Semoixazos CarCo - msxviliT Tu wvriliT. praqtikulad naxeT, 
Text Box-Si akrifeT teqsti, Semdeg moniSneT ujra, gaxseniT iaraRebis striqonidan 
Sesabamisi klaviSiT CarCoebis tipebi, airCieT erTerTi maTgani da daawkapuneT masze 
erTjer (ixileT nax. 4.18). 

 
nax. 4. 18. CarCos klaviSi (daxuruli da gaxsnili) standartuli iaraRebis striqonze 
 

brZaneba meniudan Format Columns (formati svetebi) am brZanebiT xdeba teqstis 
ganawileba svetebSi. aRniSnuli brZanebis SerCevis Semdeg ekranze gamoCndeba 
dialoguri fanjara Columns (svetebi). igi gTavazobT teqstis svetebad dayofis 
ramdenime variants, ramden svetad gindaT teqstis dayofa da gTavazobT gverdis 
moniSvnas (anu sad mTavrdeba gverdi), GgekiTxebaT daSorebis zomas svetebs Soris da 
Tanabari svetebi gindaT Tu ara, giCvenebT nimuSs. irCevT TqvenTvis sasurvel nimuSs, 
miuTiTebT svetebs Soris daSorebas da aZlevT dasturs. teqsti winaswar unda iyos 
moniSnuli. (ixileT nax. 4. 19). 

 
     nax.  4. 19. dialoguri fanjara Columns  (svetebi). 
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brZanebebis, Borders (CarCoebi) da Columns (svetebi, Sesabamisi klaviSebi standartuli 

iaraRebis striqonzecaa moTavsebuli da iqidanac SegiZliaT gamoiyenoT. 

 
brZaneba meniudan Format Drop Cap …, am brZanebiT dialoguri fanjara Drop Cap 
gTavazobT teqstis ganlagebis saxeebs. teqsti winaswar moniSnuli unda iyos, Semdeg 
SeirCevT SemoTavazebulidan erTerTs da miscemT dasturs. Sedegad teqsti miiRebs 
Semdeg saxes: 

 
aqarTvelos teqnikuri universiteti, meqanika-manqanaTmSeneblobis fakulteti, 
teqnologiis kaTedra #20. s 
 

brZaneba meniudan Format Text Direction (formati teqstis mobruneba), igi mimarTulebas 
ucvlis cxrilis romelime ujraSi an CarCoSi ganTavsebul teqsts. jer  moniSneT 

mosabrunebeli teqsti, airCieT brZaneba Format Text Direction (formati teqstis 
mobruneba) da mieciT dasturi. teqsti mobrundeba vertikalurad.  
 

brZaneba meniudan  Tools (iaraRebi) 
Tools  damxmare programebia, romlebic uzrunvelyofen garkveuli operaciebis 
Sesrulebas. am programebiT SesaZlebelia teqstis gramatikuli Secdomebis 
gasworeba, sabuTze “parolis”, enis, avtomaturi koreqtirebis reJimis, parametrebis 
dayeneba, ekranze momxmareblis damatebiTi klaviSebis gamotana  da sxva.  (ixileT 
nax. 4. 20). 

 
nax. 4. 20. brZaneba meniudan Tools (iaraRebi). 

programa gramatikul Secdomebs gaasworebs teqstSi, romelic akrefilia kompiuteris 
ZiriTad enaze. qarTuli fontebiT akrefis SemTxvevaSi es parametri gamorTuli unda iyos, 
winaaRmdeg SemTxvevaSi qarTuli teqsti sworadac rom iyos akrefili, igi gausvams Secdomis 
maniSnebel xazebs.  
 

SeirCieT brZaneba meniudan Tools Customize (iaraRebi arastandartuli /momxmarebelis); 
ekranze gamoisaxeba dialoguri fanjara Customize (arastandartuli / momxmarebeli), 
romelsac sami Canacvleba aqvs. gaxseniT Canacvleba Commands (brZanebebi).  misi 
Sesabamisi fanjara gayofilia or nawilad, marcxena naxevarSi weria kategoriebi, 
marjvenaSi ki brZanebebi. (ixileT nax. 4. 21).  
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nax.  4. 21. dialoguri fanjara Customize  (momxmareblis, arastandartuli) 

 
Tu kategoriebSi SeirCevT magaliTad File–s (fails), brZanebebSi Sesabamisad 
gamoCndeba meniu File –Si (failSi) Semavali brZanebebi: New (axali), Open (gaxsna), Save     
( Senaxva) da a. S. 
am fanjridan SerCeuli klaviSis gadaTreviT SegiZliaT daamatoT iaraRebis 
striqonSi saWiro klaviSi. ase mag. xarisxSi asaxarisxeblad, an indeqsis misawerad 

xSirad dagWirdebaT klaviSebi X2 da  X2,  risTvisac iqceviT ase: brZanebiT Tools → 
Customize (iaraRebi arastandartuli)gaxsniT dialogur fanjaras Customize-s 
(arastandartuls),  SeirCevT Canacvlebas  Commands (brZanebebi), kategoriebidan 
SeirCevT Format-s (formats), brZanebebidan monaxavT X2 da  X2 klaviSebs, daayenebT 
maCvenebels jer erTerT maTganze da gadaaTrevT iaraRebis striqonSi, Semdeg 
gaimeorebT igives meoreze. Sedegad standartuli iaraRebis striqonSi gamoCndeba X2 
da  X2 klaviSebi, romlebic gamoiyeneba formulebis sawerad. 
magaliTad gaqvT dasaweri Ax2+Bx+c. 
fontebis siidan gaaqtiureT fonti Times New Roman, akrifeT teqsti Ax2+Bx+c, masSi 
moniSneT 2-iani, iaraRebis striqondan SeirCieT klaviSi X2  da daawkapuneT 
maCvenebeli erTjer, 2-iani daiwereba xarisxis maCveneblad. analogiurad SegiZliaT 
daweroT indeqsad aso an ricxvi X2 –klaviSis gamoyenebiT. magaliTad C4.  
 

 X2 da  X2 klaviSebiT sargeblobis Semdeg isini unda gamorToT, winaaRmdeg SemTxvevaSi 
teqstis momdevno nawili daiwereba maRla aweuli, an dabla daweuli formatiT. am 

klaviSebis CarTva/gamorTva xdeba maTze maCveneblis dayenebiT da marcxena klaviSze erTjer 
dawkapunebiT. 
 

brZaneba meniudan Tools Options (iaraRebi parametrebi), am brZanebiT ekranze 
gamoitaneba dialoguri fanjara Opions (parametrebi, opciebi). dialogur fanjaraSi 
sxvadasxva Canacvlebebia, maTi TandaTanobiT gaxsniT naxavT, rom yvelas Tavisi 
parametrebi aqvT. am parametrebis CarTviT an gamorTviT xdeba samuSao areSi rogorc 
vertikaluri, aseve horizontaluri liftis da saxazavis gamoCena (an gdamalva), 
saxazavze sazomi erTeulis (santimetrebis an piqselebis) CarTva/gamorTva, 
gramatikuli Secdomebis gamotana an ar gamotana, teqstis moniSvnis gamoCena  (ar 
gamoCena), momxmarebelze informacia da a. S. (ixileT naxati 4. 22). 
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nax.  4. 22. dialoguri fanjara Options (parametrebi). 

 
brZaneba meniudan Table ( cxrilebi) 
 
brZaneba meniudan Table Insert Table (cxrilebi cxrilis Casma) 
 

am brZanebiT ekranze gamo-
itaneba dialoguri fanjara Insert 
Table – cxrilis Casma; miuTiTeT 
svetebisa da striqonebis saWiro 
raodenoba, svetebis sigane da 
mieciT dasturi. Tqvens samuSao 
adgilze daixazeba cxrili 
(ixileT nax. 4. 23.). 

 
nax. 4. 23. dialoguri fanjara Insert Table (cxrilis Casma) 

 
cxrilis daxazva mocemuli SabloniT 
cxrilis avtomatur reJimSi dasaxazad winaswar daayeneT kursori sasurvel 
poziciaSi, airCieT iaraRebis striqonidan klaviSi Insert Table (cxrilis Casma) da 
daawkapuneT marcxena klaviSze, gamoCndeba cxrilis Sabloni, moniSneT ramdenime 
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striqoni da sveti masze maCveneblis gadatarebiT (gadaTreviT) da sasurveli Sedegis 
Semdeg auSviT xeli marcxena klaviSs. samuSao furcelze maCvenebliT miTiTebul 
adgilze daixazeba cxrili, romelic imden striqonsa da svets Seicavs, ramdenic

ven airCieT cxrilis Sablonze,  (ixileT nax. 4. 24). 
 

q
 

 
nax. 4. 24. mocemuli SabloniT Seqmnili cxrilis namzadi. 

zva,  svetebisa da striqonebis Camateba an 

mokle

lbars Tables and Borders–is 
(naxva

 

nax.  4. 25. brZaneba meniudan Table (cxrilebi). 

 CamonaTvali, romlebic gWirdebaT 
cxrilebSi muSaobis dros. (ixileT nax. 4. ).  

T

 
cxrilis daxazva avtomatur reJimSi 
SeiZleba rogorc meniudan brZanebiT 

Table Insert (cxrili cxrilis Casma), 
ise standartuli iaraRebis stri - 
qonze moTavsebuli klaviSiT Insert Table 
(cxrilis Casma), (ixileT nax. 4. 24). 

c
x
r
il

is
 C
as

-
mi
s
 k
l
av
iS

i 

striqonebisa da 
svetebis ricxvi 

aucilebeli ar aris zusti cxrilis daxa

ba cxrilTan muSaobis drosac SeiZleba. 
cxrilebTan muSaobis dros iaraRebis striqonSi Tu ar Cans cxrilebTan muSaobis 

klaviSebi, isini unda gamoaCinoT brZanebaze  View Too
iaraRebi cxrilebi da CarCoebi) klaviSze almis dayenebiT. 

 
maCvenebeli daayeneT cxrilSi, nebismier adgilze da airCieT meniudan brZaneba Table 
(cxrilebi), ekranze gamoCndeba im brZanebebis

25
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am CamonaTvalidan ganvixiloT zogierTi maTgani. 

ric Seecvleba, e. i. moiniSneba, Tu 
ls auSvebT marcxena klaviSs xazi waiSleba. 

uli svetis marcxniv. Camatebuli svetis sigane MmoniSnuli svetis 
nis tolia. 

Columns  (svetis Camateba). es damokidebulia imaze, Tu ra gaqvT 
niSnuli striqoni Tu sveti. 

ri. am 

s  miiRebs. maCvenebliT masze erTjer 
aawkapunT da Sesruldeba igive operacia. 

miscemT 
turs. ujra daiyofa miTiTebuli raodenobis mixedviT (ixileT nax. 4. 26). 

ra 
daiyofa ramdenime ujrad. es gWirdebaT rTuli cxrilebis an cxrilis qudis Sesaqmnelad. 

 

brZaneba meniudan Table Draw Table  ( cxrili cxrilis daxazva fanqriT). 
iaraRebis striqonidan iRebT fanqars, masze erTjer dawkapunebiT, irCevT pozicias 
Tqvens sabuTze, sadac gindaT cxrilis daxazva, ayenebT maCvenebels da gadaaaTrevT 
mas, daixazeba marTkuTxedi. Semdeg imave fanqriT gaatarebT horizontalur da 
vertikalur xazebs. Tu zedmeti mogividaT, igi SegiZliaT waSaloT saSleliT, 
risTvisac aiRebT saSlels iaraRebis striqonidan, gadaatarebT im xazze, romelic 
zedmetad migaCniaT, xazi  gamsxvildeba da fe
xe
 

brZaneba meniudan Table Insert  Rows/Insert Columns ( cxrili Camateba striqonis / svetis). 
maCvenebeli winaswar daayeneT cxrilSi im striqonze, romlis winac gsurT 

striqonis Camateba, airCieT meniudan brZaneba Table Insert Rows (cxrili striqonis 
Camateba) da daawkapuneT marcxena klaviSze erTjer; striqoni Caemateba. 
sayuradReboa is faqti, rom es brZaneba saxels icvlis. svetis Camatebis dros unda 
moniSnoT sveti, risTvisac maCvenebeli gadaatareT svetis dasawyisze (TavSi), 
maCvenebeli am dros miiRebs muqi Savi feris isris formas ( ), daayeneT es isari im 
svetis dasawyisSi, romlis gverdiT gindaT svetis Camateba, airCieT meniudan brZaneba 

Table Insert Columns (cxrili svetis Camateba) da daawkapuneT marcxena klaviSze, sveti 
Caemateba moniSn
siga

igive SegiZliaT SeasruloT iaraRebis striqonidan Insert Rows-is (striqonis Camatebis) 

klaviSis  saSualebiT. klaviSi formas icvlis, iaraRebis striqonSi isari  xan 
horizontaluradaa mimarTuli da ewereba Insert Rows (striqonis  Camateba), xan ki 
vertikalurad da ewereba Insert 
mo
 

brZaneba meniudan Table  Merge Cells (cxrili ujrebis gaerTianeba.)  
is ujrebi romlis gaerTianeba gsurT, winaswar moniSneT,  Semdeg meniudan SeirCieT 

brZaneba Table Merge Cells (cxrili ujrebis gaerTianeba) da mieciT dastu
brZanebaze erTjer dawkapunebiT moniSnuli ujrebi gaerTiandeba erT ujrad. 
ujrebis gaerTianebis Sesasrulebli klaviSi aris iaraRebis striqonSi, magram igi 
aqtiuri ar aris (Camqralia), manam sanam gasaerTianebel ujrebs ar moniSnavT. 
moniSvnis Semdeg es klaviSi cisfer fer
d
 

brZaneba meniudan Table Split Cells (cxrili ujrebis dayofa ramdenime ujrad).  
kursori daayeneT im ujraze romlis dayofac gsurT da Semdeg SeirCieT brZaneba 

meniudan Table Split Cells  (cxrili ujrebis dayofa), an iaraRebis striqonze Sesabamis 
klaviSs daartyiT erTjer.  ekranze gamova dialoguri fanjara Split Cells (ujrebis 
dayofa). dialogur fanjaraSi gamodis Setyobineba, romelic gekiTxebaT Tu ramden 
svetad da striqonad gsurT kursoriT miTiTebuli ujris dayofa, airCevT sasurvel 
parametrebs e. i. miuTiTebT svetebisa da striqonebis raodenobas da Semdeg 
das

ricxvebis Secvla SeiZleba  an Sav samkuTxedebze dartymiT, an pirdapir kursors 
CaayenebT, waSliT arsebuls,  dawerT TqvenTvis saWiro ricxvs da miscemT dasturs. uj
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nax.  4. 26 dialoguri fanjara Split Cells (ujrebis dayofa). 

am brZanebiT sargeblobisas kursori CaayeneT winaswar im ujraSi, romlis dayofac 

gsurT, Semdeg SeirCieT meniudan brZaneba Table Split Cells (cxrili ujris dayofa), an 
iaraRebis striqonze daartyiT Sesabamis klaviSs erTjer. gamova dialoguri fanjara Split 
Cellls  (ujrebis dayofa). 
 

brZaneba meniudan Table Delete  (cxrili waSla). winaswar moniSneT wasaSleli 
striqoni (sveti an ujra), risTvisac daayeneT maCvenebeli striqonis dasawyisSi da 
marcxena klaviSze xelis daWeriT gadaatareT mTel striqonze (svetze an ujraze). 

striqoni gamuqdeba e. i. moiniSna, Semdeg SeirCieT meniudan brZaneba Table Select Row  - 
(cxrili striqonis moniSvna) da daawkapuneT marcxena klaviSze; meniudan SeirCieT 

brZaneba Table Delete Row (cxrili stiqonis waSla) da daawkapuneT marcxena 
klaviSze. moniSnuli striqoni waiSleba. SegiZliaT erTdroulad ramdenime striqoni 
moniSnoT da waSaloT. analogiurad xdeba svetis waSla. svetis mosaniSnad 
maCvenebels daayenebT svetis nebismier ujraze,  meniudan SeirCevT brZanebas 

Table Select Columns  (cxrili svetis moniSvna) da daawkapunebT marcxena klaviSze, 

sveti moiniSneba. isev meniudan SeirCevT brZanebas Table Delete Columns (cxrili 
svetis waSla) da daawkapunebT marcxena klaviSze, moniSnuli sveti waiSleba.  

 

brZaneba meniudan Table Select Table (cxrili cxrilis moniSvna).  
aqac mTeli cxrili unda winaswar gaamuqoT, Semdeg SeirCioT brZaneba Table Select 
Table (cxrili cxrilis moniSvna), daawkapunoT marcxena klaviSze da cxrili 
moiniSneba. Tu gsurT moniSnuli cxrilis waSla, isev airCieT meniudan brZaneba 

Table Delete  Table (cxrili cxrilis waSla) da erTjer daawkapuneT masze, cxrili 
waiSleba. 

mTeli cxrilis (an ujris) waSlis drosac iqceviT analogiurad, meniuSi irCevT 

brZanebebs jer Table Select Table (Cells) (cxrili moniSvna cxrilis/ujris), Semdeg ki 

Table Delete Rows (Cels)  (cxrili waSla striqonis / ujris).  
cxrilebSi muSaobis dros striqonebis (svetebis) moniSvna mxolod gamuqebiT sakmarisi 

ar aris, aucileblad unda moniSnoT meniudan brZanebiT Table→Select Row (Column) – 
(cxrili→moniSvna striqonis/svetis)  da mere gamoiyenoT waSlis brZaneba; winaaRmdeg 
SemTxvevaSi waiSleba mxolod striqonis (svetis) Canaweri da dagrCebaT carieli striqoni 
(sveti), risTvisac xelaxla mogixdebaT brZanebebis imave Tanmimdevrobis gameoreba. 
 

brZaneba meniudan Table Table Autoformat (cxrili cxrilis avtomaturi daformateba). 
daxazeT cxrili, SeavseT monacemebiT da gsurT raime forma misceT mas 

silamazisaTvis. winawar moniSneT cxrili, airCieT meniudan brZaneba Table Table 
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autoformat  (cxrili cxrilis avtomaturi daformateba), gaixsneba sia, SeirCieT erT-
erTi da mieciT dasturi, gamova nimuSi, ris mixedviTac daaformatebT Tqvens 
cxrils. mieciT dasturi da Tqveni cxrilic imave formas miiRebs. Tu raime mizeziT 
ar mogewonebaT iaraRebis striqonidan airCieT brZaneba Undo (wina brZanebis aRdgena) 
da aRadgenT Zvels, Semdeg ki SeirCevT  sxva formats. 
 

brZaneba meniudan Table Cell Height and Width (ujrebis simaRle da sigane). winaswar 
moniSneT ujra, an CaayeneT kursori ujraSi; SeirCieT meniudan aRniSnuli  brZaneba. 
gamova dialoguri fanjara Cell Height and Width (ujrebis simaRle da sigane), 
gaaqtiureT Canacvleba Row (striqoni),  ekranze gamoitaneba SekiTxva striqonis 
simaRleze (siganeze,) airCieT sasurveli simaRlis (siganis) Sesabamisi ricxvi da 
mieciT dasturi.  

 
nax. 4. 27. ujrebis simaRlisa da siganis dialoguri fanjara 

 
brZaneba meniudan Table Sort (cxrili daxarisxeba). es brZaneba svetebSi (an 
striqonebSi)  moTavsebul informacias daaxarisxebs zrdis an klebis mixedviT. 
dasaxarisxebeli diapazoni  winaswar moniSnuli unda iyos. SeiZleba rogorc 
ricxviTi informaciis, aseve teqsturis daxarisxeba.  
 
cota ram imis Sesaxeb, razedac wignSi yuradReba araa gamaxvilebuli 

svetebis siganisa da striqonebs Soris simaRlis Secvla dialoguri fanjris saSualebiT 

zemoT iyo aRniSnuli. praqtikulad maCvenebels ayenebT svetis niSnulze (an svetis Sesabamis 
xazze). rodesac maCvenebeli miiRebs baci pliusis formas (pliusi SeiZleba iyos muqic),  
amoZravebT Tagunas, iseTnairad  rom baci pliusi daiweros svetis xazTan, aWerT marcxena 
klaviSs da gadaadgilebT Tagunas. svetis xazi gamogyvebaT, ayenebT sasurvel adgilas da 
uSvebT xels marcxena klaviSs. svetis sigane Seicvleba. igive  moqmedebebs asrulebT 
striqonebisaTvisac.  
 

Table Split Table  (cxrili cxrilis dayofa or cxrilad). 
cxrilis dayofas iyeneben didi cxrilebis Seqmnisas, rodesac igi erT gverdze ar 
eteva da  meore gverdzea gadasatani. kursori winaswar daayeneT im poziciaSi, sadac 

gindaT rom cxrili gaiyos (gaixliCos). Semdeg SeirCieT meniudan Table Split Table 
(cxrili cxrilis dayofa) da dawkapuneT  marcxena klaviSze, cxrili daiyofa or 
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nawilad, meore cxrilis TavSi (gareT) daayeneT maCvenebeli da daartyiT klaviSs 
Enter  ramdenjerme, rom es cxrili daSordes pirvels. meore cxrilis qudSi svetebs  

danomravT da gaagrZelebT muSaobas, (ixileT nax. 4. 28) 
 

#
gvari dabadebis 

weli
ganaTleba xelfasi SeniSvna 

ga

 
  
1 2 3 4 5 6 

      
      
      

    a kursori da Enter- ze dartymiT cxrili daiyo orad 
1 2 3 4 5 6 
aq idg

      
      
      

 
nax. 4. 28. orad gayofili cxrili 

aaSoreT meore cxrili pirvels da danomreT svetebi. 

beWdva). masze dawkapunebiT ekranze gamodis 
dialogur

 
nax. 4. 29.  dialoguri fanjara Print (beWdva). 

gufebi. pirvel jgufSi Sedis sabeWdi 

naTvalSi Tqveni printeris 

 
d
 
brZaneba meniudan File Print (faili→

i fanjara  Print (beWdva). 

 
fanjaraSi moTavsebulia velebis j
mowyobilobis saxeebi da tipi: 
Name (aqtiuri  printeris saxeli). igi siaa romlis Camo
saxelia miTiTebuli; Type (sabeWdi mowyobilobis tipi);  
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s almis dasayenebeli veli); 
gan unda SeirCioT erTerTi maTgani: 

am CamonaTvalSi mZimiT gamoyofilia 
robis gverdebi, xolo defisiT gamoyofilia  

 (teqstis moniSnuli fragmenti). 

ebebi) Options (parametrebi), Ok 
asturi), Cancel (moxsna). sasurveli parametrebis dayenebis Semdeg mieces dasturi; 

CarTuli prin

afikuli gamosaxuleba, teqsti, grafiki, suraTi da sxva. MS Word–Si pirobiTad 
iZl

 
 

nax.  4. 30.  xatvis klaviSebi teqsturi redaqtoris fanjaraSi 

Print To File (failis beWdvisTvi
Semdeg jgufSi Sedis parametrebi, romelTa
All (yvela gverdi);  
Current Page  (mimdinare anu aqtiuri gverdi); 
Pages (miTiTebuli gverdebi), mag. 1, 3, 5 - 12. 
Tqvens mier SerCeuli sxvadasxva mimdev
erTmaneTis mimdevrobiT arsebuli gverdebi; 
Selection
velebis Semdeg jgufSi moTavsebulia Number of copies (sabuTis gasadubleblad saWiro 
veli); 
fanjris qvemoT ganlagebulia sia, saidanac SegiZliaT SeirCioT luwi an kenti 
nomrebis mqone gverdebis beWdva. 
dialogur fanjaras aqvs klaviSebi: Properties (Tvis
(d

teris SemTxvevaSi  sabuTi daibeWdeba. 
 

grafikuli gamosaxulebis gaformeba da dakabadoneba 
 
dakabadoneba aris sabuTis Seqmnis iseTi teqnologia, romelic iTvaliswinebs 
sabuTis miRebas sxvadasxva, winaswar Seqmnili nawilebis (blokebis) urTierTgan-
lagebiT. bloki SeiZleba Seicavdes sxvadaxva saxis informacias, rogoricaa: 
gr

eba gamoiyos ori saxis bloki - Sida, MS Word -Si momzadebuli informaciiT da Se
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



gare, e. w. importirebuli, sxva programaSi momzadebuli informaciiT. miuxedavad 
amisa, orive SemTxvevaSi blokebze SesaZlebelia erTi da igive moqmedebebis 
Sesruleba.  
Sida blokebis Sesaqmnelad gamoiyeneba piqtogramuli meniu Drawing. meniu Seicavs or 
ZiriTad qvemenius: Draw (xatva), romelSic moTavsebulia blokebis redaqtirebis 
brZanebebi da qvemeniu Autoshapes (mza figurebi), sxvadasxva saxis standartuli 
grafikuli obieqtebis Seqmnis brZanebebiT. 
roca piqtogramuli meniu Drawing-i (xatva) aqtiuria, qvemeniu fanjris qvemoT 

ganTavsdeba. Tu ar Cans ekranze, SegiZliaT gamoaCinoT brZanebiT View Toolbars 
(naxva iaraRebi), monaxeT da dauyeneT alami. es iaraRebi ganlagdebian ekranis qveda 
nawilSi, (ixileT nax. 4. 26). 

bloki aris sxvadasxva saxis informaciis (grafiki, naxati, teqsti, suraTi) gaerTianeba         

erT obieqtad. 
 

brZanebiTi klaviSi  Draw (xatva) da misi qvemeniu  
daawkapuneT klaviSis marjvniv moTavsebul patara Sav samkuTxedze (u), ris 
Sedegadac gaixsneba  Draw-is (xatvis) qvemeniu, (ixileT nax. 4. 27). 

 
nax. 4. 27. Draw-is (xatvis) qvemeniu 

 
Draw–is (xatvis) klaviSis marjvniv moTavsebulia: marcxniv daxrili TeTri isari , 
es aris mosaniSni isari, Select Objects (obieqtis moniSvna). Semdeg moTavsebulia 
obieqtis Tavisufali brunvis isari Free Rotate (Tavisufali brunva), mas mosdevs 
wrfis, isris, CarCos, wrewiris (elifsis) dasaxazad gamosayenebeli klaviSebi. maTi 
xmarebisaTvis saWiroa romelime maTganze daayenoT maCvenebeli da daawkapunoT 
marcxena klaviSze erTjer. maCvenebeli miiRebs jvris (pliusis) formas, 
gadaadgileT igi da daafiqsireT wertili, saidanac gsurT daxatoT, marcxena 
klaviSze TiTis auReblad amoZraveT Taguna (gadaaTrieT) manam, sanam ar daixazeba 
sasurveli figura, Semdeg ki auSviT TiTi marcxena klaviSze, figura daixazeba. 
analogiurad SegiZliaT sxva figurebis daxazva. es figurebia: Line (wrfe), Arrow 
(isari), Rectangle (marTkuTxedi), Oval (ovali), Text Box (teqsti CarCoSi) da a. S. 
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brZanebiTi klaviSi AutoShapes ( mza figurebi da misi qvemeniu) 
klaviSi AutoShapes (mza figurebis) marjvniv moTavsebulia patara Savi samkuTxedi (u), 
gaxseniT es samkuTxedi masze marcxena klaviSis dawkapunebiT, gamoCndeba qvemeniu. 
menius yovel brZanebas aqvs isari, rac imas niSnavs, rom TiToeul maTgans gaaCnia 
qvemeniu. Tu gadaxvalT am qvemeniuSi, dainaxavT sxvadasxva figurebs. daaTvaliereT 
es figurebi, Semdeg amorCieT sasurveli figura da gadaTreviT daxazeT Tqvens 
sabuTSi.  
aq moTavsebulia sxvadasxva mza figura romlebic gamogadgebaT sabuTis 
gasaformeblad an bloksqemebis Sesadgenad. es figurebia: sxvadasxvagvari 
marTkuTxedi, paralelogrami, trapecia, rombi, wre, cilindri, naxevarmTvare da a. S. 
(ixileT nax. 4. 28 ). 

 
nax.  4. 28. mza figurebis erTerTi qvemeniu. 

 
am figurebis gamoyenebiT Sedgenili yvela naxati calcalke obieqtia da sabuTSi 
teqstis cvlilebis dros an kursoriT maTi gadaadgilebisas isini calcalke 
gadaadgildebian, rac mouxerxebelia muSaobis dros. SegiZliaT sxvadasxva figurebi 
ganalagoT saWiroebis mixedviT; Semdeg ki gaaerTianoT erT obieqtad (blokad) 
brZanebiTi klaviSis Draw -is (xatvis) qvemenius gamoyenebiT, risTvisac iqceviT 
Semdegnairad: 
iRebT iaraRs Line (xazi), maCvenebels ayenebT im poziciaSi, saidanac gindaT daiwyoT 
xazis gavleba, gadaTreviT SegiZliaT gaavloT rogorc horizontaluri, ise 
vertikaluri xazi. (xazi rom ar daigrixos SegiZliaT es iaraRi gamoiyenoT klaviS 
Shift–Tan erTad e. i. ixmareba kombinacia Shift+Line).  
marTkuTxedi rom daxazoT, maCvenebliT iRebT iaraRs Rectangle (marTkuTxedi). 
maCvenebeli miiRebs jvris formas, gadaadgilebT mas im poziciamde, saidanac gindaT 
marTkuTxedis daxatva, aWerT TiTs marcxena klaviSs da amoZravebT Tagunas 
diagonalze (aTrevT). marTkuTxedis sasurveli formis miiRebis Semdeg, uSvebT TiTs 
marcxena klaviSidan,  sabuTze daixateba marTkuTxedi. analogiurad daxateT wre, 
elifsi da isari. SegiZliaT xazi gaataroT wrewirSi an marTkuTxedSi, (ixileT   
nax. 4. 29).  
Tu gsurT moniSnoT daxazuli xazi, daayeneT masze maCvenebeli da daawkapuneT 
marcxena klaviSiT erTjer. xazs TavSi da boloSi gauCndeba kvadratebiani konturi 
e. i. moiniSna. Tu saWiroa xazis zomis Secvla, jer unda moniSnoT igi, Semdeg 
maCvenebeli daayenoT erTerT kvadratze, (gaCndeba ormxrivi Savi isari) da 
gadaTreviT daamoklebT an daagrZelebT xazs. 
Tu xazs moniSnavT, Semdeg gaxsniT xazis stils, SeirCevT sasurveli sisqis xazs da 
daawkapunebT erTjer, moniSnuli xazi gadakeTdeba sasurvel xazad. analogiurad 
SegiZliaT xazis Secvla isriT, Crdilis datana. rodesac sargeblobT klaviSebiT, 
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Arrow Style (isrebis stili) da  Shadow (Crdili), winaswar moniSneT xazi, naxati an 
CarCo. 

 
nax. 4. 29. Draw– is (xatvis) klaviSebiT daxazuli figurebi 

 
Free Rotate  (Tavisufali brunvis) klaviSi 
winaswar moniSneT romelime naxati masze erTjer dawkapunebiT, aiReT klaviSi Free 
Rotate (Tavisufali brunva) da daawkapuneT moniSnul naxatze. naxatis moniSvnis 
kvadratebi Seferaddebian mwvaned. daayeneT maCvenebeli erTerT kvadratze, 
maCvenebeli Semoexveva kvadrats, gadaTreviT SegiZliaT abrunoT naxati da 
Tavisufali bunviT daayenoT saWiro mdebareobaSi (ixileT nax. 4. 30). 

                     a                                        b 
 
nax. 4. 30. Tavisufali brunvis klaviSiT moniSnuli elifsebi:  a) moniSnuli elifsi 

mobrunebamde   b) moniSnuli elifsi mobrunebis Semdeg 
 
daxatuli figurebi moiniSneba masze maCveneblis dawkapunebiT erTjer. moniSvnis 
dros figuras irgvliv ukeTdeba konturi patara kvadratebiT. moniSnuli figuris 
gadaadgileba SegiZliaT rogorc gadaTreviT ise kursoris gadasaadgilebeli 
klaviSebiT. Tu gadaadgilebT wres romelzedac gaavleT xazi, dainaxavT rom 
gadaadgildeba mxolod wre, xazi ki darCeba, risTvisac xazi calke unda 
gadaadgiloT imave wesiT (ixileT nax. 4. .31).  

 
nax. 4. 31. gadaadgilebis Sedegad daSlili figura (wrewiri). 

 
am problemis Tavidan asacileblad dagexmarebaT brZaneba Group (jgufi), romelic 
moTavsebulia Draw –is (xatvis) klaviSis brZanebebis CamonaTvalSi.  
 
Draw–is (xatvis) qvemeniudan erTiani moniSvnis SesanarCuneblad, saWiroa : 
1. moniSvnis isris ( ) saSualebiT moniSneT sasurveli naxatebi, romlebic erT 

obieqtad unda aqcioT, Sedegad am figurebs gaukeTdebaT mosaniSni kvadratebi 
calcalke;  

2. SeirCieT brZaneba Draw (xatva), gaxseniT mis marjvniv moTavsebuli patara Savi  

samkuTxedi (u), gamoisaxeba brZanebebis CamonaTvali; 
3. airCieT brZaneba Group  (jgufi) da daawkapuneT masze erTjer. 
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amrigad Seiqmneba bloki, anu ramdenime obieqti gaerTiandeba erT obieqtad. 
sakmarisia erTerT naxatze daawkapunoT erTjer da mTeli obieqti moiniSneba, ris 
Semdegac SegiZliaT SeasruloT masze sxvadasxva moqmedebebi (amoWra, gadubleba, 
gadaTreva, waSla). naTqvamis siworeSi dasarwmuneblad SegiZliaT romelime maTganze 
maCvenebliT daawkapunoT erTjer, obieqti moiniSneba, e. i. figurebs yvelas erTad 
gaukeTdebaT saerTo moniSvnis kvadratebiani konturi, maSasadame, figurebi 
dajgufda rogorc erTi obieqti (bloki). fugurebis gadaadgilebisas isini yvela 
erTad gadaadgildeba (xazic gayveba wres),  (ixileT nax. 4. 32). 

 
nax.  4. 32. ramdenime naxati gaerTianebuli blokad. 

 
Tu dajgufeba ar gawyobT, an romelime obieqti gadasakeTebelia, mis Secvlas 
jgufSi ver moaxerxebT. jer unda daSaloT jgufi calkeul elementebad, ris 
Sedegadac, mas  moexsneba saerTo moniSvnis kvadratebiani konturi. 
 
Tu gsurT blokis daSla SeasruleT Semdegi moqmedebebi: 
1. moniSneT bloki masze maCveneblis erTjer dawkapunebiT, Sedegad gaCndeba saerTo 

moniSvnis kvadratebi; 

2. gaxseniT Draw–is (xatvis) qvemeniu patara Sav  samkuTxedze (u) marcxena klaviSis 
erTjeradi dawkapunebiT; 

3. airCieT brZaneba Ungroup–is (jgufis) daSla  da daawkapuneT erTjer. bloki 
daiSleba calkeul elementebad. SegiZliaT TiToeuli figuris redaqtireba da 
Semdeg xelaxla gaerTianeba erT obieqtad. SeiZleba am mimdevrobis ramdenjerme 
gameoreba. 

mag. airCieT meniudan brZaneba Insert Picture Clip Art–(Casma naxati naxatebis galerea), 
gamoisaxeba Windows – is mza naxatebi, airCieT erTerTi, magaliTisTvis fexburTeli 
da daawkapuneT klaviSze Insert (Casma), daaregulireT naxatis zomebi, risTvisac 
moniSneT naxati moniSvnis kvadratebiani konturiT, SecvaleT naxatis zomebi 
iseTnairad, rom furcelze normalurad moTavsdes. Tu moniSvnis kvadratebi ar Cans 
es imas niSnavs rom moniSvna moixsna. naxati moniSneT xelaxla, gaxseniT Draw–is 
qvemeniu, airCieT brZaneba Ungroup  (jgufis daSla) da daawkapuneT erTjer, bloki 
daiSleba calkeul elementebad. amaSi dasarwmuneblad, maCvenebliT daawkapuneT jer 
burTze, Semdeg Tavze, xelze da a. S. yoveli maTgani moiniSneba calcalke da 
SegiZliaT kursoris gadasaadgilebeli klaviSebiT gamoacalkevoT isini. 
redaqtirebuli naxati axali saxiT SegiZliaT isev gaaerTianoT blokad da 
SeinaxoT. yovelive amaSi gexmarebaT Draw–is (xatvis) brZanebebi: Group  (jgufi), 
Ungroup (jgufis daSla), Regroup (gadajgufeba).  
 

teqstis gaformeba naxatiT 
 

sabuTis naxatiT gasaformeblad  winaswar akrefili unda iyos teqsti, naxats ki an 
daxatavT romelime redaqtorSi, an Windows–is mza naxats gadmoitanT. rogorc ki 
naxats wamoiRebT Tqvens sabuTSi, maSinve gaaqtiurdeba klaviSebi Picture (naxati), 
romlebic emsaxurebian naxatis teqstSi ganTavsebas. Tu es klaviSebi ar Canan, 

TviTon unda gaaaqtiuroT isini brZanebiT View Toolbars (naxva iaraRebi), qvemeniudan 
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 SeirCevT Picture–s (naxats) da dauyenebT mas alams. am klaviSebze monaxavT Text 
Wrapping-s (teqstis dayofa) da daawkapunebT masze, gamoCndeba qvemeniu CamonaTvali, 
(ixileT nax. 4. 33). 

 

nax. 4. 33. klaviSebi Picture Text Wrapping (naxati teqstis dayofa) 
 

survilis mixedviT SeirCieT am brZanebebidan romelime da daawkapuneT masze 
marcxena klaviSiT erTjer, naxati dafiqsirdeba teqstSi. 
 

naxatis teqstze moTavsebis dros igi winaswar unda iyos  moniSnuli, winaaRmdeg 
SemTxvevaSi mizans ver miaRwevT. 

 
nax. 4. 34. Draw-is (xatvis) qvemeniudan teqstis naxatiT gaformebis saSualebebi. 

 
teqstis naxatiT gaformebis dros mosalodnelia teqstis naxatiT iseTi 
dafarva,  rom misi wakiTxva SeuZlebeli iyos an figuris figuraze dafarebis 
dros romelime figuris xazebi daifaros meore figuriT. amis Tavidan 
asacileblad saWiroa winaswar moniSnoT figura (naxati), Semdeg gaxsnaT 

xatvis klaviSze moTavsebuli patara Savi  sakuTxedi (u) masze  marcxena 
klaviSis erTjer dawkapunebiT. ekranze gamoCndeba Draw∏Order-is  
(xatva∏Canaweris) qvemeniu (ixileT nax. 4. 34). 
gaiTvaliswineT samuSaos xasiaTi, qvemeniudan airCieT saWiro varianti da 
daawkapuneT masze erTjer. SerCeuli brZanebis, mixedviT, naxati moTavsdeba teqstis 
win, teqstis marcxniv, daefareba teqsts, an teqsti ganTavsdeba naxatis Tavsa da 
boloSi. 
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standartuli iaraRebi anu brZanebiTi klaviSebi 
 
ZiriTad meniuSi Semavali brZanebebi, moTavsebulia standartuli iaraRebis 
striqonSi. eseni igive klaviSebia, oRond ara klaviaturaze, aramed ekranze - 
niSnakis saxiT. iaraRebis striqonidan airCieT rigrigobiT TiToeuli klaviSi, 
daayeneT mis qveS maCvenebeli, ar daartyaT marcxena klaviSs da daelodeT. klaviSis 
qveS gaCndeba is brZaneba, romelic damagrebulia masze. iaraRebis striqonSi aris 
failis Seqmnis, gaxsnis, Senaxvis, redaqtirebis, daformatebis brZanebebi: SeecadeT 
TviTon gamoaCinoT brZanebebis warwera da daimaxsovroT romel klaviSze ra 
brZanebaa damagrebuli. 

teqstur redaqtors MS Word - s aqvs uamravi iaraRi. maTi yvelas erTdroulad gamoCena 

ekranze ikavebs did adgils da Ms Word - is fanjaraSi samuSao are iqneba patara. amitom 
fanjaraSi dayenebulia xSirad gamosayenebeli klaviSebi. muSaobis dros Tu klaviSebi 

sakmarisi ar aris isini unda gamoaCinoT brZanebidan View Toolbars (naxva iaraRebi) almis 
dayenebiT. esenia: Picture (naxati), Form  (formebi), Table And Border (cxrilebi da CarCoebi). 
 

menius brZaneba  File  (failSi) Semavali iaraRebi: 
 

axali sabuTis Seqmna (axali furclis aReba); 

arsebuli sabuTis gaxsna; 

sabuTis Senaxva; 

sabuTis beWdva; 

daTvaliereba beWdvis win 

  
 

menius brZaneba Edit  (redaqtirebaSi) Semavali iaraRebi: 
 

amoWra da buferze Cawera; 

 

kopireba da buferze Cawera; 

 

buferidan gadmowera; 

 

wina brZanebis aRdgena; 

 

momdevno brZanebis aRdgena.  
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menius brZaneba Format-Si (formatSi) Semavali da daformatebisaTvis saWiro 
iaraRebi: 

 
 

fontebis asarCevi;  

 

fontebis zomis asarCevi 

 

fontebis sisqe; 

 

fontebis daxra; 

 

teqstis qveS xazis 

 

teqstis gasworeba marcxniv; 

 

teqstis centrireba 

 

teqstis gasworeba marjvniv; 

 

teqstis gasworeba marxniv da marjvniv; 

 

abzacebis danomrva; 

 

abzacebis moniSvna wertilebiT an sxva niSnakiT; 

 

feradi fontebi; 

 

teqstis ganlageba svetebad; 

 

ujraSi teqstis mobruneba; 

 
 

formatis kopireba. 
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menius brZaneba Table -Si (cxrilSi) Semavali da cxrilebTan samuSao) iaraRebi: 
 

cxrilis daxazva xelis reJimSi; 

 

fanqari; 

 

saSleli; 

 

cxrilis daxazva avtomatur reJimSi; 

 

moniSnuli ujrebis gaerTianeba erT ujrad; 

 

erTi ujris dayofa ramdenime ujrad; 

  

cxrilSi svetebis daxarisxeba zrdis mixedviT; 

 

cxrilSi svetebis daxarisxeba klebis mixedviT; 

 

cxrilis avtomaturi daformateba; 

 

ujrebis gaTanabreba simaRleSi; 

 

ujrebis gaTanabreba siganeSi; 

 

teqstis ganlageba ujris TavSi; 

 

teqstis ganlageba ujris SuaSi (centrSi); 

 

teqstis ganlageba ujris boloSi; 

 

cxrilSi CarCoebis, svetebisa da striqonebis xazebis gavleba; 

 
 

 74



ujraSi fonis feris SerCeva; 

 

xazis feris SerCeva; 

 

xazis sisqis SerCeva; 

 

xazebis stili. 

 
 

D r a w  ( x a t v i s )  i a r a R e b i :  
 

xatva; 

 

obieqtis moniSvna; 

 

naxatis Tavisufali brunva; 

 

mza figurebi; 

 

xazi; 

 

isari; 

 

marTkuTxedi; 

 

ovali (elifsi, wre); 

 

teqstis CarCo; 

 

CarCos xazebi; 

 

teqstis arCeuli formiT Casma; 
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obieqtSi ferebis Casxma; 

 
 

fontebis ferebi; 

 

xazebis ferebi; 

 

xazebis stili; 

 

wertilebis (wyvetili xazebis) stili; 

 

isrebis stili; 

 

Crdilebi brtyeli figurebisaTvis; 

 

Crdilebi sivrciTi figurebisaTvis. 

 
 

 
I V  T a v i s  S i n a a r s i   
 
teqsturi redaqtoris  Ms Word - is CatvirTva; teqsturi redaqtoris  Ms Word – is 
fanjris agebuleba; ZiriTadi menius brZanebebi: faili, redaqtireba, naxva, buferidan 
gadmowera (Casma), daformateba, cxrilebi da maTTan muSaoba; menius brZaneba File–
failis qvemenius brZanebebi: axali sabuTis Seqmna, arsebuli failis gaxsna, failis 
daxurva, failis Senaxva saqaRaldeSi My Documents (Cemi sabuTebi) an sxva 
saqaRaldeSi, sabuTisaTvis gverdis zomebis dayeneba, sabuTis daTvaliereba beWdvis 
win da beWdva; menius brZaneba Edit–redaqtirebis qvemenius brZanebebi: sabuTidan 
moniSnuli teqstis fragmentis amoWra, gadubleba da sxva adgilze Cawera, wina 
brZanebis aRdgena an momdevno brZanebis dabruneba, sabuTSi teqstis moZebna da 
Casworeba; menius brZaneba View-is (naxvis) daxmarebiT sxvadasxva klaviSebis gamoCena 
an moxsna; menius brZaneba Insert-is (Casmis) qvemenius brZanebebi: gverdebis danomrva, 
sabuTze TariRis datana, avtomaturi teqstiT sargebloba, simboloebisa da 
SeniSvnebis gamoyeneba, teqstis CarCoSi moTavseba; menius brZaneba Format-is 
(formatis) qvemenius brZanebebi: fontebis dayeneba, fontisa da misi zomis Secvla, 
striqonebs Soris intervalis Secvla, abzacebis moniSvna da danomrva, teqstis 
svetebad ganlageba, sabuTSi teqstis gasworeba marcxniv, marjvniv, orive mxridan da 
centrireba, teqstis gaWimva (SekumSva), asos an ricxvis aweva xarisxad (daweva 
indeqsad), CarCoSi moTavsebuli teqsis brunva, CarCosTvis xazebisa da Crdilebis 
SerCeva; menius brZaneba Tools–is (iaraRebis) qvemenis brZanebebi: arastandartuli 
klaviSebis damateba ekranze da parametrebis dayeneba an Secvla; menius brZaneba 
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Table–is (cxrilis) qvemenius brZanebebi: cxrilis daxazva xelis an avtomatur reJimSi 
cxrilis Sablonis gamoyenebiT, cxrilSi svetebis (striqonebis) Camateba an moSla, 
ramdenime ujris gaerTianeba erT ujrad an erTi ujris dayofa ramdenime ujrad, 
didi cxrilis gayofa or an met cxrilad, cxrilis daformateba avtomatur reJimSi, 
cxrilis ujrebSi teqstis gasworeba: marcxniv, marjvniv, centrSi, teqstis atana 
ujris TavSi an boloSi Camotana, CarCoebis xmareba, xazis stilis arCeva, ferebis 
xmareba asoebisaTvis, xazebisaTvis da ujrebisaTvis fonis saxiT.  
 
 
k iTxv e b i  TviTSemowm ebi s aTvi s  
 
1. aRwereT  teqsturi redaqtoris Ms Word-is fanjara; 
2. CamoTvaleT ZiriTadi menius brZanebebi; 
3. romeli brZanebebiT xdeba teqstur redaqtorSi axali sabuTis Seqmna, arsebuli 

sabuTis gaxsna da daxurva; 
4. romel saqaRaldeSi  Seinaxeba sabuTi brZanebiT Save  (Senaxva / damaxsovreba); 
5. ra gansxvavebaa sabuTis Senaxvis Save da Save As brZanebebs Soris?; 
6. menius romeli brZanebiT xdeba gverdis zomebis daniSvna?; 
7. ramdeni Canacvleba aqvs dialogur fanjaras Page Setup (gverdis zomebis daniSvna),  

romel Canacvlebas da romel parametrs irCevT, rom furceli horizontalurad 
iyos mobrunebuli?; 

8. romeli brZanebiT xdeba beWdvis win daTvaliereba? 
9. dialogur fanjaraSi Print (beWdva), sabuTis beWdvis rogori SesaZleblobebi 

arsebobs? 
10. romeli brZanebiT xdeba teqstis moniSnuli fragmentis buferze gagzavna? 
11. ra gansxvaveba da msgavseba arsebobs  brZanebebs Cut (amoWra) da Copy -s 

(gadublebas) Soris?; 
12. risTvis gamoiyeneba brZanebebi: Undo  da  Repeat?; 
13. romeli brZanebiT xdeba buferidan gadmowera?; 
14. romeli brZanebebiT xdeba teqstSi saWiro fragmentis Zebna da Casworeba?; 
15. risTvis gamoiyeneba menius brZaneba View (naxva)?; 
16. romeli brZanebiT unda gamoitanoT dialoguri fanjara gverdebis gadasanomrad?; 

17. risTvis iyenebT brZanebas meniudan Insert Symbol (Casma simboloebi)?; 
18. romeli brZaneba gamoiyeneba sabuTSi SeniSvnebisaTvis?; 
19. romeli brZaneba gamoiyeneba teqstis CarCoSi mosaTavseblad?; 
20. romeli brZanebiT xdeba Windows–is naxatebis amotana?; 
21. ra igulisxmeba teqstis daformatebis qveS? 
22. meniudan romeli brZanebiT xdeba fontebisa da misi zomebis Secvla? 
23. romeli dialoguri fanjridan gadixarT da romel Canacvlebas irCevT teqstis 

fragmentSi sityvebis SesamWidroeblad (gasaWimad) an simbolos asawevad 
(dasawevad)?; 

24. romeli brZanebiT xdeba abzacebis danomrva ?; 
25. romel brZanebas irCevT teqstSi striqonebs Soris intervalis Sesacvlelad?; 

26. risTvis gamoiyeneba brZaneba Format Columns (formati svetebi)?; 
27. romeli brZanebiT xdeba CarCoSi moTavsebuli teqstis mobruneba?; 
28. momxmareblis klaviSebis dasamateblad romel brZanebas irCevT meniudan;? 
29. menius romeli brZanebiT gadixarT dialogur fanjaraSi Options  (parametrebi)?; 
30. romeli brZanebiT daxazavT cxrils xeliT reJimSi?; 
31. romeli brZaneba unda airCioT cxrilis avtomatur reJimSi dasaxazad?; 
32. ra daniSnuleba aqvs cxrilis Sablons?; 
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33. rogor xdeba cxrilSi striqonis (svetis) waSla?; 
34. rogor xdeba cxrilSi striqonis (svetis) damateba?; 
35. rogor da romeli brZanebiT xdeba ramdenime ujris gaerTianeba erT ujrad?; 
36. rogor da romeli brZanebiT xdeba ujris dayofa ramdenime ujrad?; 
37. rogor xdeba didi cxrilis dayofa ramdenime cxrilad?; 
38. ra igulisxmeba cxrilis daformatebis qveS da daformatebis ramdeni gza 

arsebobs?; 
39. romeli klaviSebi unda iyos ekranze gamotanili xatvis reJimSi samuSaod? 
40. romeli martivi figurebis daxazva SegiZliaT teqstur redaqtorSi?; 
41. rogor gamoiyeneba mza figurebi?; 
42. naxazi rom moaTavsoT teqstze romeli klaviSebiTa da brZanebiT unda 

isargebloT?; 
43. sxvadasxva figurebisagan Sedgenili naxatis gasaerTianeblad ra aris saWiro da 

romeli brZanebiT xdeba erT obieqtadD Sekvra?; 
44. SesaZlebelia Tu ara obieqtis daSla calkeul figurebad?. 
 
 
s a v a r j i S o  
 
1. aiReT axali furceli, airCieT furclis formati vertikaluri/horizontaluri, 

daayeneT gverdis zomebi, gaxseniT fontebis sia, airCieT romelime qarTuli 
fonti/AcadNusx (akad. nusxuri), LitNusx (lit. nusxuri), Grigolia-(grigolia), es 
fontebi ZiriTadad emTxveva inglisur asoebs), akrifeT nebismieri teqstis 
fragmenti da SeinaxeT (CawereT diskze saqaRaldeSi My Documents (Cemi sabuTebi) 
saxelis miTiTebiT) da daxureT sabuTi; 

2. gaxseniT Tqvens mier axlad Seqmnili sabuTi, teqsti daamateT  da isev daxureT; 
3. gaxseniT Tqveni sabuTi, moaxdineT teqstis redaqtireba, Semdeg ki daaformateT 

(saTauri gadaiteneT centrSi, SecvaleT saTauris fonti axali fontiT –akad. 
mTavruliT, gazardeT saTauris fontis zoma 14 an 16-iT, gaamuqeT saTauri an 
daxareT fontebi, teqsti gaasworeT orive mxares) da SeinaxeT; 

4. gaxseniT Tqveni sabuTi, daamateT teqsti da SeinaxeT Tqvens mier Seqmnil sxva 
saqaRaldeSi; 

5. axla daxureT sabuTi da dacvis mizniT gadagzavneT moqnil diskze (moqnil 
diskze gadasagzavnad sabuTi unda daxuruli iyos, an unda SeinaxoT brZanebiT 
Save As…); 

6. Zebnis brZanebis gamoyenebiT moZebneT Tqvens teqstSi romelime sityva, romelic 
xSirad gxvdebaT, moaxdineT am sityvis Casworeba da isev aRdgena; 

7. SecvaleT Tqveni teqstis erTi fragmenti, Semdeg ki aRadgineT igive teqsti Undo 
A(aRdgena) brZanebis gamoyenebiT; 

8. teqstSi moniSneT romelime fragmenti da waSaleT, Semdeg ki aRadgineT brZanebiT 
Undo A(aRdgena), isargebleT Undo/ Repeat – brZanebebiT; 

9. teqstSi moniSneT fragmenti, brZanebiT Cut (amoWra) da CasviT kursoriT 
miTiTebul sxva adgilze; 

10. moniSneT teqstis fragmenti, brZanebiT Copy (gadubleba) da CasviT kursoriT 
miTiTebul adgilze;  

11. Tu ar mogwonT redaqtirebis Sedegi, gamoiyeneT brZanebebi Undo/ Repeat da 
aRadgineT Zveli saxe; 

12. daitaneT sabuTze TariRi an avtoteqstSi monaxeT romelime sityva an fragmenti 
da CawereT sabuTSi; 
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13. isargebleT brZanebiT  Insert Symbol (Casma simbolo), amoirCieT romelime simbolo 
da CasviT Tqvens sabuTSi kursoriT miTiTebul adilze;  

14. isargebleT brZanebiT Comment (SeniSvnebi) da Tqvens teqstSi gaakeTeT SeniSvnebi, 
mere gadaakeTeT an moxseniT; 

15. isargebleT brZanebiT Picture (naxatebi), amoirCieT romelime naxati da moaTavseT 
Tqvens teqstSi, risTvisac gamoiyeneT klaviSebi View Toolbars Picture (naxva  
iaraRebi naxati). Tu es klaviSebi naxatis moniSvnis dros avtomaturad ar 
gamoCndebian TviTon gamoitaneT zemoT miTiTebuli mimdevrobis saSualebiT; 

16. Tu gindaT, rom naxati uSualod teqstze daafaroT da asoebi ki aRar Cans, 
isargebleT brZanebiT Draw Order (xatva Canaweri) da SeinaxeT sabuTi; 

17. aiReT axali furceli (sabuTi), isargebleT brZanebiT Text Box (teqsti CarCoSi), an 
xatvis iaraRebidan aiReT es iaraRi, maCvenebliT daafiqsireT saidan gindaT 
CarCos moxazva, gadaTreviT (marcxena klaviSze TiTis mouxsnelad) daxazeT 
sasurveli zomis CarCo, airCieT fonti da CawereT teqsti; 

18. moniSneT teqstiani CarCo da moabruneT teqsti branebiT Text Direction (teqstis 
brunva), teqstiani CarCo gadaadgileT, risTvisac gamoiyeneT kursoris 
gadasaadgilebeli klaviSebi  an TagviT gadaaTrieT; 

19. moniSneT teqstiani CarCo, isargebleT brZanebiT Borders And Shading (CarCoebi da 
Crdilebi), SearCieT CarCos xazebisaTvis stili, asoebisa da fonisaTvis feri, 
dauyeneT CarCos Crdili da SeinaxeT;  

20. gaxseniT sabuTi, sadac didi moculobis teqsti gaqvT, moniSneT romelime abzaci 
an mTeli teqsti, isargebleT brZanebiT Format Paragraph da SecvaleT striqonebs 
Soris daSoreba (intervali); 

21. moniSneT teqstis fragmenti an saTauri, isargebleT brZanebiT Format Font-
(formati fonti) da gaWimeT (SekumSeT) teqsti; 

22. axal sabuTSi akrifeT iseTi teqsti, romelic Seicavs abzacebis danomrvasa da 
moniSvnas. moniSneT dasanomri abzacebi, isargebleT brZanebiT Format Bullets and 
Numbering da danomreT (winaswar moniSneT defisebiT/wertilebiT) abzacebi; 

23. aiReT axali sabuTi, dauyeneT gverdis zomebi, akrifeT is teqsti, romlis 
ganTavsebac gsurT svetebad. moniSneT mTeli teqsti, isargebleT brZanebiT 
Format Columns (formati svetebi), dialogur fanjaraSi airCieT saWiro 
parametrebi imisaTvis rom teqsti moaTavsoT or iseT svetSi, romelTa siganec 
Tanabaria. axla aRadgineT pirvandeli varianti, isev moniSneT teqsti da 
ganaTavseT or iseT svetSi, romlebsac araTanabari sigane aqvT. isev aRadgineT 
Zveli varianti, isev moniSneT teqsti da ganaTavseT sam iseT svetSi,  romlebsac 
Tanabari sigane aqvT da a. S. ivarjiSeT manam, sanam sasurvel variants ar miiRebT; 

24. isargebleT brZanebiT Table Draw Table(cxrili cxrilis daxazva xelis reJimSi) 
da daxazeT cxrili sami svetiTa da xuTi striqoniT, daayeneT saWiro fonti da 
SeavseT cxrili saTanado informaciiT (mag. gvari, saxeli, dabadebis weli); 

25. cxrilis Sablonis gamoyenebiT daxazeT cxrili xuTi svetiTa da aTi striqoniT, 
CaayeneT kursori romelime ujraSi da dayaviT es ujra ramdenime ujrad. moniSneT 
ramdenime ujra da gaaerTianeT erT ujrad. bolo ori sveti moniSneT da 
gaaerTianeT erT svetad. moniSneT mexuTe striqoni da waSaleT. axla .daayeneT 
sasurveli fonti da SeavseT cxrili saTanado monacemebiT. SeinaxeT sabuTi; 

26. gaxseniT is sabuTi, sadac Senaxulia axlaxan daxazuli cxrili da daaformateT 
(moaxdineT ujrebSi teqstis centrireba, xazis tipebidan airCieT saWiro xazis 
tipi da ujrebs gaukeTeT CarCoebi, foni, fontebs feri dauyeneT da gaukeTeT 
Crdilebi ) da SeinaxeT. 

 



T a v i  5  

 

e l e q t r o n u l i  c x r i l e b i  –  M s  E x c e l  

MS Excel aris eleqtronuli cxrilebis programa, romlis saSualebiT xdeba 
sxvadasxva saxis monacemebis Setana, damuSaveba, gamoTvlebis avtomatizacia, 
grafikebisa da diagramis ageba, daformateba da beWdva. 
CamtvirTavi failia excel.exe, romlis misamarTia: C:\Programs Files\Microsoft 
Office\Microsoft Excel. magidaze misi piqtogramis dasayeneblad SeasruleT Semdegi 
moqmedebebi:  
1. monaxeT CamtvirTavi faili excel.exe zemoaRniSnuli misamarTiT; 
2. maCvenebeli daayeneT piqtogramaze da gamoitaneT konteqsturi meniu; 
3. airCieT brZaneba Create Shortcut da mieciT dasturi,  aqtiur fanjaraSi gamoCndeba 

piqtogramis dubli Microsoft Excel (2); 
4. gadaaTrieT Seqmnili piqtograma samuSao magidaze da gamoucvaleT saxeli 

(dublis nomers nu miuTiTebT). 
Excel-is CatvirTvis Semdeg samuSao magidaze gamoCndeba fanjara (nax. 5. 1). 

 
nax. 5. 1.  eleqtronuli cxrilebis MS Excel-is fanjara 

 
faili anu sabuTi Excel–Si aris samuSao wigni - Boock, romelic Sedgeba ramdenime 
furclisagan (Sheet). am furclebis damatebac SeiZleba da waSlac. momxmarebeli 
samuSao furcelze adgens cxrilebs da maT Sesabamis diagramebs. TiToeuli 
samuSao furceli Sedgeba 256 svetisagan da 65 536 striqonisagan. svetebis 

saTaurebi aRiniSneba laTinuri anbanis mTavruli asoebiT (A÷Z an AA, AB da a. S.), 
xolo striqonis saTaurebi naturaluri ricxvebia (1, 2, 3. . .). striqonisa da 
svetis gadakveTaSi formirdeba ujra, romlis misamarTia Sesabamisi svetisa da 
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striqonis saTaurebisagan Sedgenili saxeli. mag. A1 ujra dgas A svetisa da 1 
striqonis gadakveTaSi. Tu ujraze daayenebT maCvenebels da daawkapunebT Tagvis 
marcxena klaviSze  erTjer, maSin es ujra moiniSneba. 

 
nax. 5. 2. dialoguri fanjara Edit  Go To (redaqtireba gadadi) 

 
samuSao wignis Sesabamisi fanjris qvemoT moTavsebulia samuSao furclis 
piqtogramebi (Sheet1, Sheet2), mis qvemoT ki statusis striqoni. es aris Cveulebrivi 
fanjara, aqvs rogorc vertikaluri ise horizontaluri lifti. samuSao wignis  
gadasafurclad saWiro klaviSebi moTavsebulia marcxena qveda kuTxeSi. 
ujris gaaqtiureba xdeba TagunaTi an brZanebiT. TagunaTi ujris gaaqtiurebis 
dros maCvenebels ayenebT sasurvel ujraze da awkapunebT  Tagvis marcxena 
klaviSze erTjer. brZanebiT ujris gaaqtiurebis dros airCeT brZaneba meniudan 
Edit Go To (redaqtireba gadadi), an daartyiT xeli funqcionalur klaviSs  F5, 
gamova dialoguri fanjara Go To. airCieT teqsturi veli Reference, akrifeT 
gasaaqtiurebeli ujris misamarTi mag. D5  da mieciT dasturi, ris Sedegadac 
kursori Cadgeba miTiTebul ujraSi (ixileT nax. 5. 2). 
ujris gaaqtiurebis Semdeg saWiroa, rom ujris SigniT moaTavsoT kursori, ris 
Semdegac SeiZleba am ujraSi informaciis Cawera. kursoris ujraSi Cayeneba xdeba 
F2  funqcionalur klaviSaze xelis dartymiT an ujraze marcxena klaviSis orjer 
zedized dawkapunebiT.  
ujraSi Cawerili teqsti swordeba ujris marcxena mxares. eleqtronuli qselebis 
sistema analizs ukeTebs Casaweri monacemis tipebs. mag. “14 armia“ aRiqmeba 
rogorc teqsti, radgan ricxvi 14 weria teqstur simboloebTan erTad, xolo 
ricxvi 146254 ki aRiqmeba rogorc mTeli ricxvi. Tu ricxvi teqstur simboloebTan 
ar dgas da gsurT misi gamoyeneba  rogorc teqstisa, maSin am ricxvs win unda 
dauweroT  erTmagi apostrofi  ( ‘ ). 
ricxvi aris mudmivi sidide (constant), romelic Sedgeba mxolod cifrebisagan. 
SeiZleba SeitanoT rogorc mTeli ricxvi (mag. 124), aTwiladi (14,426) an realur 
tipad gansazRvruli aTwiladi, rogorc es eqsponencialis formiT miRebulia 
programorebaSi (mag. 1,23E+3 igivea rac 1,23*103 = 1,23*100=1230 an kidev 2,5E-2=2,5*10-2 
=2,5*10-2 =2,5*(1/100)=0,25).   

 
f o r m u l i s  S e t a n a  

 
Excel–Si gamoyenebulia programirebis elementebi. vTqvaT gindaT iangariSoT 
4+5+7=?. davalebis Sesasruleblad TiToeuli ricxvi unda CaweroT sxvadasxva 
ujraSi, ase mag. B2=4, B3=5, B4=7. yuradReba miaqcieT imas, rom B2, B3 da B4 
erTidaimave svetis sxvadasxva striqonis elementebia. ikribeba B2, B3 da B4 
ujrebSi arsebuli Canawerebi, formulaSi ki Caiwereba maTi misamarTebi. rodesac 
am ujrebSi mniSvnelobebi icvleba, TviT formula ar Seicvleba radgan 
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ariTmetikuli moqmedebebi sruldeba misamarTebze da ara konkretul ricxvebze 
(ixileT nax. 5. 3). 

 
nax. 5. 3. formuliT funqciis mniSvnelobis gamoTvlisaTvis saWiro klaviSebi 

 

 
nax. 5. 4.  ajamva avtomatur reJimSi 
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Tu ujraSi Casaweri informacia didia, igi ki Caiwereba, magram ar gamoCndeba; ujraSi 

aisaxeba simbolo #, rac imas niSnavs, rom svetis sigane viwroa da sveti unda gaaganieroT. 
amisaTvis svetis marjvena sazRvarze daawkapuneT marcxena klaviSiT 2-jer.  
 

ajamva avtomatur reJimSi   
1. gaaqtiureT svetis an striqonis boloSi mdgom ujraSi Cawerili ricxvebi; 
2. iaraRebis striqonze monaxeT klaviSa Sum (jami) da daawkapuneT erTjer 

marcxena klaviSze (moiniSneba are, romlis ajamvac gsurT); 
3. daartyiT klaviaturaze klaviSs – Enter. pasuxisaTvis gankuTvnil ujraSi 

Caiwereba ajamvis Sedegi (ixileT nax. 5. 4). 
 
TariRisa da saaTis Setana 
TariRisa da saaTisaTvis, iseve rogorc ricxvebisaTvis, arsebobs sxvadasxva saxis 
specialuri formati: 

TariRi                                saaTi 
8/12/95                                   14 : 25  
12 – Aug – 95                                                          14 : 25 : 09 
12 – Aug                                                                  2 : 25 PM/AM 
Aug - 12                                  2 : 25 : 09 PM 
                                                          

 ujraSi TariRis swrafad Sesatanad unda SearCioT klaviSebis kombinacia CTRL+ < ; > 
xolo saaTisaTvis CTRL+ < : >. 
 

formulis Setana  fx funqciiT 
 

gaaqtiureT ujra, romelSic gindaT formulis Cawera (Cvens SemTxvevaSi B8), 
iaraRebis striqonSi SeirCieT funqcia fx da daawkapuneT masze erTjer marcxena 
klaviSiT; gamova dialoguri fanjara  Paste functoin (funqciis Casma), igi Seicavs or 
vels Function category (funqciis kategoria) da  Function name (funqciis saxeli), 
kategoriis velidan SeirCieT All   (yvela), xolo saxelis velidan ki Sum (jami) da  
  

 
nax. 5. 5. dialoguri fanjara Paste function (funqciis Casma) 

 
mieciT dasturi klaviS Ok-ze dawkapunebiT. ekranze gamova fanjara, romelic 
Seicavs or vels: Number1 (ricxvi1)  da Number2 (ricxvi2). pirvel velSi Cawerilia 
formula, velis boloSi ki ujrebSi Cawerili ricxvebis mniSvnelobebi. Tu 
SemoTavazebuli Sedegi gakmayofilebT aZlevT dasturs, Tu ara da asworebT 
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formulas sasurveli Sedegis miRwevamde. dasturis Semdeg pasuxisaTvis moniSnul 
ujraSi Caiwereba formuliT gamoTvlili  Sedegi,  (ixileT nax. 5. 5). 
 
ujrebisa da maTi diapazonis moniSvna: 
diapazoni aris ujrebis jgufi, romelzec moqmedebs Excel-is brZanebebi.  
diapazonis moniSvna TagunaTi: 
1. maCvenebeli daayeneT mosaniSni diapazonis dasawyisSi (marcxena kuTxeSi); 
2. daaWireT marcxena klaviSs da gadaadgileT Taguna mosaniSni diapazonis 

(mopirdapire) qveda marjvena kuTxeSi (Tagunas atarebT diagonalze); 
3. rodesac miaRwevT bolo kuTxes, auSviT xeli marcxena klaviSs. diapazoni 

moiniSneba. 
 
moniSvna klaviaturiT: 
1. maCvenebeli daayeneT mosaniSni diapazonis dasawyisSi; 
2. marcxena xeli daaWireT klaviSs - Shift, marjvena xeliT gadaadgileT 

maCvenebeli kursoris gadasaadgilebeli klaviSebiT, diapazonis bolo kuTxeSi, 
diapazoni moiniSneba. 

 
ramdenime diapazonis moniSvna: 
1. moniSneT I diapazoni; 
2. gadaadgileT maCvenebeli II mosaniSni diapazonis dasawyisSi, daaWireT xeli 

klaviSs – CTRL,  gaagrZeleT II diapazonis moniSvna da a. S. (gaixseneT  
Windows-Si piqtogramebis moniSvna amorCeviT).  

samuSao furclis zeda marcxena kuTxeSi (kerZod 1 striqonis Tavze da  A svetis 
marcxniv) aris klaviSi - Select All. masze dawkapunebiT moiniSneba mTeli furceli, magram 
iyaviT frTxilad! Tu mTeli furcelia moniSnuli, momdevno brZaneba vrceldeba mTel 
furcelze, rac xSirad arasasurvelia (ixileT nax.  5. 3). 
 
Tu moniSnavT mTel striqons, Semdeg am striqonis romelime ujraze daayenebT 
maCvenebels erTjer dawkapunebiT da daartyavT klaviSebis kombinacias – 
Shift+Space, gaaqtiurdeba marto erTi ujra, danarCeni isev moniSnuli rCeba. 
analogiurad xdeba svetzec.   
 
monacemTa mwkrivis Setana 

 
nax. 5. 6. dialoguri fanjara Series (progresia) 

 
prognozis an biujetis uwyisis Sedgenis dros xSirad saWiroa TariRis, ricxvebis 
da teqstis mwkrivebis regularuli Setana. Excel-Si es martivad keTdeba Auto Fille-s 
(avtomaturi Sevsebis) saSualebiT. mag. gindaT SeavsoT ujrebis diapazoni 
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mimdevrobiTi TariRiT an SeqmnaT svetebis saTaurebis mimdevroba. mizans SeiZleba 
miaRwioT ori gziT: 
1. Tagunas gamoyenebiT, kerZod Sevsebis markeris gadaTreviT. (daayeneT maC-

venebeli aqtiuri ujris qveda marjvena kuTxeSi da ar amoZraoT, gamoCndeba 
patara Savi kvadrati – ganvrcobis / Sevsebis markeri) (ixileT nax. 5. 4).  

2. meniudan brZanebiT Edit Fill (redaqtireba Sevseba) gamodis dialoguri fanjara 
Series (progresia), masSi saTanado parametrebis dayenebiT da dasturis micemiT 
moxdeba ujrebis diapazonis avtomaturi Sevseba (ixileT nax. 5. 6). 

Tu daiwyebT im mniSvnelobis Seitanas, romelic emTxveva winaT Setanil 
mniSvnelobas, Excel-i avtomaturad amTavrebs Setanas. mag. Tu romelime ujraSi 
SeitaneT sityva “Tbilisi” da momdevno ujraSi daiwyeT Setana im sityvisa, 
romelic iwyeba asoTi  “T”, Excel-i avtomaturad daiwyebs  sityva “Tbilisis” 
Setanas, Tu ar eTanxmebiT aRniSnul Sedegs, SecvaleT igi. 
 
teqsturi Canaweris mwkrivis Seqmna: 
teqstebSi xSirad gvxvdeba dReebi, Tveebi da maTi Semoklebebi. teqsturi 
CanaweriT ujris diapazonis Sesavsebad iqceviT Semdegnairad: 
1. moniSneT diapazonis pirveli ujra, romelic Seicavs Canawers; 
2. gadaaTrieT avtomaturi Sevsebis markeri im diapazonze, sadac unda Caiweros 

danarCeni monacemebi; 
3. auSviT marcxena Rilaks xeli. Excel-i Seavsebs ujrebis diapazons saTanado 

teqstiT. 

avtomaturi Sevsebis saSualeba scnobs ricxvebs, TariRs, saaTs da iseT sagasaRebo 

sityvebs (brZanebebs), rogoricaa kviris dReebi, Tveebis saxelebi da maTi Semoklebebi. 

 
ricxviTi mwkrivis Seqmna: 
imisaTvis rom SeqmnaT zrdadi ricxiTi mwkrivi garkveuli nazrdiT, SeasruleT 
Semdegi moqmedebebi: 
SeitaneT sawyisi mniSvneloba pirvel ujraSi, mag.  B7=1000; 
1. momdevno ujraSi SeitaneT 1100, e. i. C7=1100. amis Semdeg Excel-i TviTon 

daafiqsirebs rom Semdeg ujraSi iyos 1200, 1300 da a. S.; 

2. moniSneT diapazoni B7 ÷ C7; 
3. gadaaTrieT Sevsebis markeri Sesavseb diapazonze (Cvens SemTxvevaSi D7 ÷ E7); 
4. auSviT xeli marcxena klaviSs. 

D7 –Si iqneba 1200,  E7-Si ki 1300. 
 

aseve SeiZleba TariRis mwkrivis Seqmna, romelic iqneba mimdevrobiT zrdad 
garkveul sididemde, risTvisac SeasruleT moqmedebebi: 
1. airCieT ujrebis diapazonis pirveli ujra A4 da SeitaneT TariRi. mag. 01. 11. 

96. Tu gsurT rom TariRi izrdebodes, SeitaneT diapazonis meore ujraSi A5-
Si  Sesabamisi TariRi, mag. 02. 11. 96; 

2. moniSneT Sevsebuli diapazoni (A4 da A5); 
3. Sevsebis markeri A5 qveviT marjvena kuTxeSia da gadaaTrieT igi Sesavseb 

diapazonze (A6 ÷A14); 
4. auSviT xeli marcxena klaviSs, diapazoni Seivseba. 
 
brZanebebis Edit, Fill, Series (redaqtireba, Sevseba, progresia) gamosayeneblad: 
1. diapazonis pirvel ujraSi SeitaneT sawyisi ricxvi an TariRi; 
2. moniSneT es diapazoni; 
3. airCieT meniudan brZaneba Edit Fill Series. gamova dialoguri fanjara - Series 

(progresia)  (ixileT nax. 5. 6); 
4. velidan Series in airCieT Rows (striqoni) an Columns (sveti); 
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5. velidan Type airCieT Sesabamisad Linear (ariTmetikuli), Growth (geometriuli) an 
Date (TariRi); 

6. Tu qmniT TariRs, maSin gansazRvreT erTeuli Date unit (TariRis arCevis 
SemTxvevaSi gaaqtiurdeba momdevno veli sadac weria Unit (TariRis erTeuli); 
TariRis erTeuls ekuTvnis dRe, Tve, weliwadi); 

7. SeitaneT Step Value (bijis mniSvneloba), am bijiT Seicvleba mniSvneloba 
ujridan ujraSi; 

8. SeitaneT Stop Value (zRvruli mniSvneloba), es aris mwkrivis bolo mniSvneloba, 
anu sadamdec izrdeba mwkrivi; 

9. mieciT dasturi klaviS Ok-ze dawkapunebiT. 
 

brZaneba meniudan Edit Undo (redaqtireba aRdgena) 
es brZaneba aRadgens wina brZanebas, rogorc teqstur redaqtorSi MS Word. 

am brZanebiT daaxloebiT 16 brZanebis aRdgena SeiZleba, magram Tu waSaleT wignSi 
furceli e. i. gamoiyeneT brZaneba Edit Delete Shet (redaqtireba waSla furceli), 
maSin brZanebiT Undo (aRdgena) veRar aRadgenT furcels, radgan brZaneba Edit Undo 
daxuruli iqneba da ver gaaqtiurdeba. 
 
samuSao wignis Senaxva 
airCieT meniudan brZaneba File Save (faili Senaxva), gamova dialoguri fanjara 
Save As  (sad Seinaxos);  
failis Sesanaxad airCieT an SeqmeniT axali saqaRalde (SegiZliaT SeinaxoT 
saqaRaldeSi My Document); 
failis saxelis velSi SeitaneT failis saxeli; 
maCvenebliT daawkapuneT Rilakze Save (Senaxva). Tu failis saxelis gafarToebas 

ar miuTiTebT MS Excel-i TviTon miscems mas gafarToebas – (* . .xls). 
 

samuSao furclis redaqtireba 
 
SesaZlebelia monacemebis redaqtireba rogorc formulis striqonidan ise 
Sevsebuli ujridan. 
 
monacemebis redaqtireba formulis striqonidan: 
ujraSi monacemis Setanis Semdeg misi redaqtirebisaTvis ujra unda iyos 
SeRwevadi an redaqtireba unda moaxdinoT formulis striqonidan, risTvisac 
iqceviT Semdegnairad: 
1. formulis striqonidan redaqtirebisaTvis saWiroa gaaqtiuroT is ujra, 
romlis redaqtirebac gindaT, ris Sedegadac  formulis striqonSi gamoCndeba 
formula, CaayeneT masSi kursori da CaasworeT; 
2. Tu pirdapir ujridan gindaT redaqtireba, maSin iqceviT ase: SeirCevT meniudan 
brZanebas Tools Options (parametrebi), gaxsniT vels Edit da ayenebT alams 
parametrze Edit Directly in Cell (pirdapir ujraSi Casworeba). Tu mas alami ukve uyenia, 
maSin miscemT dasturs, Tu ara, maSin jer daayeneT alami da mere mieciT dasturi 
Rilak Ok–ze dawkapunebiT. 
 
Sevsebuli ujris redaqtireba: 
Sevsebuli ujris redaqtirebisaTvis, kursors ayenebT im ujraze, romlis 
redaqtirebac gindaT da daawkapunebT erTjer (e. i. ujras moniSnavT), Semdeg 
maCvenebels ayenebT formulis striqonze da awkapunebT marcxena klaviSiT 
erTjer, ris Sedegadac kursori Cadgeba formulis striqonSi,   an artyavT xels 
funqcionalur klaviSs – F2. ujris Canaweri aisaxeba formulis striqonSi da 
SegiZliaT Casworeba. Tu redaqtireba gindaT uSualod ujraSi, saWiroa 
maCvenebeli daayenoT am ujraze da daartyaT marcxena klaviSs 2-jer. ujris 
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redaqtirebisas unda gamoiyenoT kursoris gadasaadgilebeli da wamSleli 
klaviSebi.  
 
brZaneba meniudan Edit Clear (redaqtireba gawmenda /waSla) 
gamwmendi klaviSis gamoyenebiT ujraSi Cawerili teqsti ki waiSleba, magram am 
teqstis formati wauSleli rCeba. mag., ujraSi Cawerilia aTwiladi ricxvi 125,35. 
Tu waSliT mas wamSleli klaviSiT, Semdeg ki CawerT masSi mTel ricxvs – 357-s 
da gindaT, rom es ricxvi sistemam aiRos rogorc mTeli, mizans ver miaRwevT, 
radgan waSlis Semdeg ujra inarCunebs Zveli Canaweris formats da igi aiReba, 
rogorc aTwiladi – 357,000.  amis gamo ujra unda waiSalos brZanebiT meniudan 
Edit Clear (redaqtireba gawmenda). es brZaneba wmends ujras (e. i. waSlis 
informacias formatianad), risTvisac jer moniSneT wasaSleli ujra an ujrebis 
diapazoni, Semdeg airCieT meniudan brZaneba Edit Clear (redaqtireba gawmenda), 
gamova qvemeniu Semdegi brZanebebiT: 
- All – ujris gawmenda mTlianad, formatianad; 
- Formats - moniSnuli ujris formatis waSla, anu saerTod  formatis Secvla; 
- Contents Del - mxolod ujris Semcvelobis waSla, formatis Secvlis gareSe; 
- Commentes -  SeniSvnis waSla moniSnul ujraSi (ixileT nax. 5. 7). 

 
nax. 5. 7. brZaneba meniudan Edit Clear (redaqtireba gawmenda) 

 

 ujris waSla ar mdgomareobs moniSvnis Semdeg teqstis waSlas klaviSiT  Space (hari). 
am dros ujra TiTqos carielia, sinamdvileSi ki masSi haria. aseTi muSaoba gamoTvlebSi 
Secdomebis mizezia da problemas qmnis. wasaSlelad ar ixmaroT klaviSi Space (hari). 
 
monacemebis gadubleba gadaTreviT 
samuSao furclis monacemebis kopireba xdeba TagunaTi. SeiZleba monacemebis 
gadaTreva samuSao furclis sxva areSi, risTvisac iqceviT Semdegnairad: 
1. moniSneT im ujrebis diapazoni, risi gadublebac gsurT; 
2. moaTavseT maCvenebeli moniSnuli diapazonis CarCoze; 
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3. marcxena xeli daaWireT klaviSze - Ctrl, xolo marjvena xeli daaWireT Tagvis 
marcxena klaviSze da gadaaTrieT moniSnuli diapazoni samuSao furclis axal 
areSi. am dros sistema ekranze gamoitans diapazonis  zomas da gasadublebeli 
monacemebis pozicias; 

4. gasadublebeli diapazonis sasurvel adgilze ganTavsebis Semdeg, auSviT xeli 
marcxena klaviSs. (ixileT nax. 5. 8). 

 
nax. 5. 8. diapazonis gadubleba gadaTreviT 

 

 nax. 5. 8-ze Cans gadasatani da gadatanili diapazoni, radgan jer xeli ar agixsniaT 

Tagvis marcxena klaviSidan. rogorc ki xels auSvebT mas, gadasatani diapazoni gaqreba 
da darCeba mxolod gadatanili.  
 

gadubleba meniudan brZanebebis Edit Copy, Edit Paste-s gamoyenebiT 
brZanebis saSualebiT monacemebis gadublebisaTvis, moiqceviT ase: 
1. moniSneT gasadublebeli ujrebis diapazoni; 
2. airCieT brZaneba meniudan a) Edit Copy (redaqtireba kopireba), an b) ixmareT 

klaviSebis kombinacia <Ctrl>+<C>, an g) gamoitaneT popularuli meniu da 
SeirCieT brZaneba Copy (gadubleba). (e. i. samnairad SegiZliaT brZaneba Copy–is 
SerCeva, am dros gasadublebeli diapazoni moeqceva “mocimcime“ CarCoSi, xolo 
statusis striqonSi gamoCndeba Txovna  “miuTiTeT axali are monacemebis 
mosaTavseblad”); 

3. moniSneT ujra monacemebis Casasmelad zeda marcxena kuTxeSi; 
4. airCieT meniudan brZaneba Edit Paste (redaqtireba Casma), an gamoiyeneT 

klaviSebis kombinacia <Ctrl> + <V>, an popularuli meniudan airCieT brZaneba 
Paste da daartyiT klaviSze Enter. 

 
avtomaturi Sevsebis saSualeba  
1. moniSneT monacemebis Semcveli gasadublebeli ujra; 
2. daayeneT Sevsebis maCvenebeli Fill handle-ze (Sevsebis markerze), romelic gaCndeba 

qveda marjvena kuTxeSi. am dros maCvenebeli miiRebs wvrili jvris formas; 
3. gadaaTrieT maCvenebeli (wvrili jvari) im ujrebze, romelSiac unda 
gadubldes monacemi da auSviT xeli marcxena klaviSs. 
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formatis kopireba 
erTi diapazonidan meoreSi formatis kopirebisaTvis SeasruleT Semdegi 
moqmedebebi: 
1. moniSneT im ujrebis diapazoni romlis kopirebac gindaT; 
2. daayeneT maCvenebeli klaviSaze Format painter (formatis kopireba) iaraRebis 

standartul striqonSi da daawkapuneT marcxena klaviSiT erTjer (Tu 
ramdenime dubli gWirdebaT, maSin daawkapuneT  orjer zedized); 

3. moniSneT ujra an diapazoni, sadac gindaT am formatis gadubleba da auSviT 
xeli marcxena klaviSzs; 

4. Tu orjer daawkapuneT klaviSze Format painter (formatis kopireba), SegiZliaT 
gaagrZeloT axali diapazonis formatis kopireba da a. S.  

am reJimidan gamosasvlelad xelaxla daawkapuneT maCvenebeliT imave klaviSas an 
gamoiyeneT klaviSi Esc. 
 
monacemebis gadaTreva TaguniT 
ujrebis diapazonis gadasaadgileblad: 
1. moniSneT gadasaadgilebeli diapazoni, romelic Seicavs monacemebs; 
2. daayeneT maCvenebeli moniSnuli diapazonis CarCos kideze (am dros maCvenebeli 

marcxniv daxrili TeTri isaria); 
3. daaWireT xeli marcxena klaviSze da gadaaTrieT samuSao furclis sasurvel 

areSi (Tvali adevneT poziciebs, romelsac sistema gkarnaxobT); 
4. auSviT marcxena klaviSs xeli. 

 
nax. 5. 9. diapazonis gadaTreva TaguniT 

 

meniudan brZanebebis  Edit Cut-is (redaqtireba amoWra) da  Edit  Paste-s  
(redaqtireba Casma)  gamoyeneba: 
1. moniSneT gadasatani diapazoni; 
2. airCieT brZaneba meniudan Edit Cut (redaqtireba amoWra), an klaviSiT <Ctrl>+<X>. 

amosaWreli monacemebis garSemo gaCndeba mocimcime CarCo, statusis striqonSi 
ki gamoitaneba moTxovna “miuTiTeT Casmis are” (igive brZaneba SeiZleba 
gamoiyenoT konteqstur meniudan); 

3. moniSneT monacemebis Casasmeli ujra da airCieT brZaneba meniudan Edit Paste 
(redaqtireba Casma), an klaviSiT <Ctrl>+<V>. monacemebi buferidan gadmoiwereba 
kursoriT miTiTebul adgilze (igive brZaneba SeiZleba gamoiyenoT konteqstur 
meniudan). 
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svetis, striqonisa da ujris Casma 
 
muSa furcelze samuSao aris (svetis, striqonis an ujris) Casamateblad 
xdeba monacemebis gadaweva da Sesabamisad svetis, striqonis an ujris 
Camateba. 
 
svetis Camateba   
1. maCvenebeliT daawkapuneTT  svetis saTaurze erTjer. moiniSneba es sveti; 
2. ZiriTadi an popularuli meniudan airCieT brZaneba Insert Columns (Casma sveti) 

da daawkapuneT, masze arsebuli monacemebi gadaiwevs marjvniv da TviTon 
sistema Excel–i Caamatebs axal svets. 

 
striqonis Camateba 
1. maCvenebeliT daawkapuneT  im striqonis saTaurs romelis winac gsurT  

striqonis Camateba (striqons umatebs zeviT); 
2. ZiriTadi an popularuli meniudan airCieT brZaneba Insert Rows (Casma striqoni)  

da daawkapuneT masze, arsebuli monacemebi Caiwevs qveviT da Caemateba axali 
striqoni. 

 
ujris an diapazonis Camateba 
1. moniSneT ujra an diapazoni, sadac gindaT axali ujris (diapazonis) Camateba; 
2. ZiriTadi an popularuli meniudan airCieT brZaneba Insert Cells (Casma ujra), 

gamova dialoguri fanjara Insert (Casma), sadac CamoTvlilia parametrebi:  
ujrebi - marjvniv gadaweviT, ujrebi - qveviT CaweviT, striqoni, sveti; 

 
nax. 5. 10. dialoguri fanjara Insert Cells (Casma ujra) 

 
3. dialogur fanjaraSi SeirCieT sasurveli parametri da mieciT dasturi 

klaviSa Ok–ze dawkapunebiT,  (ixileT nax. 5. 10). 
 

svetis, striqonis an ujris waSla 
 
svetis waSla 
1. wasaSleli svetis saTaurze daawkapuneT maCvenebeli erTjer. Tu 

ramdenime svetia wasaSleli, maSin moniSne maTi saTaurebi marcxena klaviSze 
xelis daWeriT; 

2. ZiriTadi an popularuli meniudan airCieT brZaneba Edit Delete 
(redaqtireba waSla) da daawkapuneT masze erTjer; 

3. moniSnuli sveti (svetebi) waiSleba. 
 
striqonis waSla 
1. wasaSlel striqonis saTaurze daawkapuneT maCvenebeli erTjer. Tu ramdenime 

striqonia wasaSleli moniSneT maTi saTaurebi marcxena klaviSze daWeriT; 
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2. ZiriTadi an popularuli meniudan airCieT brZaneba Insert Delete  (Casma waSla) 
da daawkapuneT masze erTjer; 

3. moniSnuli striqoni (striqonebi) waiSleba. 
 
ujrebis waSla 
1. moniSneT wasaSleli ujra an diapazoni;  
2. ZiriTadi an popularuli meniudan airCieT brZaneba Insert Delete (Casma waSla), 

gamova dialoguri fanjara Delete (waSla), sadac CamoTvlilia parametrebi: 
ujrebi - marjvniv gadaweviT, ujrebi - qveviT CaweviT, striqoni, sveti; 

3. airCieT saWiro parametri da mieciT dasturi klaviSa Ok–ze dawkapunebiT, 
moniSnuli ujra (ujrebi) waiSleba (ixileT nax. 5. 11). 

 

 
nax. 5. 11. dialoguri fanjara Insert Delete (Casma waSla) 

 
 

moqmedebebi samuSao furclebze 
 
Seasabamisi brZanebebi moTavsebulia popularul meniuSi, romlis gamoZaxeba xdeba 
maCveneblis dayenebiT Sheet - is (furclis) piqtogramaze da marjvena klaviSze 
erTjer dawkapunebiT. 
popularuli menius brZanebebia: 
1. Insert – furclis Camateba mimdinare furclis win. gamodis dialoguri fanjara 

Insert (Casma), SeirCevT brZanebebis mimdevrobas General Worksheet (saerTo samuSao 
furceli)  da miscemT dasturs Ok-ze dartymiT; 

2.  Delete – furclis waSla. am brZanebis arCeviT ekranze gamodis Setyobinebis 
fanjara, riTac Excel–i gaxsenebT namdvilad gindaT Tu ara furclis waSla; 
dasturis micemis Semdeg furceli waiSleba; 

3. Rename – furclis saxelis Secvla, axal saxels akrefT da artyavT xels 
klaviSze Enter; 

4. Move or Copy – furclis gadatana an kopireba. gamodis dialoguri fanjara Move 
or Copy, romelic iTxovs gadasatani wignisa da furclis saxels; SeirCevT 
saWiro parametrebs da miscemT dasturs. 

furclis gadatana an kopireba umjobesia SeasruloT uSualod TaguniT da furclis 

piqtogramis saSualebiT. gadatana: moniSnavT furclis piqtogramas da Shift+Drag-iT 
gadaaTrevT mas axal furcelze. kopireba: moniSnavT furclis piqtogramas da Ctrl+Drag–iT 
gadaitanT mas axal furcelze. 
 
monacemis Zebna samuSao furcelze 
monacemis Zebna SeiZleba rogorc mTel furcelze ise ujrebis diapazonSi. Tu 
eZebT ujras mTel furcelze, moniSneT erTi ujra, xolo Tu eZebT diapazonSi, 
maSin moniSneT es diapazoni. 
samuSao furcelze monacemis mosaZebnad SeasruleT Semdegi mimdevroba: 

 91



1. airCieT meniudan brZaneba Edit Find (redaqtireba Zebna), an gamoiyeneT 
klaviSebis kombinacia <Ctrl>+<F>, gamova dialoguri fanjara Find (Zebna) (ixileT 
nax. 5. 12.); 

2. velSi Find What SeitaneT mosaZebni monacemi, Semdeg SeirCieT Zebnis parametrebi 
cxrili 13. 2-is Sesabamisad; 

 
nax. 5. 12. dialoguri fanjara Find (Zebna) 

 
3. daawkapuneT klaviSze Find Next (momdevno Zebna); moZebnis Semdeg kursori dadgeba 

saZiebeli sityvis Semcvel ujraze. Tu gsurT misi Secvla, maSin maCvenebeliT 
daawkapuneT klaviSze Replace (Casworeba, Canacvleba), gaixsneba dialoguri 
fanjara Replace (Casworeba), sadac gaCndeba teqsturi veli Replace What, CaayenebT 
kursors am velSi da akrefT im sityvas, riTic gindaT SecvaloT moZebnili 
sityva; 

4. daawkapuneT maCvenebliT klaviSze Replace (Casworeba), Semdeg ki dawkapuneT 
klaviSze Close (daxurva), Casworeba Sesruldeba da daixureba fanjara. 

 
cxrili 5. 1. 

# parametrebi moqmedebebi 
1. Search  - Zebna Zebnis mimarTuleba striqoniT an svetiT 

2. Look in  - Zebnis are miuTiTebs monacemebs riTac eZebT: formula, 
cvladis mniSvneloba an SeniSvna 

3. Match case  - registris 
gaTvaliswineba 

monacemis Zebna mTavruli Tu nusxuri asoebiT 

4. Find Entire Cells Only Zebna, ise rom igi emTxveodes “Find What” - ras eZeb 
velSi Setanil teqsts 

5. Find Next  - eZebe Semdeg 
kidev 

eZebe Semdegi miTiTebuli monacemi 

6. Close  “daxure” daamTavre Zebna 

7. Replace - Caaswore, 
Secvale 

gaxseni dialoguri fanjara “Replace - Caaswore ” 

 

Casworeba Excel-Si iseTnairadve xdeba, rogorc es Word-Si. 
 

orTografiuli Secdomebis gasworeba 
 
orTografiuli Secdomebis gasworebis dros gamodis dialoguri fanjara, 
kiTxvebze gascemT pasuxs, airCevT Sesabamis klaviSs da gaasworebT maT. 
  

Tu gindaT Secdomebis gasworeba ramdenime samuSao furcelze, unda moniSnoT am 
furclebis piqtogramebi da ise gaasworoT. 
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1. gramatikuli Secdomebis Sesasworeblad iqceviT Semdegnairad: 
2. gansazRvravT monacemTa ares, romlis Semowmebac gsurT. mag. Tu mTeli 

furcelia Sesamowmebeli, unda gaaaqtiuroT A1–ujra, sistema daiwyebs aqtiuri 
ujridan Secdomebis gasworebas furclis bolomde. Tu gsurT erTi 
konkretuli sityvis Semowmeba, maSin unda gaaqtiuroT is ujra, sadac es 
sityvaa Cawerili, Tu konkretuli diapazonis Semowmeba gsurT, maSin moniSneT 
Sesamowmebeli diapazoni; 

3. SeirCieT meniudan brZaneba Tools Spelling (iaraRebi Secdomebi) an gamoiyeneT 
klaviSi <F7>, Tu Excel–i aRmoaCens Secdomas, maSinve gamoitaneba dialoguri 
fanjara  Spelling (Secdomebi), (ixileT nax. 5. 13). 

 
nax. 5. 13.  dialogui fanjara Spelling  (Secdomebi) 

 
dialogur fanjaras aqvs ramdenime teqsturi veli, almis dasayenebeli ori veli  
da brZanebiTi klaviSebi.  
 
teqsturi velebis daniSnuleba: 
Change to (Sesacvleli sityva); unda SeitanoT moniSnuli sityvis Sesacvleli 
sityva an teqsti Sesabamis striqonSi; 
Suggestions (swori variantebis sia); sistema gTavazobT gasasworebeli sityvis swor 
variantebs. gaxseniT sia,  airCieT sityva Casasworeblad da moniSneT igi 
SemoTavazebul siaSi; 
Add Word to (momdevno Secdomis gamotana); aq SegiZliaT daamatoT swori sityva, 
romelic standartul siaSi ar aris; 
 
brZanebiTi klaviSebis daniSnuleba: 
Ignore (ar Caasworos /yuradReba ar miaqcios); 
Ignore All (ar Caasworos arcerTi Secdoma); 
Change  (Secvale / Caaswore); 
Change All  (yvela Secvale /Caaswore); 
Autocorrect (avtomaturi Camasworeblidan Casworeba), (am drosac dialoguri fajara 
gamodis, ixileT nax. 5. 14). 
 
almis dasayenebeli velebi: 
Ignore Upper Case (zeda registris ignorireba), e. i. gamotovos mTavruli asoebiT 
dawerili sityvebi; 
Always Suggest  (siidan variantebis SemoTavazeba). 
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nax. 5. 14. dialoguri fanjara AutoCorrect (avtomaturi koreqtireba) 

 
avtomaturi Casworebis gamoyeneba (marTva) 
airCieT brZaneba meniudan Tools AutoCorrect (iaraRebi avtomaturi koreqtireba), 
gamova dialoguri fanjara AutoCorrect (avtomaturi koreqtireba). almebis moxsniT 
an dayenebiT marTavT am fanjaras. Tu gsurT, rom gamorTuli iyos avtomaturi 
Secvla brZanebas Replase txt as you type  (teqstis Setanis dros Secvla) boloSi alami 
ar dauyenoT.  
 

samuSao Pfurclebis daformateba 
 
ricxvebis daformateba 
farTod gamoiyeneba Excel - is mier warmodgenili ricxvebis formati. 
SegiZliaT SeadginoT sakuTari ricxvebis formati, sadac SeitanT mag. 
nacionaluri fulis erTeuls. 
 
rogor gamoiyeneba ricxvebis formati? 
moniSneT ujra, romelic Seicavs dasaformatebel ricxvs; 
SeirCieT brZaneba Format Cells (formati ujra), an gamoiyeneT klaviSebis kombinacia 
Ctrl+l, an gamoitaneT marjvena klaviSiT meniu da airCieT igive brZaneba Fomat Cells 
(formati ujra), gamova dialoguri fanjara Fomat Cells (formati ujra); sadac, 
CamoTvlilia SesaZlo formatebi. dialogur fanjaras aqvs ramdenime Canacvleba, 
esenia: Number (ricxvebi), Alignment  (gaTanabreba, ganlageba), Fonts (fontebi), Borders 
(CarCoebi), Patterns (nimuSi), Protection (sabuTis dacva, paroli),  (ixileT nax. 5. 15); 
SeirCieT Canacvleba Number (ricxvebi), gaxseniT sia velSi Category (kategoriebi), 
sadac  gamova Semdegi formatebi: TariRi, dro, wiladi, damatebiTi, yvela, 
momxmareblis da a. S. (Date, Time, Fraction, Special, Txt, All, Custom). formatebi: Number 
(ricxviTi), Currency (fulis), Accounting (finansuri), Percentage (procentuli), Scientific 
(eqsponencialuri), Seicaven parametrebs aTwiladi niSnebis gansazRvrisaTvis da 
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zogjer uaryofiTi ricxvebis gamoxatvisaTvis. formatebi: General (saerTo) da Text 
(teqsturi) ar Seicaven damatebiT parametrebs; 

 
nax. 5. 15. dialoguri fanjara Format Cells (formati ujra) 

 
moniSneT saWiro formati da Tu saWiroa, daayeneT damatebiTi parametrebi, 
daformatebuli ujris nimuSi aisaxeba „nimuSis areSi“ Preview-Si. 
mieciT dasturi klaviSze - Ok dawkapunebiT. 
 
klaviSebis gamoyeneba iaraRebis striqonidan daformatebisas 
iaraRebis striqonis saSualebiT Formating daformatebis klaviSebiT SeiZleba 
swrafi daformateba, iseTebi rogoricaa Currency (fulis erTeulis), Comma (mZime), 
Percentage (procentuli). Tu iaraRebis striqonSi ar Canan es klaviSebi, SegiZliaT 
daayenoT ise, rogorc Word-Si. brZanebiT Tools Customize (iaraRebi momxmareblis) 
(anu arastandartulis), airCevT kategorias Format (formati), daaTvalierebT 
gverdiT fanjaraSi mis Sesabamis klaviSebs, monaxavT sasurvel klaviSs, 
gadmoitanT standartuli  iaraRebis striqonSi daformatebis klaviSebis gverdiT 
(ixileT nax. 5. 16). 
 
momxmareblis (arastandartuli) ricxviTi formatis Seqmna 
airCieT brZaneba meniudan Format Cels (ujris daformateba), gaxseniT Canacvleba 
Number (ricxvebi), Semdeg ki gaxseniT sia Cateory (kategoriebi),  airCieT siidan Custom 
(arastandartuli /momxmarebelis), Semdeg siaSi monaxeT Type (tipi), airCieT erT-
erTi formati, arCeuli formati Caiwereba velSi Type (tipi), CaayeneT kursori da 
gadaakeTeT igi, nimuSi aisaxeba Preview (winaswar daTvalierebaSi), mieciT dasturi. 
 
TariRisa da saaTis formatis Secvla 
moniSneT ujra an diapazoni, romelic Seicavs im TariRs da saaTs, romlis 
formatis Secvlac gsurT, airCieT meniudan brZaneba Format Cels (formati ujra), 
gamova dialoguri fanjara, gaxseniT Canacvleba Number (ricxvebi), siidan  Number 
Format (ricxvebis formati) airCieT  Data (TariRi) an Time (saaTi) Tu drois tipis 
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mqone velis daformateba gsurT, siidan Type (tipi) airCieT axali formati da 
mieciT dasturi. 

Tu ricxviTi formatis Seclis Semdeg ujraSi gaCnda # # # -simboloebi, es niSnavs, rom 

ujris sigane sakmarisi ar aris da unda gaaganieroT igi. 

 
nax. 5.  16. daformatebis klaviSebi 

 
svetis siganis  (striqonis simaRlis) Secvla SeiZleba sxvadasxvanairad: 
-SeirCioT meniudan brZaneba Format Columns Width (formati svetebi sigane), 
SecvaloT zoma da misceT dasturi; 
- svetis saTauris marjvena sazRvari gadaaTrioT TagunaTi saTanado manZilze; 
- striqonisaTvis gamoiyenoT brZaneba Format Rows Heigth (formati  

striqoni simaRle), SecvaloT zoma da misceT dasturi; 
- striqonis saTauris qveda sazRvari gadaaTrioT zeviT an qveviT; 
- rogorc svetis siganisaTvis, aseve striqonis simaRlisaTvisac SeiZleba 

avtomaturi zomebis dayeneba.  
 

monacemebis gaTanabreba (daformateba) 
moniSneT is ujra an diapazoni, romelic Seicavs dasaformatebel monacemebs, 
airCieT meniudan brZaneba Format Cells (formati ujrebi), gaxseniT Canacvleba 
Aligment (gaTanabreba), airCieT horizontaluri an vertikaluri gaTanabrebis 
perametrebi da mieciT dasturi (ixileT nax. 5. 17). 
 
parametrebi: 
General ganalagebs teqsts marcxena mxares, ricxvebs ki - marjvena mxares; 
Left (Indent) ganalagebs ricxvebs da teqsts marcxena sazRvarTan;   
Center - ganalagebs teqsts da ricxvebs centrSi;  
Rigt (Indent) - ganalagebs teqsts da ricxvebs marjvena sazRvarTan; 
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Justifi - asworebs teqsts orive mxares ujris siganis mixedviT Tu ujra Seicavs 
teqstis ramdenime striqons; 
Center Acrros Selection - gaaTanabrebs teqsts ramdenime svetSi. 
Tu ujraSi sityvebi ar eteva, sistemas avtomaturad gadaaqvs mTeli sityva ujris 
momdevno striqonSi. amitom CarTeT parametri Wrap Text (teqstis  gadatana). igi 
sityvebis Cveulebrivi gadatanis saSualebas iZleva. 
ujrebSi teqstis ganlageba xdeba centris mimarT, marcxniv, marjvniv, ujris 
zemoT, qvemoT Tu SuaSi menius brZanebebis an daformatebis klaviSebis 
gamoyenebiT. es klaviSebi moTavsebulia iaraRebis striqonze da maTi xmareba 
xdeba ise rogorc teqstur redaqtorSi – Word-i. 

 
nax. 5. 17. dialoguri fanjara Format Cells (formati ujra),  

Canacvleba Aligment (gaTanabreba / ganlageba) 
 
 Tu gsurT ujraSi Cawerili teqstis Semobruneba raime kuTxiT, SeasruleT 
Semdegi:  
1. moniSneT is ujra an diapazoni, romelic Seicavs mosabrunebel teqsts; 

 

 
nax. 5. 18. cxrilis ujraSi mobrunebuli teqsti 
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2. gamoitaneT  ujris daformatebis dialoguri fanjara; gaxseniT veli Aligment 
(ganlageba), airCieT Orientacion (orientacia), romelSic moTavsebulia Savi da 
wiTeli feris patara kvadratebi. maCvenebeli daayeneT wiTel kvadratze da 
TagunaTi gadaaTrieT es kvadrati saWiro kuTxiT. kuTxis zomis cvlileba 
iwereba qvemoT. sasurveli zomis miRebisTanave xeli auSviT marcxena klaviSs; 
Sedegad miiRebT cxrilis formas romelic naCvenebia nax. 5. 18. -ze 

ujrebis SigniT teqstis daformateba, fontebisa da maTi zomebis Secvla, sqeli da 

daxrili asoebis gamoyeneba xdeba iseve rogorc teqstur redaqtorSi Word-i, oRond 
dasaformatebeli ujra winaswar moniSnuli unda iyos. ujraSi calkeuli simbolos 
Sesacvlelad jer kursori unda CaayenoT ujraSi, risTvisac maCvenebeli unda daayenoT 
ujraze da 2-jer daartyaT marcxena klaviSs, an unda moniSnoT ujra da Semdeg ki 
daartyaT F2 funqcionalur klaviSs; kursori Cadgeba ujraSi, Semdeg ki gamoiyenebT 
kursoris gadasaadgilebel klaviSebs da moaxdenT redaqtirebas. cxrilis avtomaturi 
daformatebac ise xdeba, rogorc teqstur redaqtorSi - Word-i. 
 

dialoguri fanjara Style–s gamoyeneba 
 
ricxvebis daformateba SeiZleba dialoguri fanjris Style (stilis) gamoyenebiT. 
moniSneT dasaformatebeli ricxvi da airCieT brZaneba Format Style 
(formati stili), gamova dialoguri fanjara Style (stili). Style Name  (stilis 
saxelis) siidan airCieT saWiro stili da mieciT dasturi.  
swrafad sargeblobisaTvis SeirCieT brZaneba View Toolbars (naxva xelsa-wyoebi), 
daartyiT xeli klaviSs Custumize (arastandartuli /momxmareblis), gamova 
dialoguri fanjara Custumize (arastandartuli /momxmareblis), gaxseniT veli 
Commands (brZanebebi); velSi Category (kategoriebi) moniSneT elementi Formating 
(daformateba),  gverdiT fanjaraSi Commands  (brZanebebi) SeirCieT klaviSi Style 
(stili) da Tagunis saSualebiT gadaaTrieT iaraRebis striqonSi, daxureT 
dialoguri fanjara. iaraRebis striqonSi geqnebaT Tqveni klaviSi Style (stili). 
 

 
nax. 5. 19. dialoguri fanjara  Style  (stili) 

 
daformatebis stilis Seqmna da gamoyeneba 
zogjer saWiroa samuSao furcelze sakuTari daformatebis ramdenjerme 
gamoyeneba, risTvisac SeiZleba SeinaxoT formatebis erToblioba, rogorc stili; 
saWiroebis SemTxvevaSi SegiZliaT gamoiyenoT isini erTaderTi brZanebis 
saSualebiT. 
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stilis Seqmna nimuSis mixedviT 
samuSao furcelze ukve gamoyenebuli formatis mixedviT SeiZleba SeqmnaT stili, 

daformatebul ujrebs, an diapazons, romlis Senaxvac gsurT 

Style (formati stili), gamoCndeba 

xeli), daartyavT 
saxeli gaCndeba siaSi;  

ebiT ki SegiZliaT Zveli stilis waSla, axlis  damateba, 
 arsebulis Secvla. 

is saxeli), (mimdinare 

fy (Secvla), gamova axali dialoguri fanjara Format 

iTac gsurT daformateba, gamova 

T saWiro cvlilebebi da mieciT dasturi, dabrundiT fanjaraSi 

iqmneba axali stili da misi gamoyeneba 
SegeZlebaT saWiroebis SemTxvevaSi. 

is saxeli stilebis siidan, romlis gamoyenebac gsurT; 
4

moniSnuli ujra an diapazoni daformatdeba SerCeuli stiliT. 

 
grafikul obieqtebTan muSaoba 

nebiT. am meniuSi muSaoba analogiuria teqstur redaqtor Word-Si 

s (mza figurebisaTvis), xazi, isari, marTkuTxedi, wrewiri, teqsti 
CarCo

Semdeg gaitanT maCvenebels figuris gareT da daawkapunebT marcxena 
aviSze erTjer. 

lis saTauris) CarCoSi Casma, samuSao unda 

eqstiT), maCvenebeli Seicvlis formas, kerZod 

2. gadaadgilebT  da daayenebT maCvenebels cxrilis saTauris Caweris adgilze; 

risTvisac iqceviT ase: 
1. moniSnavT ukve 

stilis saxiT; 
2. SeirCevT meniudan brZanebas Format

dialoguri fanjara Style (stili);  
3. SeitanT axali stilis saxels velSi Style Name (stilis sa

klaviSs Add (damateba), axali stilis 
4.  miscemT dasturs (ixileT nax. 5. 19). 
am fanjaraSi ayenebT almebis saSualebiT TqvenTvis saWiro parametrebs, xolo 
funqcionaluri klaviS
an
 
axali stilis Seqmna 
1. SeirCieT meniudan brZaneba Format Style (formati stili); 
2. SeitaneT axali stilis saxeli velSi Style Name (stil

formatis parametrebi asaxulia dialogur fanjaraSi); 
3. daawkapuneT klaviSze Modi

Cells (ujris daformateba); 
4. gaxseniT is Canacvleba, romeli parametreb

dialoguri fanjara parametrebis asarCevad; 
5. ganaxorciele

Style (stili); 
6. am fanjaraSic mieciT dasturi; Se

 
stilis gamoyeneba 
1. moniSneT dasaformatebeli ujra an diapazoni; 
2. SeirCieT meniudan brZaneba Format Style (formati stili); 
3. SeirCieT im stil
. mieciT dasturi. 
  

 
grafikul obieqtebTan samuSad teqstur redaqtors aqvs klaviSis meniu Draw 
(xatva).  es klaviSi dgas sabuTis fanjris qvemoT, horizontaluri liftis qveS. 
Tu meniu ekranze ara Cans, igi unda gamoaCinoT brZanebaze View Draw (xedva xatva) 
almis daye
muSaobisa. 
xatvis klaviSis gaswvriv moTavsebulia TeTri, msxvili isari -moniSvnebisaTvis, 
klaviSi AutoShape

Ti da a. S. 
am klaviSebiT sargeblobisas, iRebT saWiro figuris Sesabamis klaviSs, maCvenebels 
daayenebT im ujraze, romelSiac gsurT figuris Caxatva da moxatavT figuras 
(gadaaTrevT), 

kl
 
magaliTad, Tu gsurT teqstis (cxri
SeasruloT Semdegi TanmimdevrobiT: 
1. iRebT klaviSs Text Box (CarCo t

gadaiqceva bac mogrZo jvarad; 
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3. saTauris dasawyisidan moxazavT CarCos, daayenebT sasurveli fonts da dawerT 
cxrilis saTaurs; 

4. gaitanT maCvenebels CarCos gareT da daawkapunebT marcxena klaviSze erTjer, 
CarCos moexsneba moniSvna. 

xatvis klaviSebze aris meore CarCoc. mas gamoiyenebT im SemTxvevaSi, roca teqstis 

Cawera ar gsurT, ase mag., dasaxazia marTkuTxedi an kvadrati. Tu saWiroa masSi teqstis 
Cawera, iqceviT ase: iRebT brZanebas Rectangle (marTkuTxedi), maCvenebels ayenebT iq, sadac 
gsurT marTkuTxedis daxazva, moxazavT marTkuTxeds, moniSvnis kvadratis mouSoreblad 
maCvenebels ayenebT klaviSze Text Box (CarCo teqstiT) da artyavT marcxena klaviSs 
erTjer, marTkuTxedis garSemo Seicvleba moniSvnis forma; kursori Cadgeba CarCos 
SigniT. axla ki SegiZliaT daayenoT saWiro fonti da CaweroT tqsti.   

 moxazuli figuris irgvliv Cndeba kvadratebiani konturi, rac imas niSnavs rom 

figura moniSnulia. kvadratebiani konturis zomebis SecvliT, figuris zomebic 
Sesabamisad icvleba. 
ramdenime figuris erTad moniSvniT Seiqmneba obieqti anu bloki,  iseve rogorc teqstur 
redaqtorSi Word-i. 
 

formulebis gamoyeneba 
 
Excel-Si SeiZleba formulis Seqmna ornairad: 
formulaSi Semavali sidideebis uSualo SetaniT da samuSao furclis ujris 
miTiTebiT. 
imisaTvis, rom SeqmnaT formula ricxvebisa da maTematikuri moqmedebebis ujraSi 
SetaniT an ujraze gadagzavniT, saWiroa SeasruloT Semdegi moqmedebebi: 
1. moniSnoT da CaayenoT kursori im ujraSi, romelSic formulis Setana gsurT; 

2. SeitanoT tolobis niSani (=), romliTac unda iwyebodes nebismieri formula; 
3. SeitanoT saWiro maTematikuri moqmedebebis niSnebi, mag. gindaT gamoTvaloT 

sxvaoba (jami) im ricxvebisa romlebic Cawerilia B5 da B11 ujrebSi. nebismier 

sxva ujraSi mag. B14-Si CawereT = B5 - B11. 
4. formulis striqonis marcxniv (tolobis niSnis win) monaxoT simbolo  (√ ) 

(Setana) da daawkapunoT masze maCvenebeli erTjer an klaviaturaze daartyaT 
klaviSs Enter. 

pasuxi Caiwereba B14 - ujraSi. 
 
formulis Seqmna mimTiTebliT 
samwuxarod, xSirad formulis Cawerisas SeiZleba adgili hqondes Secdomas, 
romlis Tavidan asacileblad iqceviT Semdegnairad (igive magaliTi): 
1. aaqtiurebT (moniSnavT da CaayenebT kursors) B14;  
2. CawerT masSi tolobis niSans; 
3. maCvenebels daayenebT B5 - ujraze da daawkapunebT marcxena klaviSze; 
4. CawerT ariTmetikul moqmedebis niSans (-); 
5. maCvenebels daayenebT B11 - ujraze da daawkapuneT marcxena klaviSze; 

6. daawkapunebT formulis striqonis marcxniv arsebul simboloze (√) (Setana) an 
klaviaturaze Enter, romlis Sedegad moqmedeba damTavrdeba. miiRebT igive 
Sedegs. 

igive moqmedebebi SegiZliaT SeasruloT klaviaturiTac, Tagunas gareSe. 
aqedan Cans, rom Excel -Si maTematikuri moqmedebebi uSualod ricxvebze ki ar 
sruldeba, aramed im ujrebze, sadac es ricxvebia Cawerilebi, anu ujrebis 
misamarTebze.  
ganasxvaveben fardobiT da absolutur misamarTebs. gasagebi rom iyos SevTanxmdeT 
SemdegSi: Absolute Reference (absoluturi Segzavna) gamoiyeneba maSin, rodesac 
Segzavna xdeba konkretul ujrebze da ara aqvs mniSvneloba romel ujraSia 
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Cawerili formula. Relative Reference-iT (fardobiTi Segzavna) formula gardaiqmneba 
ise, rom Seesabamebodes mis axal ganlagebas. 
 
fardobiTi Segzavna 
maTematikuri moqmedebebi SegiZliaT SeasruloT ara marto ujrebze, aramed  
striqonebze da svetebze. ganvixiloT magaliTi: A - svetSi Cawerili ricxvebi 

gsurT gaamravloT B - svetSi Caweril ricxvebze. (A1÷A10 mravldeba B1÷B10, pasuxi 
unda Caiweros C1÷C10), risTvisac asrulebT Semdeg moqmedebebs: 
1. aqtiurebT C1 ujras da CaayenebT masSi kursors; 
2. krifavT = A1* B1; 
3.  daartyiT Setanis simbolos (√) an klaviSs Enter. pirveli Sedegi Caiwereba C1 

ujraSi (e. i. C1=15.5*0.15); 

  
nax. 5. 20. magaliTi  formuliT gamoTvlili pasuxis ganvrcobaze. 

 
4. maCvenebels gadaitanT C1 – ujris qveda marjvena kuTxeSi arsebul Sevsebis 

markerze; gamoCndeba Savi feris wvrili jvari, ayenebT maCvenebels am jvarze 
da gadaaTrevT C10-mde. C-svetis yvela ujra Seivseba saTanado pasuxebiT. 

maSasadame, formula erTjer iwereba C1 – ujraSi, sistema ki ganavrcobs mas mTel 
svetze. am operacias ewodeba ganvrcoba, (ixileT nax. 5. 20). 
 
absoluturi Segzavna 
vTqvaT gsurT rom A–svetis erTerTi ujris Semadgeneli ricxvi daumatoT an 
gaamravloT B–svetis yvela ujris ricxvze da Sedegi CaweroT D-svetSi. kerZod 

A4 -Si Cawerili ricxvi 15.5 mravldeba B1÷ B10- ze. 
SeasruleT Semdegi moqmedebebi: 
1. gaaqtiureT D1 – ujra da masSi CaayeneT kursori; 

2. CawereT (=A4* B1), am SemTxvevaSi A4 - fiqsirebulia; 
3. imisaTvis rom A4 absolutur misamarTad iqces, saWiroa moniSnoT igi da 

daartyaT xeli funqcionalur klaviSs F4,  ris Sedegadac formulaSi Ciwereba 
$A$4; 

4. gaagrZeleT D1 – ujraSi formulis danarCeni nawilis Setana, adgili eqneba aseT 

Canawers: =$A$4* B1, daawkapuneT klaviSze (√ ), Sedegi Caiwereba D1 – ujraSi.  
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5. monaxeT wvrili jvari D1 ujris qveda marjvena kuTxeSi da ganavrceT formula 

danarCen diapazonze. pasuxis sveti mTlianad Seivseba (ixileT nax. 5. 21).  

 $-is niSnebs Soris moqceuli ujris misamarTi ar icvleba. Tu es niSani svetis 

saTaurs marcxniv uweria, maSin formulaSi ucvlelia striqonis nomrebi da icvleba 
svetis nomrebi, xolo Tu  marjvniv, maSin ar icvleba svetis nomrebi da icvleba mxolod 
striqonis nomrebi.  

 
nax. 5. 21. magaliTi absoluturi misamarTis gamoyenebasa da ganvrcobaze 

 
monacemebis gadagzavna sxva samuSao furcelze: 
monacemebis gadagzavna SegiZliaT samuSao wignis sxva furclis ujridan. 
amisaTvis furclis saxels unda dauweroT Zaxilis niSani (!). mag. gadagzavna 
xdeba pirveli samuSao furclis A1- ujraze, igi daiwereba ase: 
Sheet1!A1. Tu samuSao furcels saxels SeucvliT, maSin gadagzavnis brZanebaSi 
unda miuTiToT misi axali saxeli. 
 

 Tu samuSao furclis saxeli orsityviania e. i. saxelSi gamoyenebulia hari 
(пробел-i), maSin axali saxeli unda Caiweros erTmag apostrofSi. mag. ‘Biudjet 1997’!A1. 
 

monacemebis  gadagzavna sxva samuSao wignze: 
formulis agebisas zogjer saWiroa monacemebis miReba sxva samuSao wignidan. 
vTqvaT savaWro qselis TiToeuli filialisaTvis Seqmnilia calkeuli samuSao 
wigni. rodesac iqmneba axali wigni, romelic Seicavs informacias mTlian 
gayidvaze, SeiZleba saWiro gaxdes yvela wignis monacemi. fotoatelies wignis 
samuSao furclis monacemebis gadagzavna  C10 ujraze ase Caiwereba: 

=’[Fotoatele.xls]Obem prodag1997!$C$10, sadac: Fotoatele.xls wignis saxelia, romelic 
moTavsebulia kvadratul frCxilebSi da gaformebulia, rogorc Excel–is faili, 
gafarToebiT xls; 
Obem prodag1997 furclis saxelia. wignis saxeli furclis saxelTan erTad, erTmag 
apostrofSia, Semdeg moTavsebulia Zaxilis niSani (!) da ujris absoluturi 
misamarTi - $C$10. 
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formulaSi gamoyenebuli moqmedebebi: 
1. ariTmetikuli moqmedebebi: 

    (+)  mimateba;  (−) gamokleba; (∗) gamravleba; (/) gayofa;  (%) procentis niSani; 
(^)   axarisxeba.  
2. teqsturi moqmedebebi; 
   Text Operator (teqsturi operatori) am operaciiT SeiZleba im teqsturi striqonebis 

gaerTianeba, romlebic moqceulia ormag apostrofSi. magaliTad formula =” 
Saerto Jami:“ &B4  daabrunebs teqstur mniSvnelobas Saerto Jami: 28 000, Tu B4 ujraSi 
ewera ricxvi 28 000. 
3. Sedarebis operaciebi: 
 Comparative Operator  (Sedarebis an logikuri moqmedebebi); 
 True  ( WeSmariti /swori); 
   False  ( mcdari /araswori). 
Sedarebis Semdeg gamoitans Sesabamisad erT an meore mniSvnelobas imis mixedviT, 

Sedegi sworia Tu araa. magaliTad A4 ujraSi Cawerilia raime ricxvi. formula = 
A4>30 gamoitans mniSvnelobas True (WeSmariti), Tu es ricxvi metia 30-ze da False 
(mcdari),  Tu naklebia 30-ze. 
formulaSi ixmareba Sedarebis Semdegi moqmedebebi: 
 

=  toloba <= naklebia an tolia 

<  nakleboba >= metia an tolia 

>  metoba; <> ar udris 
 
4. samisamarTo moqmedebebi: 
Reference Operators saSualebas iZleva formulaSi Seigzavnos gansxvavebuli jgufis 

ujrebi. mag., formulas =Sum(A4 : A24) gamoaqvs im diapazonis ujrebis 
mniSvnelobebis jami, romlis zeda marcxena kuTxis ujraa A4, xolo qveda ujraa 
A24. 
 
moqmedebebis Sesrulebis rigi:  
gamoTvlebSi Secdomis mizezi zogjer ariTmetikul moqmedebaTa Sesrulebis 
rigis darRvevaa. daculi unda iyos Semdegi mimdevroba: 
pirvel rigSi formulaSi sruldeba axarisxeba, Semdeg gamravleba – gayofa, 

bolos ki Sekreba-gamokleba. mag. formula =4+10*2. jer 10-s gaamravlebs    2-ze da 
Semdeg miRebul Sedegs miumatebs 4-s. geqnebaT 24. 

 elementaruli maTematikidan cnobilia, rom I donis moqmedebebia 
gamravleba/gayofa, II donisa ki - mimateba/gamokleba. Tu iyenebT erTi da imave 
donis moqmedebebs mimateba/gamoklebas an gamravleba/gayofas, maSin gamoTvla 
xdeba TanmimdevrobiT marcxnidan marjvniv. magaliTad:  

1) formula =15 * 4 / 3 sruldeba ise rogorc weria, radgan yvela moqmedeba II 
donisaa; 

2) formula = 30 + 15 – 20 sruldeba ise rogorc weria, radgan yvela moqmedeba I 
donisaa; 

3) formula = 12 + 15 / 3 – 7 * 2 sxvadasxva donis moqmedebebia, amitom jer 

Sesruldeba 15 / 3 = 5, miRebuls miemateba 12, gaxdeba 17, Semdeg Sesruldeba 

gamravleba 7*2=14 da bolos 17 – 14 = 3. 

moqmedebaTa Sesrulebis rigi SeiZleba Seicvalos mrgvali frCxilebis gamoyenebiT. am 

SemTxvevaSi jer Sesabamisi mimdevrobiT Sesruldeba frCxilebSi miTiTebuli moqmedebebi 
da Semdeg yvela sxva danarCeni. ramdenic gamxsneli frCxilia, Sesabamisad imdenive 
damxuravi frCxili unda iyos, winaaRmdeg SemTxvevaSi sistema gamoitans Setyobinebas 
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Secdomaze. mag. formulis =5 + 10 * 2 Sedegi iqneba 25; xolo formulis = (5 + 10) * 2 
Sedegi iqneba 30.  
 
formulaSi TariRisa da saaTis gamoyeneba    
SesaZlebelia formulis Seqmna, romelSiac gamosaTvlelad gamoiyeneba TariRi an 
saaTis mniSvneloba. amisaTvis TariRi an saaTi formulaSi unda gamoiyenoT im 
formatiT, romelic gasagebia sistema Excel-isaTvis, TariRi an saaTi unda CasvaT 
ormag brWyalebSi. formuliT Setanil TariRs sistema Tqvengan damoukideblad 
gardaqmnis Siga warmodgenisaTvis, romelic gamoiyeneba gamoTvlebSi. magaliTad 
imisaTvis or gasul TariRs Soris dReebis raodenobis dasadgenad mniSvnelobebi 
formulaSi unda SeitanoT Semdegi formiT:  

 
nax. 5. 22   Date ( TariRi ) 

 

formula =` 2/4/97~ - ` 27/3/97~ am SemTxvevaSi mniSvneloba iqneba 6, e. i. 1997 wlis 
27 martidan 2 aprilamde dReebis raodenoba yofila 6. aq TariRis formatia dRe / 
Tve / weli. arsebobs TariRis sxvadasxva saxis formati. maTi naxva SesaZlebelia 
meniudan brZanebiT Format Cells (formati ujra), gamova dialoguri fanjara ujris 
formati, kategoriebis velSi moinaxeba brZaneba Date (TariRi), gverdiT fanjaraSi 
Type (tipi) gamova formatebis CamonaTvali, saidanac airCevT Tqveni samuSaosaTvis 
Sesaferis formats. (ixileT nax. 5. 22). Tu Excel–i ver cnobs Setanili TariRis 
formats, maSin ekranze gamoitaneba Secdoma (#VALUE!) unda gaasworoT igi, e. i. 
SecvaloT formati da gaimeoroT formula. 
 
formulis gardaqmna mis mniSvnelobaSi  
formuliT sargeblobisas xSirad iyeneben mis Sedegs, formulis forma ki ar 
ainteresebT. mag. Senobis arendisaTvis yovelTviuri gadasaxadis angariSis Semdeg, 
TviT formula aRar esaWiroebaT. aseT SemTxvevaSi  formulis Secvla xdeba misi 
faqtiuri mniSvnelobiT Semdegnairad: 
1. moiniSneba formulis Semcveli ujra da Cayendeba masSi kursori; 
2. daeWireba xeli F9 - funqcionalur klaviSs sistema Secvlis formulas misi 

mniSvnelobiT. 
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Tu gsurT mTeli diapazonis formulis Secvla misi mniSvnelobiT, maSin iqceviT 
ase: 
1. moniSnavT im diapazons; 
2. SeirCevT meniudan brZanebas Edit Copy (redaqtireba gadubleba), moniSnuli 

diapazonis garSemo gaCndeba mocimcime CarCo; 
3. SeirCevT brZanebas meniudan Edit Paste Special (redaqtireba specialuri Casma), 

gamova dialoguri fanjara Paste Special  (specialuri Casma); 
4. jgufSi Paste (Casma) SeirCevT gadamrTvels Value da miscemT dasturs. 
sistema Secvlis moniSnul diapazons misi mniSvnelobiT. 
 
formulaSi Secdomebis gasworeba 
did cxrilebTan formuliT muSaobis dros, romlebic Seicaven sxvadasxva 
gamoTvlebsa da ujrebze gadagzavnebs, Secdomis mizezia zogjer araswori Setana 
an araswori gadagzavna romelime ujraze. Secdomis moZebna da gasworeba 
moiTxovs did dros. drois dazogvis mizniT SegiZliaT isargebloT formulis 
gamarTvis saSualebiT. Tu formulis Seqmnis dros daSvebulia Secdoma, Excel-s 
gamoaqvs Secdoma Sesabamis ujraze, rac saSualebas iZleva, gaigoT Secdomis 
mizezi da gaasworoT formula. qvemoT CamoTvlilia Secdomebi da maTi SesaZlo 
mizezebi. 
Tu adgili aqvs Secdomas, maSin daartyiT klaviSs Office Assistant (ofisis 
asistenti), romelic moTavsebulia iaraRebis standartul striqonze, Semdeg 
SeirCieT Rilaki Tips (tipebi) Secdomis mizezis mokle aRweris sanaxavad. 
 

Secdoma AaRwera 
# DIV/0 formulaSi xdeba nulze gayofa 
# N/A formulaSi Seigzavneba ganusazRvreli monacemebi 
# Name?  formulaSi ixmareba gaurkveveli saxeli 

# Nul! 
formula Seicavs cariel gadamkveT ujraze 
gadagzavnas 

# Num! formula arasworad iyenebs ricxvs 
# REF! formulaSi ixmareba dauSvebeli gadagzavna ujraze 

#VALUE 
formula Seicavs dauSvebel arguments, an 
moqmedebas 

 
brZaneba meniudan Edit Go To  Special-is (redaqtireba gadasvla specialuri) 
gamoyeneba.  

 
nax. 5. 23. dialoguri fanjara Go To (gadasvla) 

 
es brZaneba saWiroa Secdomis swrafi ZebnisaTvis, risTvisac iqceviT 
Semdegnairad: 
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1. SeirCieT meniudan brZaneba Edit Go To (redaqtireba gadasvla), gamova 
dialoguri fanjara Go To (gadasvla), am fanjaraSi daawkapuneT brZanebiT 
klaviSze Special (specialuri), gamova dialoguri fanjara Go To Special (gadasvla 
specialuri); 

2. SeirCieT gadamrTveli Formula, daayeneT alami Errors-ze, danarCeni almebi 
moxseniT, mieciT dasturi  (ixileT nax. 5. 23 da 5. 24). 

 

 
nax. 5. 24. dialoguri fanjara Go To Special (specialuri gadasvla) 

 
Semowmebis saSualebebis gamoyeneba 
Excel-s aqvs damatebiTi saSualebebi, romelic gansazRvravs formulaSi Secdomis 
mizezs, moZebnis ujras, romlidanac xdeba mimdinare ujraSi monacemebis Segzavna. 
am saSualebebis gamoyenebiT SegiZliaT Secdomis monaxva da gasworeba. 
 
ZiriTadi cnebebi: 
Secdomis gasworebis saSualebebi moiTxoven Semdegi Tanmimdevrobis Sesrulebas:  

 Trace Precedentes (zegavlenis ujrebi); 
 Trace Depedents (damokidebuli ujrebi); 
 Trace Error (Secdomis wyaro);  

 
Secdomis wyaros moZebna 
ganvixiloT magaliTi. 
 

 
nax. 5. 25. magaliTi zegavlenisa da damokidebul ujrebze 
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vTqvaT gvaqvs formula =A1+A2, romlis pasuxi Caiwereba A3 – ujraSi. am magaliTSi 
A1 da  A2 aris zegavlenis ujrebi, xolo A3 ki - damokidebuli ujraa, radgan A1 
da  A2 ujrebis Canawerebis jami, gamoTvlis Semdeg, Seigzavneba A3 ujraSi. A1 da  
A2 ujrebi gavlenas axdenen A3 ujraze, (ixileT nax. 5. 25). 

 
menius an iaraRebis jgufis (panelis) gamoyeneba  
imisaTvis rom gamoCndes iaraRebis jgufi Dependents (damokidebuli) airCieT 
meniudan brZaneba Tools Auditing Show Auditing Toolbar (xelsawyoebi damoki-
debuleba damokidebulebis jgufi), gamova qvemeniu (ixileT nax. 5. 26).  
 

 
nax. 5. 26. qvemeniu Show Auditing Toolbar (damokidebulebis jgufi) 

 
 
 

am iaraRebis jgufis daniSnuleba mocemulia qvemoT moyvanil cxrilSi. 
                          

                                                                cxrili # 5. 2 
 

Rilaki 
 

Rilakis saxeli 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
isrebis dayeneba zemoqmedebis ujrebze  
  
isrebis moxsna zemoqmedebis ujrebze  
  
isrebis dayeneba damokidebul ujrebze  
 
isrebis moxsna damokidebul ujrebze  
 
yvela isris moxsna 
 
Secdomis wyaro  
 
SeniSvnis Seqmna 
       
mcdari monacemebis Cveneba 
   
mcdari monacemebis Cvenebis waSla 
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Secdomis moZebna 

darwmundiT imaSi, rom dialogur fanjaraSi Options (parametrebi), SerCeulia 

gadamrTveli Show All (yvelafris Cveneba) an Show Placeholders (mxolod 
moxazuloba/nakvTi). winaaRmdeg SemTxvevaSi Sesworebis saSualebebs ver gamoiyenebT, 
rac imaSi gamoixateba, rom iaraRebis striqonis nebismier Rilakze xelis daWeriT 
gamoicema xmovani signali, xolo meniuSi Sesabamisi brZanebebi iqneba nacrisferi da 
araaqtiuri. imisaTvis, rom aisaxos dialoguri fanjara Options (parametrebi), meniudan 
SeirCieT brZaneba Tools Option (iaraRebi parametrebi), gaxseniT Canacvleba View 
(naxva) da parametri  Show All (yvelafris Cveneba) an Show placeholder (mxolod 
moxazuloba). amis Semdeg Rilakebic da brZanebebic aqtiuri iqneba.   
 
formulaSi Secdomis wyaros moZebna 

1. moniSneT ujra, romelic Seicavs Secdomian formulas; 

2. SeirCieT meniudan brZaneba Tools Auditing Trace Error (iaraRebi Semmowmebeli  
Secdomis wyaro); 

3. CautareT analizi zemoqmedebis isrebiT moniSnul ujrebis mniSvnelobebs, es xels 
SegiwyobT arsebuli Secdomis moZebnaSi. 

 
SeniSvnis Seqmna 
rTuli formulis Seqmnisas samuSao furclisaTvis didi mniSvneloba aqvs SeniSvnis 
Seqmnas Annotaring (anotacia). es dagexmarebaT gaixsenoT formulis daniSnuleba 
xangrZlivi drois ganmavlobaSi. 
1. moniSneT ujra, romelic SeniSvnisaTvis gsurT gamoiyenoT; 

2. SeirCieT meniudan brZaneba Insert Comment (Casma SeniSvna) an Tools Auditing 
(iaraRebi Semmowmebeli) da New Comment (axali SeniSvna); 

3. ekranze gaCndeba fanjara, CawereT masSi SeniSvna; 
4. gaitaneT maCvenebeli SeniSvnis fanjris gareT da daawkapuneT, fanjara daixureba. 
yvela ujras, romlebic Seicavs SeniSvnebs, marjvena zeda kuTxeSi aqvs wiTeli 
wertili. Tu gindaT naxoT SeniSvna, saWiroa maCvenebeli daayenoT wiTel wertilze 
da gaaCeroT; gamova SeniSvna. Tu gindaT SeniSvnis redaqtireba an waSla, maCvenebeli 
unda daayenoT isev wiTel wertilze da daartyaT marjvena klaviSs; gamova meniu, 
SeirCieT Sesabamisad brZaneba Edit Comment (SeniSvnis redaqtireba) an Delete Comment 
(SeniSvnis waSla). 

SegiZliaT ujras an ujrebis diapazons daarqvaT saxeli da es saxeli ixmaroT 

formulaSi.  mag., +Suma_migebis, - Suma_gasavlis.  
 
ujris an diapazonis saxelis SerCevis dros saxeli unda iwyebodes asoTi, danarCeni 
simboloebi ki SeiZleba iyos asoebi, cifrebi, wertili. ar SeiZleba saxelSi haris 
xmareba, aseve ar SeiZleba daarqvaT mas B3 an D5T. TvalsaCinoebisaTvis diapazons 
xSirad aferadeben. 
 
ujraze an diapazonze saxelis darqmeva 
1. moniSneT ujra an diapazoni, romelsac unda daerqvas saxeli; 
2. formulis striqonis marcxena napirSi monaxeT ujrebisa da diapazonis saxelebis 

sia; 
3. gaxseniT sia da SeitaneT moniSnuli ujris an diapazonis dasarqmevi saxeli; 
4. daartyiT klaviSs Enter (Setana). 

an sxvagvarad: 

 108



1. SeirCieT brZaneba meniudan Insert Name Define (Casma saxeli miniWeba), gamova 
dialoguri fanjara Define Name (saxelis miniWeba);  

2. SeitaneT saxeli velSi Names in Workbook (samuSao wignis saxeli); 
3. mieciT dasturi. 
 
ujris an diapazonis saxelis formulaSi Casadgmelad SeasruleT Semdegi 
moqmedebebi: 
1. SeitaneT ujraSi Cveulebrivi tolobis (=) niSani, riTac iwyeba formula; 
2. moniSneT siaSi Paste Name (saxelis Casma/Casadgmeli saxeli); 

3. SeirCieT meniudan brZaneba Insert Name Paste (Casma saxeli gadmowera), gamova 
dialoguri fanjara Paste Name  (saxelis gadmowera); 

4. mieciT dasturi; 
5. gaagrZeleT formulis danarCeni nawilis Setana da SeasrulebineT formula. 
 
diapazonis saxelis waSla 
1. SeirCieT meniudan brZaneba Insert Name Define (Casma saxeli miniWeba), gamova 

dialoguri fanjara Define Name (saxelis miniWeba);  
2. siaSi Name in WoorkBook (samuSao wignis saxeli) moniSneT wasaSleli diapazonis 

saxeli; 
3. daartyiT Rilaks Delete (waSla); 
4. mieciT dasturi. 
Tu diapazonis saxeli monawileobda gamoTvlebSi, saxelis waSlis Semdeg formula 
gamoitans Secdomas # Name? Secdomis gasasworeblad  saWiroa SecvaloT diapazonis 
saxeli an aRadginoT waSlili saxeli. 
 

5.12. funqciebis gamoyeneba 
 

Excel-Si Sedis asobiT standartuli funqcia, romelTa saSualebiTac warmoebs 
rTuli gamoTvlebi. funqciis Casmis procesi SesaZleblobas iZleva, rom etapobrivad 
SeqmnaT yvelaze Zneli nebismieri funqcia. Excel-i funqciebis saSualebiT awarmoebs 
rTul gamoTvlebs, maT gamoiyeneben agreTve rogorc damatebiT saSualebebs 
teqsturi striqonebis Seqmnisa da manipulirebisaTvis. SesaZlebelia funqciebis didi 
umravlesobis xeliT Setana, rogorc Cveulebrivi formulebisa, magram es xSirad 
dakavSirebulia SecdomasTan. es procedura rom ufro moxerxebulad iqnes 
Caatarebuli, iyeneben funqciis TandaTanobiT Seqmnis saSualebas Paste Function  
(funqcis gadmowera). 
 
ra aris funqcia? 
zogjer Sesaqmnel cxrilSi saWiroa CarTul iqnes rTuli gamoTvlebi, risTvisac  
Cveulebrivi formulebis gamoyeneba sakmaod Sromatevadi da mouxerxebelia. Excel-s 
aqvs funqciebi, anu winaswar gansazRvruli formulebi, romelTa daniSnulebaa maTi 
gamoyeneba sxadasxva dargSi arsebuli specialuri xasiaTis mqone gamoTvlebisaTvis. 
Excel-is funqciebs eZaxian samuSao furclis funqciebs: maTematikuri, finansuri, 
statistikuri, monacemTa bazis marTvis funqciebi, TariRisa da drois funqcia, 
daTvalierebisa da Segzavnis, informaciuli, logikuri, teqsturi da trigonometriuli 
funqciebi. 
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argumentis gamoyeneba 
formula, romelic iyenebs funqcias, Sedgeba tolobis niSnisagan, funqciis saxelisa 
da erTi an ramdenime argumentisagan (Arguments). argumentad SeiZleba gamoyenebul 
iqnes ricxvi an gamoTvlebSi gamoyenebuli zemoqmedebis ujrebi. mag. funqcia Sum 
(jami) iTvlis garkveuli diapazonis ujrebis jams. am funqciis argumentia Sesabamisi 
gadasagzavni diapazoni. Sedegi aisaxeba aqtiur ujraSi, sadac Setanili iyo 
formula. argumentebis didi nawili ricxviTi tipisaa, Tumca argumentebi SeiZleba 
iyos aseve masivi, teqsturi, TariRis tipis, maTematikuri da a. S.  
funqcias SeiZleba hqondes aucilebeli da araaucilebeli parametrebi. funqciis 
aRweraSi aucilebeli parametrebi muqi Savi SriftiTaa gamoyofili, araaucilebeli 
parametrebi ki - Cveulebrivi SriftiT. aucilebeli parametrebi unda SeitanoT, 
araaucilebeli parametrebi ki – ara. 
 
funqciis Seqmnis saSualebebis mimoxilva 
funqciebis Semcveli formulis Seqmna SeiZleba rogorc iaraRebis standartul 
striqonSi, ise formulis striqonSi moTavsebuli Rilakebis saSualebiT.  formula 
aisaxeba standartuli iaraRebis striqonSi Sedegis ujraze maCveneblis 
dawkapunebiT. 
ujris Sinaarsis redaqtirebisa da funqciis Seqmnisas Setanili mniSvneloba aisaxeba 
formulis striqonSi. Setanis dasamTavreblad daartyiT Setanis klaviSze Enter an 
daawkapuneT formulis striqonSi tolobis marcxniv moTavsebul alamze. Setanis 
mosaxsnelad, formulis Setanis reJimidan gamosasvlelad ixmareT klaviSi Esc an  
formulis striqonSi, almis marcxniv moTavsebuli X. iaraRebis standartul 

striqonSi moTavsebulia avtomaturi ajamvis ∑ da funqciis Casmis fx klaviSebi   
(nax. 5.27). 

 
nax. 5.27. formulis an funqciis xeliT Setana 
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funqciis Setana 
arsebobs funqciis Sesatani ramdenime xerxi: 

1. avtomaturi ajamva ∑-s gamoyenebiT; 
2. fx klaviSis gamoyeneba funqciis TandaTanobiT asagebad. 
3. funqciis xeliT Setana. 
 
funqciis Setana xeliT 
funqciis aqtiur ujraSi Sesatanad, jer SeiyvaneT (=) –is niSani, Semdeg funqciis 
saxeli, mag., gaxseniT argumentisaTvis frCxili, maCvenebeli daartyiT ujras da 
moniSneT is diapazoni, risi ajamvac gsurT, Bbolos SeitaneT damxuravi frCxili da 

daartyiT Enter-s. formulis striqonSi an aqtiur ujraSi Caiwereba: = Sum B2 : B5) 
                        

  funqciis saxeli         ajamvis diapazoni 
frCxilebSi moTavsebuli gamosaxuleba aris argumenti.  
 

avtomaturi ajamva ∑ klaviSiT 
diapazonis ujrebis jamis mniSvnelobis avtomaturi gamoTvla ∑ klaviSiT 
SegiZliaT orgvarad: 
1. CaayeneT kursori Sesabamisad asajami svetis an striqonis bolo Tavisufal 

ujraSi (e.i. gaaaqtiureT pasuxis ujra), maCvenebliT daawkapuneT avtomaturi 
ajamvis  klaviSze erTjer; ajamvis diapazons gaukeTdeba mocimcime CarCo; 
daartyiT TiTi Semtan klaviSze Enter, aqtiur ujraSi Caiwereba Sesabamisad svetis 
an striqonis jami;  

2. moniSneT ajamvisaTvis saWiro diapazoni da Semdeg daawkapuneT ∑ klaviSze, 
moniSnuli diapazonis bolo Tavisufal ujraSi Caiwereba ajamvis Sedegi. 

SeiZleba am klaviSis saSualebiT erTdroulad ramdenime svetis (striqonis) jami 
gamoTvaloT. amisaTvis yoveli svetis an striqonis bolos gaaqtiureT Tavisufali 

ujra, risTvisac gamoiyeneT klaviSi Ctrl+marcxena klaviSi, Semdeg daawkapuneT ∑ 
klaviSze. TiToeuli svetis an striqonis jami Caiwereba Sesabamisad svetis an 
striqonis boloSi. 
 

 fx klaviSis xmareba    
rTuli funqciis Seqmnis dros, isargebleT klaviSiT Paste Function (funqciis 
gadmowera), romelic funqciis Setanis process marTavs, risTvisac airCieT meniudan 
brZaneba Paste Function (funqciis gadmowera) gamova dialoguri fanjara `funqciis 
ostati~ (nax. 5.28). 
dialogur fanjaras aqvs siis ori veli: funqciis kategoria da funqciis saxeli. 
funqciis CasmisaTvis SeasruleT moqmedebebi: 
1. Category function-Si (funqciis kategoriaSi) airCieT Date & time (TariRi & saaTi), 

xolo Function name-Si (funqciebis saxelebSi), Sesabamisad, Date  (TariRi); 
2. Tu funqciis kategoriebSi SeirCevT maTematikurs, funqciebis CamonaTvalSi 

gaCndeba maTematikuri funqciebi: sin, cos, exp, Sum  da a.S. 
3. Tu funqciis kategoriebSi airCevT logikurs, funqciebis CamonaTvalSi iqneba 

Sesabamisi CamonaTvali; 
4. Tu SeirCevT statikur funqcias, gaCndeba misi Sesabamisi CamonaTvali. 
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nax. 5.28.  dialoguri fanjara - funqciis ostati 

 
funqciis saxelis siaSi SeirCevT TqvenTvis sasurvel saxels da miscemT dasturs, 
ris Sedegadac gamodis isev SerCeuli funqciis dialoguri fanjara. ase, magaliTad, 
TariRisaTvis gamova dialoguri fanjara Date (TariRi),  
jamisaTvis Sum (jami) da a.S. (nax. 5.29 da 5.30). 

 
nax. 5.29. dialoguri fanjara Date (TariRi)  

 
weli, Tve, dRe  funqciis argumentebia. argumentis mniSvnelobis Sesatanad, daayeneT 
maCvenebeli pirvel striqonze da daartyiT marcxena klaviSs, Cadgeba kursori; 
akribeT teqsti (mag., 1998), igive gaimeoreT momdevno striqonzec da akribeT Tve, 
Semdeg ki  ricxvi da mieciT dasturi. es funqcia Cajdeba formulis ujraSi, Sedegi 
ki Caiwereba aqtiur ujraSi. Tu formulaSi SecdomiT SeitaneT romelime 
mniSvneloba, maSin ujraSi gaCndeba Setyobineba Secdomaze. gaasworeT Secdoma 
formulis striqonSi da xelaxla SeasrulebineT formula. 
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nax. 5.30. dialoguri fanjara Sum  (ajamva) 

 
Tu ar gaxsovT romelime funqciis gamoyeneba, maSin isargebleT Help-iT (daxmarebiT), 
gamova karnaxis fanjara, SemoTavazebuli variantidan SeirCieT erT-erTi, gamova 
fanjara, sadac SegiZliaT CaweroT Tqveni moTxovna, mag. `me minda gamovTvalo jami~, 
daartyiT klaviSs Serch (Zebna). damxmare karnaxi gamoitans funqciebis CamonaTvals. 
yvelaze sasargeblo funqciebi siis TavSia, SeirCieT saWiro funqcia da mieciT 
dasturi. gamova fanjara formulisaTvis, masSi SeitaneT saWiro argumentebi da 
SeasruleT formula.  
 
funqciis redaqtireba 
funqciis Semcveli formulis redaqtireba funqciis CasmiT. 
1. moniSneT is ujra, romelic Seicavs funqcias,  romlis redaqtirebac gsurT; 

2. airCieT meniudan brZaneba Insert Function (Casma funqcia), gamova funqciis Semcveli 
fanjara; 

3. SeasworeT argumentis mniSvneloba; 
4. mieciT dasturi. 
SesaZlebelia xeliT redaqtirebac; 
1. moniSneT ujra, romlis redaqtirebac gindaT; 
2. daartyiT maCvenebeli 2-jer am ujras an erTjer formulis striqons; 
3. moniSneT Sesacvleli argumenti; 
4. waSaleT argumentis Zveli mniSvneloba da SeitaneT axali;  
5. SeasrulebineT formula. 
 
Help-is (daxmarebis) gamoyeneba, cnobis miReba 
fx klaviSze dartymiT gamoitaneT dialoguri fanjara funqciis ostati, SeirCieT 
romelime funqciis kategoria, Semdeg TviT funqcia. funqciis mniSvnelobis, Setanis 
procedura, imoqmedeT Semdegnairad: daawkapunebT maCvenebels, gamoitaneba karnaxi, 
romelic dagexmarebaT arCeul funqciasTan muSaobaSi. Tu SeirCevT ofisis 
asistents, maSin masTan kiTxvebze pasuxis gacemiT miaRwevT imave mizans.  
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cxrili 5.3 
zogierTi funqciis CamonaTvali: 

 
 

funqciis saxeli SeniSvna 
MAMmaTematikuri funqciebi 

ROUND damrgvaleba aTwiladi niSnebis damrgvaleba;  
PRODUCT() gamravleba argumentis ricxvebis namravlis gamoTvla; 
SQRT() fesvi argumentidan kvadratuli fesvis amoReba; 
fACT() faqtoriali faqtorialis gamoTvla; 
SIGN() niSani ariTmetikuli niSani, erTiani (+)-iT an (-)-iT; 
ABS() absol. mniS. ricxvis absoluturi mniSvneloba uniSnodD); 
SIN() sinusi gamoiTvleba kuTxis sinusi, kosinusi da tan-

gensi. argumenti SeiZleba iyos radianulic da 
gradusulic, mag.,(=SIN(Pi/2)), (=SIN90*(pi)/(180)); 

COS() kosinusi 
TAN() tangensi 

LN() nat.logariTmi naturaluri logariTmi  e=2,71878 fuZiT; 
EXP() eqsponenciali nat. log. - is moZebnis Sebrunebuli moqmedeba 
LOG10() log. 10-is fuZiT logariTmi aTis fuZiT; 
RAND SemTx. sidide SemTxveviTi sididis moZebna intervalSi [0, 1]; 

statistikuri funqciebi 

AVERAGE saSualo ariT. saSualo ariTmetikuli mniSv.-is gamoTvla; 

MAX, MIN maqsimumi, minim. maqsimumisa da minimumis moZebna; 

RANK oranJirebis maqsimumis (minimumis) moZebna da daxarisxeba; 

COUNT daTvla argumentis siis ricxvebis raodenobis daTvla 

VAR dispersia SemTxveviTi n ricxvis dispersiis daTvla; 

STDEV stand. gadaxra arCelidan standartuli gadaxris daTvla; 
TariRis funqciebi 

YEAR weli 
am funqiebiT gaigebT arCeul TariRSi Tu 
romel wels, Tves da dRes ekuTvnis es ricxvi; 

MONTH Tve 
DAY dRe 
TODAY dRes ricxviT formatSi gamoiTvlis mimdin. TariRs; 
TDATA axali avtomaturad ayenebs uwyisSi TariRs; 
WEEKDAY kviris dReebi daayenebs TariRis Sesabamis dRis saxels; 

logikuri funqciebi 

TRUE WeSmariti gamoiyeneba pirobiTi oper-is agebuleba-Si: “Tu 

(A5 ≥ 50, maSin WeSmaritia, Tu ara da mcdaria) 

- If ( A5≥ 50 TRUE, ELSE  FALS) ” ;  
FALS mcdari 
IF operatori - Tu 

OR logikuri an logikuri gamravleba  (TanakveTa); 

AND logikuri da logikuri Sekreba (gaerTianeba). 

 
                

5 . 1 3 .  b e W d v a  
 
samuSao furclis beWdva 
Excel-s SeuZlia daayenos sxvdasxva saxis parametrebi dasabeWdi sabuTisaTvis. 
dabeWdvamde daaTvaliereT samuSao furceli, risTvisac gamoiyeneT brZaneba meniudan 

File Print Preview (faili winaswar daTvaliereba). brZanebiT File Page Setup 
(faili gverdis sazRvrebis daniSvna), SecvaleT furclis zomebi (mindori - 
zemodan, qvemodan, marcxnidan da marjvnidan daSorebebi) Semdeg ki dabeWdeT igi. 
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sabuTis nawilis beWdva 
mTeli wignis (failis) dabeWdvisas Excel-Si sabuTi (faili) formdeba wignis saxeliT 
(gafarToeba .xcl). SegiZliaT dabeWdoT mTeli teqsti an miuTiToT im ujrebis 
diapazoni, romlis dabeWdvac gsurT. Tu arafers miuTiTebT, Excel TviTon dabeWdavs    
mimdinare furcels aqtiuri reJimiT. 
 
diapazonis beWdva 
1. moniSneT dasabeWdi diapazoni; 

2. airCieT brZaneba meniudan File Print (faili beWdva)  an  klaviSiT ctrl+P, gamova 
dialoguri fanjara Print  (beWdva). 

3. jgufSi Print What (gaitaneT beWdvaze), airCieT gadamrTveli  Selection (moniSnulis)  
beWdva; 

4. mieciT dasturi (am dros printeri CarTuli unda iyos). 
 
dasabeWdi aris gansazRvra 
Tu erTi da imave diapazonis ramdenjerme beWdva gsurT, SegiZliaT gansazRvroT es 
diapazoni, rogorc beWdvis are da maSin saWiro ar iqneba misi moniSvna. amisaTvis 
asrulebT Semdeg moqmedebebs: 
1. TagviT an klaviSebiT moniSnavT dasabeWd diapazons; 

2. SeirCevT meniudan brZanebas File Print Area (faili beWdvis are); 
3. qvemeniudan SeirCevT brZanebas Set Print Area (beWdvis aris moniSvna).  
 
gamoyofili sabeWdi aris waSla 
Tu adre gamoyofili sabeWdi are wasaSlelia, SeirCieT meniudan brZaneba File Print 
Area (faili beWdvis are), gamosuli qvemeniudan ki - Clear Print Area (sabeWdi aris 
gawmenda/waSla). 

waSla sxvagvaradac SeiZleba: SeirCieT meniudan brZaneba File Page Setup 
(faili gverdis zomebis daniSvna) da am fanjridan ki veli Sheet (furceli). Semdeg 
Print Area–s  (beWdvis ares) mouxseniT alami da mieciT dasturi. 
 
 
gverdis wyvetis Casma da waSla 
sabeWdi aris gansazRvris Semdeg samuSao furcelze Cndeba wyveta. igi aisaxeba 
punqtiriT. wyveta SeiZleba iyos vertikaluri an horizontaluri: vertikaluri 
wyveta iZleva beWdvis axal gverds, romelic iwyeba mimdinare svetidan, 
horizontaluri ki - axal gverds, romelic iwyeba mimdinare striqonidan.  
 
vertikaluri wyvetis Cadgma 
gverdis vertikaluri wyvetis Casadgmelad: 
1. daayeneT maCvenebeli im svetis saTaurze, saidanac gsurT, rom daiwyos axali 

gverdis beWdva da daawkapuneT erTjer; 

2. SeirCieT meniudan brZaneba Insert Page Break (Casma gverdi wyveta), arCeuli svetis 
marcxniv gaCndeba punqtiris xazi, romelic miuTiTebs gverdis gawyvetas. 

 
gverdis horizontaluri wyvetis Cadgma 
1. daayeneT maCveebeli im striqonis saTaurze, saidanac gindaT axali gverdis beWdva, 

da daartyiT marcxena klaviSs; 
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2. SeirCieT meniudan brZaneba Insert Page Break (Casma gverdis wyveta), arCeuli 
striqonis zemoT gaCndeba punqtiris xazi, romelic miuTiTebs gverdis gawyvetas 
(nax. 5. 31). 

 
nax. 5.31. gverdis vertikaluri da horizontaluri wyveta 

 

Excel-s aqvs daTvalierebis axali reJimic. airCieT meniudan brZaneba View Page Break 
Preview (naxva gverdis wyvetis winaswar naxva). gverdis wyveta aRiniSneba farTo 
lurji xaziT, xolo gverdis nomrebi didi nacrisferi asoebiT. gverdis gawyvetis 
mdebareobis Sesacvlelad SegiZliaT gadaaTrioT lurji xazi axal adgilze. 
(gadaTrevis win maCvenebeli daayeneT lurj xazze, gamova ormxrivi Savi isari). Tu 

gsurT Cveulebriv reJims daubrundeT, SeirCieT brZaneba View Normal 
(naxva Cveulebriv/igulisxmeba Cveulebrivi reJimi). 
 
gverdis gawyvetis xazis waSla 
1. moniSneT ujra punqtiris xazis marjvniv (vertikaluri wyvetis dros) an qveviT 

(horizontaluri wyvetis dros);  

2. SeirCieT meniudan brZaneba Insert Remove Page Break  (Casma gverdis wyvetis gadatana). 
igi moxsnis wyvetis xazs. 

 
beWdvis aris erT gverdze moTavseba 
zogjer sabeWdi are ar Tavsdeba erT gverdze da ramdenime striqoni an sveti 
aRmoCndeba sazRvrebs gareT. amisaTvis unda SecvaloT beWdvis parametrebi 
iseTnairad, rom yvela monacemi moTavsdes erTaderT gverdze. amisaTvis iqceviT 
Semdegnairad: 
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1. SeirCevT meniudan brZanebas File Page Setup (faili gverdis zomebis daniSvna); 
2. Tu saWiroa gaxsniT Canacvlebas Page  (gverdi); 
3. SeirCevT gadamrTvels Fit To (moaTavse ara umetes). am parametrisaTvis gaCumebis 

principiT dayenebulia Semdegi raodenoba: “erT gverdze siganeSi da erT gverdze 
simaRleSi”; 

 
nax. 5.32. sabuTis erT gverdze moTavsebis parametri 

 
4. TuUeTanxmebiT SemoTavazebul variants, aZlevT dasturs.  
beWdvis dros Excel SeirCevs masStabs ise, rom yvela monacemi moTavsdes erT gverdze 
(nax. 5. 32). 
 
gverdis parametrebis Secvala 
brZanebiT Page Setup (gverdis zomebis daniSvna) SegiZliaT SecvaloT furclis 
orientacia, mindvris zomebi, moaxdinoT monacemebis gaTanabreba gverdze, miuTiToT 
svetisa da striqonis saxeli, romelic unda daibeWdos TiToeul furcelze. 
furclis orientaciis Sesacvlelad. magaliTad, wignis albomad Sescvlelad 
(warmoidgineT albomis forma) SegiZliaT am dialogur fanjaraSi alami dauyenoT 
parametrs Landscape (teqxtis albomisebri) ganlageba.  
 
gverdis mindvris zomebis daniSvna  
mindori gverdze gansazRvravs manZils gverdis kididan sabeWd aremde. es zomebi 
SegiZliaT SecvaloT. garda amisa, SegiZliaT SecvaloT MmanZili gverdis kididan 
svetebis zeda da qveda saxelwodebamde da miuTiToT, saWiroa Tu ara monacemebis 
vertikaluri an horizontaluri centrireba. 
gverdis mindvris zomebisa da monacemebis gasaTanabreblad  SeasruleT Semdegi 
moqmedebebi: 

1. SeirCieT meniudan brZaneba File Page Setup (faili gverdis zomebis daniSvna); 
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2. gaxseniT Canacvleba  Margins  (gverdis saZRvrebi / “mindori”); 
3. SeitaneT saWiro zomebi sm-ebSi an isargebleT (t,u) niSnakebiT  ; 
4. imisaTvis, rom daaSoroT teqsti gverdis kididan svetis saxelwodebamde, SeitaneT 

Sesabamisi mniSvneloba velSi From Edge (daSoreba qaRaldis napiridan)  ; 
5. jgufSi Center on Page (centrireba gverdSi) daayeneT alami  Vertically (vertikaluri) da 

horizontally (horizontaluri), risi saSualebiTac moxdeba monacemebis centrireba 
rogorc vertikalurad, ise horizontalurad; 

6. mieciT dasturi (nax. 5.33). 

 
 

nax. 5.33. dialoguri fanjara monacemebis vertikalurad da  
horizontalurad centrirebisaTvis 

 
saTauris Seqmna beWdvisTvis  da misi waSla  
beWdvis win SegiZliaT miuTiToT Tu romeli monacemi gamoitaneba striqonisa da 
svetis saTauris rolSi yvela furcelze, an yvela gverdze. beWdvis dros 
striqonebisa da svetebis saTaurebis daniSvnisaTvis:  

1. SeirCieT meniudan brZaneba  File Page Setup (faili gverdis zomebis daniSvna); 
2. gaxseniT veli Sheet (furceli); 
3. SeirCieT Rows To Repeat At Top (striqonis saTauris gameoreba) an  Columns Repeat At Left   

(svetis saTauris gameoreba);  
4. svetis saTaurisaTvis saWiro monacemis misaTiTeblad, moniSneT teqsti an 

SeitaneT Sesabamisi ujris misamarTi;  
5. mieciT dasturi (nax. 5.34). 
 

Tu gsurT im furclis dabeWdva, romlisTvisac gansazRvrulia beWdvis saTaurebi, beWdvis 
aris gansazRvris dros ar moniSnoT is diapazoni, romelic saTaurebis teqsts Seicavs. 
winaaRmdeg SemTxvevaSi pirvel furcelze saTaurebi daibeWdeba orjer. 
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nax. 5.34. dialoguri fanjara beWdvis dros striqonebisa da svetebis  

saTaurebis daniSvnisaTvis 
 
saTaurebis wasaSlelad saWiroa 
1. SeirCioT kidev erTxel meniudan brZaneba File Page Setup (faili gverdis zomebis 

daniSvna); 
2. gaxsnaT veli Sheet (furceli); 
3. Setanis jgufis velSi  Print Titles-ze (saTauris beWdva TiToeul gverdze) waSaloT 

Setanili saTaurebi; 
4. misceT dasturi. 
saTaurebi waiSleba. 
 
momxmareblis  svetebis saTaurebis Seqmna  
svetebis sakuTari saTaurebis SeqmnisaTvis: 

1. SeirCieT meniudan brZaneba File Page Setup   (faili gverdis zomebis daniSvna); 
2. saWiroebis mixedviT gaxseniT Canacvleba Header/Foter  (Tavi / bolo); 
3. svetebis saTaurebis siaSi moniSneT is, romlis safuZvelzec unda SeqmnaT axali 

saTauri;  
4. daawkapuneT Sesabamisad klaviSze Custom Header-s (arastandartuli saTauris) an  

Custom Foter-s (arastandartuli  daboloebis) Seqmna. es fanjara Seicavs Setanis sam 
vels, romelTagan TiToeuls Seesabameba teqstis gasworeba: marcxniv, centris 
mimarT da marjvniv. svetebis saTaurebSi garkveuli saxis teqstis Casawerad 
gamoiyeneba specialuri Rilakebi: mag., Rilaki Page Number (gverdebis nomeri). es 
Rilakebi moTavsebulia teqstis Setanis velebis Tavze. 

5. moaTavseT kursori erT-erT velSi da SeitaneT svetis saTaurisaTvis saWiro 
teqsti, an isargebleT zemoT aRniSnuli RilakebiT. Setanili teqstis 

 119



dasaformateblad daartyiT Rilaks Font (Srifti), gaixsneba dialoguri fanjara 
da daayeneT saWiro parametrebi. 

6. mieciT dasturi (nax.. 5.35). 

 
nax. 5.35. dialoguri fanjara svetebis saTaurebis Sesaqmnelad 

 
samuSao furclis beWdviswina daTvaliereba 
beWdvis win mizanSewonilia darwmundeT, rom yvela parametri dayenebulia swored 
aucileblobis SemTxvevaSi am etapze SegiZliaT SecvaloT gverdis velebisa da 
svetebis siganis zomebi. 
samuSao furclis (wignis) dasaTvaliereblad  beWdvis win: 

1. SeirCieT meniudan brZaneba File Print Preview  (faili winaswari daTvaliereba). 
gaixsneba fanjara, romelSic moTavsebuli iqneba micemuli sabeWdi are; 

2. Rilakebis Next (momdevno) da Previous  (winanaswar daTvaliereba) saSualebiT 
SegiZliaT gadafurcloT gverdebi. es Rilakebi aqtiuri ar aris, Tu monacemebi 
moTavsebulia mxolod erT furcelze (nax. 5. 36). 

 

 gadasafurclad sasurvelia gamoiyenebul iqnes klaviSebi <PgUp>, <PgDn>, <Home> da 

<End>. 
gverdis mimdinare zomebis an svetebis siganis Sesacvlelad daartyiT Rilaks Margins 
(sazRvrebi), gaCndeba vercxlisferi xazebi, romlebic miuTiTebs gverdis ukve 
dayenebul zomebs. amavdroulad gverdis kideebze gaCndeba patara Savi 
marTkuTxedebi. es markerebia, romlebic gamoiyeneba gverdis zomebisa da svetis 
siganis Sesacvlelad.  
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nax. 5.36. gverdis zomebisa da svetebis markerebi 

 winaswar daTvalierebis fanjaraSi  
 
gverdis zomebis, Sesacvlelad daayeneT maCvenebeli Sesacvleli zomis Sesabamis 
markerze da daawkapuneT erTjer. maCvenebeli miiRebs ormxrivi isris formas, xolo 
mdgomareobis striqonSi ki aisaxeba arCeuli gverdis mimdinare zoma. marcxena 
klaviSze xelis daWeriT markeri gadaaTrieT axal poziciaSi da auSviT xeli. 
gverdis velis zomebi Seicvleba da Sesabamisad gadaadgildeba monacemebi. 
analogiurad SegiZliaT SecvaloT svetis siganec Sesabamisi markeris gadaTreviT 
axal poziciaSi.  
gverdis wyvetis dasaregulireblad SeirCieT reJimi, romelic gverdis wyvetis 
gadaTrevis saSualebas mogcemT. 
monacemebis sasurveli ganlagebisaTvis  SegiZliaT Print Rilakis (beWdva) saSualebiT 
dabeWdoT furceli an daxuroT winaswari daTvalierebis fanjara Close (daxurva) 
Rilakis saSualebiT. 
 
sabuTis beWdva 
yvela parametris dayenebisa da Semowmebis Semdeg sabuTi mzadaa dasabeWdad. 
sabuTis dasabeWdad: 

1. SeirCieT meniudan brZaneba File Print (faili beWdva), ekranze gaCndeba dialoguri 
fanjara Print (beWdva); 

2. Tu beWdvis are jer kidev ar aris gansazRvruli, SegiZliaT miuTiToT dasabeWdi 
monacemebi, gadamrTvelebis jgufidan SeirCieT erT-erTi Print What  (gsurT 
beWdvaze gatana); 
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3. Tu SeirCieT gadamrTveli Selection (moniSnuli diapazoni), daibeWdeba ujrebis 
moniSnuli diapazoni; gadamrTveliT Selected Sheets (moniSnuli furclebi), 
daibeWdeba moniSnuli furclebi, xolo gadamrTveliT Entire Workbook (mTeli wigni) 
daibeWdeba mTeli wigni; 

4. sabuTis ramdenime dublis, dasabeWdad SeitaneT saTanado ricxvi velSi Number of 
Copies  (dublebis ricxvi);  

5. dasabeWdi gverdebis diapazonis misaTiTeblad  SeitaneT Sesabamisi mniSvneloba 
Setanis velSi - beWdva;  

6. mieciT dasturi (nax. 5.37). 

 
nax. 5.37. dialoguri fanjara Print (beWdva) 

 

 dialoguri fanjara beWdva Seicavs agreTve Rilakebs Properties (Tvisebebi), Preview 
(winaswar DdaTvaliereba), OK (dasturi) da Cancel  (moxsna). Rilaki Properties (Tvisebebi) 
gamoitans beWdvis damatebiT parametrebs. 
 
 

5.14. problemebi da maTi gadawyveta 
 
yvela monacemis erT gverdze dasabeWdad arsebobs ramdenime xerxi: SegiZliaT 
gamoiyenoT dialoguri fanjris Page Setup (gverdis sazRvrebis daniSvna), Canacvleba 
Pages (gverdi), klaviSi Options (parametrebi), SegiZliaT SeamciroT Sriftis zoma, 
gverdis sazRvrebi, SecvaloT gverdis vertikaluri orientacia albomuri 
orientaciiT, Tu manamde es gansazRvruli ar iyo. 
Tqven mier Seqmnili svetebis saTaurebi SeiZleba daefaros monacemebs. qaRaldis 
kididan svetis saTauramde manZilis Sesacvlelad SeirCieT meniudan brZaneba 

File Page Setup (faili gverdis sazRvrebis daniSvna), gaxseniT Canacvleba Margins 
(sazRvrebi), SeamcireT mniSvneloba Setanis velSi Top (TavSi) an gaadideT 
mniSvneloba Setanis velSi Bottom  (boloSi). mag., Tu Tqven SeamcireT svetis zeda  
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saTauris daSoreba 0,5-dan 0,25 sm-mde, gaizrdeba daSoreba svetis saTaursa da 
monacemebs Soris. 
 

5.15. diagrama an grafiki 
 
Seqmnili cxrilis saSualebiT SegiZliaT aagoT Sesabamisi grafiki an diagrama, 
risTvisac iyenebT iaraRebis standartul striqonSi moTavsebul klaviSs Chart Wizard 
(diagramis ostati). am klaviSiT aqtiurdeba programa Microsoft Graph, ris Sedegadac  
diagramis ostatis CatvirTvis Semdeg ekranze gamodis dialoguri fanjara, Chart 
Wizard-Step 1 of 4 - Chart Type  (diagramis ostati – biji 1-dan 4-mde - diagramis tipebi). 
igi Seicavs or  Canacvlebas Standard Types (standartuli tipebi) da Custom Types 
(arastandartuli tipebi). Canacvleba  Standard Types (standartuli tipebi) Seicavs or 
vels: Chart Type  (diagramis tipi) da Chart Sub-type (diagramis saxe). Tu diagramis tipis 
siidan SeirCevT romelimes, gamoCndeba am tipis Sesabamisi diagramis saxe gverdiT 
fanjaraSi (nax. 5.38).  

 
nax. 5.38. dialoguri fanjara Chart Wizard (diagramis ostati) 

 
arsebobs diagramis Semdegi tipebi: 
 

histograma 
xazovani       
kuTxovani 
grafiki 
wriuli 

rgoluri 
wertilovani 
konusuri 
cilindruli  
zedapiruli 
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dialogur fanjaraSi, diagramis saWiro tipze maCveneblis erTjer daawkapunebiT 

moiniSneba saWiro tipi, Semdeg daartyamT maCvenebels klaviSze (Next momdevno), ris Sedegad 
gamova axali dialoguri fanjara  Chart Options (diagramis parametrebi) (nax. 5.39). 
 
xSir SemTxvevaSi diagramis ostati gTavazobT tipis erT an or saxes. mag. Tu 
diagramis tipisTvis airCevT histogramuls, SegiZliaT airCioT Svidi saxeobidan 
erT-erTi. am saxeobidan sami organzomilebiania, xolo oTxi - samganzomilebiani. 
 
arastandartuli tipis diagramebis gamoyeneba 
dialogur fanjaras – Chart Wizard-s aqvs arastandartuli tipis Custom Type  
diagramebis SemoTavazebis saSualeba. am tipebidan zogierTi standartuli tipis 
diagramebis kombinaciebia, romelic Sav-TeTri an sxvadasxvafrad aris 
Seferadebulia. airCieT Custom Type  (arastandartuli tipis) siidan romelime da 
velSi Sample (nimuSi)  dainaxavT diagramis nimuSs.   
 

 dialogur fanjaraSi User Defined  (damatebiTi klaviSis) gamoyenebiT SegiZliaT 
SeqmnaT diagramis sakuTari tipi.  
 
elementebis damateba diagramaze  
diagrama xSirad Seicavs iseT elementebs, romlebic aadvilebs mis wakiTxvasa da 
gagebas. mag., SegiZliaT daamatoT saTauri, legenda, RerZebis da monacemebis Wdeebi 
an xazebis bade. 
diagramis saTauris dasamateblad saWiroa:  

1. SeirCioT brZaneba Chart Chart Options (diagrama diagramis parametrebi), gamova 
dialoguri fanjara Chart Options (diagramis parametrebi); 

2. gaxsnaT Canacvleba Titles  (saTaurebi); 

 
nax. 5.39. dialoguri fanjara Chart Options  (diagramis parametrebi) 
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3. SeitaneT diagramis  teqstur velSi Chart Titles (diagramis saTauri); 
4. mieciT dasturi (nax. 5.39). 
 
diagrama Secdomis SemTxvevaSi SegiZliaT SeasworoT, risTvisac diagramis saTaurze 

daayeneT maCvenebeli, SeirCieT brZaneba Edit Clear (redaqtireba waSla), gamoitaneT 
konteqsturi meniu da airCieT brZaneba Clear (waSla) an iaraRebis standartul 
striqonSi airCieT brZaneba Chart (diagrama), gaxseniT sia da SeirCieT Titles (saTauri), 
an  isargebleT klaviSiT Delete (waSla). waSlis Semdeg SegiZliaT axali teqstis 
akrebva. 
 
legendis damateba 
diagramis legenda Seicavs informacias monacemTa mwkrivebis ferebsa da formaze. 
legendis damateba an waSla xdeba dialogur fanjaraSi Chart Options – Si (diagramis 
parametrebi) fanjris Canacvleba Legend-is (warwera, gaxsniT. 
diagramaze warweris mdebareobis Sesacvlelad  unda moniSnoT legenda da 
gadaaTrioT igi sasurvel adgilze an gamoitanoT dialoguri fanjara Chart Options  
(diagramis parametrebi), SeirCioT gadaadgilebis  Sesabamisi Rilaki jgufSi Placement 
(ganlageba). 

 
cxrilis monacemebis damateba 
SegiZliaT diagramis qveS gamoitanoT ZiriTadi cxrilis Sesabamisi patara cxrili. 
diagramaze cxrilis dasamateblad saWiroa: 

1. SeirCioT brZaneba Chart Cart Options (diagrama diagramis parametrebi), gaxsnaT 
Canacvleba Data Table  (cxrilis monacemebi); 

2. daayenoT alami gadamrTvelze Show Data Table (cxrilis monacemebis gamoCena); 
3. misceT dasturi. 
diagramis qveS gaCndeba cxrili. Tu diagrama gadatvirTulia, SegiZliaT SecvaloT 
diagramis an TviT diagramis fanjris zomebi (nax. 5. 40). 

 

 
nax. 5.40. diagramaze monacemebis cxrilis damateba 
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diagramaze cxrilis damateba an waSla SegiZliaT iaraRebis standartuli 

striqonidan brZanebis, Chart Format Chart Area-s (diagrama diagramis daformatebis) 
gamoyenebiT. 

 nax. 5.40. gamotanili diagrama da monacemebis cxrili Seicavs inglisuri asoebiT dawe-

ril qarTul sityvebs. es gamowveulia imiT, rom diagramis Seqmnis procesSi fontebis 
Secvla SeuZlebelia manam, sanam ar SeasrulebT yvela moqmedebas diagramis Sesaqmnelad. 
TqvenTvis sasurveli fontis dayeneba SegiZliaT ukve Seqmnili diagramis daformatebis dros.  
 
diagramisa da misi elementebis daformateba 
diagramis elementebis parametrebis Sesacvlelad: 
1. daayeneT maCvenebeli diagramis im elementze, romlis parametrebis Secvlac gsurT 

da orjer daawkapuneT, gamova Sesabamisi dialoguri fanjara an iaraRebis 

standartuli striqonidan airCieT brZaneba Chart Format Chart Area 
(diagrama diagramis daformateba) (nax. 5.41); 

2. gaxseniT sasurveli Canacvleba, daayeneT almebi saWiro parametrebis 
gadamrTvelebze; 

3. daxedeT Sample-s (nimuSs) arCeuli parametrebis Sesamowmeblad; Tu gsurT 
damatebiTi parametrebis feris an stilis Secvla, gaimeoreT es punqti 
ramdenjerme;  

4. mieciT dasturi (nax. 5.41). 
 
magaliTad, Tu gsurT Sriftis Secvla, winaswar moniSneT are, sadac gindaT 
Sriftebis Secvla, gamoitaneT dialoguri fanjara Format Chart Area (diagramis 
formati), gaxseniT Canacvleba Font (Srifti), axlad gamosul fanjaraSi SeirCieT 
sasurveli Srifti, misTvis saWiro zoma da mieciT dasturi. moniSnul areSi teqstis 
fragmenti Caiwereba TqvenTvis sasurveli SriftiT (nax. 5.42). 

 
nax. 5.41. dialoguri fanjara Format Chart Area  ( diagramis daformateba) 
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nax. 5.42. dialoguri fanjara diagramis formatis Canacvleba 

Font  (Sriftebi) 
 
xazebis badis damateba 
xazebis badis daniSnulebaa X-isa da Y-is mimarT wertilebis zusti mniSvnelobis 
gansazRvra. xazebis bade saWiroa iseT diagramebisaTvis, romlebic Seicavs 
monacemebis bevr wertils an iseT diagramebisaTvis, romlebSic wertilebi Zalian 
axlosaa ganlagebuli . diagramis nimuSSi gamoiyeneba horizontaluri xazebi. 
diagramaSi badis xazebis CarTva-gamorTvisaTvis saWiroa: 

1. SeirCioT brZaneba Chart Chart Options (diagrama diagramis parametrebi), gaxsnaT 
Gridlines  (xazebis bade); 

2. saWiroebis mixedviT TiToeuli RerZisaTvis daayenoT an moxsenaT alami badis 
ZiriTadi da saSualedo xazebisaTvis. ZiriTadi xazebi Seesabameba RerZebis Wdeebs, 
saSualedo xazebi ki gaTvaliswinebulia RerZebze Wdeebs Soris; 

3. misceT dasturi. 
 
diagramis Cadgma sabuTSi 
yvela cvlileba diagramis daformatebis dros aisaxeba  Excel-is sabuTSi. mTeli 
muSaobis periodSi Microsoft Graph–is meniu da iaraRebis jgufi aqtiuria. diagramis 
Seqmnis damTavrebis Semdeg, maCvenebli gaitaneT diagramis aris gareT,  daawkapuneT 
marcxena klaviSze  erTjer, ris Sedegadac dabrundebiT sabuTSi. diagrama darCeba 
sabuTSi rogorc obieqti,  aRdgeba mTeli meniu da standartuli iaraRebis jgufi im 
danarTisa, saidanac iqna gaSvebuli Microsoft Graph. Tu Seqmnili diagrama akmayofilebs 
Tqven moTxovnebs, SeinaxeT sabuTi diagramasTan erTad, xolo Tu ara - SegiZliaT 
misi redaqtireba. 
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diagramis redaqtireba 
ukve arsebuli diagramis redaqtirebisaTvis maCvenebeli daayeneT diagramaze da 
orjer daawkapuneT Tagvis marcxena klaviSiT, CaitvirTeba Microsoft Graph, saWiroebis 
mixedviT gamoitaneT zemoT aRwerili dialoguri fanjrebi da moaxdineT saTanado 
cvlilebebi. 
 
 
V Tavi s  Si n a arsi  
 

MS Excel–is fanjris agebuleba, samuSao wigni da samuSao furceli; samuSao furclis 
Semadgeneli nawilebi; monacemebis tipebi, monacemebis Setana da daformateba; 
ujrebis diapazoni; monacemTa mwkrivis avtomaturi Setana anu Sevseba; brZanebebis 
Edit-is (redaqtirebis), Fill-is (Sevsebis), Series-is (progresiis), gamoyeneba; samuSao 
furclis redaqtireba; brZaneba meniudan Edit Clear  (redaqtireba gawmenda); 
monacemebis kopireba da gadatana; formatis kopireba; svetis, striqonisa da ujris 
Camateba/waSla; moqmedebebi samuSao furcelze; monacemis Zebna samuSao furcelze, 
Casworeba da daformateba; ujraSi teqstis Cawera ramdenime striqonad da mobruneba 
nebismieri kuTxiT; daformatebis stilis Seqmna da gamoyeneba; grafikul obieqtebTan 
muSaoba; menius klaviSi Draw (xatva) da misi gamoyeneba; Excel-Si formulis gamoyeneba; 
fardobiTi da absoluturi misamarTi; maTematikuri moqmedebebi striqonebze, svetebze 
da ujrebze; monacemis absoluturi da fardobiTi Segzavna; formulaSi gamoyenebuli 
ariTmetikuli da logikuri moqmedebebi; moqmedebebis Sesrulebis rigi; formulaSi 
Secdomebis gasworeba, Secdomis saxeebi; Secdomis wyaros moZebna, zegavlenis da 
damokidebuli ujra; funqcia da misi gamoyeneba; funqciis Seqmnis saSualebebi, 

avtomaturi ajamvis Σ da fx funqciis Casmis klaviSebi; funqciis redaqtireba; samuSao 
furclis, diapazonis an moniSnuli aris  beWdva; gverdis wyveta, horizontaluri da 
vertikaluri wyveta; beWdvis aris erT gverdze moTavseba; beWdvisTvis saTauris 
Seqmna da waSla; diagrama da grafiki; diagramis Seqmna Seqmnili cxrilis 
safuZvelze; diagramis redaqtireba da daformateba; diagramis moTavseba sabuTSi. 

 
k iTxv e b i  TviTSemowmebi s aTvi s   
 
1. ra daniSnuleba aqvs eleqtronuli cxrilebis MS Excel programas da romeli 

failiT xdeba misi CatvirTva?; 
2. aRwereT MS Excel –is fanjara; 
3. ra aris samuSao wigni da samuSao furceli? 
4. risgan Sedgeba samuSao furceli? 
5. rogor xdeba ujris gaaqtiureba? 
6. ra daniSnuleba aqvs monacemebis tipebs? 
7. ra igulisxmeba ricxvebisa da TariRis daformatebis qveS? 
8. ra iciT formulis Sesaxeb da rogor xdeba misi Setana? 
9. ra aris diapazoni da rogor xdeba misi moniSvna? 
10. rogor xdeba ricxviTi,  teqsturi da TariRis  mwkrivebis Seqmna? 
11. ras niSnavs monacemTa mwkrivis  avtomaturi Sevseba da Sevsebis ramdeni xerxi 

arsebobs? 
12. risTvis gamoiyeneba brZanebebi meniudan Edit (redaqtireba), FFill (Sevseba), Series 

(progresia)? 
13. ra daniSnuleba aqvs brZanebas Edit Undo  (redaqtireba aRdgena)? 
14. ra daniSnuleba aqvs brZanebas Edit Clear (redaqtireba gawmenda)? 
15. rogor xdeba striqonis, svetis an ujris waSla, Camateba da gadatana?  
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16. ra gansxvavebaa ujris waSlasa da gawmendas Soris? 
17. ras niSnavs formatis kopireba? 
18. ra moqmedebebi SegiZliaT SeasruloT furcelze da rogor? 
19. romeli brZanebebiT xdeba samuSao furcelze monacemis Zebna da Casworeba? 
20. samuSao furclis daformatebis ramdeni xerxi arsebobs? 
21. daformatebis dros dialogur fanjaraSi romeli parametri unda iyos CarTuli 

sityvis normaluri gadatanisaTvis? 
22. romeli dialoguri fanjriTa da CanacvlebiT xdeba ujraSi teqstis mobruneba 

raime kuTxiT?  
23. ra aris daformatebis stili,  rogor iqmneba igi da risTvis gamoiyeneba? 
24. standartuli iaraRebis romeli klaviSi gamoiyeneba grafikuli obieqtis 

Sesaqmnelad? 
25. CamoTvaleT am meniuSi Semavali brZanebebi; 
26. ra aris bloki? 
27. ra daniSnuleba aqvs ujris misamarTs? 
28. ujris ramdeni saxis misamarTi iciT da daasaxeleT isini; 
29. formulaSi monacemebis Segzavnis ramdeni xerxi arsebobs? 
30. CamoTvaleT formulaSi gamoyenebuli moqmedebebis saxeebi; 
31. ra unda iyos mkacrad daculi formulaSi ariTmetikuli moqmedebebis dros? 
32. rogor gamoiyeneba formulaSi TariRi? 
33. daasaxeleT formulaSi ramdenime Secdomis saxe; 
34. romeli brZanebebiT xdeba formulaSi Secdomis swrafad moZebna? 
35. romeli ujrebis moniSvna xdeba isrebiT Secdomis wyaros moZebnis dros? 
36. samuSao furcelze SeniSvnis Seqmnis daniSnuleba; 
37. ra aris funqcia da risTvis gamoiyeneba igi? 
38. aRwereT zogadad funqciis agebuleba; 
39. daasaxeleT funqciis Seqmnis saSualebebi; 
40. CamoTvaleT funqciis Setanis xerxebi; 
41. rogor xdeba funqciis redaqtireba? 
42. ra daniSnuleba aqvs gverdis horizontalur an vertikalur wyvetas? 
43. rogor xdeba gverdis wyvetis Cadgma, waSla? 
44. romeli brZanebiT xdeba amobeWdva? 
45. daasaxeleT almis dasayenebeli velebis daniSnuleba: dialogur fanjaraSi Print 

(beWdva), All (yvela), Pages (miTiTebuli gverdebi), Sellection (moniSnuli), Active Sheets 
(aqtiuri furceli); 

46. rogor xdeba sabeWdi aris gamoyofa an waSla? 
47. romeli Canacvlebis gaaqtiurebiT xdeba gverdis sazRvrebis Secvla dialogur 

fanjaraSi Print Preview (winaswari daTvaliereba)? 
48. risTvis gamoiyeneba Chart Wizard (diagramis ostati)? 
49. brZanebebis ra mimdevrobiT xdeba diagramis moTavseba sabuTSi? 
50. romeli brZanebiT  xdeba diagramis daformateba? 
51. romeli elementebis damateba SeiZleba diagramaze? 
 
 
s a v a r j i S o  
 

1. CatvirTeT  Excel, monaxeT ujra C5 da gaaaqtiureT igi; 
2. A5 ujridan SeitaneT monacemebi Excel-is cxrilSi Semdegi cxrilis mixedviT: 
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3. daarqviT cxrils saTauri; 
4. moniSneT ujra B6, Semdeg me-7 striqoni mTlianad, bolos ki C sveti; 
5. moniSneT diapazoni  A7-dan  D8-mde; 
6. moaxdineT  C  svetis gadatana cxrilis G svetSi; 
7. moaxdineT zemoT aRniSnuli diapazonis gadaTreva axal adgilze; 
8. moaxdineT igive diapazonis gadubleba; 
9. gaadubleT romelime sveti;  
10. waSaleT gadublebuli sveti; 
11. moniSneT da waSaleT me-8 striqoni;  

12. aRadgineT waSlili striqoni brZanebiT Undo; 
13. avtomaturi  ajamviT moZebneT B svetis jami; 
14. avtomaturi SevsebiT ganavrceT igi danarCen svetebze; 
15. moaxdineT cxrilSi romelime svetis monacemebis Secvla; 
16. SecvaleT romelime ujris Canaweri, Semdeg ki isev aRadgineT igi; 
17. daamateT cxrilis boloSi sveti warweriT “noemberi”; 
18. CaumateT striqoni ise rom ivlisi, agvisto da seqtembris Tavze daaweroT III 

kvartali, analogiurad II kvartlisaTvis daamateT ori sveti ivnisis Tvis win da 
daawereT II kvartali; 

19. gaukeTeT cxrils saTauri da SeinaxeT igi axali saxeliT; 
20. aRudgineT pirvel cxrils Tavdapirveli saxe brZanebis Undo  ramdenjerme 

gamoyenebiT; 
21. gaaqtiureT pirveli ujra cxrilis bolo cariel svetSi da xeliT SeitaneT 

formula:  =C5* D5, Sevsebis markeris gamoyenebiT SeavseT mTeli sveti; 
22. gadainacvleT erTi svetiT da svetis pirvel ujraSi SeitaneT formula: =$C$5*D5,   

SeavseT mTeli sveti da SeamowmeT ra gansxvavebaa wina svetsa da am svetSi 
moTavsebul Sedegebs Soris (gaixseneT ujris absoluturi da fardobiTi 
misamarTebi); 

23. moniSneT romelime sveti da brZanebiT an klaviSiT Delete waSaleT misi monacemebi; 
24. waSlil svetSi CawereT axali monacemebi ise, rom ricxvebi iyos aTwiladi 

niSnebi, daakvirdiT da gaixseneT ratom ar Cans Tqven mier akrebili aTwiladi 
niSnebi; 

25. problemis Tavidan asacileblad moniSneT igive sveti, gamoiyeneT brZaneba Clear, 
e.i. gawmindeT anu waSaleT formatianad da isev CawereT aTwiladi nawilis 
Semcveli ricxvebi; 

26. aiReT axali furceli da SeitaneT cxrili Semdegi monacemebiT: 
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 1992 1993 1994 
 aTas man. % aTas man. % aTas man. %

 
100-mde 
Sekvra 

10,400  10,550  11,600 

wignis 
samyaro 

200-mde 
Sekvra 

23,650  26,950  32,010 

 200-ze meti 1,500  6,000  11,000 
 sul 35,550  43,500  54,610 
       

 
100-mde 
Sekvra 

10,300  13,550  14,600 

wignis 
saxli 

200-mde 
Sekvra 

22,990  33,110  36,850 

 200-ze meti 1,500  14,500  17,000 
 sul 34,790  61,160  68,450 
       

 
100-mde 
Sekvra 

9,100  11,300  12,400 

teqnikuri 
wigni 

200-mde 
Sekvra 

23,320  26,950  27,060 

 200-ze meti 2,500  10,000  13,000 
 sul 34,920  48,250  52,460 

  
27. gamoTvaleT da CawereT procentis svetSi Sesabamisad 15%, 20% da @26%; 
28. Tu mizans ver miaRwevT, isargebleT Secdomis wyaros saSualebiT anu gamoitaneT 

isrebi, monaxeT Secdoma da gaasworeT; 
29. gaxseniT pirvelad Setanili cxrili, moniSneT mTlianad da aageT diagrama; 
30. daaformateT diagrama, SecvaleT igi TqvenTvis sasurveli saxis misaRwevad; 
31. Tu Sedegma ar dagakmayofilaT, waSaleT diagrama, xelaxla scadeT sxva tipis 

diagramis datana sabuTze, gaimeoreT moqmedebebi sasurveli Sedegis miRwevamde. 
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