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gakveTili. (zog.-1, gaZ.-1)  Word 2007-is amoqmedeba 
arsebobs programis amoqmedebis sami umartivesi meTodi. pirveli _ mTavari menius meSveobiT. 

meore _ ormagi dawkapunebiT programis malsaxmobze (malsaxmobi winaswar unda iyos Seqmnili 
samuSao dafaze), xolo mesame _ ormagi dawkapunebiT adre Senaxuli dokumentis niSanze. Ti-
Toeuli sargeblobs im meTodiT, romelic misTvis ufro mosaxerxebelia da romelic ukeT See-
fereba mimdinare viTarebebs.  

programis amoqmedeba Windows-is mTavari menius meSveobiT 

qmedebebis konkretuli Tanmimdevruloba ar aris damokidebuli gamosayenebel operatiul 
sistemaze. rogorc Windows XP-is operaciuli sistemisTvis, ise Windows Vista-sTvis moqmedebs 
brZanebebis Semdegi Tanmimdevroba:  

1. daaWireT Rilaks Start-amoqmedeba (dawyeba) ekranis qveda marcxena kuTxeSi. 
2. Tagvis mimaniSnebeli miitaneT punqtze All Programs-yvela programa. 
3. dawkapunebiT gaSaleT Casmuli meniu Microsoft Office. 
4. dawkapunebiT airCieT punqti Microsoft Office Word 2007.  

programis malsaxmobis Seqmna samuSao dafaze 

momxmareblebis umravlesoba tradiciulad qmnis programebisa da dokumentebis malsaxmo-
bebs niSnebis specialuri gadatanis meTodiT (gadatana Tagvis marjvena Rilakis SeyovnebiT). 
kidev erT efeqtur ileTs moviyvanT _ malsaxmobis Seqmna brZaneba Send To-gagzavnis meSveobiT 
(nax. 2.1).  

1. daaWireT Rilaks Start-amoqmedeba ekranis qveda marcxena kuTxeSi. 
2. Tagvis mimaniSnebeli miitaneT punqtze All Programs-yvela programa. 
3. dawkapunebiT airCieT punqti Microsoft Office.  
4. mimaniSnebeli miitaneT punqtze Microsoft Office Word 2007 da marjvena RilakiT daawkapuneT.  
5. gaxsnil meniuSi Tagvis mimaniSnebeli miitaneT brZanebaze Send To-gagzavna. 
6. gaxsnil Casmul meniuSi airCieT brZaneba Desktop (Create Shortcut)-samuSao dafa (malsaxmo-

bis Seqmna).  
 

 
nax. 2.1. malsaxmobis Seqmna samuSao dafaze 

Microsoft Word-is axali interfeisi 

2007 wlisTvis teqsturma procesorma Microsoft Word-ma meoTxedi saukunis sigrZis ganviTare-
bis gza gaiara, magram jer arasdros ar miuRia programis interfeiss amdeni radikaluri 
cvlileba, rogorc dRes. naxatze 2.2. Cans programis fanjris marTvis ZiriTadi elementebi.  

1. Rilaki Office _ marTvis saerTo elementi Microsoft Office 2007-is paketis yvela ZiriTadi 
danarTisTvis. xsnis menius saerTo operaciebis Sesasruleblad mTlianad dokumentTan, rogor-
ic aris: axali dokumentis Seqmna, dokumentis gaxsna, misi Senaxva, beWdva, gadagzavna da sxva 
qmedebebi failTan. amave RilakiT ixsneba miwvdoma programis momarTvis ZiriTad saSualebasTan 
_ dialogur fanjarasTan Word Options-Word-is parametrebi. 

2. swrafi miwvdomis paneli _konteineri xSirad gamosayenebeli marTvis elementebisTvis. 
panelis Semadgenloba xeliT SeiZleba momarToT.  

3. instrumentuli lenta _ axali tipis instrumentTa paneli. Seicavs sabrZanebo Rilakebsa 
da sxva elementebs, romlebic miTiTebuli principiT aris dajgufebuli.  

4. CanarTi _ lentis arqiteqturuli elementi. lenta Sedgeba CanarTebisgan. 
5. dokumentis warmodgenis ubani. aq warmodgenilia dokumenti Tavisi Sinaarsisa da gafor-

mebis elementebTan erTad.  
6. statusis zoli. warmoadgens sasargeblo cnobebs mimdinare gaxsnil dokumentze. 
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7. warmodgenebis paneli. emsaxureba dokumentis ekranuli warmodgenis reJimebs Soris ga-
darTvas. 

8. masStabirebis paneli. emsaxureba ekranze dokumentis zomis marTvas. 
9. gadasvlebis paneli. Seicavs marTvis grafikuli elementebis nakrebs dokumentis struq-

turul ganyofilebebs an masSi Casmul obieqtebs Soris gadasasvlelad. 
 

 
nax. 2.2. Word 2007-is interfeisis ZiriTadi elementebi 

lentis arqiteqturuli elementebi 

instrumentul lentaze warmodgenilia CanarTebi, CanarTebze ki ganTavsebulia marTvis ele-
mentebis jgufebi (nax. 2.3). jgufebi _ es aris instrumentuli konteinerebi. maT Soris aris 
axali tipis konteinerebi, romlebic adre ar gvxvdeboda saofise programebSi: galereebi da 
interaqtiuli siebi. 
 

 
nax. 2.3. instrumentuli lentis arqiteqtura 
 
1. CanarTebi. TiToeuli CanarTi aerTianebs erTtipian obieqtebs an marTvis saSualebebs, 

romlebic saerTo amocanis amoxsnas exeba. ase magaliTad, teqstis gaformebas emsaxureba Ca-
narT Home-mTavaris saSualebebi, xolo gverdebis, cxrilebisa da ilustraciebis gaformebas _ 
CanarT Insert-Casmis saSualebebi. 

2. jgufebi. erTi CanarTis marTvis elementebi, romlebic miekuTvneba erT qveamocanas, 
jgufSi erTiandeba. magaliTad, CanarTze Home-mTavari teqstis Sriftul gaformebas miekuTvne-
ba jgufi Font-Srifti, xolo abzacebis gaformebas eZRvneba jguf Paragraph-abzacis saSualebebi. 

3. damatebiTi momarTvis Rilaki. es Rilaki xsnis dialogur fanjaras, amocanebis ubans, 
damatebiT panels an sxva grafikul konteiners marTvis elementebiT, romlebic jgufis funq-
ciur saSualebebs afarToeben.  

4. galerea _ axali tipis marTvis elementebis grafikuli koleqcia, romelic flobs inte-
raqtiulobis Tvisebas, rac saSualeba iZleva realizdes marTvis axali tipi _ `cocxali war-
modgena~.  

5. interaqtiuli sia _ marTvis teqsturi elementebis koleqciis axali tipi. rogorc gale-
rea, flobs interaqtiulobis Tvisebas, rac saSualebas iZleva realizdes marTvis axali tipi _ 
`cocxali warmodgena~.  
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lentis marTva 

mTeli Tavisi funqciurobiT lenta ikavebs ekranis ramdenime striqons, es ki yvelas rodi 
moswons. Tu lenta ar gWirdebaT, SekeceT is erTi striqonis zomamde. aseTi svla keTdeba or-
magi dawkapunebiT gaxsnili CanarTis fesvze. aris kidev erTi meTodi lentis Sesakecad. is 
realizdeba Semdegnairad.  

1. swrafi miwvdomis panelis marjvniv gaSlil Rilakze dawkapunebiT gaxseniT momarTvis 
meniu. 

2. am menius bolo punqts ewodeba Minimize the Ribbon-lentis Sekecva.  
Sekecili lenta SeiZleba droebiT gaxsnaT an sabolood aRadginoT. lentas xsnian saWiro 

CanarTis fesvze erTxel dawkapunebiT. lentasTan aucilebeli operaciebis Sesrulebis Semdeg 
daubrundiT dokumentebTan muSaobas, da lenta avtomaturad daixureba. muSaobis aseTi stili 
mosaxerxebelia portatiuli mowyobilobebisTvis, romlebsac mokrZalebuli zomis ekrani aqvT 
da masze Znelia lentis dakaveba mudmivad. ormagi dawkapuneba lentas sabolood aRadgens. 

klaviaturuli zednadebi 

maT, vinc didi xania muSaoben saofise programebTan, kargad ician, rom yvelaze efeqturi 
marTva xorcieldeba ara TagviT, aramed klaviaturiT, amitom teqstur procesorSi Word 2007 
ZiriTadad SenarCunebulia igive klaviaturuli kombinaciebi, rac iyo miRebuli programis wina 
versiebSi. magram raki axla programis fanjaraSi ar aris arc menius striqonebi, arc amovard-
nili menius sistemebi, sadac es kombinaciebi iyo moyvanili, damwyeb momxmarebels uCndeba 
problema klaviaturis gamoyenebasTan dakavSirebiT. maT gadasalaxad programaSi realizebulia 
klaviaturuli kombinaciis warmoebis axali meqanizmi. es aris e.w. `klaviaturuli zednadebi~ 
(nax. 2.4).  
 

 
nax. 2.4. klaviaturuli zednadebi 
 
1. daaWireT klaviSs ALT an F10, da lentis ekranul gamosaxulebaze daideba klaviSebis 

asoiTi aRniSvnebi, romlebic lentis marTvis elemenetebs Seesabameba. ase magaliTad, CanarTs 
Home-mTavari Seesabameba klaviSi H, xolo CanarTs Mailings-dagzavnebi _ klaviSi M.  

2. daaWireT klaviSs, romelic Seesabameba arCeul CanarTs, magaliTad, klaviSs H (Home-
mTavari) _ moxdeba klaviaturuli Semoklebebis dadeba marTvis elementebisTvis, romlebic Ca-
narTis SemadgenlobaSi iqna gamoyenebuli.  

3. Tu marTvis elementi orasoiani kombinaciiT aris aRniSnuli, Sesabamis klaviSebs rigri-
gobiT daaWireT. TiToeuli morigi daWera amoklebs naSTobriv arCevas. magaliTad, Sriftis ar-
Cevis  gaSladi sia aRiniSneba kombinaciiT FF, rac Seesabameba klaviS F-ze orjer dawkapunebas.  

4. zednadebis gamosarTvelad, kidev erTxel daaWireT klaviSs ALT an F10.  
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CanarTebis saxeebi 

instrumentuli lenta SeiZleba Seicavdes sami tipis CanarTs: standartuls, konteqstursa 
da funqcionalurs. standartuli CanarTebi uzrunvelyofen programis saerTo funqciurobas. 
konteqsturi CanarTebi saSualebas iZlevian imarTos Casmuli obieqtebis lokaluri momarTvebi. 
Tavis mxriv funqciuri CanarTebi uzrunvelyofen specialur funqciurobas.  

standartuli CanarTebi 

pirveli tipia standartuli CanarTebi. maT miekuTvneba Home-mTavari, Insert-Casma, Page Layout-
gverdis moniSvna, References-bmulebi, Mailings-dagzavnebi, Review-recenzireba da View-xedi, Canar-
Tebis es nakrebi lentaze drois ZiriTad nawils atarebs. 

arsebobs kidev standartuli CanarTi Developer-SemmuSavebeli, romelic gulisxmobis mixed-
viT lentaze ar aris warmodgenili. misi asaxva xeliT unda CairTos dialoguri fanjris Word 
Options-Word-is parametrebis meSveobiT (Office ► Word Options► Popular► Show Developer tab in the Rib-
bon). 

konteqsturi CanarTebi 

CanarTebis meore tipia e.w. konteqsturi CanarTebi (nax. 2.5). TiToeuli konteqsturi CanarTi 
dakavSirebulia Tavis konkretul amocanasTan da mxolod maSin ixsneba, rodesac am amocanis 
Sesrulebas viwyebT. ZiriTadad, konteqsturi CanarTebi Casmul obieqtebTan samuSaod maSin ixs-
neba, rodesac dokumentSi moniSnulia Casmuli obieqti. saxasiaTo magaliTi _ konteqsturi Ca-
narTebi Design-konstruqtori da Layout-maketi, romlebic cxrilebTan muSaobis instrumentebs 
miekuTvneba. isini lentze Cndeba mxolod dokumentSi cxrilis aqtivaciis Semdeg. 

konteqsturi CanarTebi avtomaturad gamoirTveba. rogorc ki ixsneba obieqtidan moniSvna, 
misi konteqsti miuwvdomeli xdeba. 

 

 
nax. 2.5. konteqsturi CanarTebi cxrilebTan samuSaod 
 

 
nax. 2.6. funqciuri CanarTi `struqtura~ Seicavs saSualebebs, romlebic programis funqcie-

bis realizebas axdenen struqturul dokumentTan muSaobis mxriv 
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funqciuri CanarTebi 

CanarTebis mesame tipi _ e.w. funqciuri CanarTebi. isini cvlian (an avseben) standartuli na-
krebis CanarTebs garkveuli operaciebis Sesrulebisas an garkveul reJimSi gadasvlisas. sax-
asiaTo magaliTia _ CanarTi Print Preview-winaswari gadaxedva, romlis saSualebebi emsaxureba 
beWdvamde dokumentis winaswari gadaxedvis marTvas. funqciuri CanarTebi avtomaturad ar ixu-
reba. amisaTvis CanarTze specialuri damxuraavi Rilakia (nax. 2.6).  

Word 2007-is marTvis meqanizmebi da saSualebebi 

programa Word 2007-isa da misi obieqtebis marTvis ZiriTadi saSualebaa instrumentuli 
lenta. magram lenta programis marTvis erTaderTi saSualeba ar gaxlavT: sxvebic arsebobs. 
maT Soris: paneli Office, swrafi miwvdomis paneli, minipanelebi da obieqtebis konteqsturi me-
niuebi.  

`cocxlad warmodgenis~ meqanizmi 

gamocdili dizaineri winaswar warmoidgens, rogori iqneba dokumentis garegnuli saxe, da 
umoklesi gziT midis dasaxul mizanTan. Tumca dokumentebis SeqmniT dakavebulni arian ara di-
zainerebi, aramed Cveulebrivi mokvdavni, romlebsac uwevT misaRebi gadawyvetilebebis povna 
cdisa da Secdomebis meTodiT. gamocdilebis dagrovebis am rTuli gzis Semoklebas emsaxureba 
programis axali teqnologia _ `cocxlad warmodgena~.  

cocxlad warmodgena moqmedebs interaqtiul siebsa da galereebSi, magaliTad, stilebis 
galereaSi. misi azri imaSi mdgomareobs, rom Tagvis mimaniSneblis gadatanisas galereis ele-
mentebze, aqtiuri obieqtis formati avtomaturad icvleba. es saSualebas iZleva swrafad ga-
daxedoT dizainis sxvadasxva variants da is airCioT, romelic ufro mogwonT (nax. 2.7).  
 

 
nax. 2.7. Tagvis mimaniSneblis gadatanisas stilebis galereaze, abzacis gaformeba avtoma-

turad icvleba 

paneli Office 

paneli Office _ Microsoft Office 2007-is siaxlea. is aris paketis yvela programaSi da Rilak Of-
fice-ze daWeriT ixsneba, programis zeda marcxena kuTxeSi. 

panelze Office warmodgenilia saSualebebi, romlebic pirvel rigSi emsaxureba dokumentebis 
failebTan erTianad muSaobas. es aris failebis Seqmnis, gaxsnis, Senaxvis, beWdvisa da publika-
ciis brZanebebi. maTgan imaTTvis, romlebic programis wina versiebidan arian namemkvidrebi, moq-
medebs tradiciuli klaviaturuli Semoklebebi:  

• dokumentis gaxsna _ CTRL+O; 

• dokumentis Senaxva _ CTRL+S; 
• saxeliT Senaxva _ F12; 
• dokumentis beWdva _ CTRL+P. 
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brZanebebis garda panelze Office warmodgenilia aseve failebis sia, romlebTanac bolo 
dros Sesrulda muSaoba (nax. 2.8). is saSualebas iZleva swrafad dabrundeT adre gadadebul 
samuSaosTan da gaagrZeloT. 

panel Office-is gansakuTrebul rols aseve xazs usvams masze sabrZanebo Rilakis Word Op-
tions - Word-is parametrebis arseboba. is xsnis fanjaras Word Options - Word-is parametrebs _ 
programis momarTvis ZiriTad saSualebas. aqve aris ganTavsebuli sabrZanebo Rilaki Exit Word - 
Word-idan gamosvla, romelic programasTan muSaobis dasrulebis yvelaze koreqtul saSuale-
bas uzrunvelyofs.  
 

 
nax. 2.8. paneli Office 

swrafi miwvdomis paneli 

swrafi miwvdomis paneli _ Microsoft Office 2007-is paketis kidev erTi siaxlea. is warmodgeni-
lia paketis ZiriTad danarTebSi: Word 2007, Excel 2007, PowerPoint 2007 da Access 2007. swrafi miwvdo-
mis paneli emsaxureba grafikuli Rilakebis ganTavsebas yvelaze moTxovnadi brZanebebiTurT. 
Tumca mosazrebebi imis Sesaxeb, Tu romeli brZanebebi unda CaiTvalos yvelaze moTxovnadebad, 
ramdenic ginda imdeni SeiZleba iyos. amitom SemoTavazebulia, rom TiToeul momxmarebels aqvs 
ufleba TviT Seavsos es paneli RilakebiT, sawyis mdgomareobaSi ki aq warmodgenilia sul sami 
brZaneba: Save-Senaxva, Undo-Seyvanis gauqmeba da Repeat-dabruneba. Tu vinme ar aris zustad darw-
munebuli, ras akeTebs esa Tu is Rilaki, masze Tagvis mimaniSnebeli unda miitanos da amotivti-
vebuli mokarnaxis gamoCenas daelodos (nax. 2.9).  
 

 
nax. 2.9. swrafi miwvdomis paneli 
Rilakebis Semadgenloba swrafi miwvdomis panelze SeiZleba moimarTos Zalian farTo 

sazRvrebSi. amisaTvis umartivesi meTodia _ meniuTi sargebloba, romelic ixsneba panelis 
marjvniv mierTebuli gaSladi RilakiT. standartul siaSi moyvanilia aTobiT popularuli 
brZaneba, magram Tu es ar aris sakmarisi, mieciT brZaneba More Commands-sxva brZanebebi, romel-
ic xsnis fanjaras Word Options- Word-is parametrebi. is ixsneba CanarTze Customize-momarTva, 
romlis saSualebebic mTlianad eZRvneba swrafi miwvdomis panelis formirebas piradi Sexedu-
lebebis Sesabamisad. iqve SeiZleba sakuTari xeliT miuTiToT klaviSebis mosaxerxebeli kombi-
naciebi yvelaze gavrcelebuli brZanebebis Sesasruleblad. 

programis pirveli amoqmedebisas swrafi miwvdomis paneli samuSao dafis zeda nawilSia 
ganTavsebuli, instrumentuli lentis Tavze, magram imis mixedviT, Tu rogor unda Seivsos es 
paneli axali RilakebiT, Tqven SeiZleba gagiCndeT survili, is lentis qveS ganaTavsoT, sadac 
adgili odnav ufro metia. es xdeba brZanebiT Show Below the Ribbon-lentis qveS ganTavseba. ar 
aris aseve gamoricxuli, rom Cveni mkiTxvelebis nawili SeZlebs ise momarToTs swrafi miwvdo-
mis paneli, rom saerTodac uari Tqvas lentaze (nax. 2.10). aseTi ileTis rekomendireba SeiZleba 
maTTvis, vinc muSaobs portatiul personalur kompiuterebTan da ekranis zoma SezRuduli 
aqvT.  
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nax. 2.10. Word-is fanjara lentis gareSe 

minipaneli 

minipaneli programa Microsoft Word 2007-is interfeisis kidev erTi axali xarisxiani elemen-
tia. yvelaze iolia misi warmodgena TvalsaCinod. moniSneT gverdze teqstis fragmenti (es xde-
ba Tagvis mimaniSneblis gaWimviT) da moniSvnasTan erTad gaCndeba mcuravi paneli formatirebis 
instrumentebiT. swored es aris minipaneli. rac ufro axlos mivitanT masTan mimaniSnebels, 
miT ufro mkafiod gamoixateba is teqstis fonze (nax. 2.11).  
 

 
nax. 2.11. minipaneli _ marTvis yvelaze metad araTavsmoxveuli elementia. rac naklebad 

gWirdebaT, miT naklebad aris is SesamCnevi 

konteqsturi meniu 

albaT, Cvens mkiTxvelebs ar sWirdebaT Microsoft Word-is obieqtebis konteqsturi menius 
wardgena. es meniu ixsneba Tagvis marjvena Rilakis dawkapunebiT moniSnul obieqtze an ele-
mentze da, rogorc saxelwodebidan Cans, konteqsturi mgrZnobelobis Tvisebebs flobs, anu 
konteqsturi meniu Seicavs zustad im brZanebebs, romlebic aucilebelia moniSnul obieqtTan 
samuSaod (nax. 2.12).  
 

 
nax. 2.12. TiToeuli tipis obieqtebs Tavisi konteqsturi meniu aqvT 

dialoguri fanjrebi da gverdiTi panelebi 

funqciuri jgufebi lentze _ es aris mosaxerxebeli grafikuli konteinerebi, magram, ro-
gorc nebismieri grafikuli konteineris, maTi zomac SezRudulia. im SemTxvevebSi, rodesac 
jgufis farglebSi ar xerxdeba marTvis yvela elementis ganTavseba, romlebic aucilebelia 
miTiTebuli funqciurobis uzrunvelsayofad, gaTvaliswinebulia jgufis gafaTroeba dialo-
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guri fanjris an damatebiTi panelebis meSveobiT. Tu jgufis qveda marjvena kuTxeSi aris gaS-
ladi Rilaki, es imas niSnavs, rom a RniSnuli jgufisTvis gafarToeba gaTvaliswinebulia. 

dialoguri fanjrebi, damatebiTi panelebisgan gansxvavebiT, modalurebia. es imas niSnavs, 
rom sanam fanjara gaxsnilia, aranairi sxva samuSao, garda aRniSnul fanjarasTan muSaobisa, 
ar SeiZleba. dokumentTan muSaobis gasagrZeleblad an sxva fanjris gasaxsnelad jer mimdinare 
fanjara unda daxuroT.  

damatebiTi panelebi, Tavis mxriv, ar floben modalurobis Tvisebas, da isini SeiZleba ram-
den xansac gindaT imden xans gqondeT gaxsnili. samagierod, damatebiT panelebs sxva Tviseba 
aqvT _ isini SeiZleba miebas fanjris CarCos an sxva panelebs. rodesac paneli mibmulia, is ga-
daiqceva amocanebis ubnad, romelic CvenTvis cnobilia programa Microsoft Word-is wina versiebi-
dan (nax. 2.13).  
 

 
nax. 2.13. damatebiTi panelebi (marcxniv da marjvniv), dialoguri fanjrebisgan (SuaSi) 

gansxvavebiT, modaluris Tvisebas ar floben, amitom maTi gaxsna SeiZleba saTiTaod. 

instrumentuli lentis saSualebebis mokle mimoxilva 

CanarTi `mTavari~ 

CanarT Home-mTavaris ZiriTadi daniSnulebaa teqstTan muSaoba: misi Seyvana, redaqtireba da 
formatireba. CanarTze warmodgenilia Semdegi jgufebi: Clipboard-gacvlis buferi, Font-Srifti, 
Paragraph-abzaci, Styles-stilebi da Editing-redaqtireba (nax. 2.14).  

jguf Clipboard-gacvlis buferis saSualebebi emsaxureba teqstis obieqtebis an elementebis 
kopirebasa da gadaadgilebas. jgufis SemadgenlobaSi aris mgsavsi operaciebisTvis tradici-
uli Rilakebi: Cut-amoWra (CTRL+X), Copy-kopireba (CTRL+C) da Paste-Casma (CTRL+V). aqve aris 
ganTavsebuli saintereso Rilaki Format Painter-formati nimuSis mixedviT (CTRL+SHIFT+C). is sa-
Sualebas iZleva kopirdes da gamravldes teqstis gaformeba TviT teqstis kopirebis gareSe.  
 

 
nax. 2.14. saSualebebi teqstTan samuSaod 
 
jgufSi Font-Srifti Tavmoyrilia saSualebebi, romlebic emsaxureba Sriftuli gaformebis 

parametrebis xeliT (araavtomatur) marTvas. am saSualebebis moqmedeba vrceldeba teqstis 
mxolod moniSnul fragmentze, amitom winaswar moniSneT teqstis is elementi, romlis gaforme-
bis Secvlac aris Cafiqrebuli.  

jguf Paragraph-abzacis saSualebebi emsaxureba abzacebis warmodgenis xeliT (araavtoma-
tur) marTvas. es exeba yvela tipis abzacs: Cveulebrivi teqstis abzacebs, cxrilebis striqone-
bis elementebsa da ujredebs. Sriftebis marTvis saSualebebisgan gansxvavebiT, abzacebis marT-
vis saSualebebis moqmedeba vrceldeba ara moniSnul fragmentze, aramed mTel im abzacze, ro-
melSic ari dayenebuli kursori. xolo Tu saWiroa ori da meti abzacis warmodgenis Secvla, 
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isini winaswar unda moiniSnos, Tumca ki, ar aris aucilebeli _ srulad. SeiZleba, magaliTad, 
wamoavloT pirveli abzacis bolos, yvela Sualedur abzacs da bolo abzacis dasawyiss. 

  
frTxilad iyaviT abzacebis formatirebis xelis saSualebebis gamoyenebisas. am saSualebe-

bis uyuradRebo gamoyeneba Cveulebriv iwvevs dokumentis araTanmimdevrul da usistemo gafor-
mebas. xelis saSualebebi emsaxureba an mcire dokumentebis Seqmnas: mokle Canawerebis da umar-
tivesi werilebis, an kidev eqsperimentul da gadasadeb saqmeebs. yvela danarCen SemTxvevaSi 
upiratesoba mianiWeT avtomatur formatirebas stilebis daxmarebiT. 

 
jguf Styles-stilebis saSualebebi emsaxureba abzacebis warmodgenis avtomatur marTvas. 

stili _ es aris momarTvebis erToblioba, romelsac ganmasxvavebeli saxeli aqvs da inaxeba 
programaSi an dokumentSi. stiluri gaformeba xeliT gaformebaze umjobesia, radgan uzrunve-
lyofs  mTel dokumentSi teqstis elementebis gaformebis stabilurobas, Tanmimdevrulobasa 
da araurTierTdapirispirebas. is zrdis Sromis warmoebadobas da Sesrulebuli samuSaos war-
momadgenlobiTobas.  

jgufs Styles-stilebi miekuTvneba marTvis ori grafikuli elementi. es aris interaqtiuli 
galerea Styles-stilebi da sabrZanebo Rilaki Change Styles-stilebis Secvla. galerea Seicavs e.w. 
eqspres-stilebis nakrebs. is mowodebulia uzrunvelyos TvalsaCinoeba da operatiuloba sti-
lebis arCevisa da daniSvnis dros. stilebi rom Sevides galereis SemadgenlobaSi, isini winas-
war unda CairTos eqspres-stilebis nakrebSi.  

sabrZanebo panels Change Styles-stilis Secvla sxva roli akisria. is warmoadgens miwvdomas 
stilur, ferad da Sriftul nakrebebTan, romlebic gamoCnda 2007 wlis versiaSi. nakrebebi sa-
Sualebas iZleva stilebi airCes ara saTiTaod, aramed mTeli jgufebiT, Tanac es procesi xde-
ba TvalsaCinod da interaqtiulad, rac gansakuTrebiT mosaxerxebelia dokumentebis damwyebi 
SemqmnelebisTvis. aseTi teqnologia saSualebas iZleva wamebSi Sesruldes samuSao, romelic 
adre miiCneoda SemoqmedebiTad da codnas, gamocdilebas, unarebsa da samuSao drois did da-
naxarjebs moiTxovda.  

mkacrad rom iTqvas, jguf Editing-redaqtirebis saSualebebi miekuTvneba ara redaqtirebas, 
aramed misTvis momzadebas. aq ganTavsebulia Rilakebi monacemTa Ziebisa da Secvlis saStato 
saSualebebis gamosaZaxeblad, aseve _ teqstis elementebis avtomatizirebuli moniSvnis saSua-
lebebi. 

CanarTi `Casma~ 

CanarT Insert-Casmis saSualebebi emsaxureba kombinirebul dokumentebTan muSaobas, romlebic 
Cveulebrivi teqstis garda Casmul obieqtebs Seicaven: naxatebs, cxrilebs, geometriul figu-
rebs, sqemebs, diagramebs, hiperkavSirebs, kolontitulebs, teqstur SeWrebs, formulebs, asoebs, 
specialur simboloebs da sxva obieqtebsa da elementebs. CanarTze warmodgenilia Semdegi 
jgufebi: Page-gverdebi, Tables-cxrilebi, Illutrations-ilustraciebi, Links-kavSirebi, Header&Footer-
kolontitulebi, Text-teqsti da Symbols-simboloebi (nax. 2.15).  

 

 
nax. 2.15. kombinirebuli dokumentebis momzadebis saSualeba 
 
jguf Page-gverdis saSualebebi emsaxureba tituluri gverdebis, carieli gverdebis Casmas 

da dokumentis ganyofilebebs Soris danayofebis Seqmnas. magaliTad, Tu unda gadaxvideT gver-
debidan portretuli orientaciiT gverdebze albomuri orientaciiT, mere kidev _ ukan, ganyo-
filebebis danayofebi iq CasviT, sadac gverdis formati unda Seicvalos.  

kidev mosaxerxebelia msgavs SemTxvevebSi CasvaT carieli gverdi. masTan erTad ismeba 
erTdroulad ori danayofi _ gverdis win da mis Semdeg, ris Sedegadac ganyofilebebis raode-
noba dokumentSi maSinve oriT izrdeba. magaliTad, Tu dokuments ori ganyofileba hqonda, ma-
Sin mis `sxeulSi~ carieli gverdis Casmis Semdeg dokumentSi sami ganyofileba aRmoCndeba (nax. 
2.16).  

programis bolo versiaSi cxrilebTan muSaoba mniSvnelovnad iqna avtomatizebuli. jguf 
Tables-cxrilebis erTaderTi sabrZanebo Rilaki xsnis panels, romelSic aris yvelaferi, rac 
saWiroa cxrilebis Sesaqmnelad da gasaformeblad.  
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nax. 2.16. qeTis dokumentSi ori gverdi hqonda. giom mas kidev erTi gverdi Causva. ramdeni 

gverdi aqvs axla qeTis? 
 
jguf Illutrations-ilustraciebis Sexedvisas SeiZleba gaigoT, ramdenad bevri sxvadasxva war-

modgena arsebobs ilustraciebis Sesaxeb. es aris naxatebi, klipebi, figurebi. Tumca, Tu Ca-
fiqrdebiT, TavSi qaosia: nuTu klipebi naxatebi ar aris? xolo Tu figurebi ar aris naxatebi, 
maS ra aris? da ra aris SmartArt _ naxatebia Tu ara, da ratom aris gamotanili calke? sinamd-
vileSi yvela es obieqti Tavisi bunebiT SeiZleba daiyos or vrcel kategoriad: naxatebad da 
diagramebad. sxvadasxvagvarad isini mxolod imitom iwodebian, rom maTi Senaxva kompiuteris 
mexsierebaSi dokumentis momzadebis dros sxvadasxvagvarad aris organizebuli. saxelwodebebi 
ki maT realuri cxovrebidan aqvT miniWebuli, da arc ise warmatebiT. Sesabamis TavSi Cven we-
srigs davamyarebT am sakiTxSi. 

obieqtebs Soris kavSirebi _ es aseve obieqtebia, oRondac ara yovelTvis TvalsaCino. jguf 
Links-kavSirebis saSualebebis ZiriTadi Rirsebani vlindeba ara imdenad sabeWd dokumentebSi, 
ramdenadac eleqtronulebSi. ZiriTadad, maTi meSveobiT SeiZleba uzrunvelyofil iqnas marti-
vi gadasvlebi ZiriTad dokumentsa da mis samuSao ganyofilebebs Soris: SeniSvnebs, mimaniSneb-
lebs, Sinaarss. aseTi gadasvlebis safuZveli, rogorc wesi, aris saniSnebi _ isini ismeba doku-
mentSi brZanebiT Bookmark-saniSni, xolo saniSnebs Soris gadasvlebi ismeba brZanebiT Hyperlink-
hiperbmuli. 

Tavis mxriv, brZaneba Cross-reference-gadamkveTi bmuli emsaxureba samuSao kavSirebis Seqmnas 
ara eleqtronul, aramed nabeWd dokumentSi. misi daxmarebiT SeiZleba Seiqmnas da, rac mTava-
ria, momsaxurdes bmulebi naxatebze, calkeul ganyofilebebsa da abzacebze, aseve sqolioebze 
(rogorc gverdis qveS, ise boloSi).  

jgufi Header&Footer-kolontitulebi cvlis amave saxelwodebis instrumentTa panels, ro-
melic programis wina versiebis mixedviT iyo cnobili, magram imiT gansxvavdeba, rom masSi gaT-
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valiswinebulia saSualebebi ara mxolod kolontitulis dasayeneblad da misi Semadgenlobis 
formirebisTvis, aramed aseve saSualebebi dizaineruli gaformebis asarCevad. 

jguf Text-teqstis saSualebebi emsaxureba avtonomiuri teqsturi SeWrebis, standartuli 
blokebis, mxatvruli warwerebis, asoebis da sxva elementebis gaformebas, romlebic saxasiaToa 
samagido sagamomcemlo sistemebisTvis. da marTalia teqsturi procesori Microsoft Word aseTebs 
ar miekuTvneba, miuxedavad amisa, masSi Casmulia gasaformebeli saSualebebi. zogierT SemTxve-
vaSi maTiT SeiZleba sargebloba. magaliTad, Casmuli saSualebis WordArt-is meSveobiT SeiZleba 
lamazad dabeWdoT: `ar mowioT~, da dakidoT es namuSevari kedelze. Tumca warmomadgenlobiT 
dokumentebSi aseTi `fsevdomxatvruli~ gaformeba yovelTvis ugemovnebad iTvleboda.  

jgufi Symbols-simboloebi sul or saSualebas aerTianebs, magram misi roli Zalian mniSv-
nelovania: is emsaxureba imis Seyvanas, ris Seyvanac SeuZlebelia klaviaturis meSveobiT: maTe-
matikuri formulebis, specialuri simboloebis, aseve nacionaluri damwerlobis sistemebis 
simboloebis.  

CanarTi `gverdis moniSvna~ 

gverdi Microsoft Word-is damoukidebeli obieqtia, romelic specifikur Tvisebebs flobs. 
gverdi SeiZleba iyos sabeWdi, eleqtronuli an veb-gverdi, magram nebismier SemTxvevaSi is ur-
TierTqmedebs masze ganTavsebul yvela obieqtTan, romlebic masTan urTierTqmedeben. am ur-
TierTqmedebis xasiaTi bevrwilad ganisazRvreba gverdis TvisebebiT.  

gverdebis parametrebisa da maxasiaTeblebis mosamarTad aris mowodebuli CanarTi Page 
Layout-gverdis moniSvna, romelzec warmodgenilia Semdegi jgufebi: Themes-Temebi, Page Setup-
gverdis parametrebi, Page Background-gverdis foni, Paragraph-abzaci, Arrange-mowesrigeba (nax. 
2.17).  
 

 
nax. 2.17. CanarT `gverdis moniSvnis~ saSualebebi 
 
jguf Themes-Temebis saSualebebi emsaxureba veb-dokumentebis ferobriv, Sriftul da dama-

tebiT gaformebas. principSi, isini gamoiyeneba sabeWdi gverdebis SemuSavebis drosac, magram 
teqnikurad sabeWdi gverdebis gasaformeblad ufro mosaxerxebelia isargebloT CanarT Home-
mTavaris jguf Styles-stilebis analogiuri saSualebebiT. 

Tavis mxriv, jgufi Page Setup-gverdis parametrebi emsaxureba sabeWdi gverdebis momarTvas, 
sabeWdi listis zomebis, sabeWdi mindvrebis sididis, gverdis orientaciis, sabeWdi svetebis 
raodenobis da sxva parametrebis miTiTebas. 

jguf Page Background-gverdis fonis saSualebebi mowodebulia gverdisTvis daniSnuli fo-
nis Tvisebebis samarTavad.  

jguf Paragraph-abzacis saSualebebi nawilobriv axdenen amave saxelwodebis jgufis Para-
graph-abzacis mZlavri saSualebebis dublirebas, CanarTidan Home-mTavari, da gamoiyeneba upi-
ratesad veb-gverdebTan samuSaod.  

jguf Arrange-mowesrigebis saSualebebi imasTan arian dakavSirebulni, rom gverds SeuZlia 
Seasrulos konteineruli funqcia masze ganTavsebuli obieqtebisTvis. es saSualebebi SesaZ-
leblobas iZlevian imarTos Casmuli obieqtebis urTierTqmedeba teqstTan da urTierTSoris: 
ganTavseba, sworeba, gadafarva da a.S.  

CanarTi `bmulebi~ 

CanarTze References-bmulebi warmodgenilia saSualebebi gamocemis samuSao da sacnobaro 
aparatis avtomaturi gaformebisTvis. aRniSnuli CanarTis jgufebis Semadgenloba Seesabameba 
sacnobaro aparatis elementebs.  
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cxrili 2.1. CanarT References-bmulebis saSualebebi 
 

jgufi daniSnuleba 

Table of Contents-sarCevi dokumentis sarCevis avtomaturi generacia 

Footnotes-SeniSvnebi kavSirebis Seqmna dokumentis teqstis elementsa da SeniSv-
nis an komentaris elements Soris 

Citations & Bibliography-bmulebi da 
literaturis siebi 

bmulebis erTgvarovani gaformeba pirvelwyaroebze, lite-
raturis siis avtomaturi generacia 

Captions-saxelwodebebi 
naxatqveSa xelmowerebis, cxrilebis saTaurebisa da sxva 
Casmuli obieqtebis erTgvarovani gaformeba. miTiTebuli 
obieqtebis siebis avtomaturi generireba 

Index-sagnobrivi mimaniSnebeli 
sagnobriv mimaniSnebelSi CarTuli elementebis moniSvna, 
dokumentis teqstis mixedviT. mimaniSneblis avtomaturi ge-
neracia da gaformeba 

Table of Authorities-bmulebis 
cxrili 

bmulebis cxrilis avtomaturi generacia 

CanarTi `dagzavnebi~ 

CanarT Mailings-dagzavnebis saSualebebi emsaxureba e.w. Serwymis werilebis avtomatur Seqm-
nas. Serwymis werili _ es aris dokumenti, romelsac aqvs mudmivi nawili ZiriTadi SinaarsiT 
da cvladi nawili, romelic misi Sinaarsis individualizaciasa da personalizacias axdens. 
ZiriTadi Semadgenloba Serwymis dokumentSi xvdeba Cveulebrivi Word-is dokumentidan, cvladi 
monacemebi ki _ monacemTa bazebidan mimRebebis siiT. Serwyma xdeba e.w. Serwymis mindvrebis sa-
fuZvelze, romlebic ZiriTad dokumentSia. am mindvrebSi midis swored monacemebi bazidan.  

CanarTi Mailings-dagzavnebi Semdeg jgufebs Seicavs: Create-Seqmna, Start Mail Merge-Serwymis da-
wyeba, Write & Insert Fields-dokumentis Sedgena da mindvrebis Casma, Preview Results-Sedegebis gadax-
edva, Finish-dasruleba. isini Seesabamebian Serwymis werilis momzadebis ZiriTad etapebs (nax. 
2.18). jguf Create-Seqmnis saSualebebi emsaxureba safosto konvertebisa da sawebebis beWdvas. 
 

 
nax. 2.18. CanarTi `dagzavnebi~ 
 
jgufi Start Mail Merge-Serwymis dawyeba emsaxureba masobrivi dagzavnis mimRebebis siis arCe-

vas, momarTvas da Sesworebas. aseTi siis ararsebobisas is SeiZleba Seiqmnas Word-is Sida mona-
cemTa bazaSi. gulisxmobis mixedviT marTvis elementTa jgufi Write & Insert Fields-dokumentis 
Sedgena da mindvrebis Casma ar aris aqtivizebuli. is aqtiurdeba Serwymis ZiriTadi dokumentis 
Seqmnis Semdeg da saSualebas iZleva Caisvas masSi Serwymis mindvrebi da Sesruldes maTi dax-
vewili momarTva. 

jguf Preview Results-Sedegebis gadaxedvis daniSnuleba misi saxelwodebidan naTelia. am 
jgufSi arsebuli gadasvlebis paneli saSualebas iZleva gadaixedos Seqmnili individualizi-
rebuli werilebi da Semomwdes Serwymis mindvrebis Sevsebis koreqtuloba. daskvniTi operacie-
bi sruldeba jguf Finish-dasrulebis saSualebebiT.  

CanarTi `recenzireba~ 

CanarT Review-recenzirebis saSualebebi uzrunvelyofen funqciaTa ori kategoriis Sesru-
lebas: saavtoro moRvaweobis logikuri mxardaWeris funqciebis, marTlweris Semowmebis funq-
ciebis CaTvliT, da aseve korporatiul garemocvaSi muSaobis mxardaWeris funqciebis. am Ca-
narTze ganTavsebulia jgufebi Proofing-marTlwera, Comments-SeniSvnebi, Tracking-Tvalis midevne-
ba, Change-cvlilebebi, Compare-Sedareba da Protect-dacva (nax. 2.19).  
 

 
nax. 2.19. CanarT `recenzirebis~ saSualebebi 
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konkretulad marTlweris Semowmebis garda CanarT Proofing-marTlweris saSualebebi war-
moadgenen miwvdomas leqsikur cnobarTan (Thesaurus-TezaurusTan) da ucxo enebze Targmnis saSu-
alebebTan (moiTxoven Sesabamisi komponentebis dayenebas). aqve aris ganTavsebuli statistikis 
miRebis Rilaki (dokumentSi sityvebis, niSnebis, striqonebisa da abzacebis raodenoba). 

CanarTis danarCeni saSualebebi emsaxureba dokumentebTan koleqtiuri muSaobis uzrunve-
lyofas. jguf Comments-SeniSvnebis Rilakebi saSualebas iZlevian Seiqmnas da gadaixedos Se-
niSvnebi dokumentSi. jguf Tracking-Tvalis midevnebis saSualebebi SesaZleblobas iZlevian do-
kumentis redaqtirebis dros Sesworebebis aRricxva awarmooT. Setanili Sesworeba SeiZleba 
miiRoT an ukuagdoT, rac sruldeba jguf Change-cvlilebebis saSualebebis daxmarebiT. jgufi 
Compare-Sedareba warmoadgens dokumentebis versiuli kontrolis saSualebebs. isini SesaZleb-
lobas iZlevian Sedardes dokumentis ori versia, Sesrulebuli sxvadasxva TanamSromlis mier 
an erTi TanamSromlis mier, oRond sxvadasxva dros. da bolos, ukanaskneli jgufi _ Protect-
dacva _ emsaxureba samuSao jgufis wevrebisTvis dokumentTan miwvdomis uflebebis marTvas.  

CanarTi `xedi~ 

CanarT View-xedis saSualebebi emsaxureba programis fanjruli interfeisis momarTvas. aq 
ganTavsebulia jgufebi: Document Views-dokumentebis gadaxedvis reJimebi, Show/Hide-Cveneba an da-
farva, Zoom-masStabi, Window-fanjara, Macros-makrosebi (nax. 2.20). 
 

 
nax. 2.20. interfeisis mosamarTi saSualebebi 
jguf Document Views-dokumentebis gadaxedvis reJimebis saSualebebi mowodebulia gadaxed-

vis reJimebs Soris gadasarTvelad, da am saxiT isini axdenen warmodgenebis panelis marTvis 
elementebis dublirebas (punqti 7 nax. 2.2.-ze).  

jgufSi Show/Hide-Cveneba an dafarva aris ramdenime alami, romelTa dayeneba rTavs inter-
feisis damatebiTi elementebis asaxvas. teqstur elementebTan samuSaod Cveulebriv rTaven sax-
azavis gamosaxulebas, xolo grafikul obieqtebTan muSaobisTvis _ damxmare badis asaxvas.  

jguf Zoom-masStabis saSualebebi emsaxureba programis fanjaraSi dokumentis zomis marT-
vas. TumcaRa, amisaTvis ufro mosaxerxebelia gamoiyenoT masStabirebis panelis saSualebebi 
(punqti 8 nax. 2.2.-ze). ramdenime dokumentTan an erTi dokumentis ramdenime fragmentTan 
erTdrouli muSaoba uzrunvelyofilia jguf Window-fanjris marTvis elementebiT. 

ukanaskneli jgufi Macros-makrosebi emsaxureba Caweras, gadadebasa da warmoebas. is axdens 
CanarT Developer-SemmuSaveblis saSualebebis dublirebas, magram rodesac CanarTi Developer-
SemmuSavebeli dafarulia, makrosebTan muSaoba aq SeiZleba, CanarTze View-xedi.  

CanarTi `SemmuSavebeli~ 

aRniSnul wignSi CanarT Developer-SemmuSaveblis saSualebebi ar ganixileba,. aRniSnuli Ca-
narTis saSualebebi ar aris gaTvaliswinebuli Cveulebrivi momxmareblebisTvis, aramed spe-
cialistebisTvis, romlebic maTi efeqturi muSaobis uzrunvelyofiT profesionalurad arian 
dakavebulni. gulisxmobis mixedviT CanarTi Developer-SemmuSavebeli dafarulia. 

dokumentis Seqmnis saSualebebi 

dokumentis Seqmna samomxmareblo Sablonis safuZvelze 

kompiuterze daregistrirebul TiToeul momxmarebels Sablonebis Sesanaxad piradi saqa-
Ralde aqvs. dialogur fanjaraSi Save As-dokumentis Seqmna mas Seesabameba kategoria My tem-
plates-Cemi Sablonebi. aq Cveulebriv inaxeba is ybadaRebuli sabazo Sabloni Normal.dotm, romel-
ic nebismieri dokumentis safuZvelSia. Tu kompiuterze ramdenime momxmarebelia registrirebu-
li, TiToeuls Tavisi piradi kategoria aqvs My templates-Cemi Sablonebi... Sedegad TiToeuli 
muSaobs Tavis pirad sabazo SablonTan da misi momarTvebiT ar umwarebs cxovrebas Tavis ko-
legebs.  

dokumentis Seqmna dokumentis safuZvelze 

is, rac ar SeiZleba aikrZalos, nebadarTuli unda iyos. da raki aranairi ZaliT ar xerxde-
ba, rom zogierTebi gadaaCvio erTi dokumentis Seqmnas sxvebis safuZvelze, maT unda darTo 
amis gakeTebis neba. swored ase moiqcnen programis Semqmnelebi. kategoriebis panelze fanjara-
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Si New Document-dokumentis Seqmna maT SemoiRes kategoria Blank and recent-arsebuli dokumenti-
dan da SeimuSaves usafrTxo meqanizmi.  

meqanizmi Semdegnairad muSaobs. momxmarebeli irCevs dokuments, romlidanac mas survili 
aqvs muSaobis dawyeba. programa Tavis mxriv jer qmnis Sablons, romelic am dokumentis Tana-
baria, mere ki mas debs axali dokumentis safuZvelze. rogorc xedavT, yvela kmayofilia. momx-
mareblebs aqvT SesaZlebloba Seqmnan axali dokumentebi Zvelebis bazaze, magram am dros mok-
lebulni arian saeWvo bednierebas, daazianon sawyisi dokumenti.  
 

  
nax. 4.3. interneti _ xarisxiani Sablonebis amouwuravi wyaro 

Word-is Sablonebi internetSi 

Sablonebis yvelaze farTo kategoriaa _ Microsoft Office Online. is warmoadgens miwvdomas Sab-
lonebis koleqciasTan kompania Microsoft-is saitze. kategoriebis vrcel sias asrulebs More cate-
gories-sxva kategoriebi, romelic Tavis mxriv kategoriebis kidev ufro vcrel sias xsnis, ro-
melic Tavis mxriv sruldeba kategoriiT Other templates-sxva Sablonebi... SemdgomSi, albaT, 
SeiZleba ar gavagrZeloT (nax. 4.3). 

sabeWdi gverdis parametrebis momarTva 

Tu ivaraudeba sabeWdi da ara eleqtronuli dokumentebis Seqmna, sabeWdi gverdis parame-
trebis momarTva pirvelia, rac unda gakeTdes dokumentis Seqmnis Semdeg brZanebiT Office ► 
New-Seqmna. Word-is obieqturi modelis TvalsazrisiT sabeWdi gverdi _ es dokumentis obieqtia, 
romelsac Tvisebebis unikaluri nakrebi aqvs. unda iTqvas, rom es dokumentis erT-erTi yvelaze 
aRsaniSnavi obieqtia, Tu ara yvelaze TvalsaCino obieqti. es aris sarCuli, romelzec danarCe-
ni obieqtebi ganTavsdebian: teqsti, ilustraciebi, cxrilebi.  

dokumentis parametrebis mosamarTad, romlebic pirdapir kavSirSia sabeWd gverdTan an mas-
Tan uSualo kavSiri aqvT, instrumentul lentze aris specialuri CanarTi: Page Layout-gverdis 
moniSvna. pirvel rigSi am CanarTze gvainteresebs ori jgufis marTvis elementebi: jgufis Page 
Setup-gverdis parametrebi da jgufis Page Background-gverdis foni (nax. 4.4). aRniSnuli CanarTis 
sxva elementebs sxva TavebSi ganvixilavT.  
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nax. 4.4. gverdis parametrebis mosamarTi saSualebebi 

sabeWdi gverdis zoma 

sabeWdi gverdis zomas irCeven an standartulTa ricxvidan, an survilisamebr niSnaven. au-
cilebeli moqmedebebi sruldeba jgufSi Page Setup-gverdis parametrebi CanarTze Page Layout-
gverdis moniSvna. 

1. gaxseniT CanarTi Page Layout-gverdis moniSvna (nax. 4.4). 
2. jgufSi Page Setup-gverdis parametrebi daaWireT Rilaks Size-zoma _ gaixsneba standar-

tuli formatebis sia. 
3. airCieT saWiro formati. dawvrilebiT ixileT CanarTSi `sabeWdi listebis formatebi~. 

sabeWdi listebis formatebi 

msoflioSi sabeWdi listebis formatebis standartizaciis ramdenime sistema arsebobs. maT 
Soris rusuli sistema ГОСТ  yvelaze racionaluri da efeqturia. am sistemis safuZvelSi devs 
1189X841 milimetri zomis qaRaldis listi. es formati sabazoa da aRiniSneba rgorc A0. for-
mats A0 sami saxasiaTo Tviseba aqvs.  

1. A0 formatis listis farTobi erT kvadratul metrs udris. amaSi darwmuneba iolia 
kalkulatoris meSveobiT.  

2. kalkulatori aseve saSualebas mogcemT darwmundeT, rom standartuli listis sigrZis 
Sefardeba mis siganesTan udris 1,41:1. es ar aris SemTxveviTi cifri. is udris kvadratul fesvs 
oridan.  

3. am Taviseburebidan momdinareobs standartuli listis Semdegi saintereso Tviseba. Tu 
mas Suaze gavyofT grZeli mxridan, miiRebT lists mxareebis imave SefardebiT. Sesabamisad, 
mxareebis Sefardeba Semdgomi gayofisas yovelTvis ucvleli darCeba. Cven ar daviwyebT am 
Teoremis mtkicebas, magram visac saskolo geometria ar daaviwyda, SeuZlia sakuTar Tavs es 
siamovneba mianiWos.  

amgvarad sistema ГОСТ  dafuZnebulia 1 kvadratuli metris farTobis formatze da flobs 
Tvisebas, Seinaxos mxareebis proporciebi warmoebul formatebSi, romlebic miRebulia sabazo 
formatis Tanmimdevruli gayofiT naxevrebze. formatebis sxva aseTi sistema msoflioSi ar 
aris  

warmoebuli formatebis parametrebi sistema ГОСТ-Si Semdeg cxrilSia warmodgenili.  
 
aRniSvna zoma, mm sabazo 

listis wili 
gamoyeneba 

A0 1189X841 1 naxazebi 

A1 841X594 1/2 naxazebi 

A2 594X420 1/4 plakatebi 

A3 294X420 1/8 uwyebebi (uwyisebi) 

A4 210X294 1/16 dokumentebi 

A5 147X210 1/32 furclebi 
 
sistema ГОСТ-is saxasiaTo Tvisebebis codna saSualebas iZleva efeqturad gadaiWras saor-

ganizacio-teqnikuri da teqnikur-ekonomikuri amocanebi. 
1-eli amocana. ramdens iwonis A4 formatis qaRaldis dasta lazeruli printerisTvis, 500 

listis moculobiT da simkvriviT 80 g/m2? 
amoxsna. A0 formatis aRniSnuli qaRaldis lists aqvs farTobi 1 m2 da iwonis 80 grams. A4 

formatis listi A0 formatis meTeqvsmeted nawils warmoadgens (24 = 16), Sesabamisad, is iwonis 
5 grams, xolo 500 listis moculobis Sekvra iwonis 2500 grams.  

me-2 amocana. ra farTobi SeiZleba daifaros amonabeWdebiT, Tu gavxarjavT A3 formatis 
fotoqaRaldis 100 lists? 

amoxsna. A3 formatis erTi listi A0 formatis listis merved nawils Seadgens (23 = 8), Se-
sabamisad, misi farTobi udris kvadratuli metris erT merveds. A3 formatis asi listis far-
Tobi Seadgens 100/8 = 12,5 m2. 
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4. Tu aucilebelia arastandartuli (TqvenTvis sasurveli) gverdis Seqmna, airCieT punqti 
More Paper Size-gverdebis sxva zomebi _ gaixsneba dialoguri fanjara Page Setup-gverdis parame-
trebi. 

5. am fanjaraSi panelze Paper Size-qaRaldis zoma SeavseT mindvrebi Height-simaRle da 
Width-sigane. 

6. fanjara Page Setup-gverdis parametrebi daxureT sabrZanebo RilakiT OK. 

gverdis orientaciis arCeva 

gverdis orientacias irCeven Rilak Orientation-orientaciis daxmarebiT CanarT Page Layout-
gverdis moniSvnis jgufSi Page Setup-gverdis parametrebi. SesaZlebelia ori orientacia: Portrait-
wigniuri (vertikaluri) da Landscape-albomuri (horizontaluri). 

sabeWdi mindvrebis momarTva 

sabeWdi mindvrebi acalkeveben dokumentis Semadgenlobas qaRaldis furcelze. esTetikuris 
garda, maT teqnikuri da funqciuri mniSvneloba aqvT. mindvrebis teqnikuri roli damokidebu-
lia sabeWdi mowyobilobebis SezRudvebTan, romlebsac, rogorc wesi, ar ZaluZT xarisxiani 
beWdvis Sesruleba qaRaldis furclis napirebze, funqciuri roli ki dakavSirebulia dokumen-
tis eqspluataciis reJimTan. masze damokidebulia kolontitulebis arsebobis aucilebloba, 
gverdebis akinZvis aucilebloba da maTi SemoWris teqnikuri pirobebi.  

esTetikuri da teqnikuri TvalsazrisiT 5-10 milimetris zomis mindvrebi savsebiT sakmari-
sia, magram Tu ivaraudeba akinZva, maSin erT mindors 25-30 milimetramde zrdian. xolo Tu do-
kumentis SemoWra ivaraudeba, marjvena da zeda mindvrebi 5 milimetriT unda gaizardos. Cveu-
lebriv, mxolod isini iWreba. 

nebismieri mindori SeiZleba gamoiyenebodes specialuri samuSao ubnebis gansaTavseblad, 
romlebsac kolontitulebi ewodeba, magram Cveulebriv amisTvis iyeneben zeda an qveda mindors. 
ZiriTadad, swored kolontitulis ubanSi aris miRebuli koloncifris ganTavseba _ ase ewode-
ba gverdis nomris aRniSvnas. mindvrebis zomebs, romlebSic ganTavsebulia kolontitulebi, da-
matebiT 5 milimetriT da metiTac zrdian.  
 

 
nax. 4.5. sabeWdi mindvrebis zomebis momarTva 

 
1. gaxseniT CanarTi Page Layout-gverdis moniSvna (nax. 4.4).  
2. jgufSi Page Setup-gverdis parametrebi daaWireT Rilaks Margins-mindvrebi _ gaixsneba 

gamzadebuli momarTvebis sia. umravlesobas safuZvelSi aqvs gazomvis duimuri sistema, rac da-
kavSirebulia programis anglosaqsonur fesvebTan.  

3. airCieT sasurveli momarTva. Tu ar aris misaRebi momarTvebi, airCieT brZaneba Custom 
Margins-mosamarTi mindvrebi _ gaixsneba dialoguri fanjara Page Setup-gverdis parametrebi (nax. 
4.5).  

4. SeiyvaneT saWiro mniSvnelebi mindvrebSi Top-zeda, Bottom-qveda, Right-marjvena da Left-
marcxena. 
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5. Tu ivaraudeba qaRaldis listis orive mxridan beWdva, maSin luwi da kenti gverdebi 
unda ganirCeodes erTmaneTisgan. am SemTxvevaSi gaSlad siaSi Multiple pages-gverdebi unda air-
CioT reJimi Mirror Margins-sarkisebri mindvrebi. 

6. am CarTvis Semdeg marjvena da marcxena mindvrebi icvleba. axla maT nacvlad ganarCeven 
Sida da gareTa mindvrebs. Sesabamisad, mindvrebis sidideebis gamoTvlisas akinZvis mindvrad 
unda miviRoT Sida mindori, xolo SemoWris mindvrad _ gareTa. 

7. daxureT dialoguri fanjara Page Setup-gverdis parametrebi Rilak OK-ze dawkapunebiT. 

gverdis CarCos Seqmna 

gverdis CarCo _ elementi Zalian mkveTri gamomxatvelobiT. misi gamoyeneba didi yuradRe-
biT aris saWiro. arsebobs SedarebiT mcire SemTxveva, rodesac is gamarTlebulia, da ufro 
naklebi, roca aucilebelia. Cveulebriv, elementebis CarCoebi asruleben monacemTa gancalkeve-
bisa da dajgufebis funqciebs, magram gverdi ar saWiroebs arc gancalkevebas da arc dajgufe-
bas. gverdis CarCos sxva funqcia aqvs: is gamoxatavs (da xazs usvams) dokumentis dasrulebado-
bas.  

CarCoebi farTod gamoiyeneba dokumentebSi, romlebic asruleben blankebis funqciebs, sxva-
dasxvagvar instruqciebsa da wesebSi. maTi gamoyeneba gamarTlebulia normatiuli aqtebis an, 
magaliTad, kanonikuri teqstebis warmodgenisas. erTi sityviT, Tu gverds CarCo aqvs, es dasru-
lebuli dokumentia: arc daemateba da arc moakldeba.  

1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Page Borders-gverdebis sazRvrebi – 

gaixsneba dialoguri fanjara Borders and  Shading-sazRvrebi da foni. 
3. gaxseniT CanarTi Page Border-gverdi. 
4. airCieT CarCos tipi. 
5. panelze Preview-nimuSi darwmundiT, rom CarCo gamoyenebulia. 
6. momarTeT xazis tipi CarCosTvis, misi feri da sigane. 
7. yuradReba miaqcieT imas, rom xazis parametrebi SeiZleba ar amoqmeddes damatebiTi brZa-

nebis gareSe. maTi amoqmedebis inicirebisTvis, droebiT gamorTeT CarCos asaxva, CarCos tipis 
saxiT mniSvnel None-aras arCeviT, ris Semdegac ganmeorebiT daniSneT CarCos tipi. 

8. CarCo SeiZleba iyos Tematuri, ganmeorebadi gamosaxulebis, moxatulobis an ornamentis 
saxis, rogorc naCvenebia magaliTSi naxatze 4.8. aseTi tipis CarCoebi xelmisawvdomia gaSlad 
siaSi Art-naxati. 
 

 
nax. 4.8. gverdis CarCo gamoxatavs dokumentis dasrulebadobas 

 
9. panel Preview-nimuSis Rilakebis meSveobiT SeiZleba imarTos CarCos calkeuli elemente-

bis asaxuloba. arsebiTad, Rilakebi saSualebas iZlevian gamoiyenoT sxvadasxva feris, stilisa 
da sisqis xazebi, CarCos sxvadasxva gverdTan (nax. 4.9).  
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10. Seqmnili momarTvebi aamoqmedeT da daxureT dialoguri fanjara Borders and  Shading-
sazRvrebi da foni Rilak OK-ze daWeriT.  

sabeWdi fonebi (amonadebi) 

sabeWdi fonebi _ es aris fonuri gamosaxulebis an teqstis Seqmnis teqnologia sabeWd 
gverdze. fonis arseboba dakavSirebulia dokumentis ganyofilebis TvisebebTan, da Tu is mo-
marTulia, foni iwarmoeba erTi ganyofilebis yvela gverdze. 
 

 
nax. 4.9. gverdis CarCos parametrebis momarTva 

teqsturi fonis Seqmna 

sabeWdi fonebi SeiZleba iyos teqsturi da grafikuli. Tu foni teqsturia, unda gaiTvalis-
winoT, rom misi Semadgenloba ar unda movides konfliqtSi dokumentis SemadgenlobasTan. kidev 
ukeTesia, Tu es ori Semadgenloba ara mxolod konfliqtSi ar Seva, saerTodac aranairad ar 
iurTierTqmedeben. es miiRweva fonze Setyobinebebis ganTavsebiT, romlebic dakavSirebulia ara 
dokumentis SemadgenlobasTan, aramed misi mimarTvis TaviseburebebTan: “swrafad”, “ar ko-
pirdes”, “konfidencialurad”, “Savi piri” da a.S. 

1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Watermark-foni _ gaixsneba mza 

fonebis galerea. airCieT saWiro foni.  
3. Tu aucilebeli fonebi galereaSi ar aris, isargebleT brZanebiT Custom Watermark-

mosamarTi foni _ gaixsneba dialoguri fanjara Printed Watermark-sabeWdi foni (nax. 4.10). 
 

 
nax. 4.10. teqsturi fonis momarTva 
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4. CarTeT gadamrTveli Text watermark-teqsti.  
5. mindorSi siiT Text-teqsti airCieT mza teqsti, an Tqveni Setyobineba SeiyvaneT.  
6. gaSlad siaSi Font-Srifti airCieT Srifti Setyobinebis gamosasaxad. 
7. miuTiTeT warweris ganTavseba sabeWd fonze, gadamrTvelis dayenebiT Diagonal-diagonalis 

mixedviT an Horizonal-horizontalis mixedviT. 
8. kontrastis Sesarbileblad (fonis gamomsaxvelobis Sesamcireblad) daayeneT alami Semi-

ransparent-naxevrad gamWvirvale. 
9. ganxorcielebuli momarTvebi daadastureT da aamoqmedeT RilakiT OK. 

grafikuli fonis Seqmna 

grafikuli Semadgenlobis fonebs sifrTxiliT unda miudgeT. Tu foni gamosaxulebaa, do-
kumenti ar unda Seicavdes grafikas. rac ufro gamomsaxvelobiTaa (mkveTri) foni, miT nakleb 
gamomsaxvelobiTi unda iyos Srifti. ZiriTadad, fonis zemoT beWdvisas ar aris rekomendebuli 
Sriftis gamoyeneba asoebis boloebze naWdevebiT da daxrili moxazuloba. 

1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Watermark-foni _ gaixsneba fone-

bis galerea (nax. 4.11). 
3. siis qveda nawilSi airCieT brZaneba Custom Watermark-mosamarTi foni _ gaixsneba dialo-

guri fanjara Printed Watermark-sabeWdi foni. 
4. CarTeT gadamrTveli Picture watermark-naxati. 
5. RilakiT Select Picture…-suraTis arCeva.. gaxseniT failebis arCevis dialoguri fanjara da 

ipoveT faili, romelic fonur gamosaxulebas Seicavs. 
6. gaSlad siaSi Scale-masStabi airCieT masStabi gamosaxulebis gardasaqmnelad. mniSvnelis 

Auto-avtos arCevisas gamosaxuleba izrdeba gverdis zomamde.  
7. daayeneT alami Washout-gauferuleba. es saSualebas mogcemT SeamciroT fonuri gamosax-

ulebis gamomsaxveloba da SeamciroT konfliqtis xarisxi fonisa da dokumentis Semadgenlobas 
Soris. 

8. Seqmnili momarTvebi aamoqmedeT Rilak OK-ze dawkapunebiT.  
 

 
nax. 4.11. grafikuli fonis momarTva 

fonis waSla 

fonis waSla specialuri brZanebiT xdeba. 
1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Watermark-foni _ gaixsneba fone-

bis galerea.  
3. siis qveda nawilSi airCieT brZaneba Remove Watermark-fonis waSla. 

gverdis Seferva feradi foniT 

Tanamedrove saofise praqtikaSi ar aris miRebuli dokumentis beWdva feradi foniT, radgan 
feradi foni, Tu is saWiroa, uzrunvelyofilia tonirebuli qaRaldis gamoyenebiT. es gacile-
biT iafi da efeqturia. magram ekonomikuri SezRudvebi qreba, Tu dokumenti emsaxureba eleq-
tronuli formiT gavrcelebisTvis an veb-gamocemis formiT.  
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gverdis fonis gaformeba mimdinare Temis ferebiT 

qaRaldze dasabeWdad gverdebis gaformebas Temis ferebiT Cveulebriv ar iyeneben _ gafor-
mebis es saxe umTavresad emsaxureba eleqtronul dokumentebs. is gansakuTrebiT mosaxerxebe-
lia da Seucvlelic ki, Tu saWiroa Microsoft Office-is sxvadasxva danarTis mier Seqmnili dokmen-
tebis gaformebis SeTanxmeba: Word, Excel, Power Point da sxvebis, maTi erToblivi publikaciisas 
korporatiul saitze.  

mimdinare Temis erT-erTi feris asarCevad gaxseniT CanarTi Page Layout-gverdis moniSvna da 
daaWireT Rilaks Page Color-gverdis feri jgufSi Page Background-gverdis foni. fonuri feri 
airCieT gaSlad palitraSi. 

fonis gaformeba standartuli palitris feriT 

standartuli palitris ferebis gamoyenebas igive Rirseba aqvs, rac mimdinare Temis ferebis 
gamoyenebas. is imaSi gamoixateba, rom arCeuli feri iolad meordeba Microsoft Office-is sxva da-
narTebSi. 

programaSi ori standartuli palitraa: sabazo da gafarToebuli. sabazo palitra aT fers 
Seicavs, gafarToebuli _ 143 fers, nacrisferi tonebis CaTvliT. 

1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Page Color-gverdis feri _ gaixsne-

ba feradi palitra. 
3. sabazo palitra warmodgenilia siaSi Standard Color-standartuli ferebi. 
 

 
nax. 4.12. standartuli feris arCeva sabazo da gafarToebul palitrebSi 
 
4. airCieT brZaneba More Color-sxva ferebi. 
5. gaxsnil dialogur fanjaraSi (nax. 4.12) Colors-ferebi CanarTze Sandard-Cveulebrivebi 

warmodgenilia gafarToebuli palitris ferebi. 

sasurveli feris arCeva 

Windows-is operaciuli sistema saSualebas iZleva dokumentebis gaformebis dros 16 mi-
lionze meti unikaluri feri gamoiyenoT. TiToeuli feri iwereba sami ricxviT 0-dan 255-mde. am 
ricxvebis mniSvnelebis fizikuri azri arCeuli feriTi modeliT ganisazRvreba. sul programa 
Word 2007-Si realizebulia ori feriTi modeli: RGB da HSL. 

modeli RGB. aRniSnuli modelis saxelwodeba modis sami sabazo feris pirveli asoebidan: 
wiTlis (Red, R), mwvanis (Green, G), lurjis (BLUE, B). nebismieri sasurveli feri SeiZleba iqnas 
warmodgenili am sami Semadgenlis jamiT, romelTagan TiToeuli iwereba ricxviT 0-dan 255-mde. 
am models teqnikuri mniSvneloba aqvs, radgan swored am modelSi muSaoben teqnikuri mowyo-
bilobebi, romlebic sam ferTan muSaobisTvis aris gansazRvruli: monitorebi, proeqtorebi, 
cifruli fotokamerebi da sxvebi. 

modeli HSL. aRniSnul models saxeli ewodeba feris Semdegi maxasiaTeblebis pirveli 
asoebis mixedviT: SuqCrdili (Hue, H), najeroba (Saturation, S), simkveTre (Lightness, L). rogorc RGB 
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modelSi, aq nebismieri sasurveli feri aseve SeiZleba iqnas warmodgenili sami Semadgenlis 
jamiT, romelTagan TiToeuli iwereba ricxviT 0-dan 255-mde.  
 

 
nax. 4.13. sasurveli feris arCeva feriT diagramaze 
 
1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Page Color-gverdis feri _ gaixsne-

ba feriTi palitra. 
3. airCieT brZaneba More Color-sxva ferebi _ gaixsneba fanjara Colors-ferebi (nax. 4.13).  
4. am dialogur fanjaraSi gaxseniT CanarTi Cuatom-Sedgenili. 
5. Tavdapirvelad airCieT saxazavze feradi tonis simkveTre. 
6. mere airCieT feradi toni diagramaze Colors:-feri:. 
7. arCevis Sedegi akontroleT winaswari gadaxedvis mindorSi. 
8. ufro zusti momarTvis Sesrulebis aucileblobis SemTxvevaSi jer daayeneT samuSao 

feriTi modeli: RGB an HSL. 
9. amis Semdeg miuTiTeT feradi komponentis mniSvneli mricxvelis daxmarebiT. 
10. aamoqmedeT momarTvebi da daxureT fanjara Colors-ferebi Rilak OK-ze dawkapunebiT.  

gverdebis Sefervis specialuri meTodebi 

gverdebis Sefervis specialur meTodebs miekuTvneba: gradaciuli Seferva moxatulobiT, 
teqsturiT da Sevseba gamosaxuleba-rukiT. gverdebis Sefervis am saxeobebis gamoyenebisas gaiT-
valiswineT, rom maTi emociuri zemoqmedeba mayurebelze/mkiTxvelze pirvel rigSi ganisazRvre-
ba mawarmoebeli mowyobilobis dinamikuri diapazoniT. arsebiTad, specialuri Sefervebis gamo-
saxuleba monitoris ekranze gacilebiT ufro damajereblad gamoiyureba, vidre printerze 
beWdvisas. magram yvelaze gamomsaxveli efeqti miiRweva dokumentebis demonstraciisas mZlavri 
proeqtoris daxmarebiT.  

gradaciuli fonis Seqmna 

gradaciuli Seferva _ es aris Seferva erTi feriTi tonidan meoreSi talRovani gadas-
vliT. formalurad programaSi realizebulia erTferiani da orferiani gradientebi, magram 
sinamdvileSi erTferiani gradientebi _ es, ra Tqma unda, nonsensia, da erTferiani gradientis 
ukan dgas Cveulebrivi orferiani gradienti, romelSic erT-erTi feri TeTria. 

 
1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Page Color-gverdis feri _ gaixsne-

ba meniu. 
3. airCieT brZaneba Fill Effecs-Sefervis meTodebi _ gaixsneba amave saxelwodebis fanjara, 

romelic warmodgenilia naxatze 4.14.  
4. gaxseniT Sefervis CanarTi Gradient-gradientuli. 
5. airCieT samarTavi feradi tonebis raodenoba. 
6. airCieT gradientuli gadasvlis ferebi. 
7. airCieT gradientuli (gradaciuli) gadasvlis mimarTuleba. 
8. airCieT gradientis gamoyenebis varianti. 
9. momarTvis Sedegi akontroleT winaswari gadaxedvis ubanSi.. 
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10. aamoqmedeT momarTvebi da daxureT fanjara Colors-ferebi Rilak OK-ze dawkapunebiT.  
 

 
nax. 4.14. gradientuli Sefervis meqanizmis momarTva 

teqsturuli Sefervis momarTva 

teqsturuli Seferva _ es aris ubnis Sevseba im gamosaxulebis elementebiT, romelic nimu-
Sis saxiT aris miRebuli. teqsturebis nimuSebis saxiT Cveulebriv gamoiyeneba naturaluri ma-
salebis gamosaxuleba: qvis, gruntis, xis, qsovilis, bewvis da a.S. programaSi damzadebulia or 
aTeulze meti teqstura, magram nebadarTulia damatebiTi gamosaxulebebis gamoyeneba .JPG for-
matSi.  

1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Page Color-gverdis feri _ gaixsne-

ba meniu. 
3. airCieT brZaneba Fill Effecs-Sefervis meTodebi _ gaixsneba amave saxelwodebis dialoguri 

fanjara, romelic warmodgenilia naxatze 4.15. 
4. gaxseniT CanarTi Texture-teqstura da airCieT teqstura teqsturebis galereaSi.  
5. Tu Sesaferisi teqstura ar aris galereaSi, daaWireT Rilaks Other Effecs-sxva teqstura 

da airCieT winaswar gamzadebuli faili gamosaxulebiTurT. 
6. teqsturis nimuSs daakvirdiT winaswari gadaxedvis ubanSi Sample-nimuSi. 
7. aamoqmedeT Sesrulebuli momarTvebi da daxureT fanjara RilakiT OK. 
unda gaacnobieroT, rom teqsturis gamoyeneba fonis saxiT uciloblad amcirebs teqstis 

elementebis kontrasts, amcirebs maT garCevadobas, arTulebs aRqmas da ewinaaRmdegeba infor-
maciuli gacvlis ZiriTad miznebsa da amocanebs. amitom teqsturuli Sefervis gamoyenebis go-
nivruloba dokumentebSi _ es arc ise ioli kompromisis sakiTxia. teqnologiis danaxarjebis 
nawilobrivi kompensirebis saSualebas iZleva Semdegi RonisZiebebi:  
 

 
nax. 4.15. teqsturuli Sefervis meqanizmis momarTva 
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• feris gamoyeneba (saSualebas iZleva mkveTri kontrasti feriT Seicvalos); 

• naWdevebis gareSe Sriftis gamoyeneba; 

• gadidebuli zomebis simboloebis gamoyeneba; 

• Sinaarsis lakonuroba (Tezisebis warmodgena); 

• dokumentis publikacia ara sabeWdi saxiT, aramed monitoris ekranze an proeqtoris meS-
veobiT. 

Tu naTqvams ganvavrcobT, SeiZleba gamovitanoT daskvna, rom Microsoft Office-is paketSi teqs-
turuli Sefervebi orientirebulia pirvel rigSi programa PowerPoint-Si gamosayeneblad, xolo 
teqstur procesorSi SemoRebul iqna funqciuri sisrulis mosazrebiT.  

moxatuli (mokazmuli) Sefervis momarTva 

teqsturuli Sefervisgan gansxvavebiT, zedapiris Seferva moxatulobiT SeiZleba gamoiyenoT 
Sav-TeTri beWdvisas. arsebiTad, gverdis moxatuli foni saSualebas iZleva miaRwioT vizualur 
sxvaobebs originalur dokumentsa da mis asls Soris, romelic miRebulia makopirebel-
gamamravlebeli teqnikis saSualebebiT.  

1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Page Color-gverdis feri _ gaixsne-

ba meniu. 
3. airCieT brZaneba Fill Effecs-Sefervis meTodebi _ gaixsneba amave saxelwodebis dialoguri 

fanjara, romelic warmodgenilia naxatze 4.16.  
 

 
nax. 4.16. moxatuli Sefervis meqanizmis momarTva 
 
4. gaxseniT CanarTi Pattern-moxatuloba. 
5. airCieT moxatuloba moxatulobebis galereaSi.  
6. gaSlad siaSi Foreground-daStrixva airCieT xazis feri, romelic moxatulobas qmnis.  
7. gaSlad siaSi Background-foni airCieT moxatulobis fonis feri.  
8. arCevis Sedegi akontroleT winaswari gadaxedvis ubanSi Sample-nimuSi. 
9. aamoqmedeT Sesrulebuli momarTvebi da daxureT dialoguri fanjara Rilak OK-ze daw-

kapunebiT.  

fonuri gamosaxulebis momarTva 

gverdis fonis saxiT gamosaxulebis gamoyenebas iseTive sifrTxiliT unda moekidoT, ro-
gorc teqsturuli Sefervis gamoyenebas. garda amisa, winaswar unda izrunoT Sesaferisi zomis 
ilustraciis Seqmnaze.  

gamosaxulebis zomis Sefasebisas gamodian gverdis zomidan da publikaciis teqnikuri pi-
robebidan. rekomendaciebi, romlebic gaTvlilia A4 formatis gverdis Sevsebaze (210X297 mm), 
moyvanilia cxrilSi 4.1. gamosaxulebis zomebi miTiTebulia piqselebSi (wertilebSi horizon-
talurad da vertikalurad), xolo gamosaxulebis gadawyveta _ duimze wertilebis raodenoba-
Si (dots per inch).  
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nax. 4.17. fonuri gamosaxulebis momarTva 
 
cxrili 4.1. gamosaxulebis rekomendebuli zomebi 
 

publikaciis pirobebi 
gamosaxulebis 
gadawyveta 

gamosaxulebis zoma, Px (piq-
seli) 

ekranze demonstracia 72 dpi 600X840
beWdva ferad printerze 150 dpi 1280X1800
beWdva Sav-TeTr lazerul printerze 300 dpi 2560X3600

 
1. gaxseniT CanarTi Page Layout-gverdis moniSvna. 
2. jgufSi Page Background-gverdis foni daaWireT Rilaks Page Color-gverdis feri _ gaixsne-

ba meniu.  
3. airCieT brZaneba Fill Effecs-Sefervis meTodebi _ gaixsneba amave saxelwodebis dialoguri 

fanjara, romelic naCvenebia naxatze 4.17. 
4. gaxseniT CanarTi Picture-naxati. 
5. daaWireT Rilaks Select Picture-naxatis SerCeva _ gaixsneba failis arCevis standartuli 

dialoguri fanjara. ipoveT da airCieT faili, romelic miTiTebul gamosaxulebas Seicavs. 
6. panelze Picture-naxati miiReT winaswari gamosaxuleba. 
7. daxureT dialoguri fanjara Rilak OK-ze dawkapunebiT.  

dokumentis Senaxva mimdinare failSi 

arsebobs dokumentis Senaxvis ramdenime meTodi. yvelaze iolad es operacia sruldeba do-
kumentis Senaxvisas imave failSi, romelSic is iqna CatvirTuli, an ubralod ganmeorebiTi Se-
naxvisas. mTavari menius saSualebiT es operacia sruldeba brZanebiT Office ► Save-Senaxva. gra-
fikuli Rilaki Save-Senaxva aris aseve swrafi miwvdomis panelze.  

failebis Senaxvis saqmeSi unda ixelmZRvaneloT Zveli principiT: `SeinaxeT adre, SeinaxeT 
xSirad~. xolo es Senaxva rom efeqturi iyos da ar daarRvios warmoebadi samuSaos normaluri 
reJimi, Senaxvis brZaneba gamyarebulia klaviSebis ramdenime kombinaciiT.  

klaviSTa klasikuri kombinacia, romelic gamyarebulia Senaxvis brZanebis ukan, _ CTRL+S. 
Tumca programis enobrivi versiis mixedviT am kombinaciis nacvlad SeiZleba imoqmedos kombi-
naciam SHIFT+F12. garda amisa, programaSi Word 2007-Si moqmedebs klaviaturuli marTvis axali 
meqanizmi, romelic adaptirebulia portatiuli mowyobilobebis SesaZleblobebTan. is ar saWi-
roebs klaviSebis kombinirebas _ yvela qmedeba Tanmimdevrulad sruldeba: ALT _ F _ S. 

dokumentis Senaxva axal failSi 

dokumenti inaxeba axal failSi Semdeg SemTxvevebSi:  
• axali dokumentis SeqmnisTanave; 
• dokumentis axali saxeliT Senaxvis aucileblobisas; 
• dokumentis sxva formatSi Senaxvis aucileblobisas; 
• dokumentis sxva adgilas Senaxvis aucileblobisas. 
aq brZaneba Save-Senaxva programisTvis ar aris sakmarisi. mas sWirdeba damatebiTi miTiTebe-

bi. isini iReben maT damatebiT dialogur fanjaraSi, romelic ixsneba brZanebiT Save As-Senaxva 
rogorc. 

1. daaWireT Rilaks Office _ gaixsneba programis mTavari meniu. 
2. mieciT brZaneba Save As-Senaxva rogorc _ gaixsneba standartuli dialoguri fanjara 

Save As-dokumentis Senaxva, romelic warmodgenilia nax. 3.5.-ze. 
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nax. 3.5. dialoguri fanjara Save As-dokumentis Senaxva 
 
3. airCieT saqaRalde, romelSic iqneba Senaxuli faili. 
4. kompiuteris failur sistemaSi navigaciisTvis gamoiyeneT Save in-SevinaxoT sad – gaSladi 

meniu an marjvena meniu, rac yvelaze metad mosaxerxebelia. 
5. gaSlad siaSi Save as type-failis tipi airCieT formati, romelSic ivaraudeba dokumentis 

Senaxva. ZiriTadi formatebis aRwera moyvanilia cxrilSi 3.1.  
6. File name-failis saxeli – velSi SeiyvaneT failis saxeli. saxelis gafarToebis miTiTeba 

ar aris saWiro _ is avtomaturad Caenacvleba, failis formatis arCevis safuZvelze.  
7. maT, vinc muSaobs Windows Vista-s operaciul sistemaSi, survilis SemTxvevaSi SeuZliaT 

Seavson failis Tvisebebis mindvrebi. es SesaZlebels gaxdis momavalSi swrafad ipovoT moce-
muli faili indeqsaciisa da failebis Ziebis axali meqanizmis daxmarebiT, romelic realize-
bulia am operaciul sistemaSi.  

8. momzadebis dasrulebis Semdeg, daaWireT sabrZanebo Rilaks Save-Senaxva. faili Caiwereba 
miTiTebul saqaRaldeSi miTiTebul formatSi miTiTebuli saxeliT. programaSi Semdgomi mu-
Saoba ukve am failTan gagrZeldeba. anu brZanebis mixedviT Save As-Senaxva rogorc programaSi 
xdeba aqtiuri failis Secvla.  

cxrili 3.1. Word 2007-is failebis ZiriTadi formatebi 
 

formatis 
dasaxeleba 

failis saxelis 
gafarToeba 

 
formatis aRwera 

Word-is do-
kumenti 

.docx 
Microsoft Word 2007-is dokumentebis axali formati. gaxsnili 
(Ria) formati, dafuZnebuli XML dokumentebis moniSvnis 
enaze 

Word-is do-
kumenti ma-
krosebis 
mxardaWeriT 

.docm 
Microsoft Word 2007-is dokumentebis axali formati. gaxsnili 
formati, dafuZnebuli XML dokumentebis moniSvnis enaze. 
uSvebs Casmuli makrosebis arsebobas 

Word 97_2003-
is dokumen-
ti 

.doc programis winamorbedi versiebis formati. kompania Micro-
soft-is daxuruli formati 

Word-is 
Sabloni 

.dotx Microsoft Word 2007-is Sablonebis axali formati. gaxsnili 
(Ria) formati, dafuZnebuli XML enaze. 

Word-is 
Sabloni ma-
krosebis 
mxardaWeriT 

.docx 
Microsoft Word 2007-is Sablonebis axali formati. gaxsnili 
formati, dafuZnebuli XML enaze. uSvebs Casmuli makrose-
bis arsebobas 

Word 97_2003-
is Sabloni 

.dot 
Sablonebis formati programis winamorbedi versiebisTvis. 
kompania Microsoft-is daxuruli formati 

veb-gverdi .htm internetis veb-dokumentis formati 

teqstis RTF 
formatSi .rtf 

teqsturi dokumenti martivi formatirebiT. es formati 
gamoiyeneT formatirebuli dokumentebis gadasacemad im 
partniorebisTvis, romlebsac ar aqvT Microsoft Word-is 
teqsturi procesori. dokumenti RTF formatSi SeiZleba 
gaixsnas standartuli programis WordPad-is meSveobiT

Cveulebrivi 
teqsti .txt dokumenti grafikuli formatirebis gareSe 
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dokumentis aRdgena mwyobridan gamosvlis Semdeg 

kompiuteris muSaoba yovelwliurad sul ufro sarwmuno da saimedo xdeba. Windows XP da 
Vista-s opraciuli sistemebis gamoCenis Semdeg warsuls Cahbarda kompiuterebis mravaljeradi 
`dakidebebi~ da TviTneburi gadatvirTvebi dReSi ramdenjerme. dRes mwyobridan gamosvla ope-
raciul sistemasTan muSaobisas _ iSviaTobaa, magram iseTi usiamovnebebisgan, rogoricaa eleq-
trokvebis avariuli gamorTva, cota vinmea daculi. Tumca, programa am usiamovnebebisganac 
icavs momxmarebels. mas SeuZlia avtomaturad Seinaxos dokumentebi, romlebTanac midis muSao-
ba, mere ki gamoiyenos Senaxuli monacemebi avariul situaciaSi dokumentis aRsadgenad.  

dokumentis avtomaturi Senaxva 

dokumentis aRdgenis SesaZlebloba mwyobridan gamosvlis Semdeg _ ara ubralod sasargeb-
lo, sruliad aucilebeli ramaa. kompiuteris myari muSaobis drosac ki SesaZloa situaciebi, 
rodesac mimdinare faili mwyobridan gamodis. es ixsneba stilebTan araakuratuli muSaobiT, 
magaliTad, teqstur procesorSi veb-dokumentebis gadatanisas, mravaljeradi gauqmebebiTa da 
operaciebis dabrunebebiT, da sxva moqmedebebiT, romlebic dokumentis Sida struqturas aziane-
ben.  

erT wuTSi rom ar dakargoT mravalsaaTiani Sromis Sedegebi, aucilebelia CarToT da mo-
marToT dokumentis avtomaturi Senaxvis reJimi.  

1. daaWireT Rilaks Office _ gaixsneba programis mTavari meniu. 
2. mTavar meniuSi daaWireT Rilaks Word Options-Word-is parametrebi _ gaixsneba amave saxelwo-

debis dialoguri fanjara (nax. 3.7).  
 

 
nax. 3.7. dokumentis avtoSenaxvis reJimis momarTva 

 
3. marcxena panelze (kategoriebis paneli) gaxseniT kategoria Save-Senaxva. 
4. marjvena panelze (parametrebis paneli) gaxseniT ganyofileba Save Documents-dokumentebis 

Senaxva. 
5. daayeneT alami Save AutoRecover information every-avtoSenaxva. 
6. mricxvelis meSveobiT miuTiTeT avtoSenaxvis sasurveli perioduloba wuTebSi, rac uro 

warmoebadia kompiuteri, miT ufro naklebi SeiZleba iyos intervali..  
7. daadastureT Sesrulebuli momarTvebi da daxureT dialoguri fanjara RilakiT OK. 
amasTan erTad gansakuTrebiT unda aRiniSnos, rom mocemuli momarTva aranairad ar auqmebs 

dokumentis regularuli Senaxvis aucileblobas da ar cvlis mas. avtomaturi Senaxvis mizania 
_ ara sarezervo aslis Seqmna, aramed avtomaturi aRdgenis momzadeba.  

dokumentis avtomaturi aRdgena 

gauTvaliswinebeli SemTxvevebis dros programa iyenebs avtoSenaxvis monacemebs dokumentis 
avtomaturi aRdgenisTvis. Tumca dokumentis sruli aRdgena ar aris garantirebuli. rac ufro 
xSirad xorcieldeba misi avtoSenaxva, miT naklebia avtoaRdgenis dros daubrunebeli danakar-
gebis sidide. 
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dokumentis avtomaturi aRdgenis reJimi irTveba mwyobridan gamosvlis Semdeg programis 
amoqmedebisTanave. is warmoadgens failis or versias CasatvirTad: failis asls, romelic aRd-
genili iqna avtoSenaxvis monacemebidan, da ukanasknel asls, romelic Senaxulia myar diskze 
Cveulebrivi meTodiT. mas ewodeba `sawyisi faili~ (nax. 3.8).  

raki sawyisi faili Cawerilia myar diskze, is aRarsad gageqcevaT, da erTaderTi praqtiku-
lad gaazrebuli qmedebaa _ CatvirToT aRdgenili asli. Tu mcdeloba warmatebiT Caivlis, 
faili maSinve unda SeinaxoT, Tanac, aucileblad axali saxeliT. mxolod amis Semdeg SeiZleba 
SeudgeT failTan muSaobas.  

erTi SexedviT, aRdgenis meqanizmi sakmarisad martivia. mxolod unda CaweroT diskze aRd-
genili asli, ris Semdegac SeudgeT danakargis Seswavlas da `iarebis mkurnalobas~. Tumca be-
vri ram rTuldeba, Tu mwyobridan gamosvlis momentSi programaSi ramdenime dokumenti iyo 
gaxsnili. am SemTxvevaSi aRdgenis paneli ramdenime sawyis da aRdgenil obieqts iTvlis, rom-
lebsac Zalian akuratulad unda miudgeT. yvelaze mTavaria _ arasdros ar SeinaxoT aRdgenili 
faili imave saxeliT, romelic sawyis fails aqvs.  
 

 
nax. 3.8. dokumentis aRdgenis paneli mwyobridan gamosvlis Semdeg 

failis saTadarigo aslis Seqmna 

avtomaturi Senaxvis reJimSi iqmneba failis teqnikuri asli, romelic sasargebloa doku-
mentis avtomaturi, magram ara xeliT aRdgenisTvis. sxvaTa Soris, monacemTa umravlesoba ikar-
geba ara mwyobridan gamosvlis gamo, aramed momxmareblebis windauxedavi moqmedebebis Sedegad. 
msgavs SemTxvevebSi veraviTari avtomatika ver dagexmarebaT. aq aucilebelia xelis saSualebe-
bi, romlebic dafuZnebulia saTadarigo kopirebaze.  

dokumentis xeliT aRdgenisTvis programaSi gaTvaliswinebulia saTadarigo aslis Seqmna 
failis Senaxvis dros. saTadarigo asli iqmneba imave saqaRaldeSi da igive saxels atarebs, 
rasac Sesanaxi faili, prefiqs copy-aslis damatebiT. aslis faili aseve gansxvavdeba saxelis 
gafarToebiT (.WBK) da niSniT. 

miuxedavad Tavisi saxelwodebisa, dokumentis `asli~ sulac ar aris dokumentis asli, 
aramed dokumentis winamorbedi versiis aslia, rac gacilebiT ufro praqtikuli da sasargeb-
loa. dokumentis pirveli Senaxvisas asli ar iqmneba da iwereba mxolod faili. meore Senaxvi-
sas adre Senaxuli faili inaxeba saTadarigo aslSi .WBK, mis adgilas ki iwereba dokumentis 
axali versia. 

SemdgomSi procesi ciklurad meordeba, da Sedegad Cven yovelTvis gvaqvs failis winamor-
bedi versia. sabediswero Secdomis SemTxvevaSi es asli SeiZleba CaitvirTos da dabrundeT do-
kumentis uwindel mdgomareobasTan. 
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teqstisa da grafikis elementebis moniSvna 

elementebis moniSvna _ es teqnikuri qmedebaa, aucilebeli redaqtirebis bevri operaciis 
mosamzadeblad, magaliTad, monacemTa kopirebis, gadaadgilebis da waSlis. moniSvna SeiZleba 
Sesruldes rogorc klaviaturiT, ise TagviT. moniSnuli teqsti feradi foniT markirdeba. 

teqstis moniSvna klaviaturis daxmarebiT 

klaviaturis daxmarebiT teqstis fragmentebi moiniSneba Zalian iolad: kursoris gadaad-
gilebiT klaviS SHIFT-is Seyovnebisas. Sesabamisi brZanebebis sruli CamonaTvali moyvanilia 
cxrilSi 6.2.  

 
cxrili 6.2. teqstis moniSvnis ileTebi klaviaturis meSveobiT 
 

moniSvnis ubani ileTi 

erTi simbolo 

kursori daayeneT simbolos marcxniv da daaWireT isars marjvniv 
klaviS SHIFT-is SeyovnebiT 
kursori daayeneT simbolos marjvniv da daaWireT isars marcxniv 
klaviS SHIFT-is SeyovnebiT 

kursoridan sityvis 
bolomde 

daaWireT isars marjvniv klaviSebis CTRL + SHIFT-is SeyovnebiT  

kursoridan sityvis 
dasawyisamde 

daaWireT isars marcxniv klaviSebis CTRL + SHIFT-is SeyovnebiT 

kursoridan striqonis 
bolomde 

SHIFT + END 

kursoridan striqonis 
dasawyisamde 

SHIFT + HOME 

erTi striqoni qvemoT daaWireT isars qvemoT klaviS SHIFT-is SeyovnebiT 
erTi striqoni zemoT daaWireT isars zemoT klaviS SHIFT-is SeyovnebiT 
kursoridan abzacis 
bolomde 

daaWireT isars qvemoT klaviSebis CTRL + SHIFT SeyovnebiT 

kursoridan abzacis 
dasawyisamde 

daaWireT isars zemoT klaviSebis CTRL + SHIFT SeyovnebiT 

erTi ekranuli gverdiT 
zemoT 

SHIFT + PageUp 

erTi ekranuli gverdiT 
qvemoT 

SHIFT + PageDn 

kursoridan dokumentis 
bolomde 

CTRL + SHIFT + END 

kursoridan dokumentis 
dasawyisamde 

CTRL + SHIFT + HOME 

mTeli dokumenti 

CTRL + A 

CTRL + NUM5 (klaviSi 5 damatebiT cifrul panelze) 

teqstis TagviT moniSvna 

arsebobs Tagvis meSveobiT teqstis moniSvnis ramdenime ileTi. zogierTi maTgani ZiriTadi 
Rilakis dawkapunebiT sruldeba (seriaSi sam dawkapunebamde), zogierTi _ mimaniSneblis gaWim-
viT. ileTebis umravlesoba sruldeba mimaniSneblis Cveulebrivi formiT, magram zogierTi iT-
xovs mimaniSneblis gadayvanas specialur formaSi, romelsac moniSvnis markeri ewodeba.  

moniSvnis markeri. moniSvnis dros gverdis marcxena mindvris ubanSi Tagvis mimaniSne-
beli formas icvlis da daxril TeTr israd gadaiqceva. mimaniSneblis aseT formas ewodeba 
moniSvnis markeri.  

moniSvnis markeri gamoiyeneba mTliani striqonebis, abzacebis da mTeli dokumentis mosa-
niSnad. danarCen SemTxvevebSi gamoiyeneba mimaniSneblis Cveulebrivi forma. Tagvis meSveobiT 
teqstis elementebis moniSvnis ileTebis CamonaTvali moyvanilia cxrilSi 6.3.  
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cxrili 6.3. Tagvis meSveobiT teqstis moniSvnis ileTebi 
 

moniSvnis 
ubani 

mimaniSneblis forma ileTi 

sityva Cveulebrivi orjer dawkapuneba sityvis farglebSi 

winadadeba Cveulebrivi 
dawkapuneba winadadebis farglebSi klaviS CTRL-is 
SeyovnebiT 

striqoni moniSvnis markeri dawkapuneba striqonis sapirispirod 

striqonebis 
jgufi 

moniSvnis markeri 
dawkapuneba pirveli striqonis sapirispirod da 
markeris gaWimva zemoT an qvemoT 

abzaci 
Cveulebrivi samjer dawkapuneba abzacis farglebSi 

moniSvnis markeri orjer dawkapuneba abzacis sapirispirod 

abzacebis 
jgufi 

Cveulebrivi an 
moniSvnis markeri 

dawkapuneba pirvel abzacSi da mimaniSneblis gaWimva 
yvela moniSnuli abzacis gavliT 

simboloebis 
TviTneburi 
rigi 

Cveulebrivi 

dawkapuneba moniSvnis zonis dasawyisSi, klaviS SHIFT-
is daWera da moniSvnis zonis boloSi dawkapuneba 

mimaniSneblis gaWimva moniSvnis zonis dasawyisidan 
bolomde 

mTeli 
dokumenti 

moniSvnis markeri samjer dawkapuneba dokumentis marcxena mindorSi 

marTkuTxa 
fragmenti 

Cveulebrivi 

dawkapuneba fragmentis zeda marcxena kuTxeSi da 
mimaniSneblis gaWimva qveda marjvena kuTxeSi klaviS 

ALT-is SeyovnebiT. 
SeniSvna: es ileTi ar muSaobs cxrilebSi 

 
teqstis moniSvnis erT-erTi ileTi, cxrilSi moyvanilTagan, ganmartebas moiTxovs. lapara-

kia simboloebis TviTneburi Tanmimdevrulobis moniSvnaze. Teoriulad, es Tanmimdevruloba 
SeiZleba iwyebodes da mTavrdebodes sityvis SuaSi, magram programa avtomaturad afarToebs 
moniSvnis ubans ise, rom sityvebi mTlianad moeqcios moniSvnaSi. rogorc wesi, es swored is 
aris, rac sWirdeba momxmarebels, magram zogierT SemTxvevaSi programis aseTi qceva daTvuri 
samsaxuriviT gamoiyureba. avtomatikis daTrgunva SeiZleba ori meTodiT: an programis gadayene-
biT, an TviTneburi Tanmimdevrulobis moniSvniT ara Tagvis, aramed klaviaturis daxmarebiT. am 
striqonebis avtori klaviaturas amjobinebs, magram vinmem, SesaZloa, programis gadayeneba ar-
Cios. 

1. daaWireT Rilaks Office _ gaixsneba programis mTavari meniu. 

2. daaWireT Rilaks Word-is parametrebi _ gaixsneba amave saxelwodebis dialoguri fanja-
ra. 

3. marcxena panelze airCieT kategoria damatebiT. 
4. marjvena panelze ganyofilebaSi Sesworebis parametrebi CamouSviT alami sityvebis av-

tomaturi moniSvna. 

5. daxureT fanjara RilakiT OK. 

teqstis fragmentebis jgufuri moniSvna 

jgufur moniSvnaSi aq igulisxmeba ramdenime aramomijnave ubnis moniSvna (isini rom momij-
nave iyos, es iqneboda ara jgufi, aramed ubani).  

obieqtebis jgufuri moniSvnis farTod nacnobi zogadi sistemuri ileTia klaviS CTRL-is 
dayovnebiT moniSvna. is moqmedebs teqstis aradakavSirebuli fragmentebis moniSvnis drosac, 

Microsoft Word-is dokumentebSi. klaviS CTRL-is Seyovnebis aucilebloba ewinaaRmdegeba klavia-
turuli ileTebis gamoyenebas, amitom jgufuri moniSvnis Sesruleba rekomendebulia fragmen-
tebis Tanmimdevruli gaWimviT TagviT. 

1. nebismieri meTodiT moniSneT pirveli fragmenti. 

2. daaWireT Rilaks CTRL da mis auSveblad moniSneT Tagvis gaWimviT meore fragmenti. 

klaviSs CTRL SegiZliaT xeli auSvaT. 
3. Tu aucilebelia mesame da Semdgomi fragmentebis moniSvna, ganagrZeT gaWimviT moniSvna, 

yovel jerze klaviS CTRL-is SeyovnebiT. 
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nax. 6.5. dokumentis elementebis jgufuri moniSvnis gamoyeneba SeiZleba maTi Tanmimdevru-

lobis Sesacvlelad 

elementebis Tanmimdevruloba jgufuri moniSvnis dros 

jgufuri moniSvnis saintereso Tavisebureba is aris, rom operatiul mexsierebaSi moniSnu-
li obieqtebi xvdebian ara im TanmimdevrobiT, romelSic warmodgenilni iyvnen dokumentSi, 
aramed im TanmimdevrulobiT, romliTac isini moiniSna. amgvarad, elementebis jgufuri moniSvna 
SeiZleba gamoiyenoT maTi Tanmimdevrulobis SecvlisTvis. 

moniSvnis gafarToebuli reJimi 

Tu did dokumentSi aucilebelia vrceli fragmentebis moniSvna, rekomendebulia am miz-
nisTvis gamoiyenoT programis specialuri reJimi. es aris e.w. moniSvnis gafarToebuli reJimi. 
is irTveba klaviSiT F8, da mTavrdeba klaviSiT Escape. am reJimis muSaobas yvelaze ukeT maga-
liTis mixedviT gaecnobiT. davuSvaT, aucilebelia teqstis garkveuli ubnis moniSvna. 

1. Seyvanis kursori daayeneT mosaniSni ubnis dasawyisSi. 
2. daaWireT klaviSs F8. 
3. nebismieri meTodiT gadaaxvieT dokumenti mosaniSni ubnis boloSi da daawkapuneT saWi-

ro adgilas _ teqsti moiniSneba. 
4. klaviSiT Escape daasruleT muSaoba moniSvnis gafarToebul reJimSi. ubnis moniSvna am 

dros inaxeba.  
klaviSs F8-s saintereso Tavisebureba aqvs. am klaviSs SeuZlia ara mxolod CarTos moniSv-

nis gafarToebuli reJimi, aramed aseve moniSnos dokumentis elementebi. teqstis moniSvnis 
ileTebi, romlebic am funqciazea damyarebuli, moyvanilia cxrilSi 6.4.  

 
cxrili 6.4. teqstis elementebis moniSvna klaviSiT F8 
 

klaviSis daWera Sedegi 
pirveli daWera irTveba moniSvnis gafarToebuli reJimi 
meore daWera iniSneba mimdinare sityva 
mesame daWera iniSneba mimdinare winadadeba 
meoTxe daWera iniSneba mimdinare abzaci 
mexuTe daWera iniSneba mimdinare ganyofileba 
meeqvse daWera iniSneba mTeli dokumenti 

moniSvnis ukugdeba 

moniSvnis ukugdeba mosaxerxebelia imave instrumentiT, romliTac mas asrulebdiT. Tu teqstis 
fragmenti moniSnulia TagviT, moniSvnis gauqmebac jobia TagviT. amisaTvis sakmarisia mimaniS-
nebliT daawkapunoT dokumentis nebismier adgilas. Tu moniSvna sruldeboda klaviaturiT 
klaviS SHIFT-is SeyovnebiT, maSin moniSvnis gasauqmeblad xeli unda auSvaT klaviSs SHIFT da 
daaWiroT kursoris marTvis nebismier klaviSs. xolo Tu moniSvna sruldeboda gafarToebul 
reJimSi (F8), maSin gauqmebamde jer unda gamoxvideT reJimidan (Escape). 

gulisxmobis mixedviT saTadarigo aslis Seqmna gamorTulia. am mniSvnelovani momarTvis 
ganxorcieleba sakuTari xeliT aris saWiro. 

1. daaWireT Rilaks Office _ gaixsneba programis mTavari meniu. 
2. mTavar meniuSi daaWireT Rilaks Word Options-Word-is parametrebi _ gaixsneba amave sax-

elwodebis dialoguri fanjara. 
3. kategoriebis panelze daaWireT Rilaks Advanced-damatebiT. 
4. gadaaxvieT parametrebis panelis Semadgenloba ganyofilebamde Save-Senaxva. 
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5. am ganyofilebaSi daayeneT alami Always create backup copy-yovelTvis Seiqmnas saTadarigo 
asli. 

monacemTa kopireba da gadaadgileba 

teqstis kopirebisa da gadaadgilebis operaciebi dafuZnebulia Windows-is gacvlis buferis 
gamoyenebaze.  

gacvlis buferi _ es aris operatiuli mexsierebis ubani, romelic emsaxureba monacemTa 
Senaxvas. Windows-is gacvlis buferi _ teqnologiuri saSualebaa, romelic operaciuli siste-
mis mier aris warmodgenili darTul programebSi. sistemuri gacvlis buferis  tevadoba saSu-
alebas iZleva masSi erTi obieqti iqnas Senaxuli. gacvlis bufers ukavSirdeba sami operacia: 
kopireba, amoWra da Casma. 

monacemTa kopireba _ teqnologiuri ileTi, romelic emsaxureba gacvlis buferSi mo-
nacemTa aslebis Seqmnas, romlebic moniSnulia dokumentSi. ileTi gamoiyeneba obieqtebis ga-
mravlebis operaciebSi. 

monacemTa amoWra _ teqnologiuri ileTi, romelic emsaxureba moniSnuli monacemebis 
gadatanas dokumentidan gacvlis buferSi. ileTi gamoiyeneba obieqtebis gadasaadgileblad do-
kumentis sivrceSi an dokumentebs Soris. 

monacemTa Casma _ teqnologiuri ileTi, romelic dokumentSi qmnis obieqtis asls, Se-
naxuls gacvlis buferSi. gamoiyeneba kopirebis operaciis dasasruleblad an obieqtebis gada-
saadgileblad. 

rogorc xedavT, amoWra gansxvavdeba kopirebisgan imiT, rom amoWris Semdeg moniSnuli 
fragmenti waiSleba dokumentidan, xolo kopirebis Semdeg _ ara. Teoriulad, amoWris ileTi 
SeiZleba iqnas gamoyenebuli obieqtebis wasaSlelad, zogierT SemTxvevaSi ki ara mxolod 
SeiZleba, aramed saWiroa, magaliTad, rodesac laparakia konteineruli tipis obieqtebis Sesax-
eb, romlebsac sakuTari Sinagani struqtura da Semadgenloba aqvT. aseT obieqtebs, arsebiTad, 
miekuTvneba cxrilebi da diagramebi, romlebsac mogvianebiT gavecnobiT. 

 konteinerebisTvis waSlis brZaneba aRiqmeba, rogorc Semadgenlobis waSlis brZaneba _ is 
asrulebs obieqtis gasufTavebas, magram TviTon mas ar Slis. cxrilis, diagramis, warweris 
an konteineruli tipis sxva obieqtis wasaSlelad, moniSneT is da gaeciT brZaneba Cut-
amoWra. 

monacemebis kopireba da gadaadgileba lentis meSveobiT 

instrumentul lentze monacemTa kopirebisa da gadaadgilebis saSualeba sapatio pirvel 
adgils ikavebs ZiriTad CanarTze Home-mTavari. 

1. moniSneT teqstis fragmenti, romlis kopirebas an gadaadgilebasac apirebT. 
2. CanarTze Home-mTavari jgufSi Clipboard-gacvlis buferi daaWireT saWiro Rilaks. 
 fragmentis kopirebisTvis daaWireT Rilaks Copy-kopireba. 
 fragmentis gadatanisTvis daaWireT Rilaks Cut-amoWra. 
3. kursori im adgilas daayeneT, sadac ivaraudeba fragmentis Casma. 
4. CanarTze Home-mTavari jgufSi Clipboard-gacvlis buferi daaWireT Rilaks Paste-Casma da 

gaxsnil meniuSi airCieT Casmis meqanizmi. 

Casmis meqanizmi 

masala, romelic inaxeba gacvlis buferSi, dokumentSi SeiZleba sxvadasxvagvarad Caisvas. 
rasakvirvelia, Casmis meTodebSi sxvaoba ar exeba TviT monacemebs. rogorebic arian, iseTebi 
darCebian: sityvebi da winadadebebi kopirebis an gadatanis dros ar icvleba. samagierod, mona-
cemebis gaformeba SeiZleba Seicvalos. 

Cven mier ganxilul programis versiaSi moqmedebs Casmis sami meqanizmi: Cveulebrivi Casma, 
specialuri Casma da Casma hiperbmulis saxiT. meqanizms irCeven meniuSi, romelic ixsneba CanarT 
Home-mTavaris jgufSi Clipboard-gacvlis buferi Rilak Paste-Casmaze daWeriT. 

Cveulebrivi Casma 

Cveulebrivi Casmisas monacemebi kopirdeba `rogorc aris~. isini savsebiT inaxaven im gafor-
mebas, rac hqondaT. es erTi dokumentis farglebSi monacemTa kopirebisa da gadatanis ZiriTadi 
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meqanizmia. is aseve warmatebiT muSaobs monacemTa kopirebisa da gadaadgilebisas erTi tipis 
dokumentebs Soris an monacemTa gacvlisas Microsoft Office 2007-is paketis farglebSi.  

specialuri Casma 

specialuri Casmis meqanizms oTxi praqtikuli amocana ukavSirdeba. 

Casmis formatis miTiTeba. pirvel rigSi. specialuri Casma emsaxureba im obieqtebis 
Casmas, romlebsac Word-is dokumentebis formatisgan gansxvavebuli formati aqvT, magaliTad, 
veb-gverdebis fragmentebis Casmas an sxva programebis gacvlis buferSi moTavsebuli obieqtebis 
Casmas. brZanebiT Paste Special-specialuri Casma ixsneba amave saxelwodebis dialoguri fanjara, 
romelSic momxmarebels SeuZlia programas ukarnaxos, ra monacemebi miewodeba mas (nax. 6.6).  

 
nax. 6.6. specialuri Casma saSualebas iZleva miuTiToT, rogor unda ganTavsdes mowodebuli 

monacemebi 

formatis moyvana. ufro xSirad specialur Casmas afaseben misi unaris gamo, `moklas~ 
mowodebuli masalis formatireba. warmovidginoT sxvadasxva pirvelwyarodan masalebis Sekre-
bis tipiuri amocana: Word-is dokumentebidan, romlebic sxvadasxva adamianis mier aris Seqmnili 
da sxvadasxva dros _ cxrilebidan, veb-wyaroebidan, programis sacnobaro sistemidan, .PDF 
formatis dokumentebidan, eleqtronuli cxrilebidan da monacemTa bazebidan. Tu am dros ga-
moiyenebT Cveulebriv Casmas, dokumenti male daemsgavseba babilonis godols. Tu am dros is 
dairRveva, sanam samuSaos daasrulebdeT, mxolod sakuTar Tavs daabraleT, radgan es ar aris 
teqsturi procesoris namuSevari, aramed gamasxaraveba. 

msgavs SemTxvevebSi koreqtuli da usafrTxo muSaobisTvis mowodebulia specialuri Casmis 
meqanizmi. gamoiyeneT is formatis Unformatted Text-dauformatebeli teqstis saxiT, da maSin ne-
bismieri masala, saeWvoc ki, akuratulad iqneba erTad dasmuli da ar gamoiwvevs teqnikur ka-
taklizmebs. 

wyarosTan mierTeba. specialuri Casmis kidev erTi Tavisebureba Sedgeba Casmuli mo-
nacemebis maT wyarosTan SekavSirebis SesaZleblobisgan. am SemTxvevaSi monacemTa Secvlisas 
wyaroSi, isini avtomaturad Seicvleba yvela im dokumentSi, romlebSic isini Caisva. aRniSnuli 
teqnologia moqmedebs mxolod eleqtronul dokumentebSi. 

SekavSireba nebismier wyarosTan rodi SeiZleba: yvela programas ar SeuZlia gamovides ser-
veris saxiT monacemTa gasaaxleblad Microsoft Word-is dokumentebSi. es teqnologia emsaxureba 
pirvel rigSi Microsoft Office-is paketis komponentebs Soris kavSiris organizebas. obieqtebis Cas-
mis dros TviTneburi danarTebidan, kavSiris SesaZlebloba ar aris garantirebuli: is unda 
SeamowmoT. Tu kavSiri ar aris uzrunvelyofili, gadamrTveli Paste link-kavSiri ar gaaqtiurde-
ba. 

niSnis saxiT Casma. Tu Casmuli obieqtisTvis dadgenilia wyarosTan ganaxlebadi kavSi-
ri, Casma SeiZleba ganxorcieldes niSnis saxiT. aseT niSanze orjer dawkapuneba kavSirs gaaaq-
tiurebs, obieqts CatvirTavs da gaxsnis. obieqtis niSnis saxiT Casmis reJimi irTveba almis Dis-
play as icon-niSnis saxiT aRmarTviT fanjaraSi Paste Special specialuri Casma (nax. 6.6). es alami 
gaaqtiurdeba mxolod gadamrTvelis kavSiris gaaqtiurebis Semdeg. 
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hiperbmulis saxiT Casma 

Casmis es meTodi gamiznulia mxolod im dokumentebisTvis, romlebic eleqtronuli saxiT 
vrceldeba. is saSualebas iZleva Caisvas kopirebadi teqsti ise, rom man:  

a) SeinarCunos kavSiri Tavis wyarosTan; 
b) warmoadginos miwvdoma hiperbmulis meqanizmis wyarosTan.  
Cveulebriv, teqsti, romelic dokumentSi Casmulia hiperbmulis uflebebiT, gamoisaxeba spe-

cialurad miTiTebuli feriT (gulisxmobis mixedviT _ lurji feriT) xazgasmiT. es parametrebi 
momarTulia standartul stilSi, romelsac hiperbmuli1 ewodeba da romelic SeiZleba Tqveni 
Sexedulebisamebr SecvaloT. 

hiperbmuliT rom isargebloT da misi meSveobiT dokumentis ganyofilebaSi gadaxvideT, ro-

melic wyaroa, unda daaWiroT klaviSs CTRL da masTan miitanoT Tagvis mimaniSnebeli. rodesac 
mimaniSnebeli formas Seicvlis da xelisgulis ukana mxaris saxes miiRebs, win gawvdili saCve-
nebeli TiTiT, ZiriTadi RilakiT daawkapuneT _ Seyvanis wertili iq gadainacvlebs, saidanac 
dakopirebuli iyo hiperbmulis saxiT gamoyenebuli teqsti (nax. 6.7).  

hiperbmulis wasaSlelad daawkapuneT masze Tagvis marjvena RilakiT da airCieT gaxsnil 

konteqstur meniuSi brZaneba Remove Hyperlink-hiperbmulis waSla. 
 

 
nax. 6.7. teqsti, romelic hiperbmulis funqciebs asrulebs, SeiZleba gamoyenebul iqnas do-

kumentis SigniT gadasasvlelad 

kopireba da gadaadgileba konteqsturi menius daxmarebiT 

lenta _ monacemTa kopirebisa da gadaadgilebis yvelaze funqciuri saSualebaa, radgan Cas-
mis meqanizmis arCevis SesaZleblobas iZleva. xolo im SemTxvevebSi, rodesac amis aucilebloba 
ar aris da saWiroa yvelaze Cveulebrivi Casma, SeiZleba ufro mosaxerxebeli saSualebiT _ 
konteqsturi meniuTi _ sargebloba. 

1. moniSneT dokumentSi teqstis fragmenti. 
2. Tagvis marjvena RilakiT daawkapuneT moniSnul teqstze _ gaixsneba konteqsturi meniu. 

3. konteqstur meniuSi airCieT brZaneba Copy-kopireba an Cut-amoWra. 
4. kursori daayeneT Casmis wertilSi. 
5. marjvena RilakiT gaxseniT konteqsturi meniu. 

6. airCieT masSi brZaneba Paste-Casma. 

kopireba da gadaadgileba klaviaturis meSveobiT 

rogorc yovelTvis, Tu aucilebelia operatiulobis funqciurobasTan SeTavseba, klaviatu-
ra pirvel adgilzea. ramdenime klaviaturuli kombinacia saSualebas iZleva Sesruldes redaq-
tirebis yvela aucilebeli ileTi teqstis moniSvnidan kopirebamde da Casmamde, maT Soris spe-
cialur Casmamde. es kombinaciebi warmodgenilia cxrilSi 6.5. 

 
cxrili 6.5. redaqtirebis klaviaturuli ileTebi 
 

ileTi 
klaviSTa SeTanxmeba 
ZiriTadi damatebiTi 

kopireba CTRL + C CTRL + INS 
amoWra CTRL + X SHIFT + DEL 
Casma CTRL + V SHIFT + INS 
specialuri Casma ALT + CTRL + V  

 

                                                 
1 stilebis Sesworebis principebi ganxilulia ganyofilebaSi 10.2 
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gafarToebuli gacvlis buferi 

gafarToebuli gacvlis buferi _ es Microsoft Office-is sasargeblo integrirebuli saSuale-
baa, romelic afarToebs sistemuri gacvlis buferis SesaZleblobebs. SegaxsenebT, rom Windows-
is standartul gacvlis bufers SeuZlia Seinaxos mxolod erTi obieqti. Office-is gacvlis bu-
fers 24-mde obieqtis Senaxva SeuZlia, Tanac masSi Tavsdeba ara mxolod programa Word-Si ko-
pirebadi obieqtebi, aramed yvelaferi, rac kopirdeba Microsoft Office-is paketis sxva danarTebSi 
da Windows-is bevr sxva danarTSi.  

Office-is gacvlis buferis paneli 

programa Microsoft Word-is fanjaraSi gafarToebuli gacvlis buferi warmodgenilia damate-
biTi paneliT, romlis magaliTi naCvenebia naxatze 6.9. is ixsneba damatebiTi momarTvis Rilakze 
dawkapunebiT CanarT Home-mTavaris jgufSi Clipboard-gacvlis buferi. 

garda amisa, es paneli SeiZleba gaixsnas ormagi dawkapunebiT gacvlis buferis niSanze im 
pirobiT, rom am niSnis asaxva indikaciis panelze CarTulia. gacvlis buferis panels SeuZlia 
aseve gaixsnas avtomaturad monacemebis gacvlis buferSi miwodebisas, magram es momarTvac Ta-
vidan unda CairTos.  

1. yoveli kopirebisas monacemebis egzemplari Office-is gafarToebul gacvlis buferSi mie-
dineba. obieqtebis saerTo raodenoba, romlebic gafarToebul buferSi mdebareobs, Cawerilia 
panelis saTaurSi (nax. 6.9).  

2. Tagvis mimaniSneblis mitanisas elementze, romelic buferSi inaxeba, Cndeba Rilaki. is 
xsnis menius, romelSic sul ori moqmedebaa: Paste-Casma da Delete-waSla. ukanasknel SemTxvevaSi 
elementi waiSleba gafarToebuli buferidan.  

3. elementis Casmis alternatiuli meTodia _ mis niSanze dawkapuneba gacvlis buferSi.  
4. SesaZloa agregatuli moqmedebebi: Paste All-yvelafris Casma da Clear All-yvelafris gasuf-

Taveba. isini sruldeba Sesabamisi sabrZanebo Rilakebis daxmarebiT. Semadgenlobis alternati-
uli Casmisas dokumentSi, buferis elementebi dokumentis `sxeulSi~ ganTavsdeba mimdevrobiT, 
romelic gafarToebuli gacvlis buferis panelze maTi ganTavsebis mimdevrobis sapirispiroa. 

5. Rilaki Options-parametrebi xsnis damatebiTi momarTvebis menius, romlebic upiratesad 
miekuTvneba gafarToebuli gacvlis buferis qcevas masSi obieqtebis moTavsebisas. 
 

 
nax. 6.9. gafarToebuli gacvlis buferis paneli 

gafarToebuli gacvlis buferis momarTva 

Office-is gafarToebuli gacvlis buferis momarTva sruldeba almebis siis meSveobiT, ro-
melic ixsneba naxatze 6.9 naCvenebi RilakiT Options-parametrebi. sia sul xuT elements Seicavs, 
romelTa moqmedebebis aRwera moyvanilia cxrilSi 6.6. 

 
cxrili 6.6. gafarToebuli gacvlis buferis momarTva 
 

brZaneba moqmedeba 
Show Office clipboard Automatically - 
Office-is gacvlis buferis 
avtomaturi asaxva 

Tu es momarTva CarTulia, gafarToebuli gacvlis buferis 
paneli ixsneba avtomaturad buferSi meore elementis 
moTavsebis Semdeg 
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Show Office clipboard   When Ctrl+C 
Pressed Twice- Office-is gacvlis 
buferis gaxsna CTRL + C-is 
orjer dawkapunebiT 

es momarTva winamorbedis alternatiulia. sanam mas daayenebT, 
unda gaauqmoT Office-is gacvlis buferis avtomaturi asaxva 

Collect Without Showing   Office 
clipboard - monacemebis 
Segroveba Office-is gacvlis 
buferis asaxvis gareSe 

umravles SemTxvevaSi, rodesac ar aris specialuri 
amocanebi, dakavSirebuli gafarToebuli gacvlis buferis 
gamoyenebasTan, swored am momarTvas iyeneben 

Show Office clipboard  Icon on 
Taskbar - Office-is gacvlis 
buferis niSnis Cveneba 
amocanebis panelze 

aRniSnuli almis dayenebisas gafarToebuli gacvlis buferis 
niSani aisaxeba Windows-is indikaciis panelze. es niSani _ 
gafarToebul gacvlis buferTan miwvdomis mosaxerxebeli 
saSualebaa. is gansakuTrebiT mniSvnelovania, Tu ZiriTadi 
samuSao mimdinareobs ara Microsoft Office-is danarTTan, aramed 
romelime sxva programasTan 

Show Status Near Taskbar When 
Copying - amocanebis panelis 
siaxloves mdgomareobis 
Cveneba kopirebisas 

Tu winamorbedi momarTva Sesrulebulia, maSin gacvlis 
buferis niSanTan axlos indikaciebis panelwe Cndeba 
sasargeblo Setyobinebebi. magaliTad, isini saSualebas 
iZlevian SeityoT, riT dasrulda operacia 

simboloebis formatis operatiuli marTva 

programaSi realizebulia simboloebis formatirebis marTvis ori operatiuli saSualeba: 
instrumentebis zednadebi paneli (nax. 7.1) da jgufi Font-Srifti CanarTze Home-mTavari (nax. 7.2).  
 

 
nax. 7.1. formatirebis zednadebi paneli 

 

 
nax. 7.2. jguf `Sriftis~ saSualebebi 
 
gulisxmobis mixedviT instrumentebis zednadebi paneli avtomaturad ixsneba teqsturi 

fragmentis moniSvnisas. misi simkveTre regulirdeba Tagvis mimaniSneblis daxmarebiT: mimaniS-
neblis daSorebis mixedviT panelis gamosaxuleba TandaTanobiT qreba.  

zednadebi paneli _ Word 2007-is siaxlea, yvelaze mosaxerxebeli sensorul ekranebTan mu-
Saobisas. Tu is ar aris saWiro, misi gamosaxuleba gamorTeT, dialogur fanjaraSi Word Op-
tions-Word-is parametrebi (Office ► Word Options-Word-is parametrebi ► Popular-ZiriTadebi) almis _ 
Show Mini Toolbar on selection -moniSvnis dros instrumentebis mini-panelis Cveneba _ CamoSvebiT.  

simboloebis formatis marTvis avtomaturi saSualebaa _ jgufi Font-Srifti instrumentuli 
lentis CanarTze Home-mTavari (nax. 7.2). marTvis elementebis SedgenilobiT es jgufi zednadeb 
panels hgavs, magram Tu zednadebi panelis gamoyeneba mosaxerxebelia sensorul ekranebze, 
jguf Font-Sriftis saSualebebiT ufro mosaxerxebelia sargebloba magidis personalur kompi-
uterebze.  

Sriftis arCeva ZiriTadi teqstisTvis 

garnituruli nakrebi gansazRvravs simboloebis formas da teqstis esTetikur xarisxs. in-
formaciis gacvlis sxvadasxvagvari amocanebis gadasawyvetad Seqmnilia aTobiT aTasi Sriftu-
li garnitura sxvadasxvagvari dekoratiuli, mxatvruli, esTetikuri da sxva TvisebebiT. Cven ki 
SevCerdebiT garniturebis samomxmareblo Tvisebebze da oTx yvelaze cnobil kategorias gan-
vixilavT2: 

• Sriftebi asoebis boloebze naWdevebiT (antikvebi); 

• Sriftebi asoebis boloebze naWdevebis gareSe (groteskebi); 

                                                 
2 arsebobs garniturebis sxva kategoriebic, magaliTad, mxatvruli, dekoratiuli, ornamentuli, 
magram Cven mxolod maT ganvixilavT, romlebic miewodeba Microsoft Office-is paketisa da Windows-is 
operaciuli sistemis SemadgenlobaSi. 
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• monoganivi Sriftebi; 

• specialuri Sriftebi (simboluri nakrebebi). 
saWiro kategorias monacemTa funqciuri Taviseburebebis mixedviT irCeven. ase magaliTad, 

teqstis didi masivebisTvis rekomendebulia naWdevebiani Sriftebis gamoyeneba. isini zrdian 
kiTxvis siCqares da Tvalis daRlas amcireben. rac ufro metad grZelia striqonebi, miT meti 
sargebelia naWdevebiani Sroiftebis gamoyenebisgan. naWdevebi Tvals exmareba talRovanad 
`icocos~ striqonSi da iolad ipovos Semdegi striqoni.  

tradiciulad Windows-is operaciul sistemasTan erTad, naWdevebiani Sriftis saxiT miewo-
deba Srifti Times New Roman. Tumca operaciul sistemaSi Windows Vista da Microsoft Office 2007-is 
paketSi momxmareblebs moulodneli saCuqari daxvdaT: erTdroulad ramdenime axali maRalxa-
risxiani Srifti, magaliTad Srifti Cambria.  

Sriftebi, romlebsac ar aqvT naWdevebi, sxva sasargeblo Tvisebas floben _ simboloebis 
gaumjobesebul garCevadobas, amitom maTi gamoyeneba ivaraudeba kiTxvisTvis arc ise xelsayrel 
pirobebSi: feradi an Tematuri fonis zemodan beWdvisas da mcire zomis simboloebis gamoyene-
bisas. rac naklebad grZelia striqoni, miT ufro efeqturia groteskuli Sriftebis gamoyeneba, 
amitom aRniSnuli kategoriis Sriftebs farTod iyeneben cxrilebis ujredebSi da diagramebis 
elementebSi. 

tradiciulad unaWdevo garnituras, romelic Windows-is operaciuli sistemis Semadgenlo-
baSi miewodeba, Arial hqvia. es ar aris yvelaze daxvewili Srifti mxatvruli TvalsazrisiT3, ma-
gram mas sxva Tavisebureba aqvs. garnituruli nakrebi Arial MS specialurad iqna SemuSavebuli 
Unicode-is kodirebis sistemis SesaZleblobebis realizaciisTvis saerTaSoriso sainformacio 
gacvlis amocanebSi. es msoflioSi yvelaze najeri simboluri nakrebia. is aTi aTasobiT sim-
bolos iTvlis, ase rom, Tu vinmes dasWirdeba dokumentis Sedgena 50 enaze, egzotikuri enebis 
CaTvliT, ukeTes garnituras am samuSaosTvis iolad ver ipovis. 

amasTan erTad, Arial-is garda Windows Vista-s operaciuli sistemebisa da Microsoft Office 2007-is 
paketis SemadgenlobaSi miewodeba kidev ramdenime saintereso groteskuli garnitura: Calibri, 
Candara, Segoe UI da sxvebi.  

axali dokumentis SemuSavebas rom SeudgebiT, pirvel rigSi, unda gaerkveT Sriftis saxeo-
baSi, romelic ZiriTadi saxiT iqneba miRebuli. miuxedavad imisa, rom alternativa sul oria: 
naWdevebiT an maT gareSe, arCevanis gakeTeba ioli ar aris, radgan is mraval faqtorzea damo-
kidebuli. cnobisaTvis am faqtorebis gavlena moyvanilia cxrilSi 7.1.  

 
cxrili 7.1. ZiriTadi Sriftis arCevis faqtorebi 
 

faqtori Srifti naWdevebiT unaWdevebo Srifti 
warmodgenis forma sabeWdi eleqtronuli 
dokumentis zoma 7 gverdze meti 3 gverdze naklebi 
Sriftis zoma 10 punqti da meti 9 punqti da naklebi 
struqtura rTuli martivi 
svetebis raodenoba 1_2 2 da meti 
striqonis sigrZe 72 simboloze meti 56 simboloze naklebi 
teqstis specialuri 
formatireba 

daSvebulia arasasurvelia 

dokumentis gajereba 
Casmuli obeiqtebiT 

ar aris SezRuduli arasasurvelia 

fonis arseboba arasasurvelia daSvebulia 
damkveTis asaki4 45 welze meti 40 welze naklebi 

 
monoganivi Sriftebis Tavisebureba is aris, rom garnituruli nakrebis yvela simbolos 

erTnairi sigane aqvs. amiT isini imeoreben sabeWdi manqanebis Sriftebs. teqstis masivebis nakre-
bisTvis aseTi Sriftebi ar gamodgeba, magram maT TavianTi gamoyeneba hpoves, rogorc specialu-
ri daniSnulebis Sriftebma. maTi pirveli funqciaa _ yvelanairad SesaZlo formebis SemuSaveba, 
meore _ programebis teqstebis warmodgena (listingebis) da mesame _ sabeWdi manqanebis Sriftis 
imitacia. Windows-is operaciuli sistemebis SemadgenlobaSi tradiciulad Sedis erTi monogani-
vi garnituruli nakrebi _ Courier New.  

specialuri simboluri nakrebebi, rogorc maTi saxelwodebidan Cans, specialur funqciebs 
asruleben. magaliTad, arsebobs topografiuli niSnebis nakrebebi, musikaluri notaciebis niS-

                                                 
3 Srifti Arial kargad ganirCeva da amitom mosaxerxebelia ekranidan wasakiTxad, magram sabeWdi 
samuSaoebisTvis misi esTetika aSkarad ar aris sakmarisi 
4 fsiqologiuri dakvirveba: vinc miiRo ganaTleba kompiuterul epoqaze adre, ufro xSirad 
upiratesobas aniWeben klasikur Sriftebs asoebis boloebze naWdevebiT 
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nebis nakrebebi, sagzao moZraobis da a.S. kacobriobis informaciis gacvlis dRevandel moTxov-
nilebebs specialistebi afaseben daaxloebiT 250 aTasi specialuri niSniT. 

Windows-is operaciuli sistemisa da Microsoft Office-is paketis SemadgenlobaSi Sedis specia-
luri daniSnulebis ramdenime garnituruli nakrebi. Cven gansakuTrebulad aRvniSnavT nakrebs, 

romelsac ewodeba Symbol (ase gamiyureba am SriftiT akrefili sityva Symbol−Σψμβολ). is mowode-
bulia samecniero mimarTulebis teqstebis Sesaqmnelad da maTematikuri formulebis Sesayvanad. 
arsebiTad, swored am nakrebSi SeiZleba ipovoT niSnebis `plusi~, `minusi~ da `toloba~ koreq-
tuli warmodgena. sxva garniturebis umravlesobaSi es niSnebi warmodgenilia araSesaferisi 
saxiT.  

simboloebis zomis arCeva 

ZiriTadi teqstis abzacebisTvis simboloebis zoma ganisazRvreba informaciis matarebelis 
zomiT (ekranis an sabeWdi listis). dokumentis sxva elementebisTvis simboloebis zoma dginde-
ba formatirebis funqciurobis principis Tanaxmad. damatebiTi formatireba SeiZleba Se-
sruldes naklebi zomis SriftiT, vidre ZiriTadi Sriftis zomaa, struqturuli ki _ meti si-
didis simboloebiT. 

Tu dokumentis beWdva ar ivaraudeba da dokumenti mzaddeba ekranze gadasaxedad, ZiriTadi 
Sriftis zomas irCeven im ekranis gadawyvetis Sesabamisad, romelzec ivaraudeba dokumentis 
gadaxedva. rac ufro didia is, Sriftis simaRle miT metia rekomendebuli. zogierTi rekomen-
dacia moyvanilia cxrilSi 7.2.  

 
cxrili 7.2. eleqtronuli dokumentis Sriftis zoma 
 

ekranis gadawyveta ZiriTadi Sriftis  
zoma 4:3 16:10 

800X600 _ 10 pt 
1024X768 1440X900 11 pt 
1280X1024 1680X1050 12 pt 
1600X1200 1920X1200 14 pt 

 
Tu dokumenti dasabeWdad mzaddeba, ZiriTadi nakrebis simaRles irCeven sabeWdi furclis 

formatis Sesabamisad: rac ufro maRalia gverdi, miT metia simboloebis simaRle. zogierTi 
rekomendacia moyvanilia cxrilSi 7.3. diapazonidan mniSvnelis SerCevisas xelmZRvaneloben do-
kumentis daniSnulebiT. Tu is gulisxmobs Semdgom redaqtirebas an Sesworebas, Sriftis zomas 
iReben diapazonis zeda sazRvris mixedviT. aseve iqcevian saswavlo daniSnulebis dokumenteb-
Tan. xolo Tu dokuments aqvs saangariSo, sacnobaro xasiaTi an moTxovnamde Sesanaxad aris 
gansazRvruli, Sriftis zomas iReben qveda sazRvris mixedviT.  

 
cxrili 7.3. sabeWdi dokumentis Sriftis zoma 
 

formati 
ZiriTadi nakrebis Sriftis zoma 

albomuri orientacia 
portretuli orienta-
cia 

A5 8-9 pt 9-10 pt 9-10 pt 10-11 pt 
A4 9-10 pt 10-11 pt 11-12 pt 12-14 pt 
A3 11-12 pt 12-14 pt 12-14 pt 14-16 pt 

 
specialur SemTxvevebSi, rodesac saWiroa monacemTa mniSvnelovani raodenobis moTavseba 

gansazRvrul sivrceSi, Semdegnairad moqmedeben: 
a) iyeneben Srifts, romelsac ar aqvs naWdevebi; 
b) amcireben mis zomas 2 punqtiT rekomendebulis sawinaaRmdegod. 
ase magaliTad, Zalian farTo cxrilis ganTavsebis aucileblobisas A4 formatis listze, 

iyeneben gverdis albomur orientacias, unaWdevebo Srifts da mis zomas 7 punqtamde amcireben. 
am SemTxvevaSi erTi striqonis tevadoba 160-170 simbolos aRwevs. 

teqstis moniSvnis saSualebebi 

funqciuri formatirebis saSualebebis arsenalSi did rols asruleben teqstis moniSvnis 
saSualebebi. is emyareba informaciuli gacvlis efeqturobis uzrunvelyofas dokumentis ga-
momsaxvelobisa da mkiTxvelis drois dazogvis xarjze. dokumentis wakiTxvisas, SeiZleba kidev 
erTxel swrafad gadaxedoT moniSnul fragmentebs, sanam Semadgenlobis arsze saboloo gada-
wyvetilebas miiRebT. 
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gamomsaxvelobis marTvis teqnikuri saSualebebi avtors saSualebas aZlevs gansaxilvel Te-
masTan dakavSirebiT Tavisi emociuri damokidebuleba aCvenos da xels uwyobs mkiTxvelSi adek-
vaturi codnis formirebas, magram misi borotad gamoyeneba ar SeiZleba. taqtikurebi iyaviT da 
nu dakargavT zomierebis SegrZnebas.  

 arasdros ar moniSnoT dokumenturi teqsti imis gamo, rom is lamazi da originaluri gax-
adoT. dokumentebs SeimuSaveben wakiTxvisa da adekvaturi informaciis miRebis mizniT, da 
ara esTetikuri moTxovnilebebis dasakmayofileblad. 

teqstis xistad gamokveTis saSualebebi 

teqstis xistad gamokveTis saSualebebs pirvel rigSi miekuTvneba ZiriTadi Sriftuli mox-
azulobani. gonivrulad imoqmedeT maTiT. did dozebSi isini arc ise sasurvel efeqts iZlevian.  

daxrili moxazuloba. yvelaze akviatebuli gamokveTa xisti gamokveTebis kategoriidan 
_ es aSkarad daxraa. aseTi gamokveTa savsebiT sakmarisia, rom mkiTxvelis yuradReba miepyros 
axal termins, ucxo sityvas, saxumaro gamoTqmas, ironias, Canafiqrs. daxriT gamokveTa ar aRiq-
meba rogorc dauyovnebeli moqmedebebis mowodeba da mcire dozebSi arc ise gamaRizianebelia.  

naxevrad msxvili moxazuloba. naxevrad msxvili moxazulobiT gamokveTa iTvleba 
Zalian Zlierad. Tu es saTauri ar aris, e.i. es aris mowodeba an moTxovna, anu signali, zepir 
metyvelebaSi xmis amaRlebis analogiuri. msgavsi ileTis gamoyenebisas gaxsovdeT, rom xmis 
amaRleba mxolod siCumeSi muSaobs kargad. rac naklebia msgavsi gamokveTa, miT ufro efeqtu-
rad muSaobs isini.  

naxevrad msxvili daxra. naxevrad msxvili daxra _ zeZlieri gamokveTaa, romelic Se-
saferisia an saTaurebSi, an bunebis kanonebis tipis sruli WeSmaritebis gasaformeblad. danar-
Ceni SemTxvevebis umravlesobaSi misi gamoyeneba ar aris gamarTlebuli arc eTikurad da arc 
esTetikurad. 

xazgasmuli moxazuloba. mkiTxvelze zemoqmedebis mixedviT xazgasmuli moxazuloba 
ganxilvis obieqtze TiTiT pirdapiri miniSnebis ekvivalenturia. warsulSi is sabeWd manqanebze 
teqstis gamokveTis mcire SesaZleblobebidan erT-erTi iyo, magram asi wlis ganmavlobaSi yve-
las ise mohbezrda, rom kidev didxans CaTvlian kancelarizmis nimuSad. 

bevrs ar uyvars, roca raimeze TiTiT miuniSneben. erTaderTi gamonaklisia _ hiperbmuli. 
misiT rom isargebloT, masSi Tagvis mimaniSnebeli unda `CaasoT~. amitom hiperbmulebs xazgas-
mulebs gamosaxaven. 

teqstis moqnili gamokveTis saSualebebi 

teqstis xisti gamokveTis saSualebebs maRali gamomsaxveloba aqvT, magram maTi gamoyenebis 
efeqti xandaxan sasurvelis sapirispiroa. am saSualebebs ZaluZT ara mxolod yuradRebis mipy-
roba, aramed misi ukugdebac. gamomsaxvelobasa da esTetikur SezRudvebs Soris gonivruli kom-
promisi xSirad miiRweva teqstis moqnili gamokveTis saSualebebiT. 

dayofa _ teqstis gamokveTis moqnili meqanizmi, romlis simZlavre SeiZleba imarTos. rac 
metia dayofis sidide, miT ufro SesamCnevia gamokveTa. 1,5_2 punqtis mniSvnelisas sakmaod msu-
buqi dayofa gamodis. aseT dayofas SeiZleba SexvdeT mxatvrul literaturaSic ki. 6 punqtis 
mniSvnelisas dayofa imas udris, rasac iZlevian sabeWdi manqanebi, Tu asoebs probelebTan Sea-
nacvlebT. dRes es, raRa Tqma unda, kancelarizmia.  

alternatiuli Srifti. Tu abzacis ZiriTad Srifts naWdevebi aqvs, misi alternativaa 
naWdevebis armqone Srifti. es gamokveTa _ naxevrad msxvili gamokveTis SesaniSnavi Senacvlebaa. 
is ar moiTxovs mkiTxvelisgan dauyovnebliv reaqcias, es ki imas niSnavs, rom ar aRiqmeba, ro-
gorc agresiuli. gamokveTis gamomsaxveloba Sriftis simaRlis arCeviT regulirdeba. Cveule-
briv alternatiuli moxazulobis zomas adgenen 0.5 punqtiT naklebs ZiriTad teqstze. aseTi 
midgoma, arsebiTad, miRebulia aRniSnul wignSi marTvis elementebis Casawerad. 

feriT gamokveTa. Sav-TeTr dokumentebSi SeiZleba gamoiyenoT nacrisferis tonebi. es 
saSualebas iZleva imarTos naxevrad msxvili moxazulobis simZlavre. Cvens magaliTSi gamoye-
nebulia nacrisferis 60%-iani toni. 

svetis Tavi (kerningi). gamokveTis es uCveulo meTodi yvela dokuments ar Seefereba. 
aRniSnuli moxazuloba irTveba almiT Small caps-mcire asomTavrulebi dialogur fanjaraSi 
Fons-Srifti. es mosaxerxebelia gamoiyenoT organizaciis, dokumentebisa da sxva nawarmoebebis 
saxelwodebebisTvis da ara qarTuli SriftebisaTvis.  
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simboloebis formatis ZiriTadi marTva 

teqsturi simboloebis yvela formatireba, romlebzec am TavSia moTxrobili, ganxorciele-
badia im saSualebebis daxmarebiT, romlebic aris dialogur fanjaraSi Font-Srifti (nax. 7.4).  

1. moniSneT teqsti, romelic unda daaformatoT, da damatebiTi momarTvis Rilakze dawka-
punebiT, jguf Font-Sriftis qveda marjvena kuTxeSi gaxseniT dialoguri fanjara Font-Srifti. 

2. simboloebis ZiriTadi da damatebiTi Tvisebebis samarTavad gaxseniT CanarTi Font-
Srifti. 

3. garnituruli nakrebi airCieT siaSi Font-Srifti. 
4. simboloebis ZiriTadi moxazuloba airCieT siaSi Font style-moxazuloba. 
5. simboloebis zoma airCieT siaSi Size-zoma. 

gaSlad siaSi Font color-teqstis feri airCieT simboloebis feri. 

6. Tu ivaraudeba teqstis xazgasma, airCieT xazis tipi gaSlad siaSi Underline style-xazgasma. 
7. xazis feri airCieT gaSlad siaSi Underline color-xazgasmis feri. 
8. momarTeT Sriftis damatebiTi Tvisebebi saWiro almebis dayenebiT panelze Effecs-

saxecvlileba. 
9. Tu ivaraudeba teqstis specialuri momarTvebi, gaagrZeleT muSaoba CanarTze Character 

Spacing-intervali. 
10. samuSaos dasrulebis Semdeg aamoqmedeT momarTvebi da daxureT fanjara Rilak OK-ze 

dawkapunebiT. 

dayofis momarTva 

dayofa SeiZleba iyos dadebiTi da uaryofiTi. ukanasknel SemTxvevaSi mas `SemWidroveba~ 
ewodeba. dayofis marTvis saSualebebi mdebareobs dialoguri fanjris Font-Sriftis CanarTze 
Character Spacing-intervali (nax. 7.4). gaSlad siaSi Spacing-intervali airCieT reJimi: Normal-
Cveulebrivi, Expanded-dacalkevebuli an Condensed-SemWidroebuli da mierTebul mricxvelSi 
daadgineT formacvlilebis sidide punqtebSi. 

svetis Tavis (kerningis) momarTva 

svetis Tavi (kerningi) _ es aris simboloebs Soris intervalis marTvis meqanizmi, romelic 
saSualebas iZleva kompensirdes teqstis vizualuri araerTgvarovneba. arsebobs simboloebis 
wyvilebis SeTanxmeba, magaliTad, A da G, romelTaTvisac mudmivi naprali arc ise bunebrivi 
Cans. mcire zomis SriftebisTvis es SeiZleba nakleb SesamCnevi iyos, magram rac metia zoma, miT 
ufro mniSvnelovania kompensaciis meqanizmis moTxovnileba.  

svetis Tavis moqmedebaze pasuxs agebs alami Kerning for fonts-kerningi (svetis Tavi) CanarTze 
Character Spacing-intervali, am moqmedebis momarTvaze ki _ mierTebuli mricxveli. misi daxmare-
biT adgenen simboloebis zomas, romlis miRwevisas irTveba kerningis meqanizmi. 
 

 
nax. 7.4. Sriftis parametrebis momarTva 
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abzacebis Tvisebebi 

abzacebi _ dokumentis ZiriTadi obieqtebia. es aris Word-is yvelaze mcire obieqti, romel-
ic erTdroulad Sedgenilobis Tvisebebsac flobs da gaformebis Tvisebebsac. Sesabamisad, am 
Tvisebebis momarTvis ZiriTadi amocanaa _ formisa da Sinaarsis erTianobis uzrunvelyofa, ma-
gram sxvadasxva saxis abzacebSi es erTianoba sxvadasxvagvarad miiRweva. 

abzacebis funqciuri saxeobebi 

funqciuri TvalsazrisiT asxvaveben oTxi saxis abzacebs: 

• ZiriTadi teqstis abzacebs; 

• ganyofilebebis saTaurebs; 

• siebis elementebs; 

• cxrilebis ujredebs. 
formatirebis funqciurobis principis Tanaxmad ZiriTadi teqstis yvela abzacs, siebis ele-

mentebsa da cxrilebis ujredebs unda hqondeT erTnairi gaformeba dokumentis farglebSi. da 
piriqiT, sxvadasxva donis ganyofilebebis saTaurebi sxvadasxvagvarad unda gaformdes (nax. 7.5).  
 

 
nax. 7.5. abzacebis funqciuri saxeobebi 

abzacisa da saTauris Srifti 

dokumentis ZiriTadi SinaarsisTvis Sriftis arCevis principebis Sesaxeb ukve giambeT, aq 
mxolod saTaurebze SevCerdebiT, upirveles yovlisa, isini unda iyos gamomsaxveli, Tanac, miT 
ufro gamomsaxveli, rac ufro maRalia saTauris done.  

arsebobs garniturebis specialuri saxeobebi, romlebic emsaxureba gaformebis dros sa-
Taurebis gamoyenebas. arsebobs Tematuri garnituruli nakrebebi, romelTa garegnuli saxe 
Tanxmdeba dokumentis Tematur an stilur SinaarsTan. magram Tu specialur formatirebas ar 
mivmarTavT da universaluri midgomebis farglebSi davrCebiT, maSin saTaurebisTvis rekomende-
bulia ZiriTadi teqstis garnituris alternatiuli garnituris gamoyeneba. ase magaliTad, Tu 
ZiriTadi teqsti akrefilia SriftiT asoebis boloebze naWdevebiT, maSin saTaurebisTvis iyene-
ben Srifts, romelsac aseTi naWdevebi ar aqvs5, da, Sesabamisad, piriqiT. 

ZiriTadi nakrebis Sriftis zomas irCeven dokumentis formatis Sesabamisad. sabeWdi doku-
mentisTvis Sriftis zomas aTanxmeben sabeWdi gverdis vertikalur zomasTan, xolo eleqtro-
nuli dokumentisTvis _ savaraudo gadaxedvis saSualebis vertikaluri gadawyvetiT.  

saTaurisTvis Sriftis zomas irCeven formatirebis funqciurobis principidan gamomdinare. 
rac metia saTauris done, miT ufro gamomsaxveli unda iyos misi warmodgena. Cveulebriv, au-
cilebeli gamomsaxveloba miiRweva simboloebis zomis gadidebiT, Tumca ki, rasakvirvelia, aris 

                                                 
5 aseTi midgoma am wignSic aris gamoyenebuli 
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sxva ileTebic (asomTavruli asoebi, mkveTri ferebi, naxevrad msxvili da msxvili moxazuloba, 
damatebiTi markerebi da xazebi).  

teqstis sworeba 

abzacis teqsts ori napiri aqvs: marcxena da marjvena. TiToeuli maTgani SeiZleba iyos ro-
gorc swori, ise araswori (nax. 7.6). sul arsebobs oTxi SesaZlo kombinacia:  

• sworeba marcxena napiris mixedviT (marcxena napiri sworia, marjvena _ ara); 

• sworeba marjvena napiris mixedviT (marcxena napiri arasworia, marjvena _ swori); 

• centris mixedviT sworeba (orive napiri arasworia); 

• siganis mixedviT sworeba (orive napiri erTmaneTis Tanasworia). 
 

 
nax. 7.6. teqstis sworebis meTodebi 
 

sworebis marTvis saSualebebi mdebareobs CanarT Home-mTavaris jgufSi Paragrahp-abzaci 
(programaSi aris kidev erTi jgufi Paragrahp-abzaci, magram is mdebareobs CanarTze Page Layouts-
gverdis moniSvna da emsaxureba abzacuri kidekanebisa da intervalebis momarTvas).  

siganis mixedviT sworeba 

siganis mixedviT sworebas aseve uwodeben sworebas formatis mixedviT. es sworebis yvelaze 
ufro warmomadgenlobiTi meTodia. misi gamoyenebisas dokumenti ufro srulyofili Cans, Tumca 
srulyofileba saTuTi ramaa. siganis mixedviT sworebis borotad gamoyeneba ar Rirs (nax. 7.7). 

striqonebis sworeba xorcieldeba sityvebs Soris probelebis gaWimvis xarjze. am dros Se-
saZloa teqstis vizualuri erTgvarovnebis araesTetikuri da umarTavi damaxinjeba. maTi gada-
laxva xdeba gadatanebis gamoyenebis xarjze, Tumca maTi avtomaturi dawyobis meqanizmi axal 
problemebs warmoSobs. isini SeiZleba aitano studentur referatSi, magram ufro warmomad-
genlobiT dokumentSi gadatanebis xeliT sworeba mogiwevT.  

striqonebis sworebas aseve ukavSirdeba adre aRniSnuli problema _ sasven niSnebTan pro-
belebis araTanabarzomiereba, magaliTad, tiresTan. am problemas gadalaxaven fiqsirebuli si-
ganis probelebis gamoyenebiT.  

yvelafer zemoaRniSnuls martiv daskvnamde mivyavarT: siganis mixedviT sworeba _ Sromate-
vadi meqanizmia, romelic dokumentis didi moculobis xeliT damuSavebas moiTxovs, rac gansa-
kuTrebuli aucileblobis gareSe ar aris sasurveli. magram Tu mas ukve mimarTeT, maSin ga-
moiyeneT aseTi sworeba im masalebisTvis, romlebic Semdgom dasamuSaveblad gadaecema, magali-
Tad, redaqciaSi gasagzavni masalebisTvis.  

marjvena napirTan sworeba 

qarTul enaze Sesrulebuli dokumentebisTvis marjvena napirTan sworeba SedarebiT iSviaTi 
ileTia, romelsac iyeneben specialuri formatirebis miznebiT. misi erT-erTi gamoyenebaa dama-
tebiTi masalebis saTaurebi. sworebis am tips aseve iyeneben ricxobrivi masalis Semcveli 
cxrilebis ujredebSi.  



 

სასწავლო სტუდია PARADOX+, ტელ: 822-18-19-18 50

centris mixedviT sworeba 

sworeba centris mixedviT _ gamomsaxvelobis amaRlebis mZlavri saSualebaa da am saxiT is 
gamoiyeneba saTaurebis gasaformeblad (nax. 7.8). zogierT SemTxvevaSi sworebis es meTodi ga-
moiyeneba cxrilebSic. ZiriTadi teqstis abzacebs, rogorc wesi, centris mixedviT ar asworeben. 

 
nax. 7.7. siganis mixedviT sworeba gansakuTrebul yuradRebasa da zrunvas moiTxovs 
 

 
nax. 7.8. centris mixedviT sworebas iyeneben saTaurebis gasaformeblad 
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abzacuri kidekanebi 

abzacis kidekanebi _ es aris parametrebi, romlebic gansazRvraven abzacis striqonebis ho-
rizontalur mdebareobas sabeWdi gverdis marcxena da marjvena vertikalur mindvrebTan mimar-
TebaSi. asxvaveben abzacis kidekanebis Semdeg saxeebs: abzacis kidekanebs marcxnidan da 
marjvnidan, aseve abzacis pirveli striqonis kidekans (SeWras da Sverils). 

abzacis kidekani _ es aris manZili abzacis gverdiTa napirsa da gverdis Sesabamis min-
dors Soris. ganarCeven marcxena da marjvena kidekanebs. marcxena kidekani emsaxureba gverdze 
abzacis gamoyofas: is xazs usvams dokumentis struqturas. mas niSnaven formatirebis funqci-
urobis principis Sesabamisad. Cveulebrivi praqtikaa: rac ufro naklebia ganyofilebis (saTau-
ris) funqciuri done, miT metia marcxniv abzacis kidekanis sidide. Tavis mxriv, dokumentebisT-
vis marjvena kidekani iSviaTad aris gamoyenebuli da mxolod marjvena napirTan sworebuli ab-
zacebisTvis gamoiyeneba. 

pirveli striqonis kidekani. pirveli striqonis kidekans teqnikuris garda esTeti-
kuri daniSnulebac aqvs da am saxiT farTod aris cnobili saxelwodebiT `wiTeli striqoni~. 
es aris abzacis pirveli striqonis damatebiTi marcxena kidekani. TiToeuli abzaci damoukide-
beli informaciuli obieqtia, romelic Setyobinebas gamoxatavs, pirveli striqonis kidekani ki 
zrdis am Setyobinebis garCevadobas da amartivebs dokumentis gadaxedvas misi Ziebisas.  

pirveli striqonis Sverili _ teqnikuri elementia, pirveli striqonis kidekanis sa-
pirispiro. es aris `kidekani piriqiT~. faqtobrivad ki, es aris mTeli abzacis damatebiTi marc-
xena kidekani, pirveli striqonis gamoricxviT. Sverilis daniSnuleba igivea, rac kidekanis: aa-
maRlos abzacSi moqceuli Setyobinebis gamorCeuloba. es elementi ara mxolod gexmarebaT sa-
Wiro Setyobinebis povnaSi, aramed mis gamotovebaSic, Tu ar gWirdebaT. rogorc erT, ise meore 
SemTxvevaSi pirveli striqonis Sverilis Seqmna dokumentbrunvis efeqturobis amaRlebis teqni-
kuri ileTia.  

abzacuri kidekanebis momarTva 

abzacuri kidekanebisTvis momarTvis sabazo saSualebaa dialoguri fanjara Paragrahp-
abzaci, romelic warmodgenilia naxatze 7.9. is ixsneba damatebiTi momarTvis Rilakze dawkapu-
nebiT jgufSi Paragrahp-abzaci (oridan nebismier jgufSi, programaSi arsebulTagan). 
 

 
nax. 7.9. abzacis kidekanebis momarTva 
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1. moniSneT dasaformatebeli teqsti da CanarTze Home-mTavari an Page Layouts-gverdis mo-

niSvna jgufSi Paragrahp-abzaci daaWireT damatebiTi momarTvis Rilaks _ gaixsneba dialoguri 
fanjara Paragrahp-abzaci (nax. 7.9) Tu aranairi teqsti ar aris moniSnuli, momarTva moqmedebs 
mimdinare abzacze _ imaze, romlis farglebSic ganTavsebulia Seyvanis kursori. 

2. abzacuri kidekanebis momarTva xorcieldeba CanarTze Indents and Spacing-kidekanebi da in-
tervalebi. 

3. marcxena kidekani mieTiTeba mricxvelis Left-marcxniv meSveobiT panelze Indenation-
kidekani. 

4. Tu aucilebelia kidekani marjvniv, mis sidides miuTiTeben mricxveliT Right-marjvniv. 
5. alami Mirror indents-sarkisebri kidekanebi uzrunvelyofs moqnil momarTvas, romelsac ar 

floben umravlesoba samagido sagamomcemlo sistemebic ki. es siaxlea, romelic pirvelad 
gaCnda 2007 wlis versiaSi. is gamoyenebadia sabeWdi gverdebis gaSlasTan da saSualebas iZleva 
sxvadasxvagvarad moimarTos kidekanebi kenti da luwi gverdebisTvis. am almis CarTvis Semdeg 
mricxvelebi Left-marcxniv da Right-marjvniv icvleba mricxvelebiT Inside-SigniT da Outside-
gareT. 

6. gaSlad siaSi Special-specialuri airCieT abzacis pirveli striqonis gaformebis meTodi: 
First Line-kidekani an Handing-Sverili. 

7. mierTebul mricxvelSi miuTiTeT pirveli striqonis kidekanis sidide. 
8. momarTvebi aamoqmedeT da dialoguri fanjara Paragrahp-abzaci daxureT Rilak OK-ze 

daWeriT. 

abzacuri kidekanebis operatiuli momarTva 

abzacis kidekanebis operatiul marTvas emsaxureba saSualebebi, romlebic ganTavsebulia 
CanarTebis Home-mTavari da Page Layouts-gverdis moniSvna jgufebSi Paragrahp-abzaci (nax. 7.10). 
isini moqmedebs abzacebze, romlebic moniSnul teqsts Seicaven, moniSnuli teqstis ararsebobis 
SemTxvevaSi ki _ im abzacze, romelSic kursori mdebareobs.  

1. ricxobrivi formiT marcxena da marjvena napiridan kidekans miuTiTeTben mricxvelebis 
Indent-kidekanis meSveobiT jgufSi Page Layouts-gverdis moniSvna ► Paragrahp-abzaci. 

2. marcxena napiridan kidekanis sidides amcireben Rilakis Descrease Indent-kidekanis Semci-
rebis daxmarebiT. Cveulebriv is Seesabameba abzacis struqturuli donis gazrdas. 

3. ukumoqmedebas _ marcxena mindvridan kidekanis gazrdas da abzacis struqturuli donis 
Semcirebas _ axorcieleben Rilak Increase Indent-kidekanis gazrdaze dawkapunebiT.  

4. jgufebSi Paragrahp-abzaci ar aris saSualebebi pirveli striqonis parametrebis samarTa-
vad. misTvis kidekanis/Sverilis momarTvis aucileblobis SemTxvevaSi gaxseniT dialoguri fan-
jara Paragrahp-abzaci damatebiTi momarTvis Rilakze dawkapunebiT da isargebleT saSualebe-
biT, romlebic zemoT nax. 7.9.-zea warmodgenili.  
 

 
nax. 7.10. kidekanebis operatiuli momarTva 

formatuli saxazaviT sargebloba 

saxazavi _ es marTvis specialuri grafikuli elementia, romelic saSualebas iZleva Tval-
saCinod iyos warmodgenili abzacis formatirebis parametrebi da imarTos isini grafikuli 
markerebis gadaadgilebiT (nax. 7.11). saxazavi irTveba alam Ruler-saxazavis dayenebiT jgufSi 
Show/Hide-Cveneba an dafarva instrumentuli lentis CanarTze View-xedi. 

  
saxazavTan ufro mosaxerxeblad rom imuSaoT, CarTeT damxmare grafikuli badis asaxva. is 

mieTiTeba alam Gridline-badis momarTviT CanarT View-xedis jgufSi Show/Hide-Cveneba an dafarva. 
 
saxazavis Skala TvalsaCinod awarmoebs sabeWdi gverdis parametrebs. saxazavis saerTo ga-

Wimuloba udris sabeWdi listis siganes. saxazavis marcxena da marjvena nawilebi Semuqebulia. 
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ase aris warmodgenili sabeWdi listis marcxena da marjvena mindvrebi. saxazavis Sua nawili 
mkafiod aris moniSnuli: is warmoadgens sabeWdi gverdis akrefis zols (nax. 7.12). Skala gra-
duirebulia im sazom erTeulebSi, romlebzec aris momarTuli programa6. Cvens magaliTSi es 
aris milimetrebi. 

 
nax. 7.11. saxazavi da bade _ grafikuli formatirebis damxmare saSualebebi 

 
saxazavze mimdinare abzacis kidekanebis sami markeri mdebareobs: marcxena kidekanis markeri, 

marjvena kidekanis markeri da pirveli striqonis kidekanis markeri. erTi mxriv, isini asaxaven 
mimdinare abzacis momarTvebs, meore mxriv ki saSualebas iZlevian Seicvalos es momarTvebi. es 
xdeba markeris gadaadgilebiT, Tagvis Rilakis SeyovnebiT. Tu dokumentSi ramdenime moniSnuli 
abzacia, maTi kidekanebis momarTvebi erTdroulad icvleba.  
 

 
nax. 7.12. saxazavis anatomia 
 

 saxazavi _ formatirebis mosaxerxebeli da TvalsaCino instrumentia, oRond, mxolod lo-
kaluri, adgilobrivi formatirebis. nu ecdebiT misi meSveobiT mTeli dokumentis gaforme-
bas _ aqedan kargi araferi gamogivaT. amisTvis aris mowodebuli stiluri formatirebis 
saSualebebi, romlebsac ganvixilavT me-10 TavSi. sanam markerebs daZravT, moniSneT konkre-
tuli obieqti: abzaci, saTauri, cxrili. 

saxazavis gamoyenebis moxerxebisTvis rekomendebulia damxmare badis gamosaxulebis CarTva 
(View-xedi ► Show/Hide-Cveneba an dafarva ► Gridlines-bade). am dros gadaadgilebis markerebi 
moxerxebulad fiqsirdeba badis kvanZebSi. gulisxmobis mixedviT badis nabiji graduirebulia 
ara metrul erTeulebSi, aramed duimis wilebSi, Tanac ar eqvemdebareba koreqcias programis 
sabazo momarTvis meSveobiT dialogur fanjaraSi Word Options-Word-is parametrebi. Tumca badis 
momarTva SeiZleba Seswordes sxva meTodiT. CanarTze Page Layouts-gverdis moniSvna jgufSi Ar-
range-mowesrigeba gaxseniT meniu Align-sworeba da airCieT masSi brZaneba Grid Settings-badis para-
metrebi. is xsnis dialogur fanjaras Drawinf Grid-badesTan mierTeba, romelSic aris horizon-
talisa da vertikalis mixedviT badis nabijis mosamarTi saSualebebi. 

Tu gWirdebaT markerebis pozicirebis momatebuli sizuste, isini gadaaadgileT klaviS ALT-
is SeyovnebiT. am SemTxvevaSi, rogorc naCvenebia nax. 7.13.-ze, pozicirebis sizuste izrdeba mi-
limetris meaTed wilamde (an duimis meased wilamde).  
 

 
nax. 7.13. markerebis zusti pozicireba 

abzacSorisi intervalebi 

rogorc abzacebis kidekanebi qmnian gverdze teqsturi obieqtebis horizontalur mdebareo-
bas, iseve gansazRvraven abzacSorisi intervalebi obieqtebis mdebareobas. rogorc nebismieri 
sxva formatireba, isinic emsaxurebian teqnikuri gamomsaxvelobis amocanebis gadawyvetas. maTi 
funqciaa _ abzacebisa da saTaurebis gamijvna dokumentis struqturis optimaluri warmodgenis 
mizniT.  

abzacSorisi intervalebi _ abzacis mosamarTi Tvisebaa. aseTi Tviseba oria: intervali ab-
zacis win da intervali mas Semdeg. pirveli gansazRvravs manZils winamorbedi abzaci-
dan/saTauridan, xolo meore _ manZils Semdeg abzacamde/saTauramde.  

                                                 
6 Office ► Word Options-Word-is parametrebi ► Advanced-damatebiT ► Display-ekrani ► Show measurements 
in units of -sazomi erTeuli 
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abzacSorisi intervalebis sidides zomaven da miuTiTeben poligrafiul punqtebSi. momarT-
vis ZiriTadi saSualebaa _ mricxvelebi Before-win da After-Semdeg panelze Spacing-intervali di-
alogur fanjaraSi Paragraph-abzaci (nax. 7.9). momarTvis operatiuli saSualebaa _ mricxvelebi 
Before-win da After-Semdeg jgufSi Paragraph-abzaci CanarTze Page Layouts-gverdis moniSvna. 

abzacSoris intervalebs momarTaven formatirebis funqciurobis principebis Sesabamisad. am 
dros Semdegi rekomendaciebiT xelmZRvaneloben: 

1. ganyofilebebis saTaurebisTvis abzacSorisi intervalebis sidides miuTiTeben saTauris 
donis gaTvaliswinebiT: rac ufro metia done, miT metia intervali. 

2. saTauris win intervalis sidides miuTiTeben 2-3-jer mets, vidre saTauris Semdeg inter-
valis sidides.  

3. Tu ZiriTadi teqstis abzacebs aqvT pirveli striqonis kidekani/Sverili, maT ar unda 
hqondeT abzacSorisi intervalebi. piriqiTac SeiZleba. Tu ZiriTadi teqstis abzacebs ar aqvT 
pirveli striqonis kidekanebi, maT unda hqondeT abzacSorisi intervalebi. winaaRmdeg SemTxve-
vaSi, isini gamorCeulobas kargaven.  

4. Tu dokuments ramdenime sveti aqvs, abzacSorisi intervalebis gamoyeneba ZiriTad 
teqstSi ar aris rekomendebuli: isini arRveven striqonebis sworebas (nax. 7.14). saTaurebis in-
tervalebi, Tavis mxriv, Zalian akuratulad unda momarToT: punqtamde sizustiT.  
 

 
nax. 7.14.  

striqonSorisi intervali 

striqonSorisi intervali (interliniaJi) _ es aris manZili teqstis mezobeli striqonebis 
sabazo xazebs Soris. es sidide izomeba Sriftis simaRlis erTeulebSi. anu, Tu sabazo xazebs 
Soris manZili Sriftis simaRlis tolia (SegaxsenebT, rom is izomeba sabazo xazidan asomTa-
vruli asoebis zeda napiramde), maSin striqonSorisi intervali erTia (1,0) an 100%. 

1-punqtiani striqonSorisi intervali ar aris sakmarisi dokumentTan komfortuli muSao-
bisTvis da gamoiyeneba mxolod Savi samuSaosTvis an qaRaldis dazogvis aucileblobisas. kom-
fortuli wakiTxvisTvis striqonSorisi intervalis optimaluri sidide mdebareobs diapazonSi 
120%-dan (Sriftebi asoebis boloebze naWdevebiT) 150%-mde (Srifti naWdevebis gareSe). Tu doku-
menti mzaddeba xeliT redaqtirebisa da SesworebisTvis, unda gamoiyenoT ormagi interliniaJi 
(200%). striqonSoris ormag intervals iyeneben aseve saswavlo dokumentebSi, Tu xelmZRvanelma 
sxva ar migiTiTaT. 

interliniaJis momarTvis operatiuli saSualebaa _ Rilaki Line spacing-striqonSorisi in-
tervali CanarT Home-mTavaris jgufSi Paragraph-abzaci. am Rilakze dawkapuneba xsnis menius, 
romelic ramdenime farTod gavrcelebul mniSvnels xsnis. Tu es mniSvnelebi ar aris sakmarisi, 
SeiZleba isargebloT ufro mZlavri saSualebebiT. isini mdebareobs panelze Spacing-intervali 
dialogur fanjaraSi Paragraph-abzaci. 

1. moniSneT dasaformatebedi teqsti da CanarT Home-mTavaris jgufSi Paragraph-abzaci daa-
WireT damatebiTi momarTvis Rilaks _ gaixsneba dialoguri fanjara Paragraph-abzaci. Tu ara-
nairi teqsti ar aris moniSnuli, momarTva moqmedebs mxolod mimdinare abzacze. 

2. striqonSorisi intervalis momarTva xorcieldeba CanarTze Indents and Spacing-kidekanebi 
da intervalebi (nax. 7.15). 

3. gaSlad siaSi Line spacing-striqonSorisi airCieT striqonSorisi intervalis tipi: erTi, 
erTnaxevriani, ormagi. Tu aucilebelia gansakuTrebuli sididis miTiTeba, magaliTad, 1,3-is, 
airCieT mniSvneli Multiple-mamravli. 

4. mamravlis sidide airCieT mricxvelSi At-mniSvneli. sidide mieTiTeba mricxvelis Rila-
kebis daxmarebiT (0,5-is nabijis saSualebiT) an mricxvelis mindorSi xeliT SeyvaniT.  

5. aamoqmedeT momarTvebi da daxureT dialoguri fanjara Paragraph-abzaci Rilak OK-ze 
daWeriT.  
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mdebareoba gverdze da formatirebis gamoricxva 

mdebareobis Tviseba _ es Tvisebebis gansakuTrebuli jgufia, romlebic gansazRvraven mim-
dinare abzacis sxva abzacebTan da sabeWdi gverdis elementebTan urTierTqmedebas. am jgufis 
Tvisebebis momarTva xorcieldeba CvenTvis ukve nacnobi dialoguri fanjris Paragraph-abzaci 
CanarTze Line and Page Breaks-mdebareoba gverdze (cxrili 7.4). imave CanarTze moyvanilia marTvis 
elementebi formatirebis gamoricxvis mosamarTad (cxrili 7.5).  
 

 
nax. 7.15. striqonSorisi intervalebis momarTva 

 
cxrili 7.4. gverdze mdebareobis Tvisebebi 
 

parametri aRwera rekomendacia 
Window/Orphan 
control-dakidebuli 
striqonebis 
akrZalva 

abzacis gayofis dros or gverds Soris ar 
aris miRebuli erTi striqonis arc 
datoveba da arc gadatana. aseT striqonebs 
dakidebulebs uwodeben. 

moimarTos yvela 
abzacisTvis 

Keep with next-
Semdegidan ar 
mowydes 

momarTva uzrunvelyofs abzacebis wyvilis 
uwyvet kavSirs. Cveulebriv, aseT wyvils 
qmnian saTauri da mis Semdeg momavali 
ZiriTadi teqstis abzaci 

moimarTos saTaurebisTvis 

Keep Lines together-
ar gawydes abzaci 

am almis dayeneba krZalavs abzacis 
gayofas gverdebs Soris 

moimarTos saTaurebisTvis 

Page Break before-
axali gverdidan 

abzaci iwyeba axali gverdidan. am 
momarTvas iyeneben mxolod maRali donis 
ganyofilebebis saTaurebisTvis. yuradReba 
miaqcieT imas, rom es ganyofilebis 
gayofis specialuri niSnebis gamoyenebis 
saintereso alternativaa 

moimarTos maRali donis 
saTaurebisTvis 

 
cxrili 7.5. formatirebis gamoricxvis momarTva 
 

parametri aRwera rekomendacia 

Suppress line numbers-
striqonebis nu-
meraciis akrZalva 

striqonebis numeracias iyeneben an proeq-
tebis momzadebisas koleqtiuri ganxil-
visTvis, an specialuri dokumentebis Seqm-
nisas: prais-listebis, specifikaciis da a.S. 
aRniSnuli almis aRmarTva gamoricxavs 
gansazRvruli abzacebis striqonebis nume-
racias 

moimarTos saTaurebisTvis 

Don't hyphenate-
sityvebis avtoma-

gadatanebi uadgiloa saTaurebsa da cxri-
lebSi. xSirad maT gaurbian markirebul da 

moimarTos saTaurebisa da 
sxva abzacebisTvis saWi-
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turi gadatanis 
akrZalva 

danomril siebSi, aseve yvela saxis abzac-
Si, romlebsac siganis mixedviT sworeba ar 
aqvT 

roebisamebr 

abzacebis grafikuli gaformeba 

abzacebis yvela gaformeba, romelsac am momentamde ganvixilavdiT, teqsturi iyo. amasTan 
erTad, abzacebi SeiZleba iyos gaformebuli grafikuli elementebis gamoyenebiT: konturuli 
CarCoebisa da Sida fonebis (nax. 7.16). am elementebis daniSnulebaa abzacebis gancalkeveba maTi 
gamomsaxvelobis amaRlebis mizniT. gamoyenebis ubani _ upiratesad eleqtronuli dokumentbrun-
va, Tumca garnituruli nakrebis, Sriftis zomisa da moxazulobis arCevis cnobili SezRudve-
bis dacvisas, abzacebis grafikuli gaformeba Sesabamisi raodenobiT gvxvdeba aseve sabeWd do-
kumentebSi. 

abzacebis grafikuli gaformebis Tvisebebi 

mkiTxvels SevaxsenebT, rom aRniSnul TavSi Cven vsaubrobT abzacebis Tvisebebze. Sesabami-
sad, abzacebis grafikuli gaformebis yvela elementic am abzacebis Tvisebebia, da aranairad ar 
aris grafikuli obieqtebi. ase magaliTad, ar SeiZleba CarCos daxatva an waSla abzacis peri-
metris mixedviT; ar SeiZleba misi gaWimva, SekumSva, gadaadgileba. abzacis CarCo aris ara ob-
ieqti, aramed aRniSnuli abzacis Tviseba. Tu is CarTulia, CarCo avtomaturad aisaxeba. am dros 
misi asaxvis saSualeba ganisazRvreba Semdegi momarTvebiT:  

• CarCos arseboba da saxe; 

• CarCos asasaxi mxareebi; 

• konturis xazis saxe; 

• xazis feri; 

• xazis sisqe; 

• fonis arseboba da tipi (feriT an moxatulobiT Seferva); 

• fonis feri an fonis moxatuloba. 
 

 
nax. 7.16. abzacebis garfikuli gaformeba xorcieldeba abzacis Tvisebebis momarTviT 

abzacis grafikuli gaformebis momarTva 

1. jgufSi Paragraph-abzaci CanarTze Home-mTavari daaWireT Rilaks Border and Shading-
sazRvrebi da foni  _ gaixsneba dialoguri fanjara Border and Shading-sazRvari da foni, ro-
melic warmodgenilia naxatze 7.17. 

 Rilaks Border and Shading-sazRvrebi da foni aqvs konteqsturi qmedeba. misi funqcia air-
Ceva mierTebul gaSlad siaSi. daawkapuneT gaSlad Rilakze da airCieT gaxsnil meniuSi punqti 
Border and Shading-sazRvrebi da foni. 

 am momarTvis Semdeg Rilakze dawkapuneba gaxsnis dialogur fanjaras Border and Shading-
sazRvrebi da foni. 

2. abzacis CarCos Tvisebebis momarTvaze pasuxs ageben CanarT Border-sazRvris marTvis ele-
mentebi. 

3. siaSi tipi airCieT CarCos SesaZlo tipebidan erT-erT (abstraqtul tips ara iyeneben, 
rodesac saWiroa CarCos asaxvis gamorTva).  
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4. Style-stili airCieT xazis tipi.  
5. gaSlad siaSi Color-feri airCieT CarCos feri. 
6. xazis sisqe airCieT gaSlad siaSi Width-sigane. 

 
nax. 7.17. abzacis grafikuli gaformebis momarTva 
 

7. CarCos TiToeuli mxris parametrebi SeiZleba individualurad moimarTos. mosamarTi 
mxareebis CarTva da gamorTva xorcieldeba Rilakebis meSveobiT panelze Preview-nimuSi. 

8. momarTvis Sedegi nimuSis mixedviT akontroleT. 
9. fonis Sefervis parametrebis mosamarTad gaxseniT CanarTi Shading-foni. 
10. aamoqmedeT momarTvebi da daxureT dialoguri fanjara Border and Shading-sazRvrebi da 

foni Rilak OK-ze daWeriT. 

markirebuli da danomrili siebi 

sia _ es logikurad dakavSirebuli erTgvarovani elementebis dacalkevebuli jgufi an 
Tanmimdevrulobaa. Word-is dokumntebSi siebis elementebi gamoxataven informaciul Setyobine-
bebs da abzacebis statusi aqvT. Sesabamisad, siebis elementebi floben formatirebis Tvisebebs, 
romelic abzacebisTvis, da ara mxolod maTTvis aris damaxasiaTebeli. rogorc siebis elemen-
tebi, isini formatirebis damatebiT Tvisebebs iZenen. 

funqciurad gansxvavdeba sami saxis siebi: markirebuli, danomrili da struqturirebuli 
(mravaldoniani). es saxeebi gansxvavdeba rogorc daniSnulebiT, ise gaformebiT. siis TiToeuli 
tipis formatirebas Taviseburebebi aqvs. 

markirebuli sia gamoxatavs elementebis kuTvnilebas saerTo jgufTan da am jgufs 
acalkevebs dokumentis sxva elementebisgan. elementebis jgufuri kuTvnileba gamoixateba erT-
tipiani formatirebiT da xazgasmulia saerTo grafikuli markeriT, romelic siis dasawyisSi 
Tavsdeba. rogorc wesi, markirebuli siis pirveli striqonisTvis niSnaven abzacur kidekans. is 
markers damatebiT gamomsaxvelobas sZens.  

danomrili sia gansxvavdeba markirebulisgan imiT, rom ara mxolod gamoxatavs elemen-
tebis jgufur kuTvnilebas, aramed aseve adgens maTi mimdevrobis wesrigs. jgufuri kuTvnileba 
gamoixateba erTtipiani formatirebiT, mimdevrobis wesrigi ki gamoixateba ricxobrivi an anba-
nuri markeriT.  

struqturirebuli sia gansxvavdeba ramdenime donis arsebobiT, rac saSualebas iZleva 
erTdroulad gamoixatos elementebis kuTvnileba saerTo jgufebisadmi da warmoadginos am 
jgufebis daqvemdebareba. programis terminebSi struqturirebul siebs uwodeben mravaldonia-
nebs. isini iTavseben markirebuli da danomrili siebis rig Tvisebebs, magram maT amateben saku-
Tar Taviseburebebs. Cven siebis am saxes ganvixilavT Semdeg ganyofilebaSi 7.6.  

siebis Seqmnis meTodebi 

arsebobs siebis Seqmnis ori meTodi. sia SeiZleba miRebul iqnas mza teqstis gardaqmniT an 
monacemTa avtomaturi formatirebiT Seyvanisas. pirveli meTodi _ ufro universaluria. is ab-
soluturad gamocnobadia (sia ar iqmneba TavisTavad specialuri brZanebis gareSe), is SeiZleba 
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gamoiyenoT rogorc sakuTari siebis Seqmnisas, aseve TanaSemweebis an kolegebis mier Seqmnili 
dokumentebis redaqtirebisas.  

meore meTodi avtomatikas eyrdnoba da xandaxan moulodnel Sedegebs  da SigadaSig arasa-
survel cvlilebebsac iwvevs. maTi gamoyeneba rekomendebulia tipiuri, didi xnis win Semowme-
buli da kargad dawyobili dokumentebis Seqmnisas, magaliTad, sameurneo xelSekrulebebis, in-
struqciebis, brZanebulebebis. am meTods dawvrilebiT ganvixilavT me-8 TavSi, romelic eZRvneba 
monacemTa efeqturi Seyvanis saSualebebs, aq ki SevCerdebiT Cveulebrivi teqstis markirebul 
da danomril siebad gardaqmnaze.  

teqstis gardaqmna markirebul siad 

teqstis abzacebis siis elementebad operatiuli gardaqmnisTvis, mosaxerxebelia isargeb-
loT CanarT Home-mTavaris jguf Paragraph-abzacebis RilakebiT. aq warmodgenilia sami Rilaki: 
Billet-markerebi, Numbering-danomvra da Multilevel List-mravaldoniani sia (nax. 7.18). isini Seesabame-
bian sami saxis sias: markirebuls, danomrilsa da mravaldonians. 

formatirebis TiToeul RilakTan aris mierTebuli Rilaki, romelic xsnis namzadebis bib-
lioTekas. magaliTad, biblioTeka markirebuli siebisTvis Seicavs damzadebuli markerebis ko-
leqcias, xolo danomrili siebisTvis biblioTeka Seicavs numeraciis variantebs (arabuli ci-
frebi, romauli cifrebi, anbanuri numeracia da a.S.).  

magaliTisTvis ganvixilavT qalaqebis mcire siis formatirebas. 
1. Tavdapirvelad SevqmnaT siis elementebis nakrebi. SeiyvaneT qalaqebis saxelwodebebi, 

maTi dayofiT klaviS ENTER-ze daWeriT.  
 

 
nax. 7.18. teqsturi abzacebis siis elementebad gardaqmnis saSualebebi 
 
2. axla moniSneT elementebi nebismieri mosaxerxebeli saSualebiT, magaliTad, Tagvis mima-

niSneblis gaWimviT. 
3. daawkapuneT Rilakze Billet-markerebi, da TiToeuli elementis win dadgindeba simboluri 

markeri. Cveulebriv gamoiyeneba is markeri, romelic ukanasknelad gamoiyeneT. Tu markerebiT 
aqamde arc erTxel ar gisargebliaT, dgindeba gulisxmobis mixedviT miRebuli markeri. 

4. aucileblobis SemTxvevaSi siis markerebi SeiZleba daiZras formatirebis saxazavis meS-
veobiT. markerebis mdebareobas siaSi Seesabameba saxazavze pirveli striqonis kidekanis marke-
ris mdebareoba. moniSneT siis elementebi, ris Semdegac pirveli striqonis markeri axal adgi-
las gadaitaneT. 

5. Tu daniSnuli markeri raRac mizezebis gamo ar gakmayofilebT, daaWireT gaSlad Rilaks 
Rilak Billet-markerebis gverdiT _ gaixsneba markerebis galerea. rac ufro male iqneba siaSi 
moniSnuli elementebi, Tagvis mimaniSneblis gadaadgileba galereis elementebs Soris axali 
markerebis demonstrirebas gamoiwvevs. daadastureT ganxorcielebuli arCevani Tagvis ZiriTadi 
Rilakis dawkapunebiT. 

gamosaxulebebis markerebis saxiT gamoyeneba 

survilis mixedviT miTiTebuli markeris nacvlad SeiZleba gamoiyenoT nebismieri teqsturi 
simboloa an winaswar SerCeuli ilustracia (nax. 7.19). arCevis variantebi ixsneba gaSladi siis 
meSveobiT, romelic mibmulia siis formatirebis RilakTan. 

1. moniSneT teqstSi abzacebi, romlebic iqneba gamoyenebuli siis elementebis saxiT. 
2. jgufSi Paragraph-abzaci CanarTze Home-mTavari daaWireT gaSlad Rilaks Rilak Billet-

markerebis gverdiT _ gaixsneba markerebis biblioTeka (nax. 7.20).  
3. Tu biblioTekaSi warmodgenilTagan arc erTi markeri ar Seesabameba Tqvens miznebsa da 

amocanebs, isargebleT brZanebiT Define New Bullet-axali markeris gansazRvra. 
4. es brZaneba xsnis dialogur fanjaras brZanebiT Define New Bullet-axali markeris gan-

sazRvra. 
5. markeris saxiT SegiZliaT gamoiyenoT nebismieri garnituruli nakrebis TviTneburi sim-

bolo, romelic kompiuterzea dayenebuli. nakrebisa da simbolos asarCevad daaWireT Rilaks 
Symbol-simbolo. 
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6. Tu markeris saxiT gamoyenebulia simbolo, misi zoma da moxazuloba SeiZleba moimar-
Tos. amas emsaxureba dialoguri fanjara, romelic ixsneba Rilak Font-Sriftze daWeriT. 

7. momarTvis Sedegebi akontroleT winaswari gadaxedvis ubanSi. 
8. markeris saxiT SeiZleba gamoiyenoT winaswar momzadebuli grafikuli gamosaxuleba. mis 

asarCevad daaWireT Rilaks Pictures-naxati. 
9. Rilak Pictures-naxatze daWera xsnis dialogur fanjaras Picture Bullet-daxatuli markeri. 

is Seicavs momzadebuli gamosaxulebebis SezRudul koleqcias. 
 

 
nax. 7.19. gamosaxulebis gamoyeneba markeris saxiT 

 
10. ormagi dawkapunebiT airCieT sasurveli gamosaxuleba. 
11. markerebis saxiT gamoyenebisTvis yvelaze bunebrivia veqtoruli gamosaxulebebi (kli-

partebi), magram grafikuli markerebis koleqcia, mowodebuli Microsoft Office 2007-is paketis Se-
madgenlobaSi, ar aris didi. 

12. damatebiTi klipartebi SeiZleba miRebul iqnas internetidan. Tu qselTan kavSiri gaqvT, 
daayeneT alami Include content from Office Online-CairTos Semadgenloba Office Online-is veb-kvanZidan.  

13. markeris saxiT daSvebulia aseve wertilovani gamosaxulebis gamoyeneba, romelic miTi-
Tebul failSi inaxeba. failis CatvirTvis dialoguri fanjara ixsneba Rilak Import-importze 
daWeriT. 
 

 
nax. 7.20. markerebis biblioTeka 
 

faili markeris saxiT gamosayenebeli gamosaxulebiT, winaswar unda moamzadoT. gamosax-
ulebis zoma aseve sasurvelia specialurad daayenoT, sxvagvarad programas mouwevs masStabi-
rebis ganxorcieleba, es ki arapraqtikuli da araefeqturia. amgvarad, 1012-punqtiani SriftiT 
akrefili dokumentebisTvis yvelaze racionaluria gamoiyenoT gamosaxuleba 16X16 wertiliT 
(piqseliT). ufro msxvili simboloebisTvis gamosaxulebis zoma SeiZleba ufro didic mieTi-
Tos. 
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teqstis gardaqmna danomril siad 

formalurad danomrili siebi gansxvavdeba markirebulTagan imiT, rom maTi elementebi iwe-
reba ara markerTan striqonis dasawyisSi, aramed numeraciis niSnis dasawyisidan. amiT forma-
luri sxvaobebi ar mTavrdeba, da SemdgomSi ufro mniSvnelovani gansxvavebebi mosdevs.  

pirvel rigSi, danomrili sia uzrunvelyofs monacemTa organizacias elementebis mowesri-
gebis meSveobiT, markirebuli sia ki _ dajgufebis saSualebiT. meorec, danomril sias avtoma-
turad emsaxureba programa. scadeT adgilebi gaucvaloT danomrili siis or elements, rogorc 
naCvenebia naxatze 7.21, da dainaxavT, rom maTi danomvra avtomaturad Seicvleba.  
 

 
nax. 7.21. siis elementebis gadawyobisas maTi nomrebi avtomaturad icvleba 
 
teqstis abzacebi danormil siad gardaiqmneba zustad ise, rogorc markirebulad. erTader-

Ti sxvaobaa _ siis elementebis moniSvnis Semdeg unda daaWiroT Rilaks Nembering-numeracia 
(nax. 7.18). am dros gamoiyeneba nomris Caweris is formati, romelic iqna gamoyenebuli bolos. 
sxva formatebi unda airCioT namzadebis koleqciaSi, romelic ixsneba mierTebuli RilakiT 
(nax. 7.22). 

damatebiTi brZanebebi, romlebic ganTavsebulia formatebis koleqciis Semdeg, saSualebas 
iZlevian miuTiToT sawyisi mniSvneli (siis pirveli elementis mniSvneli), SecvaloT danomvris 
formati (airCioT Srifti, zoma, moxazuloba), SecvaloT done siis moniSnuli elementebisTvis. 

struqturirebuli siebi 

programis terminologiaSi struqturirebul siebs mravaldonianebs uwodeben. maTi gamoye-
nebis saxasiaTo ubania _ samarTlebrivi dokumentebi, statiebis krebulebi, moculobiTi naSro-
mebi, romlebsac struqturuli CanarTebi aqvT, magaliTad, danomrili naxatebi, cxrilebi, sqeme-
bi, diagramebi, listingebi da sxva Casmuli obieqtebi. 

Tu dokuments rTuli struqtura aqvs, romlis umniSvnelo Secvla Semadgenlobis mniSvne-
lovan gadalagebas iwvevs, e.i. mocemul SemTxvevaSi gansakuTrebuli yuradReba unda miaqcioT 
struqturirebuli siebis gamoyenebis SesaZleblobas. magaliTad, Tu samuSao aTasobiT ilu-
stracias Seicavs, romlebic erTmaneTis mimdevrobiT aris danomrili, maSin axali naxatis Cas-
mis Semdeg sadRac dokumentis dasawyisSi, saWiro gaxdeba mTeli naSromis gadamuSaveba, aseu-
lobiT naxatis qveSa xelmoweris Secvla, asobiT gverdis gadaxedva, naxatze aTasobiT bmulis 
moZebna da Sesworeba. yuradReba gaamaxvileT uamrav Secdomaze, romelic gaCndeba aseTi Seswo-
rebis Semdeg, da samuSaos nawili daxarjeT maT likvidaciaze, mxolod amis Semdeg SeafasebT 
struqturirebuli siebis mniSvnelovan rols. 
 

 
nax. 7.22. danomrili siebis momarTvis saSualebebi 
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ZiriTadi cnebebi 

mravaldoniani siebi _ es struqturirebuli siebis kerZo SemTxvevaa. Tu sia struqtu-
rirebulia, magram ar Seicavs dokumentis struqturis elementebs, aseT gamartivebul sias mra-
valdonians uwodeben. mravaldoniani sia aerTianebs Semadgenlobis elementebs.  

kombinirebuli siebi. struqturirebuli siebis elementebi SeiZleba iyos rogorc da-
nomrili, ise markirebuli. Tu sia aTavsebs sxvadasxva tipis elementebs, mas aseve uwodeben kom-
binirebul sias.  

elementis done. struqturirebuli siebis elementebi rigiTi nomris garda damatebiT 
Tvisebas floben _ dones. elementis done gansazRvravs monacemTa am elementis wilis siRrmes 
saerTo struqturaSi. siis elementebis wilis doneebis maqsimaluri raodenobaa_9. 

donis warmodgena. elementis wilis grafikuli done warmodgenilia abzacis kidekaniT, 
pirveli striqonis SveriliT, markeriT an nomriT da formatirebis sxva ileTebiT. elementebis 
formatirebis ileTebi iniSneba formatirebis funqciurobis principis Sesabamisad: rac metia 
elementis mniSvneloba, miT ufro gamomsaxvelia formatireba. 

markireba da numeracia. formatirebis funqciurobis principis Sesabamisad erTi do-
nis elementebi erTtipianad formdeba. mouwesrigebeli elementebi markirdeba erTnairi markere-
biT. mowesrigebuli elementebi aRiniSneba erTi formatis sanomre aRniSvnebiT matebis mimde-
vrobiT.  

struqturirebuli siebis Seqmna 

zustad iseve, rogorc markirebuli da danomrili siebisTvis, teqstis gardaqmna struqtu-
rirebul an mravaldonian siad xorcieldeba erTi daWeriT Rilakze CanarT Home-mTavaris 
jgufSi PAragraph-abzaci. Cveulebriv, moniSnul abzacTan gamoiyeneba is formati, romelic bo-
los iyo gamoyenebuli. Tumca struqturirebul siebs mniSvnelovani sxvaoba aqvT: maTi elemen-
tebi floben parametrs, romelic ar aqvs arc markirebul da arc danomril siebs. es parame-
tria done. donezea damokidebuli elementis gaformeba. sxvadasxva donis elementebi sxvadasx-
vagvarad formdeba. 

elementis done sasurvelia miuTiToT jer kidev teqstis Seyvanis etapze. es xdeba striqo-
nis dasawyisSi klaviS TAB-ze daWeriT. am dros striqonSi Seiyvaneba tabulaciis uxilavi kodi. 
TiToeuli damatebiTi daWera damatebiT kods Seiyvans da zrdis elementis wilis siRrmes er-
TeulSi. mosaxerxebelia, Tu am dros CarTulia uxilavi kodebis asaxvis reJimi (CTRL + SHIFT + 
8), rogorc es naCvenebia Cvens magaliTSi naxatze 7.23.  
 

 
nax. 7.23. struqturirebuli siebis formatireba 
 
moniSneT Seyvanili teqsti da daaWireT Rilaks Multilevel List-mravaldoniani sia. Sedegi av-

tomaturad iqneba formirebuli (nax. 7.23).  
Tu aucilebelia, SegiZliaT airCioT siis formati biblioTekidan. is ixsneba gaSladi Ri-

lakis daWeriT, romelic mierTebulia RilakTan Multilevel List-mravaldoniani sia. 

  
erTi formatis Semowmebisas nu iCqarebT meoris Semowmebas. Tavdapirvelad unda gaauqmoT pir-
veli formatirebis Sedegi (CTRL + Z). gadasvlebi A ► B ► C da A ► C yovelTvis rodia erTmane-
Tis Semcvleli. 
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mravaldoniani siebis momarTva 

mravaldoniani siebis momarTvas emsaxureba dialoguri fanjris Define new Multilevel List-axali 
mravaldoniani siis gansazRvris saSualebebi. 

1. SeqmeniT martivi mravaldoniani sia, romelic ar Seicavs Semadgenlobis struqturis 
elementebs, da daaWireT Rilaks Multilevel List-mravaldoniani sia jgufSi Paragrahp-abzaci Ca-
narTze Home-mTavari _ gaixsneba saTaurebis koleqcia struqturirebuli da mravaldoniani 
siebisTvis. 

2. meniuSi, romelic mdebareobs siebis koleqciis Semdeg, airCieT brZaneba Define new Multile-
vel List-axali mravaldoniani siis gansazRvra. 

3. miTiTebuli brZaneba xsnis dialogur fanjaras Define new Multilevel List- axali mravaldo-
niani siis gansazRvra, romelic warmodgenilia naxatze 7.24.  

4. siis momarTva umjobesia daiwyoT Tvisebebis momarTviT, romlebic saerToa yvela ele-
mentisTvis, maTi donis miuxedavad. amisaTvis daaWireT Rilaks Set for All Levels-yvela donisTvis. 
is xsnis dialogur fanjaras Set for All Levels-parametrebi yvela donisTvis. 

5. pirveli done sabazoa. danarCeni doneebis momarTvebi misgan iTvleba. markeris an nomris 
mdebareoba pirveli donisTvis gamoiTvleba gverdis marcxena sabeWdi mindvridan. miuTiTeT misi 
mdebareoba mricxveliT Bullet/Number position for first level-markeris an nomris mdebareoba pirveli 
donisTvis. 

6. mricxveli Test position for each level-teqstis mdebareoba pirveli donisTvis gansazRvravs 
abzacuri Sverilis sidides pirveli donis elementebisTvis. 

7. Semdegi doneebis elementebis avtomaturi kidekanis sidide mieTiTeba mricxveliT Addi-
tional indent for each level-damatebiTi kidekani TiToeuli donisTvis. 

8. daxureT damatebiTi dialoguri fanjara RilakiT OK. 
9. saerTo momarTvebis Seyvanis Semdeg, siis yvela donisTvis TiToeuli donis cal-calke 

individualur momarTvas SevudgeT. mosamarTi donis nomers virCevT siaSi Click level to modify-
airCieT done cvlilebebisTvis. 

10. arCeuli donisTvis virCevT danomvris saSualebas gaSlad siaSi Number style for this level-
danomvra am donisTvis. Tu numeracia ar aris saWiro, airCieT mniSvneli None-ara. 

11. elementis danomvris an markirebis saSualeba akontroleT mindorSi Enter Formatting for 
number-nomris formati. 

12. garnituris, simbolos, nomris an markeris zomis an moxazulobis Secvlis aucileblo-
bis SemTxvevaSi gaxseniT dialoguri fanjara Font-Srifti amave saxelwodebis Rilakze dawkapu-
nebiT. 

13. Tu abzacuri Sverilis sidide aRniSnuli donis elementebisTvis koreqtirebas iTxovs, 
saWiro mniSvneli miuTiTeT mricxvelis Number alignment-nomris sworeba ...-ze mindorSi. 

14. Tu koreqcias moiTxovs abzacuri kidekanis sidide, aucilebeli mniSvneli miuTiTeT min-
dorSi Text indent at-teqstis kidekani. 

15. Tu aucilebelia siaSi dokumentis struqturis elementebis CarTva da amavdroulad mra-
valdoniani siis gafarToeba struqturirebul siamde, daaWireT sabrZanebo Rilaks More-meti _ 
miiRebT damatebiT marTvis elementebs, rogorc naCvenebia naxatze 7.25.  

16. aamoqmedeT momarTvebi da daxureT dialoguri fanjara Rilak OK-ze daWeriT. 
 

 
nax. 7.24. umartivesi mravaldoniani siis momarTva, romelic ar Seicavs dokumentis struq-

turis elementebs 
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struqturirebuli siebis momarTva 

struqturirebuli siebi _ formatirebisTvis siebis yvelaze rTuli saxeobaa. aseTi siis 
struqturis elementebi Seicavs dokumentis struqturis elementebs: sxvadasxva donis saTau-
rebs, naxatis qveSa xelmowerebs da sxva danomril an markirebul elementebs.  

struqturuli siebis gansakuTrebuli sirTulis gaTvaliswinebiT, maTTan muSaoba xeliT ar 
aris sasurveli da ar ivaraudeba. es siebi unda Seiqmnas avtomaturad. avtomatikis moqmedebis 
safuZvelSi devs dokumentis ganyofilebebis stiluri gaformeba, romelsac gavecnobiT me-10 
TavSi. momxmarebeli TviTon niSnavs stilur gadawyvetilebebs sxvadasxva ganyofilebisTvis, 
xolo programa am daniSvnis mixedviT gansazRvravs, siis romel dones unda miakuTvnos esa Tu 
is saTauri, ris Semdegac miRebuli gadawyvetilebis Sesabamisad aformebs mas, magaliTad, ise, 
rogorc naCvenebia magaliTSi naxatze 7.23.  

struqturirebuli siebis momarTvas emsaxureba dialoguri fanjris Define new Multilevel List-
axali mravaldoniani siis gansazRvris gafarToebuli forma. 

1. daaWireT Rilaks Multilevel List-mravaldoniani sia jgufSi Paragraph-abzaci CanarTze Home-
mTavari _ gaixsneba namzadebis koleqcia struqturuli da mravaldoniani siebisTvis. 

2. meniuSi, romelic mdebareobs siebis koleqciis Semdeg, airCieT brZaneba Define new Multile-
vel List-axali mravaldoniani siis gansazRvra _ gaixsneba dialoguri fanjara Define new Multilevel 
List-axali axali mravaldoniani siis gansazRvra. 

3. am fanjris gafarToebuli forma, romelic warmodgenilia naxatze 7.25, ixsneba Rilak 
More-metze daWeriT. 
 

 
nax. 7.25. dokumentis stiluri gaformebis elementebTan struqturirebuli siis elementebis 

SekavSirebis saSualebebi 
 
damatebiTi saSualebebi, romlebic warmodgenilia gafarToebul fanjaraSi, saSualebas iZ-

leva SekavSirdes siis elementebis doneebi dokumentis stiluri gaformebis elementebTan, rac 
SesaZlebels xdis realizdes dokumentis nebismieri struqturuli elementis (Tavebis, para-
grafebis, cxrilebis, naxatebis da a.S.) avtomaturi danomvra an markireba. samwuxarod, am wuTas 
am sakiTxis ufro Rrmad ganxilva ar SegviZlia, radgan jer ar gvaqvs SemoRebuli dokumentebis 
stiluri daformatebis ZiriTadi cnebebi da koncefciebi. am sakiTxs davubrundebiT ganyofile-
baSi 10.3, sadac mas dawvrilebiT ganvixilavT.  

gakveTili. (zog.-2, gaZ.-2)  stiluri formatireba 

programa Microsoft Word-Si adridanve arsebobs formatirebis ori midgoma: pirdapiri forma-
tirebis teqnologia da stiluri formatirebis teqnologia. pirdapir formatirebas me-7 TavSi 
gavecaniT. mas aseve sabrZanebos, iZulebiTs an mimdinare formatirebas uwodeben. rogorc xe-
davT, saxelwodeba arc ise cotaa, maT Soris saerTo ki is aris, rom xazi esmeba teqstis ga-
formebis iZulebiT, magram arastabilur gaformebas. Cven vniSnavT formatirebad ubans, mere ki 
sabrZanebo zemoqmedebas vaxdenT: vcvliT garniturul nakrebs, vzrdiT an vamcirebT Srifts da 
a.S. am dros ar aris garantiebi, rom sxva moniSnul ubanSi yvelaferi zustad ase iqneba gakeTe-
buli. 

sabrZanebo formatirebis alternativa stiluri formatirebaa. mas aqvs ara pirdapiri, 
aramed SuamavlobiTi moqmedeba, stilis saSualebiT. Tavdapirvelad formatirebis yvela auci-
lebel parametrs mivuTiTebT da maT vinaxavT formatirebis stilebis saxiT, mere ki viyenebT 
momarTul stilebs dokumentTan. 
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ar iqneba gadametebuli imis Tqma, rom stiluri formatireba _ es aris yvelaze mTavari 
teqsturi procesoris maxasiaTeblebidan. waarTviT mas dokumentebis formatirebis unari sti-
lebis meSveobiT, da is yvelaze Cveulebriv teqstur redaqtorad gadaiqceva. im dros, rodesac 
teqsturi redaqtori saSualebas iZleva Seiqmnas Setyobinebebi da imarTos asoebi, sityvebi da 
winadadebebi, teqsturi procesorebi saSualebas iZlevian Seiqmnas dokumentebi da imarTos sa-
zogadoebrivi urTierTobebi. es ki, dagveTanxmebiT, sul sxva saqmea. 

stilebis daniSnuleba. stilebis ZiriTadi daniSnulebaa muSaobis efeqturobis moma-
teba. Cven viciT, formatirebis ramdenad bevri parametri aqvT, magaliTad, abzacebs (ix. cxrili 
10.1). stilebis meSveobiT es yvela parametri SeiZleba erTi brZanebiT dainiSnos. stilebis wya-
lobiT aseve warmatebiT realizdeba formatirebis funqciurobis principi, romelic Word-is 
safuZvelSi devs: informaciuli obieqtebi, romlebic erTsa da imave funqciebs asruleben, erT-
nairi stilebiT formdeba.  

stilis gansazRvra. obieqtis formatirebis stili _ es aRniSnuli obieqtis formatire-
bis parametrebis erTobliobaa, romelsac sakuTari saxeli aqvs.  

stilebis saxeebi. formatirebis obieqtebis saxiT Microsoft Word-Si gamodian simboloebi, 
abzacebi, siebi da cxrilebi. Sesabamisad, ganasxvaveben simboloebisa da abzacebis stilebs, 
aseve siebis stilebs da cxrilur stilebs. maTi saxasiaTo parametrebi warmodgenilia cxril-
Si 10.1. stiluri gaformebis TiToeuli Semdegi saxeoba Seicavs winamorbedi saxeobebis yvela 
parametrs. ase magaliTad, abzacebis stilebi Seicaven simboluri stilebis yvela parametrs, 
amas mimatebuli zogierT parametrs, romlebic mxolod abzacebisTvis aris damaxasiaTebeli. 
Sesabamisad, siebis stilebi Seicavs simboluri stilebis parametrebsac, abzacebis stilebis 
parametrebsac, da aseve parametrebs, romlebic mxolod siebisTvis aris damaxasiaTebeli.  

stilis saxeli. kompiuteruli programebi ganasxvaveben stilebs maTi saxelebis mixed-
viT. saxelis daxmarebiT organizdeba stilebis  mowesrigebuli Senaxva, maTi arCeva da gamoye-
neba. stils saxels misi Semqmneli aniWebs. rogorc wesi, is stilis funqciur daniSnulebas 
Seesabameba. ase magaliTad, zeda doneebis saTaurebis stilebs aniWeben saxelebs saTauri 1, sa-
Tauri 2, saTauri 3, xolo ZiriTadi teqstis stils _ saxels Cveulebrivi. Tumca imave warmate-
biT saTaurebis stilebs SeiZleba ewodos nawilis saTauri, Tavis saTauri, paragrafis saTauri 
da kidev ufro iolad: nawili, Tavi, paragrafi. kidev erTxel gavimeorebT: saxelis arCeva _ 
Semqmnelis saqmea.  

cxrili 10.1. Word-is obieqtebis stiluri formatirebis parametrebi 
 

parametri (Tviseba) SeniSvna 
garnituruli nakrebi gansazRvravs teqstis esTetikur Tvisebebs 
simbolos zoma izomeba asomTavruli asoebiT 
moxazuloba daxrili, naxevrad msxvili 
xazgasma xazis Crdili da misi feri 
saxecvlileba Crdili, simboloebis animacia, xazgasma da sxva 
teqstis feri simboloebis feri 
teqstis moniSvnis 
feri 

striqonis fonuri feri 

dayofa/SemWidroveba izomeba poligrafiul punqtebSi 
kerningi mniSvnelovania didi zomis simboloebisTvis, magaliTad, saTaurebSi 
wanacvleba simbolos wanacvleba zemoT an qvemoT sabazo xazidan 
teqstis sworeba marcxniv, marjvniv, centris mixedviT, siganis mixedviT 

done 
gansazRvravs abzacis funqciur mniSvnelobas dokumentis 
struqturaSi 

kidekani 
marcxniv/marjvniv 

kidekani gverdis Sesabamisi mindvridan (mm) 

pirveli striqonis 
Sverili 

damatebiTi kidekani (Sverili) pirveli striqonisTvis _ `wiTeli 
striqoni~ (`fanari~) 

intervali win/Semdeg kidekani vertikalis mixedviT winamorbedi/Semdegi abzacidan (pt) 
interliniaJi striqonSorisi intervali (pt) 
mdgomareobis 
parametrebi 

yvelanairi striqonis akrZalva, kavSiri Semdeg abzacTan da a.S. 

tabulaciis 
parametrebi 

tabulaciis poziciis sia, maTi koordinatebi da sworebis meqanizmi 

CarCos parametrebi CarCos saxe, xazis tipi, misi sigane da feri 
fonis parametrebi fonis saxe, feri, teqstura da sxva 
klaviSTa SeTanxmeba klaviSTa kombinacia, romelze erTi daWeriTac formatirdeba 
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parametri (Tviseba) SeniSvna 
mimdinare abzaci 

markeris saxe markirebuli siebisTvis 
numeraciis saSualeba danomrili siebisTvis 

numeraciis dasawyisi danomrili siebisTvis 

done struqturirebuli siebisTvis 

mdgomareobis 
parametrebi 

gverdze sworebis meqanizmi 

sazRvrisa da fonis 
parametrebi 

sazRvris tipi, feri, sisqe, fonis tipi da misi parametrebi 

striqonis 
parametrebi 

striqonis simaRle, fonis monacvleoba 

svetis parametrebi svetis sigane, fonis monacvleoba 

ujredis parametrebi teqstis sworeba, sazRvrisa da fonis Tvisebebi 

eqspres-formatireba 

es wigni rom Microsoft Word-is erT-erT wina versias eZRvnebodes, daviwyebdiT Txrobas imis 
Sesaxeb, rogor unda Seiqmnas stilebi da rogor unda moimarTos. ganvixilavdiT stilebis 
Seqmnis ramdenime meTods da gavaanalizebdiT, ra viTarebebSia TiToeuli maTgani yvelaze mo-
saxerxebeli. magram raki Cveni wigni eZRvneba 2007 wlis gamoSvebis Microsoft Word-s, sxvagvarad 
moviqceviT da daviwyebT stilebis gamoyenebidan, da kidev ufro maRlac _ mza stiluri gadawy-
vetilebebidan.  

ra aris stiluri gadawyveta? 

Tu odesme mogiwiaT sastumro oTaxisTvis `Spalieris~ SerCeva, e.i. iciT, ra Znelia sabo-
loo arCevanis gakeTeba. naxatebis, Seferilobebis da masalebis mravalferovnebisgan Tvalebi 
giWreldeba, magram mdidari asortimenti, samwuxarod, ar niSnavs arCevanis simartives. ioli ar 
aris imis povna, romelic ojaxis yvela wevrs daakmayofilebs, da kidev _ harmoniulad Seu-
Tanxmdeba avejs. xolo arCevanis gakeTebisTanave, ukve xvdebiT, rom movida dro, SecvaloT 
fardebi da iataki, ganaTebis sistemac ar iwvevs ukve Tqvens aRfrTovanebas. mokled, Tu droze 
ar SeCerdebiT, saqme SeiZleba kedlebis gadatanamde da axali karebis dayenebamde mivides. am 
dros darwmunebuli iyaviT: TiToeuli karis saxeluris SerCeva aucileblad gadaiqceva stilis 
rTul SeTanxmebad dizainis sxva elementebTan.  

msgavsi sirTuleebis gadalaxvis saSualebas iZleva e.w. mza gadawyvetilebebi. arsebiTad, 
oTaxisTvis interieruli gadawyveta gulisxmobs yvelafers, rac gavlenas axdens oTaxis saxeze: 
`Spalieri~, iatakis safari, fardebi, karnizebi, avejis gadasakravi da oTaxis flostebis fa-
sonic ki. gadauWreli rCeba mxolod erTi sakiTxi: sad aviRoT aseTi gadawyveta? 

vinc Tavisufal saxsrebs flobs, arqiteqtors an dizainerebs qiraobs. visac Tavisufali 
dro blomad aqvs, mza gadawyvetebs Jurnalebsa da katalogebSi eZebs, mere ki gatacebiT dar-
bian maRaziebSi TavianTi ocnebis eleqtro SesaerTeblis ZiebaSi. magram yvelaze efeqturi 
ideaa _ daaTvalieroT gamofena an saloni, sadac interieruli gadawyveta SeiZleba ukve natu-
riT ixiloT, mere ki iqve SeiZinoT yvelaferi, rac gWirdebaT. am SemTxvevaSi, dizaineruli un-
arCvevebis sruli uqonlobis SemTxvevaSic ki Rirseul Sedegs miiRebT, romlis wardgenac ar 
SegrcxvebaT garSemo myofTaTvis.  

dokumentis dizaini _ nakleb xarjiani saqmianobaa, vidre interieris dizaini, magram ara-
naklebad sazrunavi. teqsturi procesori asoebsa da cifrebs sruliad ufasod ganalagebs, fa-
sonis, ferisa da zomis miuxedavad, magram dokumenti rom saofise-gamoyenebiTi xelovnebis na-
warmad iqces, aucilebelia an mravalwliani gamocdileba, an xangrZlivi eqsperimentebi. samar-
Tavi parametrebis raodenoba teqstis gaformebisas imdenad didia, rom imedi ar gqondeT, 
SemTxveviT SexvdebiT optimalur momarTvas. an unda icodeT, ra mimarTulebiT ipovoT Tqveni 
stili, an gamoiyenoT mza stiluri gadawyveta. sabednierod, Microsoft Office 2007-is paketi _ es mza 
stiluri gadawyvetebis mTeli salonia. masSi aris ramdenime galerea, romlebSic SegiZliaT 
SeaTvalieroT da SearCioT raime Tqveni gemovnebiT.  

stiluri formatirebis saSualebebi 

stiluri formatirebis saSualebebma Microsoft Word-is axal versiaSi imdenad mniSvnelovani 
ganaxleba ganicades, rom maTi wyalobiT Seicvala dokumentebTan muSaobis mimdevrobac ki. wina 
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versiebSi moqmedebda sami etapis Cveulebrivi wesi: jer teqstis Seyvana, mere misi Sesworeba 
(redaqtireba) da, bolos, formatireba. Sedegad formatirebisTvis yvelas ar rCeboda dro, vi-
Racas ki ubralod aviwydeboda amis gakeTeba an ar miaCnda aucileblad amaze dafiqreba.  

Microsoft Office 2007-is gamosvlasTan erTad msoflio Seicvala. axla Office-is mza stiluri 
gadawyvetebi7 saSualebas iZleva moimarTos yvela aucilebeli formatireba jer kidev manamde, 
sanam dokumentSi pirveli aso gaCndeba. ukve teqstis Seyvanisa da redaqtirebis etapze dokumen-
tis Semqmnels sruli ufleba aqvs, gamomxatvel warmodgenasTan imuSaos, rac amaRlebs muSao-
bis efeqturobas da Sromis nayofierebas. stiluri gadawyvetis arCeva wamebs ikavebs da arafers 
gavaldebulebT, magram TviT samuSao procesi misi wyalobiT SemoqmedebiTi da komfortuli 
xdeba.  

Tumca saboloo formatirebis gauqmebas aravin apirebs. rodesac teqstTan muSaoba dasru-
lebuli iqneba, SeZlebT lamis erT wuTSi SeamowmoT aTobiT sxva stiluri gadawyveta da air-
CioT maT Soris is, romelic sxvebze ukeT uTanxmdeba dokumentis daniSnulebas, Sinaarss, for-
masa da arss. Tu xelmZRvaneloba gyavT, SegiZliaT variantebi mas warudginoT asarCevad. da, 
raRa Tqma unda, aravin giSliT saboloo gadawyvetilebis aRebas safuZvlad, raTa xeliT miiy-
vanoT is sasurvel saxemde. 

stiluri gaformebis ZiriTadi saSualebebi ganTavsebulia CanarT Home-mTavaris jgufSi 
Style-stilebi. am saSualebebs miekuTvneba: stilebis galerea, stiluri nakrebebis koleqcia, fe-
riTi da Sriftuli gadawyvetebis koleqciebi, aseve paneli Style-stilebi, romelic stilebTan 
xeliT muSaobisTvis aris mowodebuli. es saSualebebi warmodgenilia naxatze 10.1. 

 

 
nax. 101. stilebTan muSaobis saSualebebi 

eqspres-stilebis galerea 

galerea _ Windows-is marTvis elementis axali tipia, romelic pirvelad aris realizebuli 
Microsoft Office 2007-is paketSi. instrumentuli palitridan galerea Tavisi interaqtiulobiT ga-
moirCeva. ubralod gaatareT Tagvis mimaniSnebeli galereaze, misi SeyovnebiT TiToeuli ele-
mentis Tavze erTi-ori wamiT, da dainaxavT, rogor icvleba mimdinare abzacis formireba. saWi-
ro formatis arCevis Semdeg, ubralod daafiqsireT is Tagvis dawkapunebiT. 

                                                 
7 Cven SemTxveviT rodi vusvamT xazs, rom saubaria Microsoft Office-is paketis stilur gadawyve-
tebze, da ara ubralod teqsturi procesoris Microsoft Word-is. es gadawyvetebi saerToa paketis 
danarTebis umravlesobisTvis. is SeiZleba gamoiyenoT sakuTari korporatiuli stilis Sesamu-
Saveblad, romelic erTnairad gaCndeba Word-is dokumentebSi, Excel-is eleqtronul cxrilebsa 
da Power Point-is prezentaciebSi, romelic SeiZleba hqondes rgorc sabeWd dokumentebs, ise veb-
publikaciebs.  
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galereis Semadgenloba ixsneba Rilak More-damatebiT parametrebze dawkapunebiT (nax. 10.1). 
galereaSi warmodgenilia ara yvela stili, romelic programaSia. miwodebis mdgomareobaSi 
isini asze metia, da yvelasTvis ekranze adgili ar rCeba. Cveulebriv, galereaSi aTavseben yve-
laze aucileblebs, yvelaze xSirad gamosayenebel stilebs. maT eqspres-stilebi ewodeba. 

eqspres-stilebis galerea momarTvis SesaZleblobas flobs. SegiZliaT rogorc waSaloT 
stili galereidan, aseve ganaTavsoT iq axali stili. imis Sesaxeb, Tu rogor keTdeba es, odnav 
mogvianebiT giambobT. 

stiluri eqspres-gadawyveta 

stiluri nakrebebi _ es mza stiluri gadawyvetebia. eqspres-stilebisgan gansxvavebiT, rom-
lebic mxolod mimdinare abzacze an moniSnul fragmentze moqmedeben, stiluri nakrebis moqme-
deba vrceldeba mTel dokumentze. 

stiluri nakrebebis koleqciasTan miwvdoma warmodgeba Rilakis Change Style-stilebis Sec-
vlis daxmarebiT. masze dawkapuneba xsnis menius, romlis pirveli punqti _ Style Set-stilebis 
nakrebia. rogorc stilebis galerea, stiluri gadawyvetebis sia interaqtiulobis Tvisebas 
flobs. imis mixedviT, Tagvis mimaniSnebeli rogor gadaadgildeba siis elementebs Soris, do-
kumenti gadaformatdeba realuri drois reJimSi (nax. 10.2). airCieT saWiro varianti da daafiq-
sireT is Sesabamis punqtze dawkapunebiT. 

yvelaze mTavaria, ra ganasxvavebs stilur nakrebebs _ es ZiriTadi teqstis stilebis, sa-
Taurebisa da dokumentis sxva elementebis SeTanxmebuli gamoyenebaa. momarTvebi, romlebsac 
Cveulebriv saaTebi sWirdeba, axla SeiZleba wamebSi gakeTdes.  

stiluri nakrebis arCeva rekomendebulia dokumentTan muSaobis dasawyisSi, magram is ar 
unda iqces dogmad. nebismier momentSi muSaobis msvlelobisas an dasrulebisas stiluri na-
krebi SeiZleba Seicvalos an Senacvldes. ar aris gamoricxuli, rom saqmesTan SemoqmedebiTi 
midgomiT, sakuTar stilur gadawyvetas SeimuSavebT, da ara erTs, romlebiTac wlebi isargeb-
lebT. es gadawyvetebi aseve SeiZleba iqnas Senaxuli stiluri nakrebebis saxiT. es rogor keT-
deba, odnav mogvianebiT SevityobT. 
 

 
nax. 10.2. axali stiluri nakrebis arCevisas, SeTanxmebulad vcvliT teqsturi elementebis 

umravlesobis formatirebas 

kolorituli eqspres-gadawyvetebi 

nakadebad beWdvis teqnologiis ganviTarebis wyalobiT, romelic bolo wlebSi gaxda Se-
saZlebeli, feradi printeri aRar aris Zvirfasi da egzotikuri movlena. misi ignorireba rom 
ar gaegrZelebinaT, Tanamedrove ofisSi mas arc ise cota samuSao gamouCndeboda. magram dRes, 
rogorc asi wlis win, saofise dokumentebis 99 procenti kvlavac sruldeba klasikur Sav-TeTr 
gamaSi. da saqme aq aSkarad ar aris ofis-menejerebis konservatizmi. bevri maTgani siamovnebiT 
upovida fers Rirseul gamoyenebas, maTi marTvis mosaxerxebeli saSualebebi rom hqondes. aseTi 
saSualebebi ki saqmian ofisebSi arasdros ar iyo, Tu ar miviRebT mxedvelobaSi art-studiebsa 
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da dizain-biuroebs. Microsoft Office 2007 _ pirveli saofise paketia, romelic ara mxolod saSua-
lebas iZleva gamoyenebul iqnas feri, aramed Semsruleblebsac ubiZgebs am nabijisken.  

amavdroulad, koreqtuli feradi kompoziciis Seqmna _ arc ise martivi saqmea, rogorc 
gauTviTcnobierebel adamians SeiZleba moeCvenos. Sav-TeTri feriTi sivrcis farglebs gareT 
gasvla iTxovs feradi harmoniis kanonebis codnas, an mza gadawyvetebis codnas. Microsoft Word 
2007-Si aseTi mza kolorituli gadawyvetebi warmodgenilia interaqtiul siaSi Colors-ferebi 
(Home-mTavari ► Styles-stilebi ► Change style-stilebis Secvla ► Color-ferebi). Tagvis mimaniSne-
beli gaatareT siis elementebze, da dainaxavT, am moZraobebTan erTad rogor sinqronulad 
Seicvleba gaformebis elementebi, romlebsac feri aqvT (Tu es feri stilSia miTiTebuli, da 
ar aris raime sxva saSualebiT dadebuli). 

Sriftuli eqspres-gadawyvetebi 

feradi gaformebis analogiurad SeiZleba moimarTos Sriftuli gaformebac. programas 
ramdenime mza Sriftuli gadawyveta aqvs. maTi saqmeSi gamocda _ TiTqmis erTi wuTis saqmea. 
jgufSi Styles-stilebi CanarTze Home-mTavari daaWireT Rilaks Change style-stilebis Secvla da 
gaxsnil meniuSi airCieT punqti Fonts-Sriftebi. Sriftebis sia CvenTvis ukve nacnobi interaqti-
ulobis Tvisebas flobs. ubralod gaatareT Tagvis mimaniSnebeli siis elementebze da airCieT 
Sriftebis iseTi kombinacia, romelic yvelaze ukeT Seefereba Tqvens miznebsa da amocanebs.  

eqspres-teqnologiebis Taviseburebebi 

mimdinare ganyofilebis dasasrul gvsurs mkiTxvelis yuradReba mivapyroT imaze, rom for-
matirebis yvela eqspres-teqnologias ar aqvs pirdapiri zemoqmedeba dokumentze. ama Tu im eq-
spres-gadawyvetis miRebisas, feris mixedviT Tu Sriftebis mixedviT, Cven zemoqmedebas vaxdenT 
ara dokumentis teqstze, aramed stilebze. stilebi icvleba Cveni arCevanis Sesabamisad, xolo 
maTze gavliT icvleba dokumentis warmodgena, magram mxolod im zomiT, romelSic es stilebi 
daniSnuli aqvT dokumentis elementebs. ase magaliTad, Tu dokumentSi ar aris gamoyenebuli 
araviTari feri, Savisa da TeTris garda, yvelaze mkveTri feriTi gadawyvetebis gamoyeneba ara-
nair TvalsaCino Sedegs ar mogcemT. Tu dokumentSi ar aris saTaurebi, mza Sriftuli gadawy-
vetebis gamomxatveloba umravlesoba SemTxvevaSi ararealizebuli darCeba.  

da kidev, ras unda miaqcioT yuradReba. Tu dokumenti gaformebulia pirdapiri brZanebebiT, 
stilebis gamouyeneblad, eqspres-teqnologiebi aseTi gaformebisTvis uZluria. SegiZliaT 
`TqvenTvis~ CaTvaloT romelime striqoni saTaurad da xeliT formatirebis saSualebebiT gaa-
formoT is mkveTrad da gamomsaxvelad. 

Tu aranairad ar miscemT informacias programas imis Sesaxeb, rom es striqoni saTauria, 
programa TviTon ver mixvdeba da am `saTaurs~ eqspres-formatireba ar Seexeba. aqedan daskvna: 
eqspres-formatirebis yvela upiratesobiT rom isargebloT, gamoiyeneT mxolod stiluri for-
matireba. 

  
sabolood daiviwyeT pirdapiri brZanebebis meSveobiT xeliT formatirebis Sesaxeb. forma-

tireba unda iyos mxolod stiluri. Tu ar gaqvT zedmeti dro sakuTari stilebis Sesaqmnelad, 
eqspres-stilebiT isargebleT. 

formatirebis universaluri saSualeba 

formatirebis yvelaze universaluri saSualeba _ paneli Styles-stilebi. programis axlan-

delma versiam es paneli Word 2002 da Word 2003-is versiebisgan imemkvidreva, sadac mas `amocane-
bis ubani~ ewodeboda. am panelis saSualebebi SesaZleblobas iZleva stiluri formatirebis 
nebismieri amocana gadawydes, oRondac xeliT. 

stilebis paneli 

paneli Styles-stilebi damatebiTi parametrebis Rilakze dawkapunebiT ixsneba, CanarT Home-
mTavaris jgufSi Styles-stilebi, rogorc naCvenebia naxatze 10.1. gulisxmobis mixedviT es paneli 
programis fanjris marjvena sazRvarTan Tavsdeba. farToekranul monitorebze (16:10) is ufro 
mosaxerxebelia mudmivad gaxsnili gqondeT.  

panel Styles-stilebis ZiriTad Semadgenlobas stilebis sia Seadgens, romelic yovelTvis ar 
aris savse. misi sisavse damokidebulia filtraciis sistemis momarTvaze. miwodebis mdgomareo-
baSi programas 100-ze meti sxvadasxva stili aqvs, da isini Tu ar gaifiltra, yvelaze saWiro 
stilebis povna mouxerxebeli iqneba. filtraciis sistemis momarTva xorcieldeba stilebis ub-
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nis dialogur fanjaraSi Options-parametrebi, romelic ixsneba bmulze Options-parametrebi daw-
kapunebiT. 

stilebi SeiZleba iyos warmodgenili an Tavisi saxelwodebebiT, an nimuSebiT. Tu kargad 
icnobT im stilebs, romlebTanac Cveulebriv muSaobT, maTi saxelwodebebi TqvenTvis sakmarisi 
iqneba. xolo Tu stilebis sistemas cudad icnobT, mosaxerxebelia nimuSebis asaxvis CarTva. es 

xdeba almis Show Preview-winaswari gadaxedvis dayenebiT. swored es reJimia CarTuli gulisxmo-
bis mixedviT, rac ar aris gasakviri, radgan pirvelad programasTan muSaobis dawyebisas momx-
marebeli, bunebrivia, kargad ar aris gaTviTcnobierebuli masSi Casmul stilebSi.  

garda amisa, gulisxmobis mixedviT programa isea dayenebuli, rom stilebis siaSi aisaxeba 
ara mxolod stilebi, aramed maTi modifikaciebic (saxecvlilebebi). davuSvaT, Cven gvaqvs sti-
li saxelad saTauri 4, romelic ar varaudobs teqstis xazgasmas. magram Tu xeliT (anu iZule-
biT) xazs gavusmavT raRacas saTaurSi, maSin programa asaxavs Sesrulebul saxecvlilebebs 

rogorc aRmoCenil axal stils saTauri 4 + Underline-saTauri 4 + xazgasma. kargia Tu ara es, es 
aris SekiTxva, romelze pasuxic damokidebulia sxvadasxva faqtorze. 

erTi mxriv, stilebis mravalferovneba sxvadasxva modifikaciiT, Zlierad tvirTavs stile-
bis panels da masTan muSaobas arTulebs.  

amitom bevri amjobinebs mimdinare formatirebis asaxvis gamorTvas. meore mxriv, Tu mas ga-
morTavT, SeiZleba ver SeniSnoT gamiznuli formatidan gaumarTlebeli gadacdenis mravalric-
xovani SemTxvevebi. 

Cveni rekomendacia aseTia. ar Rirs saxecvlilebebis warmodgenis gamorTva sakuTari stilis 
SemuSavebisas. es dagexmarebaT swrafad mieCvioT formats da aiciloT Tavidan Warbi formati-
reba. mogvianebiT, rodesac stiluri gadawyveta sabolood iqneba damtkicebuli da SewyvetT 
misgan gadaxras, saxecvlilebebis warmodgena SegiZliaT gamorToT. es keTdeba almebis, jgufSi 

Select formatting to show as styles-teqstis formatireba aisaxos rogorc stilebi CamoSvebiT dialo-

gur fanjaraSi Style  Pane Options-stilebis ubnis parametrebi, romelic ixsneba bmul Options-
parametrebze dawkapunebiT.  

stilebis filtracia gadaxedvisas 

rogorc ukve vTqviT, miwodebis mdgomareobaSi (viTarebaSi) programas asze meti momarTuli 
stili aqvs, maT vuwodebT `Casmul stilebs~. garda amisa, stilebis nawils dokumenti avtoma-
turad iRebs im Sablonidan8, romlis bazazec mas qmnian, da unda iTqvas, rom nebismieri doku-
menti iqmneba Sablonis bazaze: Tu Sabloni aSkarad ar airCieT, programa mas araaSkarad daniS-
navs, gulisxmobis mixedviT. da bolos, dokumentSi SeiZleba iyos dokumentTan muSaobisas xe-
liT Seqmnili stilebi.  

stilebis mTeli es mravalferovneba iolad Seavsebda stilebis panels, rom ara filtra-
cia. is xorcieldeba asasaxi stilebis kategoriis arCeviT stilebis ubnis dialogur fanjara-
Si parametrebi. amas Semdegnairad akeTeben. 

1. gaxseniT paneli Styles-stilebi CanarT Home-mTavaris jgufSi Styles-stilebi Rilak Styles-
stilebi dawkapunebiT. rogorc naCvenebia naxatze 10.1. 

2. daawkapuneT bmulze Options-parametrebi panel Styles-stilebis qveda nawilSi _ gaixsneba 
dialoguri fanjara Style  Pane Options-stilebis ubnis parametrebi (nax. 10.3.). 
 

 
nax. 10.3. stilebis panelis parametrebis momarTva 

                                                 
8 Sablonebi sakuTari xeliT Seqmnili stilebis Sesanaxad yvelaze bunebrivi adgilia. Cven Word-
is Sablonebs Semdeg TavSi gavecnobiT. 
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3. gaSlad siaSi Select style to show-asasaxi stilebi airCieT saWiro kategoria. TiToeuli ka-
tegoriis daxasiaTeba qvemoT aris mocemuli. 

4. daadgineT stilebis siis warmodgenis Tanmimdevroba gaSlad siaSi Select how list is sorted-
siis daxarisxebis mimdevroba. 

5. Tqveni Sexedulebisamebr airCieT ganxorcielebuli momarTvis Senaxvis adgili: an doku-
mentSi (gadamrTveli Only this document-mxolod am dokumentSi), an SablonSi (gadamrTveli New 
documents bassed on this template-axal dokumentebSi, romlebic am Sablons iyeneben). 

6. daafiqsireT Sesrulebuli momarTvebi da daxureT fanjara Rilak OK-ze daWeriT.  

asasaxi stilebi 

gaSladi sia Select style to show-asasaxi stilebi (nax. 10.3) saSualebas iZleva airCioT stilebis 
kategoria, romlebic warmodgenilia siaSi stilebis panelze. asarCevad xelmisawvdomia Semdegi 
kategoriebi: Recommended-rekomendebadi stilebi, In use-gamosayenebeli stilebi, In current docu-
ment-mimdinare dokumentSi da All style-yvela. 

gamosayenebeli stilebi. es yvelaze viwro kategoriaa. misi arCevisas siaSi aisaxeba mxolod 
is stilebi, romlebic gamoyenebulia mimdinare dokumentSi. am momarTvas ar iyeneben dokumente-
bis Seqmnisas, magram dokumentebis Semowmebisa da redaqtirebis dros es yvelaze saxasiaTo mo-
marTvaa. is gansakuTrebiT sasargebloa, rodesac dokumenti sxva mxridan aris miRebuli. arse-
biTad, is saSualebas iZleva praqtikulad wamierad gamovlindes Warbi, araTanmimdevruli, 
usistemo formatireba. 

gamosayenebeli stilebis gadaxedvisas sasargebloa CarToT stiluri modifikaciebis asaxva 
(alamebi jguf Select formatting to show as styles-teqstis formatireba aisaxos rogorc stilebi di-
alogur fanjaraSi Style  Pane Options-stilebis ubnis parametrebi). Tu ucxo dokumentSi dainax-
avT, rom sam-oTx gamosayenebel stilze ori aTeuli modifikacia modis, SegiZliaT darwmune-
buli iyoT, rom aRniSnuli dokumentis Semqmnels warmodgena ara aqvs stilur formatirebaze. 
Sesabamisad, SeamowmeT, Warbi formatirebiT xom ar arian Tqvengan gamavali dokumentebi. 

  
Tu dokumenti gadaicema eleqtronuli saxiT, ar dagaviwydeT, masTan muSaobis dasrulebi-

sas formatirebis optimizacia gaataroT, yvela stilisa da maTi modifikaciebis waSliT, ro-
melTa gareSec SeiZleba iolad gaxvideT. am operaciis gakeTebaSi dagexmarebaT gamosayenebeli 
stilebis asaxva. 

 
dokumentis stilebi. am kategoriis stilebs programis warsul versiebSi `xelmisawv-

dom stilebs~ uwodebdnen. aRniSnul reJims iyeneben axali dokumentebis SemuSavebisas. 
dokumentebis stilebSi aRniSnul SemTxvevaSi igulisxmeba, pirvel rigSi is stilebi, rom-

lebic xeliT iyo Seqmnili mocemuli dokumentisTvis, da meorec, stilebi, romlebic aris Sab-
lonSi da romlebzec bazirebulia dokumenti. gamosayenebel stilebTan sxvaoba maSin Cndeba, 
Tu Sablonis yvela stili ar aris gamoyenebuli. es sxvaoba yvelaze naTlad vlindeba doku-
mentTan muSaobis dawyebisas, rodesac xelmisawvdomi stilebi ukve arsebobs, gamosayeneblebi ki 
jer ara. ai, ratom aris es reJimi ZiriTadi `nulidan~ dokumentebis SemuSavebisas. 

yvela stili. aRniSnul SemTxvevaSi dokumentSi gamoyenebuli da SablonSi xelmisawvdo-
mi stilebis garda, aisaxeba aseve stilebi, romlebic Casmulia programaSi. es stilebi imdenad 
bevria, rom Znelia efeqturad muSaoba, roca CarTulia yvela SesaZlo stilis asaxva. Tumca 
calkeul SemTxvevebSi, rodesac romelime specialuri stilis moTxovnileba arsebobs, magali-
Tad, citatis an, vTqvaT, hiperbmulis gasaformeblad, droebiT rTaven asaxvis am reJims. 

rekomendebuli stilebi. es yvelaze moqnili stilia, romlis muSaoba sruliad gani-
sazRvreba momxmareblis mier. is TviT axdens rekomendebuli stilebis siis formirebas progra-
maSi xelmisawvdomi da SablonSi xelmisawvdomi stilebis siidan. 

operaciebi stilebTan 

stilebis paneli _ yvelaze universaluri saSualebaa stilebTan samuSaod. is saSualebas 
iZleva stilebTan gakeTdes absoluturad yvelaferi, rac programiT aris gaTvaliswinebuli. 

stilis arCeva da gamoyeneba 

Tu formatirebas eqvemdebareba teqsturi abzaci, masSi daayeneT kursori. Tu ivaraudeba 
sxva teqsturi obieqtis formatireba, is moniSneT. Semdeg gaxseniT paneli Styles-stilebi, air-
CieT siaSi sasurveli formatirebis stili da dawkapunebiT gamoiyeneT is moniSnul teqstTan. 

stilis arCevisas ganasxvaveT abzacebis stilebi, simboluri stilebi da SekavSirebuli 
stilebi. abzacebis stilebi miekuTvneba an abzacebs an abzacTa jgufebs, an maT analogebs: sie-
bis elementebs da cxrilebis striqonebs. piriqiT, simboluri stilebi miekuTvneba calkeul 
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simboloebs an maT Tanmimdevrulobebs (simbolur striqonebs). stilebis mesame kategoriaa _ e.w. 
SekavSirebuli stilebi. isini Tavs avlenen rogorc abzacebis stilebi da rogorc simboluri 
stilebi. 
 

 
nax. 10.4. stilis arCevisas yuradReba miaqcieT mis funqciurobas 

 
stilebis saerTo siaSi, romelic panelze Styles-stili aris warmodgenili, funqciuri kate-

goriebi gamoirCeva niSan-markeriT (nax. 10.4). masze gaakeTeT orientacia, rodesac gamosayeneb-
lad irCevT stils. abzacebTan an maT jgufebTan SeiZleba gamoiyenoT an abzacebis stilebi, an 
SekavSirebuli stilebi. Tavis mxriv, calkeul simboloebTan an simboloebis Tanmimdevrulo-
basTan SegiZliaT gamoiyenoT rogorc simboloebis stilebi, ise igive SekavSirebuli stilebi.  

  
stilebis siis erT-erT elements ewodeba Clear All-yvelafris gasufTaveba. es aris ara stili, 

aramed brZaneba, romelic auqmebs moniSnuli elementis mimdinare formatirebas da mas abrunebs 
dokumentis ZiriTadi teqstis gaformebis stilTan. rekomendebulia misi gamoyeneba formatis 
radikaluri cvlilebisas: jer uqmdeba mimdinare formatireba da Semdeg iniSneba axali. 

stilebis Tvisebebis gadaxedva 

Tagvis mimaniSneblis mitanisas stilebis siis elementze ori movlena xdeba: jer erTi, ele-
mentis marjvena napirze dgindeba gaSladi Rilaki, da meorec, ixsneba motivtive paneli, ro-
melzec moyvanilia aRniSnuli stilis yvela Tviseba. panelis ganyofilebebis Semadgenloba 
stilis funqciurobiT ganisazRvreba. arsebiTad, abzacebis stilebs aqvT Semdegi ganyofilebe-
bi: stilis saxelwodeba, Font-Sriftis Tvisebebi Paragraph-abzacis Tvisebebi da Styles-stilis 
Tvisebebi (nax. 10.5). 

 

 
nax. 10.5. abzacis stilis Tvisebebi 
 
Tavis mxriv, simbolur stilebs abzacis Tvisebebis ganyofilebis nacvlad aqvT Sriftis 

Tvisebebis ganyofileba (nax. 10.6). 
 

 
nax. 10.6. simboluri stilis Tvisebebi 
 
yvelaze meti nakrebi aqvs SekavSirebul stilebs: isini avlenen rogorc simboluri stile-

bis Tvisebebs, ise abzacis stilebis Tvisebebs (nax. 10.7).  
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nax. 10.7. SekavSirebuli stilis Tvisebebi 

stilis marTvis meniu 

siis elementis marjvena napiras arsebuli Rilaki, romelic Cndeba masze Tagvis mimaniSneb-
lis mitanisas, xsnis stilis marTvis menius. am menius magaliTi warmodgenilia naxatze 10.8. 
pirvel yovlisa, is saSualebas iZleva moiniSnos da warmodgenil iqnas dokumentis yvela ele-
menti, romelic aRniSnuli stiliT aris gaformebuli.  

 
nax. 10.8. stilis marTvis meniu 

stilebis Sesworeba 

Rilaki, romelic Cndeba siis elementis marjvena napirze masze Tagvis mimaniSneblis mitani-
sas, xsnis stilis marTvis menius. am menius magaliTi warmodgenilia naxatze 10.8. pirvel yov-
lisa, is saSualebas iZleva moiniSnos da warmodgindes dokumentis yvela elementi, romelic 
aRniSnuli stiliT aris gaformebuli. magram misi mTavari daniSnulebaa _ stilSi Seitanos 
aucilebeli cvlilebebi. amas akeTeben brZanebiT Modify-Secvla, romelic xsnis dialogur fan-
jaras Modify Style-stilis Secvla (nax. 10.9). 

1. dialoguri fanjris Modify Style-stilis Secvlis mindorSi Name-saxeli Cawerilia sti-
lis saxeli. Cvens magaliTSi gamoyenebulia Casmuli stili “1-saTauri-3”. es saxeli SeiZleba 
Seicvalos, magaliTad, “paragrafis saTauri”-T. aseTi saxelwodeba ufro zustia da ukeT axa-
siaTebs stils, Tumca ki aseTi SecvliT stili kvlav Casmuli stili iqneba da arc meoTxe do-
nis stilobaze ityvis uars. Tu ufro zustad vityviT, icvleba mxolod asasaxi saxeli, Sida 
saxeli ki aseTi gaxdeba: 1-saTauri33, paragrafis saTauri. amaSi Zneli ar aris darwmuneba, sti-
lis Tvisebebs Tu gadaxedavT. 
 

 
nax. 10.9 stilis redaqtirebis mimdevroba 
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2. mindorSi Style type-stili miniSnebulia aRniSnuli stilis funqciuri kategoria. zogierT 
SemTxvevaSi is aseve SeiZleba Seicvalos. ase magaliTad, simboluri stili SeiZleba gardaiqm-
nas SekavSirebul stilad (niSnis da abzacis stili). abzacis stili aseve SeiZleba gardaiqmnas 
SekavSirebul stilad, oRond SekavSirebul stils verc simbolurad gardaqmniT da verc abza-
cur stilad. SekavSirebuli stilisTvis mindori Style type-stili deaqtivirebulia, rac naCvene-
bia naxatze 10.9. 

3. sanam stilis Sesworebas SeudgebodeT, gaecaniT misi Tvisebebis werilobiT aRweras. 
(Font: 13pt, English (U.S.), Indent: Left: 0.5cm, .Level 3, ……da a.S. naxati 10.9) 

4. stilis werilobiTi aRwera Sevsebulia vizualuri warmodgeniT winaswari gadaxedvis 
ubanSi. 

5. Style for folowing paragraph-Semdegi abzacis stilis momarTva _ es muSaobis amaRlebuli 
efeqturobis saSualebaa. mimdinare abzacis damTavrebisas avtomaturad iqmneba aq miTiTebuli 
stilis axali abzaci. 

6. Sriftis ZiriTadi Tvisebebi (garnituruli nakrebi, zoma, moxazuloba, feri) moimarTeba 
panelze Formatting-formatireba. 

7. aqve, panelze Formatting-formatireba, moimarTeba abzacis ZiriTadi Tvisebebi (sworeba, 
interliniaJi, abzacuri kidekanebi da intervalebi). 

8. Tu saWiroa formatis ufro Rrma momarTvebi, vidre isinia, romlebsac uzrunvelyofs 
panel Formatting-formatirebis saSualebebi, maTTan miwvdomas warmoadgens meniu, romelic ixsne-
ba Rilak Format-formatze dawkapunebiT. arsebiTad, is saSualebas iZleva moimarTos Sriftis 
saxecvlileba, abzacis mdgomareoba gverdze, tabulaciis poziciebi, sazRvrebis gaformebis pa-
rametrebi da bevri sxva ram. 

9. miRebuli stili SeiZleba Seyvanil iqnas eqspres-stilebis siaSi. maSin is aisaxeba sti-
lebis galereaSi (jgufi Styles-stilebi CanarTze Home-mTavari). es xdeba, Tu daayenebT alams 
Add to Quick Style list-eqspres-stilebis siaSi damateba. 

10. alams Automatically update-avtomaturad ganaxleba Cveulebriv ar aRmarTaven. Tu is dayene-
bulia, pirdapiri formatirebis brZanebebis moqmedeba (romlebic ar unda iyos, magram mainc 
aris) aisaxeba ara mxolod mimdinare fragmentze, aramed aisaxeba stilzec, misi saSualebiT ki 
translirdeba mTel dokumentze. xSirad es iwvevs gaugebrobas da gaurkvevlobas. erTaderTi 
SemTxveva, rodesac am almis dayeneba sasargebloa _ stilebis gadadebaa. stiluri gadawyvete-
bis ZiebaSi eqsperimentebis Catarebisas mosaxerxebelia, xeliT formatireba stilurad moaCve-
noT. magram formatis gamokvlevis dasrulebis Semdeg nu dagaviwydebaT am almis CamoSveba. 

11. momarTuli stilis Senaxvis adgilis saxiT SegiZliaT gamoiyenoT rogorc TviT doku-
menti, ise Sablonic, romelsac is eyrdnoba. am ukanasknel SemTxvevaSi stilis momarTvaze dax-
arjuli energia uazrod ar daikargeba da, SesaZloa, kidev araerTxel iqneba maTze moTxovna 
axali dokumentebis SemuSavebisas. Tu stilis Senaxvis adgilis saxiT arCeulia TviT dokumen-
ti, CarTeT gadamrTveli Only in this document-mxolod am dokumentSi. xolo Tu momarTuli stili 
SablonSi unda SeinaxoT, CarTeT gadamrTveli New documents based on this template-axal dokumenteb-
Si, romlebic am Sablons iyeneben. 

12. daasruleT muSaoba Rilak OK-ze daWeriT. 

stilebis Sesworeba ganaxlebis meTodiT nimuSis Tanaxmad 

sul axlaxan ganvixileT moqmedebebis mimdevroba stilebis Sesworebisas. es universaluri 
ileTia. is saSualebas iZleva, sirTulis nebismieri donis cvlilebebi iqnas Setanili. Tumca im 
SemTxvevebSi, rodesac saWiro cvlilebebi minimaluria, mosaxerxebelia sxva, ufro operatiuli 
ileTiT sargebloba. mis safuZvelSi devs stilebis Sesworeba winaswar Seqmnili nimuSis mixed-
viT. am ileTis arsi imaSia, rom Cven jer cvlilebebi Segvaqvs iZulebiTi formatirebis reJimSi, 
mere ki gavcemT brZanebas, es cvlilebebi stilebSi gaviTvaliswinoT. 

magaliTis saxiT ganvixilavT daxrili moxazulobis operatiul momarTvas miTiTebuli do-
nis saTaurebisTvis, magaliTad, meoTxe donisTvis. 

1. moniSneT dokumentSi teqstis fragmenti, romelic meoTxe donis nebismier saTaurs 
ekuTvnis. 

2. xeliT, klaviaturis an jguf Font-Sriftis saSualebebis daxmarebiT (CanarTidan Home-
mTavari) gamoiyeneT moniSnul teqstTan daxrili moxazuloba. fragmentis moniSvna ar moxsnaT. 

3. gaxseniT paneli Style-stilebi da Tagvis mimaniSnebeli miitaneT meoTxe donis (Heading-4) 
saTauris stilze. daelodeT marjvniv gaSladi Rilakis gamoCenas. 

4. daaWireT gaSlad Rilaks _ gaixsneba stilTan operaciis meniu. 
5. gaeciT brZaneba Uodate Heading 4 to Match Selection-ganaxldes saTauri 4 moniSnul fragment-

Tan Sesabamisad. misi moqmedebis Sedegad Seicvleba stili Heading 4-saTauri 4, masTan erTad ki 
Seicvleba dokumentSi am stilis implementaciis yvela egzemplari. 



 

სასწავლო სტუდია PARADOX+, ტელ: 822-18-19-18 74

stilebis optimizacia 

dokumentSi ar unda iyos Warbi formatireba. Tu dokumentTan muSaobis dasasrul gairkveva, 
rom masSi aris stilebi, romlebic minimalurad gamoiyeneba, ganixileT maTi aucileblobisa da 
gonivrulobis sakiTxi. naklebgamoyenebadi stilebi, SeiZleba, Sesacvleli iyos, gamouyeneblebi 
ki _ waiSalos. 

1. gaxseniT paneli Style-stilebi da bmul Options-parametrebis daxmarebiT CarTeT gamoyene-
buli stilebis warmodgenis filtri (mniSvneli In use-gamoyenebadebi mindorSi Select Style to show-
asasaxi stilebi dialoguri fanjrisa Style Pane Options-stilebis ubnis parametrebi). 

2. Tanmimdevrulad SeamowmeT TiToeuli stilis gamoyenebis sixSire. 
 Tagvis mimaniSnebeli miitaneT stilis saxelze da daelodeT marjvena napiras gaSladi 

Rilakis gamoCenas. 
 daaWireT gaSlad Rilaks _ gaixsneba stilTan operaciis meniu. 
 operaciis meniuSi ipoveT striqoni Select All NN Instance(s)-yvela SeRwevis moniSvna: NN. 

ricxvi NN, romelic orwertilis Semdeg dgas, mianiSnebs, aRniSnuli stili ramdenjer gvxvdeba 
dokumentSi. Tu dokumentSi SemTxveviTi stilebia, aragamiznulad warmoqmnili, maTi SemCneva, 
Cveulebriv, ar aris rTuli. 

3. Warbi stilebi unda Seicvalos an waiSalos. 

stilebis Secvla 

formatirebis siWarbis Semcirebis erT-erTi ileTia _ stilebis Secvla. damwyeb momxmareb-
lebs dokumentebSi xSirad xvdebaT formatirebis nakleb mniSvnelovani variaciebi, romlebic 
erTsa da imave funqciebs asruleben. magaliTad, teqstis moniSvnaSi usistemoba imas iwvevs, rom 
rig SemTxvevebSi teqsts xazs usvamen, sxvebSi ki _ daxrili SriftiT Caweren an alternatiuli 
SriftiT, xandaxan iyeneben mTavrul asoebs an sxva saxecvlilebebs.  

msgavsi defeqtebi aRiniSneba abzacebis gaformebaSic (Srifti, zoma, interliniaJi) da sa-
TaurebSi (Srifti, zoma, feri, moxazuloba, kidekanebi, intervalebi), gansakuTrebiT siebis ga-
formebaSi. studenturi referatebis saxasiaTo Tvisebaa _ TiToeuli siis originaluri gafor-
meba, da miT umetes, cxrilebi. 

msgavsi araTanmimdevruloba damangrevlad moqmedebs dokumentze. mkiTxvelisTvis es aris 
signali imis Sesaxeb, rom dokumentis avtori bolomde ar aris darwmunebuli Tavis daskvnebSi, 
ar aqvs saboloo gadawyvetileba im sakiTxebis Sesaxeb, romlebsac ayalibebs, an SesaZloa, arc 
CaTvala saWirod, maTTvis jerovani yuradReba mieqcia. ufro savaraudoa, rom avtors daugeg-
mavs, gadawyvitos Tavisi garkveuli amocanebi umoklesi gziT, minimaluri ZalisxmeviT. 

  
stilebi, romlebsac erTnairi funqciuroba aqvT, erT stilamde unda davides, ris Semdegac 

yvelaferi zedmeti unda likvidirdes. stilebi, romlebsac erTmaneTTan miaxloebuli funqci-
uroba aqvT, yuradRebiT unda gaanalizdes. 

 
stilebis Senacvleba efuZneba programis SesaZleblobebs, ipovos da moniSnos miTiTebuli 

stilebis yvela implementaciebi (SeRwevebi). rodesac isini moniSnulia, axali stili erTi daw-
kapunebiT iniSneba. 

1. gaxseniT paneli Style-stilebi da bmul Options-parametrebis meSveobiT CarTeT gamoyene-
buli stilebis filtris warmodgena (mniSvneli In use-gamoyenebadebi dialoguri fanjris Style 
Pane Options-stilebis ubnis parametrebi mindorSi Select Style to show-asasaxi stilebi). 

2. Tagvis mimaniSnebeli miitaneT Sesanacvlebel stilis saxelze da daelodeT marjvena 
napirSi gaSladi Rilakis gamoCenas. 

3. daaWireT gaSlad Rilaks _ gaixsneba stilTan operaciis meniu. 
4. operaciis meniuSi gaeciT brZaneba Select All NN Instance(s)-yvela SeRwevis moniSvna _ forma-

tirebis yvela egzemplari dokumentSi moiniSneba. 
5. moniSvnis gauuqmeblad, daawkapuneT stilebis siaSi Semnacvlebeli stilis saxelze. 

stilebis waSla 

stilebi, romlebic arasaWiro gaxda, SegiZliaT waSaloT. waSla sruldeba brZanebiT Delete 
{style name}-waSla {stilis saxeli} stilebTan operaciis meniuSi. stilebis waSlisas Semdegi 
wesebiT ixelmZRvaneleT. 

1. waSlas ar eqvemdebareba programis Casmuli stilebi. Tu am kategoriis romelime stili 
ar gamoiyeneba (an ar unda iyos gamoyenebuli), is SegiZliaT dafaroT. 

2. ar Rirs samomxmareblo stilebis waSla, Tu isini moqmedebaSia (dokumentSi aris maTi 
implementacia). stilebis gamoyvana muSaobidan xorcieldeba sxva stilebiT maTi CanacvlebiT. 
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samuSao stilis waSlisas yvela obieqti, romelic aRniSnuli stiliT aris gaformebuli, im 

formatirebas miiRebs, romelic gulisxmobis mixedviT aris miRebuli _ stils Normal-
Cveulebrivi. 

eqspres-stilebis koleqciebis momsaxureba 

TiToeul eqspres-stils aqvs asaxva stilebis siaSi panelze Style-stili. Sesabamisad, iqve 
SeiZleba misi momsaxureba, magaliTad, redaqtireba. xolo Tu paneli Style-stili ar aris gaxs-
nili da misi gaxsna ar gsurT, stilTan operaciis meniu SegiZliaT miiRoT Tagvis marjvena 
Rilakis dawkapunebiT stilis ujredze eqspres-stilebis galereaSi. am meniuSi aris punqti Re-
move from Quick Stylle Galery-eqspres-stilebis koleqciidan walSa. uku operacia _ stilis moTavse-
ba eqspres-stilebis koleqciaSi _ xorcieldeba stilebis panelze. 

1. gaxseniT paneli Style-stilebi da bmul Options-parametrebis meSveobiT CarTeT im stilis 
asaxva, romeli gsurT SeiyvanoT eqspres-stilebis koleqciaSi. 

2. Tagvis mimaniSnebeli miitaneT am stilis saxelze da daelodeT marjvena napirSi gaSla-
di Rilakis gamoCenas. 

3. daaWireT gaSlad Rilaks _ gaixsneba stilTan operaciis meniu. 
4. operaciis meniuSi gaeciT brZaneba Add to Quick Stylle Galery-eqspres-stilebis koleqciaSi 

damateba. 

eqspres-stilebis nakrebis Senaxva 

eqspres-stilebis momarTul koleqcias garkveuli faseuloba aqvs misi SemqmnelisTvis. misi 
formatirebisTvis daxarjuli Zalisxmeva rom fuWad ar daikargos da gamoyenebuli iqnas momav-
al samuSaoebSi, eqspres-stilebis Senaxva rekomendebulia stilebis nakrebis saxiT. Senaxva 
xorcieldeba mimdinare SablonSi. 

1. daaWireT Rilaks Shange Styles-stilebis Secvla CanarT Home-mTavaris jgufSi Styles-
stilebi. 

2. gaxsnil meniuSi airCieT punqti Styles Set-stilebis nakrebi _ gaixsneba nakrebis arCevis 
meniu. 

3. aRniSnuli menius ukanasknel punqts hqvia Save as Stylle Set--eqspres-stilebis nakrebis saxiT 
Senaxva. es brZanebaa. is inaxavs eqspres-stilebis mimdinare nakrebs miTiTebuli saxeliT. Senax-
va xdeba Sablonis failis saxiT (faili gafarToebiT saxelad .dotx). SemdegSi axali nakrebi 
SeiZleba dainaxoT xelmisawvdomi eqspres-nakrebebis siaSi. 

stilebis Seqmna 

rogorc Cveulebriv xdeba xolme kompania Microsoft-is produqtebSi, erTi da igive operacia 
SeiZleba Sesruldes mravali sxvadasxva meTodiT. TiToeuli irCevs TavisTvis im gadawyvetile-
bas, romelic mocemul viTarebebSi yvelaze efeqturia. 

stilebis Seqmna Tvisebebis memkvidreobis meTodiT 

maTTvis, vinc flobs stilebis Sesworebis ileTebs, ar aris da arc SeiZleba iyos aranairi 
problema axali stilis SeqmnasTan dakavSirebiT. unda aiRoT nebismieri mza stili, SeqmnaT mi-
si asli, mianiWoT mas axali stilis saxeli da stilis Tvisebebi ise SeasworoT, rogorc saWi-
roa. rasakvirvelia, rac ufro axlos aris stili, safuZvlis saxiT miRebuli, imasTan, rac un-
da iqnas miRebuli Sedegad, miT naklebi zrunva mogiwevT redaqtirebisas. mTlianobaSi ki moq-
medebebis Semdeg Tanmimdevrulobas misdieT.  

1. dokumentSi daayeneT kursori cariel striqonSi. es saWiroa, rom muSaobis msvlelobi-
sas SemTxveviT ar gaafuWoT raime mza teqstidan.  

2. gaxseniT paneli Style-stilebi. 
3. bmul Options-parametrebis meSveobiT gaxseniT dialoguri fanjara Style Pane Options-

stilebis ubnis parametrebi da asasaxi stilebis siaSi miuTiTeT kategoria All styles-yvela. 
4. stilebis gafarToebul siaSi moniSneT stili, romelic yvelaze axlos aris TqvenTvis 

saWiro stilTan. 
5. daaWireT Rilaks New Style-stilis Seqmna _ gaixsneba dialoguri fanjara Create New Style 

from Formatting-stilis Seqmna. marTvis elementebis SemadgenlobiT is arafriT ar gansxvavdeba 
Cven mier adre ganxiluli stilis redaqtirebis fanjrisgan, romelic warmodgenilia naxatze 
10.9. 

6. mianiWeT stils axali saxeli. 
7. SeinaxeT stili Rilak OK-ze daWeriT.  
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stilebis Seqmna nimuSis mixedviT 

es axali stilebis Seqmnis yvelaze martivi ileTia. mas Cveulebriv iyeneben dokumentebis 
stiluri gaformebis eqsperimentuli damuSavebisas. am ileTis arsi is aris, rom Tavdapirvelad 
formatireba xeliT xdeba (pirdapiri brZanebebiT), ris Semdegac gaformebuli teqsti miiReba 
nimuSad stilis SeqmnisTvis. 

1. dokumentSi moniSneT teqstis fragmenti formatirebisTvis. 
2. daaformateT moniSnuli fragmenti pirdapiri formatirebis saSualebebis daxmarebiT 

(Home-mTavari ► Font-Srifti da Home-mTavari ► Paragraph-abzaci). 
3. Tagvis marjvena RilakiT daawkapuneT moniSnul fragmentze _ gaixsneba konteqsturi me-

niu. 
4. konteqstur meniuSi gaSaleT punqti Styles-stilebi da airCieT brZaneba Save selection as a New 

Quick Style-moniSnuli fragmentis Senaxva axali eqspres-stilis saxiT. 
5. gaxsnil dialogur fanjaraSi miuTiTeT axali stilis saxeli. 
rogorc xedavT, am ileTiT Seqmnili stilebi eqspres-stilebis koleqciaSi xvdeba. magram 

rogorc ukve iTqva, yvela eqspres-stils aqvs Tavisi warmodgena stilebis siaSi panelze Styles-
stilebi. Tu aucilebelia, SegiZliaT gaagrZeloT axali stilis momarTva am panelze. 

stilebis gamoyeneba klaviaturis daxmarebiT 

klaviatura _ es programis marTvis yvelaze efeqturi saSualebaa, da Tu romelime stilis 
gamoyeneba gansakuTrebiT xSirad giwevT, azri aqvs momarToT maTi gamoZaxeba klaviSTa kombi-
naciis daxmarebiT. am striqonebis avtori, magaliTad, amjobinebs ganyofilebebis saTaurebi 
daaformatos kombinaciiT ALT+N, sadac N _ cifruli klaviSia, romelic saTauris dones See-
sabameba.  

1. airCieT dokumentSi abzaci, romelic im stiliT aris gaformebuli, romlisTvisac imar-
Teba klaviaturuli kombinacia, da daayeneT kursori. 

2. gaxseniT paneli Styles-stilebi (ALT + CTRL + SHIFT + S).  
3. panelze Styles-stilebi Tagvis mimaniSnebeli daayeneT mosamarTi stilis Canawerze _ Cana-

weris marjvena napirze gaCndeba gaSladi Rilaki. 
4. daaWireT gaSlad Rilaks _ gaixsneba stilis marTvis meniu. 
5. stilis marTvis meniuSi airCieT brZaneba Modify-Secvla _ gaixsneba dialoguri fanjara 

Modify Styles-stilis Secvla, romelic adre iyo warmodgenili naxatze 10.9. 
6. daaWireT Rilaks Format-formati _ gaixsneba damatebiTi formatirebis meniu. 
7. damatebiTi formatirebis meniuSi airCieT brZaneba Shortcut key-klaviSTa SeTanxmeba _ 

gaixsneba dialoguri fanjara Customize Keyboard-klaviaturis momarTva, romelic warmodgenilia 
naxatze 10.10. 
 

 
nax. 10.10. klaviaturuli kombinaciebis momarTva stilebis Sesayvanad 

 
8. mindorSi Commands-brZanebebi Cawerilia mosamarTi stilis saxelwodeba. darwmundiT, 

rom stili sworad aris SerCeuli. 
9. mindorSi Current keys-mimdinare SeTanxmeba SeiZleba iyos Cawerili klaviSTa mimdinare 

kombinacia, romelic moTxovnil moqmedebas asrulebs. darwmundiT, rom is carielia. 
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10. Tu mindori Current keys-mimdinare SeTanxmeba ar aris carieli, moniSneT mimdinare kombi-
nacia da waSaleT is RilakiT Delete-waSla. 

11. daafiqsireT axali klaviSTa kombinacia. daayeneT kursori mindorSi Press new shortkut keys-
klaviSTa axali SeTanxmeba, ris Semdegac daaWireT kombinacias klaviaturaze. darwmundiT, rom 
kombinacia sworad aris Cawerili. 

12. siaSi Save shanges in-cvlilebebis Senaxva ...-Si miuniSneT, sad unda iqnas Senaxuli ganxor-
cielebuli momarTva. gonivruli adgili oria: mimdinare dokumenti an dokumentis Sabloni, ma-
gram mxolod ara globaluri Sabloni Normal.dotx. 

13. aamoqmedeT momarTva Rilak Assign-daniSvnaze daWeriT.  
14. daxureT dialoguri fanjara Customize Keyboard-klaviaturis momarTva Rilak Close-

daxurvaze daWeriT. 

stilebis marTva 

stilebis marTvis centri mdebareobs dialogur fanjaraSi Manage Styles-stilebis marTva, 
romelic ixsneba amave saxelwodebis RilakiT panelze Styles-stilebi (mis qveda nawilSi). am 
fanjris saSualebebiT SeiZleba stilebTan yvelaferi gakeTdes, rac zemoT iyo ganxiluli: 
Seqmna, redaqtireba da waSla (nax. 10.11), aseve bevri sxva ram, magaliTad stilebis importi sxva 
dokumentebidan an Sablonebidan. 

stilebis importi 

Tu cnobilia, rom romelime dokumentSi (an SablonSi) aris TqvenTvis saWiro stili, is 
iqidan SeiZleba gamoiTxovoT, ufro zustad ki _ misi importireba moaxdinoT. rasakvirvelia, 
stilis importi _ es igive ar aris, rac stilis Seqmna, magram SedegiT es operaciebi erTmaneTs 
hgavs. orive SemTxvevaSi dokumentSi axali stili Cndeba, romelic iq ar iyo. xolo Tu efeqtu-
robas SevafasebT, importi konkurenciis gareSea. es operacia sruldeba specialuri programu-
li saSualebis daxmarebiT, romelsac stilebis organizatori ewodeba. 

1. gaxseniT paneli Styles-stilebi. 
2. daaWireT Rilaks Manage Styles-stilebis marTva (mdebareobs panelis qveda nawilSi). es 

Rilaki xsnis amave saxelwodebis dialogur fanjaras. 
3. dialoguri fanjris Manage Styles-stilebis marTvis nebismier CanarTze daaWireT Rilaks 

Import/Export-importi/eqsporti _ is gaxsnis fanjaras Organizer-organizatori, romelic warmod-
genilia naxatze 10.12.  

4. stilebis importze am fanjaraSi pasuxs ageben CanarT Styles-stilebis saSualebebi. 
5. stilebis organizatoris fanjaras aqvs ori simetriuli paneli. erTi paneli (Cveule-

briv, marcxena) mimRebis funqciebs asrulebs. aq siiT aris warmodgenili mimdinare dokumentis 
stilebi. 

6. meore paneli (mocemul SemTxvevaSi marjvena) asrulebs wyaros funqcias. masze warmod-
genilia im stilebis sia, romlebic SeiZleba iyos nasesxebi wyaros failSi. 
 

 
nax. 10.11. am marTvis centrSi Tavmoyrilia stilebis samarTavi yvela saSualeba 
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7. stilebis wyaros saxiT SeiZleba gamovides romelime sxva dokumenti an Sabloni. gu-

lisxmobis mixedviT marjvena panelze ixsneba globaluri Sablonis Normal.dotx-is sruliad uin-

tereso stilebi. moicileT isini Rilak Close File-failis daxurvaze daWeriT, romelic amis Sem-

deg Seicvleba RilakiT Open File-failis gaxsna. am Rilakis daxmarebiT gaxseniT dokumentis an 
Sablonis faili, romelic TqvenTvis saWiro stilebs Seicavs. 

8. gadaxedeT stilebs, romlebic aris dokumentis an Sablonis gaxsnil failSi. stilis Se-
madgenlobis Sesaxeb SegiZliaT imsjeloT aRweris mixedviT organizatoris fanjaraSi. 

9. daakopireT saWiro stili mimdinare dokumentSi. 

10. daasruleT stilebis organizatorTan muSaoba da daxureT is RilakiT OK. 
 

 
nax. 10.12. stilebis importi organizatoris meSveobiT 

stilebis mowesrigeba 

stilebis mowesrigeba mosaxerxebelia e.w. rekomendaciebis siis daxmarebiT. rekomendaciebi 
amaRleben dokumentTan muSaobis efeqturobas. yvelaze did efeqturobas stilebis marTvis es 
saSualebebi avlenen dokumentTan muSaobis dasawyisSi, gansakuTrebiT, Tu es dokumenti ar 
eyrdnoba mza Sablons, aramed `nulidan~ iqmneba. am SemTxvevaSi gamoyenebuli stilebis sia jer 
kidev carielia, Casmuli stilebis sia ki uzomod didia. swored aq SeiZleba iyos sasargeblo 
rekomendebuli stilebis sia.  

1. rekomendebuli stilebis siis momarTvas emsaxureba dialoguri fanjris Manage Styles-
stilebis marTvis CanarTi Recommend-rekomendaciebi (nax. 10.13).  

2. Rilakebi Show-Cveneba, Hide-dafarva da Hide until used-dafarva gamoyenebamde saSualebas 
iZlevian faqizad momarToT stilebis asaxva imgvarad, rom stilebis panelTan da eqspres-
stilebis galereasTan muSaoba rac SeiZleba mosaxerxebeli gaxadoT. 

3. stilebis Tanmimdevruloba siaSi moimarTeba RilakebiT Move Up-zemoT, Move Down-qvemoT, 

Make Last-ukanasknelad qceva. 
4. momarTva SeiZleba ufro moqnili gaxdes, Tu TiToeul stils garkveul ricxobriv 

mniSvnelobas mianiWebT, e.w. prioritets. es keTdeba RilakiT Assign Value-mniSvnelobis miniWeba. 

5. stilebi aisaxeba maTi prioritetis matebis mimdevrobiT, rodesac siaSi Sort order-
daxarisxebis mimdevroba arCeulia mniSvneli As Recommended-rekomendaciis Tanaxmad. 

6. stilebis mowesrigebis dasrulebis Semdeg daafiqsireT momarTvebi da aamoqmedeT isini 

RilakiT OK. 
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nax. 10.13. stilebis moqnili mowesrigebis saSualeba 

  
naTqvams ganvavrcobT da aRvniSnavT, rom rekomendebuli stilebis sia miekuTvneba im Tanam-

Sromlebis samuSao iaraRebs, romlebic ofisebs xelmZRvaneloben da pasuxs ageben dokumente-
bis gaformebaSi axali Sablonebis SemuSavebasa da erTiani korporatiuli politikis uzrun-
velyofaze. 

stilebis gamoyenebis akrZalva 

ukve imdenjer vTqviT, rom stiluri formatireba, es kargia, xolo pirdapiri formatireba _ 
cudi, rom uneburad Cndeba SekiTxva: `maS, ratom aris programaSi Casmuli pirdapiri formati-
rebis saSualebebi, Tu maTiT sargebloba ar Rirs?~ sinamdvileSi unda ganasxvavoT Cveulebrivi 
momxmareblisa da SemmuSaveblis moTxovnebi, romelic qmnis stilebs, makrosebs da sxva saorga-
nizacio-teqnikur saSualebebs Cveulebrivi momxmareblisTvis. SemmuSavebels sWirdeba formati-
rebis yvela saSualeba, maT Soris pirdapiric. xolo Tu saWiroa momxmareblis SezRudva, es 
SeiZleba gakeTdes, formatirebis zogierTi saSualebis gamoricxviT. 

1. SezRudvebi stilebis gamoyenebaze moimarTeba dialoguri fanjris Manage Styles-stilebis 
marTvis CanarTis Restrict-SezRudvebis saSualebebiT (nax. 10.14). 

2. yvelaze martivi da racionaluri gadawyvetilebaa _ SezRudoT rekomendebuli stilebiT 
xelmisawvdomi formatireba. es SezRudvebi daideba Sesabamisi almis dayenebiT. 

3. damatebiTi almebiT SeiZleba aikrZalos gaformebis Temebis an feradi sqemis cvla, aseve 
eqspres-stilebis nakrebis cvla. 

4. TiToeuli stilisTvis SeiZleba individualurad mieTiTos rogorc nebarTva, ise gamoye-
nebis akrZalva. es sruldeba RilakebiT Permit-nebarTva an Restrict-SezRudva. 

5. stilebi, romelTa gamoyeneba akrZalulia, aRiniSneba dasakidi boqlomis formis marke-
riT. 

stilebis inspeqtorTan muSaoba 

maTTvis, visac sxvadasxva wyarodan momaval masalebTan aqvs saqme, kargad aris nacnobi 
usiamovno movlena, rodesac erTi stiluri saxeliT dokumentSi sruliad gansxvavebuli for-
matebi arsebobs. es movlena gansakuTrebiT xSirad xdeba sxvadasxva veb-gverdze Segrovili ma-
salebis kompilaciisas. araferia uCveulo imaSi, rom stili Normal-Cveulebrivi sxvadasxva ab-
zacSi ar hgavs sakuTar Tavs. programis TvalsazrisiT, aq TiTqos yvelaferi wersigSia: sxva-
dasxva abzacs erTnairi stili aqvs. magram am stils SeiZleba hqondes sxvadasxva modifikacia, 
romlebic maT sruliad cvlian. Tumca, amiT momxmarebels araferi uioldeba. misTvis aucile-
belia moxerxebuli da xelmisawvdomi saSualeba, da maTSi wesrigis damyareba. aseTi saSualeba 
arsebobs. es aris stilebis inspeqtori. is saSualebas iZleva Sefaseba mieces mimdinare abzacs 
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an moniSnul fragments, stilis simdgradis TvalsazrisiT, aseve SesaZlebels xdis gamov-
lindes teqstSi pirdapiri formatirebis arseboba da aRdges stiluri formatirebis stabilu-
roba.  
 

 
nax. 10.14. SezRudvebis momarTva stilebis gamoyenebisas 

 
stilebis inspeqtori amoqmeddeba Rilakis Style Inspector-stilebis inspeqtoris daWeriT panel 

Styles-stilebis qveda nawilSi. inspeqtoris fanjaras ori paneli aqvs (nax. 10.15). erT-erT maT-
ganze aisaxeba mimdinare abzacis formati, meoreze _ mimdinare teqstis formati. TiToeul pa-
nels damatebiTi ubani aqvs stilis mimdinare modifikaciis aRweriT.  
 

 
nax. 10.15. stilebis inspeqtori 
 
stilebis inspeqtori _ es ar aris formatirebis saSualeba, aramed kontrolis saSualebaa, 

romelic SesaZleblobas iZleva efeqturad ibrZoloT Warb formatirebasTan, es fanjara araak-
viatebulad `kidia~ ekranze da realuri drois reJimSi warmoadgens cnobebs mimdinare obieqtis 
formatis Sesaxeb. 

formatirebis parametrebis Sekreba 

stilebis inspeqtors kidev erTi sasargeblo funqcia aqvs: is xsnis miwvdomas panelTan Rev-
eral Formatting-formatirebis Cveneba _ mosaxerxebel saSualebasTan, romelic erT adgilas ax-
dens Sriftis, abzacis, gverdis da TviT enisac ki parametrebis Sesaxeb cnobebis integrirebas. 
yvela es cnoba SeiZleba ara mxolod gadaixedos, aramed operatiuladac Seswordes. 
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1. paneli Reveral Formatting-formatirebis Cveneba (nax. 10.16) ixsneba amave saxelwodebis Ri-
lakze daWeriT inspeqtoris panelze (nax. 10.15).  

2. misi elementebi, moniSnuli lurji feriT da xazgasmiT, hiperbmulebia. aseT bmulze 
dawkapuneba xsnis dialogur fanjaras Sesabamisi parametrebis gadasaxedad da mosamarTad. 

3. yuradReba miaqcieT sasargeblo alams Distinguish style source-stilebis wyaroebis gansxvave-
ba. is saSualebas iZleva gaarkvioT, esa Tu is stili saidan imemkvidrebs Tavis parametrebs. 
 

 
nax. 10.16. dokumentis formatirebis parametrebis gadaxedva 

stilebis beWdva 

am Tavs vamTavrebT kidev erTi sasargeblo funqciiT: SesaZleblobiT amoibeWdos stilebis 
momarTva qaRaldze. realizdeba is Sesabamisi momarTviT dialoguri fanjrisa Print-beWdva. 

1. daaWireT Rilaks Office _ gaixsneba programis mTavari meniu. 
2. marcxena panelze airCieT brZaneba Print-beWdva _ gaixsneba amave saxelwodebis dialogu-

ri fanjara. 
3. mindorSi Name-saxeli airCieT sabeWdi mowyobiloba. 
4. gaSlad siaSi Print what-dabeWdva airCieT mniSvneli Styles-stilebi. 
5. daiwyeT beWdva Rilak OK-ze daWeriT.  

gakveTili. (zog.-3, gaZ.-3)  gamosaxulebebis Casma 
grafikulad ilustrirebul masalas arc ise mcire mniSvneloba aqvs dokumentebis momzade-

bisas. ilustraciebi dokuments ufro momxibvlels, xelmisawvdomsa da gasagebs xdian. ilu-
straciis saxiT Cveulebriv gamoiyeneben grafikul gamosaxulebebs: naxatebs, ferweras, sqemebs, 
gegmebs, naxazebs, rukebs, aseve kadrebs kino da videofilmebidan.  

ilustrirebuli masalis gamoyenebis sivrcis mixedviT Microsoft Word _ Zalian moqnili pro-
gramaa. mas ZaluZs imuSaos gamosaxulebebis farTo speqtrTan. grafikulad ilustrirebuli ma-
salis saxiT SeiZleba gamoiyenoT cifruli kameriT gadaRebuli fotosuraTebi, skaneriT miRe-
buli gamosaxulebebi, sxvadasxva grafikul redaqtorSi Seqmnili naxatebi, sqemebi da naxazebi, 
obieqtebi Microsoft Office-is szva danarTebidan, da bolos, umartivesi naxatebi, diagramebi da sqe-
mebi, romelTa Sesaqmneli saSualebebic aris TviT Microsoft Word 2007-is teqstur procesorSi.  

programa saSualebas iZleva gamoiyenoT ori ZiriTadi tipis gamosaxulebebi: wertilovani 
da veqtoruli. danarCeni tipebi, magaliTad samganzomilebiani, fraqtaluri da sxva, SeiZleba 
gamoiyenoT wertilovan gamosaxulebad gardaqmnis Semdeg.  

wertilovani gamosaxuleba. 

wertilovani gamosaxulebis ZiriTadi elementi wertilia, romelic ori parametriT xasiaT-
deba: feriTa da mdebareobiT. wertilovani gamosaxuleba warmodgenilia marTkuTxa ricxobrivi 
matriciT, romelSic TiToeul wertils Seesabameba feri, misi feris gamomxatveli. wertilova-
ni gamosaxulebebis saxiT miRebulia ilustraciebis warmodgena, romlebSic fers formasTan 
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SedarebiT gadamwyveti mniSvneloba aqvs. wertilovani Tvisebebi aqvT yvela cifrul fotosu-
raTs, skanirebul masalebsa da zogierT naxats. 

veqtoruli gamosaxuleba. 

veqtoruli gamosaxulebis ZiriTadi elementi xazia, romelic xasiaTdeba parametrebis er-
TianobiT: formiT, feriT, sisqiT, StrixiT, CaketilobiTa da sxva TvisebebiT. veqtoruli gamo-
saxuleba warmodgenilia formuliT da sakmaod kompaqturad inaxeba ricxvebis nakrebis (koefi-
cientebis) saxiT. veqtoruli gamosaxulebebis damaxasiaTebeli Tvisebaa _ masStabirebis ganusaz
 Rvreli SesaZleblobebi maTi xarisxis danakargebis gareSe.  

veqtoruli gamosaxulebebis saxiT miRebulia ilustraciebis warmodgena, romlebSic for-
mas upiratesi mniSvneloba aqvs ferTan SedarebiT. veqtoruli buneba qavT naxazebs, sqemebs da 
bevr naxats, romlebic fanqris an kalmis teqnikaSia Seqmnili.  

grafikuli obieqtebis Casmis saSualebebi da meqanizmebi 

grafikuli obieqtebis Casasmelad ZiriTadi saSualebebi Tavmoyrilia jgufSi Illustrations-
ilustraciebi CanarTze Insert-Casma. aq marTvis TiToeuli elementi (Rilaki) Seesabameba ilu-
straciis garkveul saxeobas. sul aseTi tipi xuTia: Picture-naxati, Clip Art-klipi, Shapes-
figurebi, SmartArt da Shat-diagrama (nax. 12.1). principSi, ganzogadebulad maT SeiZleba vuwodoT 
`naxatebi~ an `diagramebi~, magram maT Soris sistemoteqnikuri da funqciuri sxvaobebia.  
 

 
nax. 12.1. grafikuli obieqtebis Casmis saSualebebi 

naxati 

mocemul SemTxvevaSi sityva `naxati~ _ es teqnikuri metaforaa. aq naxatSi igulisxmeba ga-
mosaxuleba, romelic Senaxulia garegan failSi, anu es cneba aris ara mxatvruli, aramed sis-
temoteqnikuri. CaTvaleT, rom es ubralod grafikuli failia, romelSic inaxeba yvelaferi, 
rac gindaT: fotosuraTi, ruka, sqema, naxazi an nebismieri sxva gamosaxuleba. 

gamosaxulebis Casma xorcieldeba failis arCeviT standartul dialogur fanjaraSi, ro-
melic ixsneba Rilak Picture-naxatze dawkapunebiT. ase ismeba sruliad sxvadasxva formatis 
ilustraciebi (.BMP, .GIF, .GPEG, .TIFF da sxvebi) an Sereuli formatebi (.EPS, .WMF, .WMZ da .EMZ). 

klipi 

aseve sityva `klipi~ mocemul SemTxvevaSi _ es teqnikuri metaforaa. aq klipSi igulisxmeba 
gamosaxuleba, Senaxuli ara calkeul failebSi, aramed struqturirebul monacemTa bazebSi. 

umravles SemTxvevaSi am gamosaxulebebs veqtoruli formati aqvT, magram arsebobs werti-
lovani klipartebic. TumcaRa ara gamosaxulebis tipi (veqtoruli/wertilovani) gansazRvravs 
klipartebis saxasiaTo Taviseburebebs, aramed maTTan miwvdomis saSualebebi da maTi gamoyene-
bis reJimi. es miwvdoma uzrunvelyofilia ara Windows-is failuri qvesistemis standartuli sa-
SualebebiT, aramed monacemTa bazis marTvis saSualebebis daxmarebiT, romlebic aris Microsoft 
Word-Si. es saSualebebi ganTavsebulia damatebiT panelze Clip Art klipi, romelic ixsneba amave 
saxelwodebis Rilak Clip Art klipze dawkapunebiT. 

figurebi 

figurebi (maT kidev avtofigurebsac eZaxian) Microsoft Word-Si xatvis Casmuli saSualebaa, 
veqtoruli tipis gamartivebuli grafikuli redaqtori. muSaobisas amoqmeddeba xatvis instru-
mentis arCeviT.  

1. Rilak Shapes-figurebis daWeriT CanarT insert-Casmis jgufSi insert-Casma ixsneba xatvis in-
strumentebis paneli. 

2. instrumentis arCevisas Tagvis mimaniSnebeli formas icvlis, da programa gadadis avto-
figurebis xatvis reJimSi.  

amgvarad Seqmnili naxatebi avtonomiurad ar inaxeba: isini myarad aris Casmuli dokumentSi. 
maTi iqidan gamodevna da calke failis saxiT Senaxva _ specialuri amocanaa. es zRudavs xat-
vis aRniSnuli saSualebis gamoyenebis ubans. pirvel rigSi is emsaxureba printerze sabeWdad 
gamosatan dokumentebSi ilustraciebis Casmas. arsebiTad, saswavlo dawesebulebebis maswav-
leblebi farTod iyeneben am instruments mecadineobebisTvis dasarigebeli masalebis Seqmnisas. 
garda amisa, avtofigurebis gamoyeneba SeiZleba dokumentebisTvis, romlebic teqsturi proce-
soris formatSi eleqtronuli saxiT unda gavrceldes.  
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masalebSi, romlebic sxva mxares gadaecema Semdgomi damuSavebisTvis, ar Rirs Microsoft Word-

is xatvis Casmuli saSualebis gamoyeneba. 

SmartArt 

SmartArt _ es danarT PowerPoint-idan namemkvidrevi sqemebis, struqturuli da saorganizacio 
diagramebis Seqmnis Casmuli saSualebaa. 2007 wlis versiaSi am saSualebis gansakuTrebuli 
warmomadgenlobiTobisa da gamomxatvelobis gaTvaliswinebiT, misTvis specialuri ganyofileba 
gamovyaviT _ 23-e Tavi `struqturuli diagramebi~.  

diagrama 

diagrama _ ricxobrivi diagramebisa da grafikebis Seqmnis Casmuli saSualebaa. Microsoft 
Word-is warsul versiebSi am funqciebs Casmuli danarTi Microsoft Graph asrulebda. axal versiaSi 
diagramis Seqmnis saSualebam didi cvlilebebi ganicada. mis safuZvelSi Caido meqanizmi, aRe-
buli Microsoft Excel-is eleqtronuli cxrilebis procesoridan. diagramebTan muSaobas Cven daw-
vrilebiT ganvixilavT 21-e da 22-e TavebSi.  

obieqtebis Casmis universaluri saSualeba 

Word-is dokumentebis ilustrirebis SesaZleblobebi ar SemoisazRvreba gamosaxulebebis 
ganxiluli xuTi tipiT. Casmis meqanizmi dafuZnebulia obieqturi teqnologiis principebs, da 
dokumentSi praqtikulad yvelafris Casmaa SesaZlebeli, oRondac programaSi iyos moduli 
(zednaSeni, filtri) specifikuri obieqtis asasaxad. 

1. obieqtebis Casmis universaluri saSualeba amoqmeddeba CanarT Insert-Casmis jgufSi Text-
teqsti Rilak Object-obieqtze daWeriT. am dros ixsneba dialoguri fanjara Object-Casma, romel-
ic warmodgenilia naxatze 12.2. 

2. gaxseniT CanarTi Create New-axalis Seqmna. 
3. siaSi Object type-obieqtis tipi airCieT Casasmeli obieqti. 
4. obieqti SeiZleba iyos warmodgenili niSniT. arsebobs SemTxvevebi, rodesac niSniT war-

modgena _ erTaderTi SesaZlo gadawyvetilebaa, magaliTad, rodesac obieqti musikaluri ilu-
straciaa.  

5. Tu standartuli niSani ar gakmayofilebT, airCieT is Tqveni Sexedulebisamebr. 
6. CasviT arCeuli obieqti RilakiT OK. 

 

 
nax. 12.2. dialoguri fnjara Object-obieqti 

gamosaxulebis Casmis meqanizmebi 

arsebobs dokumentSi gamosaxulebis Casmis ori meqanizmi. isini gansxvavdeba imiT, Tu rogor 
pozicirdeba Casmuli gamosaxuleba: teqstur striqonTan mimarTebaSi Tu gverdTan mimarTebaSi.  

pirvel SemTxvevaSi gamosaxuleba moewyoba uSualod striqonSi, ufro zustad _ kursoris 
mimdinare poziciaSi. aseT gamosaxulebebs ewodeba Casmuli, danergili an SekavSirebuli. 
teqstSi isini arsebobs simboloebis uflebebiT. magaliTad, isini SeiZleba moiniSnos gaWimviT 
garemomcvel teqstTan erTad. survilisamebr Casmuli gamosaxuleba SeiZleba waiSalos, masTan 
marcxnidan an marjvnidan kursoris mitaniT da klaviS DELETE-ze an BACKSPACE-ze daWeriT, 
Sesabamisad. 

meore SemTxvevaSi gamosaxuleba aris ara striqonis elementi, aramed gverdis elementi. is 
SeiZleba gadaadgildes gverdze Tagvis gadaadgilebis daxmarebiT. aseT gamosaxulebebs Tavi-
sufali gamosaxulebebi ewodeba. 
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gamosaxulebebis gulisxmobis mixedviT Casmis meqanizmis momarTva 

gulisxmobis mixedviT gamosaxulebebi Caismeba rogorc CaSenebulebi. Casma xdeba kursoris 
mimdinare poziciaSi. am dros manZili mezobel striqonebs Soris regulirdeba avtomaturad 
gamosaxulebis vertikaluri zomis adekvaturad, romelic, sxvaTa Soris, SeiZleba moqnilad im-
arTos masStabirebis meSveobiT (nax. 12.3).  
 

 
nax. 12.3. gulisxmobis mixedviT gamosaxulebebi striqonSi ewyoba 

 
Tu Casmuli gamosaxuleba is ar aris, rac Tqven gWirdebaT, gaaTavisufleT. imis Sesaxeb, Tu 

es rogor keTdeba, odnav mogvianebiT giambobT. axla ki SevityobT, rogor unda moimarTos pro-
grama, raTa yvela axali gamosaxuleba maSinve Caisvas, rogorc Tavisufali. Sesabamisi momarTva 
xorcieldeba dialogur fanjaraSi Word Options-Word-is parametrebi. 

1. daaWireT Rilaks Office _ gaixsneba programis mTavari meniu. 
2. mTavar meniuSi daaWireT Rilaks Word Options-Word-is parametrebi _ gaixsneba amave sax-

elwodebis dialoguri fanjara. 
3. marcxena panelze airCieT kategoria Advanced-damatebiT.  
4. marjvena panelze gaSaleT kategoria Cut, Copy and Paste-amoWra, kopireba da Casma. 
 

 
nax. 12.4. gamosaxulebis Casmis meqanizmis momarTva 
 

5. am kategoriaSi gamosaxulebis Casmis reJimze pasuxs agebs gaSladi sia Insert/paste pictures 
as-naxatebis Semovleba. gulisxmobis mixedviT dadgenilia mniSvneli In line with text-teqstSi, ro-
gorc naCvenebia naxatze 12.4. Tu am siaSi sxva mniSvnels airCevT, magaliTad In front of text-
teqstis win, axali naxatebi Caismeba dokumentSi rogorc Tavisuflebi. 

6. aamoqmedeT momarTvebi da daxureT dialoguri fanjara Word Options-Word-is parametrebi 
Rilak OK-ze daWeriT.  

gamosaxulebebis `abzacSi~ Casma 

gamosaxulebis Casmis TiToeul miTiTebul meqanizms Rirsebebi da naklovanebebi aqvs. gamo-
saxulebebis striqonSi Casmisas irRveva teqstis ritmika da ikargeba misi esTetikuri Tvisebebi. 
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Tavisufali gamosaxulebis Casmisas gamudmebiT giwevT ilustraciis teqstTan urTierTqmedebis 
meqanikis kontrolireba da Sesworeba. orive teqnologiis naklovanebebis aRmofxvris saSuale-
bas iZleva `abzacSi~ Casmis ileTi. teqnikurad, gamosaxuleba ismeba rogorc CaSenebuli, magram 
ara teqstur striqonSi, aramed cariel abzacSi (nax. 12.5). 

ras iZleva es ileTi? faqtobrivad, mocemul SemTxvevagi gamosaxuleba arsebobs calkeuli 
abzacis uflebebiT misTvis damaxasiaTebeli yvela TvisebiTurT. es imas niSnavs, rom aseTi ga-
mosaxulebisTvis SeiZleba moimarTos formatirebis stili sworebis aucilebeli parametrebi-
TurT, miTiTebuli kidekanebiTa da intervalebiT. aseTi Casmis mimdevroba _ Semdegia. 

1. mimdinare abzaci daasruleT da daaWireT Rilaks ENTER _ Seyvanis kursori Semdegi 
striqonis dasawyisSi dadgeba. 

2. gaeciT brZaneba Insert-Casma ► Picture-naxati da airCieT gamosaxulebis faili _ gamosax-
uleba dadgindeba da moiniSneba. 

3. kursorul klaviSze `isari marjvniv~ daWeriT kursori erTi poziciiT gadaanacvleT 
striqonSi _ gamosaxulebis moniSvna moixsneba. 

4. striqonTan gamoiyeneT formatirebis saWiro stili. 
5. daasruleT abzaci klaviSiT ENTER. 
6. ganagrZeT teqstis Seyvana. 

 

 
nax. 12.5. ilustracia, Casmuli `abzacSi~, arsebobs abzacis uflebebiT da eqvemdebareba Ta-

visi abzacis stilur formatirebas 

gamosaxulebis Casma failidan 

Tu gamosaxuleba grafikul failSi inaxeba, misi Casma xorcieldeba RilakiT Picture-naxati 
jgufSi Illustration-ilustracia panelze Insert-Casma. moqmedebebis Semdgomi mimdevroba ki aseTia: 

• Tu es aucilebelia, gamosaxulebas vaTavisuflebT; 

• gamosaxulebas `adgilis mixedviT~ vamasStabirebT; 

• Tu es aucilebelia, gamosaxulebas vakopirebT; 

• mivuTiTebT gamosaxulebis teqstTan urTierTqmedebis reJims; 

• vaxdenT gamosaxulebis pozicirebas gverdze; 

• vadgenT gamosaxulebis kavSirs teqstTan; 

• Tu es aucilebelia, gamosaxulebas gardavqmniT; 

• gamosaxulebis vizualizaciis parametrebis redaqtirebas vaxdenT; 

• movmarTavT vizualizaciis specialur efeqtebs. 
am ganyofilebaSi Tanmimdevrulad ganvixilavT aRniSnul operaciebs.  

gamosaxulebis Casma 

moamzadeT faili gamosaxulebiT, romelic Casasmelad aris navaraudevi. Teoriulad, gamo-
saxuleba SeiZleba gadmoitanoT sxva programidan an sxva dokumentidan gacvlis buferiT 
(CTRL+C _ CTRL+V), magram amis gakeTeba kategoriulad ar aris rekomendebuli. aris mravali 
mizezi, romelTa gamoc, kopirebis gziT Casmuli naxatebi kargaven wyarosTan kavSirs da sabo-
lood rCebian raimes Sesworebis an Secvlis SesaZleblobis gareSe.  

  
ar CasvaT ilustraciebi gacvlis buferis saSualebiT. ilustracias, romelic dokumentSi 

Casasmelad aris gamiznuli, nacnobi Senaxvis adgili unda hqondes. amgvari Sesanaxi SeiZleba 
iyos an faili, an monacemTa baza. 
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rogorc ki darwmundebiT, rom ilustracia mzad aris, da misi Sesanaxi adgilic gan-
sazRvrulia, da TqvenTvis is cnobilia, operacias SeudeqiT.  

1. daayeneT kursori poziciaSi, sadac unda gaCndes gamosaxuleba. Tu gamosaxuleba teqstSi 
daewyoba, kursori unda iyos teqstur striqonSi. Tu gegmavT gamosaxulebis Casmas, rogorc Ta-
visufalis, daayeneT kursori carieli striqonis dasawyisSi. 

2. gaxseniT jgufi Illustration-ilustraciebi CanarTze Insert-Casma. 
3. daaWireT Rilaks Picture-naxati _ gaixsneba failis arCevis standartuli fanjara. 
4. ipoveT gamosaxulebis faili da gaeciT misi gaxsnis brZaneba. 

Casmuli gamosaxulebis gaTavisufleba 

rodesac gamosaxuleba moniSnulia, es ki asea, rogorc ki mas CasvamT, instrumentul 
lentze ixsneba konteqsturi CanarTi Picture Tools-naxati naxatebTan muSaoba ► Format-formati. am 
CanarTis marTvis elementebi saSualebas iZleva Sesruldes yvela moqmedeba gamosaxulebebTan, 
gaTvaliswinebuli programis avtorebis mier, maT Soris teqstur striqonSi Casmuli gamosax-
ulebis gaTavisuflebac. jgufSi Arrange-mowesrigeba daaWireT Rilaks Text Wrapping-teqstiT Se-
movleba da gaxsnil meniuSi airCieT gamosaxulebis teqstTan urTierTqmedebis nebismieri reJimi 
garda reJimisa In line with text-teqstSi. 

gamosaxulebis gaTavisuflebis sxva ileTi xorcieldeba konteqsturi menius meSveobiT. 
1. Tagvis marjvena RilakiT daawkapuneT Casmul gamosaxulebaze _ gaixsneba misi konteqs-

turi meniu. 
2. konteqstur meniuSi airCieT punqti Text Wrapping-teqstiT Semovleba _ gaixsneba Casmuli 

meniu. 
3. airCieT nebismieri mniSvneli, garda gulisxmobis mixedviT miRebuli mniSvnelisa In line 

with text-teqstSi, romelic Casmul gamosaxulebas Seesabameba. umravles SemTxvevaSi irCeven 
mniSvnels In front of text-teqstis win CarCos irgvliv. sxva mniSvnelebs iyeneben ilustraciis 
teqstTan urTierTqmedebis specialuri leTebis realizaciisTvis.  

gamosaxulebis masStabireba 

masStabirebis saSualebiT cvlian gamosaxulebis xilul zomas. gamosaxulebis naturaluri 
zoma am dros ar icvleba: faili ucvleli rCeba. icvleba ara gamosaxuleba, aramed misi war-
modgena dokumentSi. 
 

 
nax. 12.6. gamosaxulebis zomis momarTvis mimdevroba 

 
masStabireba sruldeba dialoguri fanjris Size-zomis saSualebebiT, an damatebiTi parame-

trebis RilakiT jgufSi Size-zoma konteqstur CanarTze Format-formati. 
gamosaxulebas ori zoma aqvs: simaRle da sigane. Tu orive zoma sinqronulad icvleba, aseT 

masStabirebas proporciuls uwodeben. gulisxmobis mixedviT CarTulia proporciuli masStabi-
rebis reJimi.  
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1. moniSneT gamosaxuleba da gaxseniT dialoguri fanjara Size-zoma (nax. 12.6).  
2. SeafaseT gamosaxulebis mimdinare zomebi. 
3. mimdinare zomebi sawyis zomebs SeadareT. Tu isini gansxvavdeba, e.i. gamosaxuleba ukve 

masStabirebulia.  
4. Tu aucilebelia, SegiZliaT aRadginoT gamosaxulebis sawyisi parametrebi Rilak Reset-

Camoyris daxmarebiT. 
5. gamosaxulebis zoma SeiZleba Seicvalos, misi simaRlisa da siganis sidideebis aSkarad 

miTiTebiT mricxvelebis meSveobiT panelze Size-zoma da mobrunebis. magram ufro mosaxerxebe-
lia axali masStabis procentebSi miTiTeba mricxvelebiT Height-simaRle da Wisth-sigane pa-
nelze Size-masStabi. 

6. Tu aucilebelia, rom gamosaxulebis simaRle da sigane sinqronulad icvlebodes, daaye-
neT alami Relative to orugunal picture size-proporciebis Senaxva. 

7. aamoqmedeT momarTvebi da daxureT dialoguri fanjara RilakiT Close-daxurva. 

gamosaxulebis kadrireba 

kadrirebis dros gamosaxulebis zoma icvleba napirebis SemoWris xarjze. kadrireba _ es 
aris ara mxolod teqnikuri operacia, aramed SemoqmedebiTic, radgan gavlenas axdens gamosax-
ulebis SemadgenlobiTobasa da gamomxatvelobaze. arsebiTad, kadrireba saSualebas iZleva Se-
madgeneli ubani gacalkevdes da mayureblis yuradReba ise aqcentirdes, rogorc es dokumentis 
avtors surs. 

kadrirebis instruments Crop-SemoWra ewodeba. is mdebareobs jgufSi Size-zoma konteqstur 
CanarTze Picture Tools-naxatebTan muSaoba ► Format-formati. am instrumentis arCeva Tagvis mima-
niSnebels formas ucvlis. am mdgomareobaSi mimaniSnebeli miitaneT gamosaxulebis erT-erT 
markerze, daaWireT Rilaks da mis auSveblad, SecvaleT naxatis zoma (nax. 12.7).  
 

 
nax. 12.8. markereis gamoyenebiT suraTze Srulebuli kadrireba 

SemoWris alternatiuli ileTi sruldeba dialoguri fanjris Size-zomis gamoyenebiT, ro-
melic zemoT iyo warmodgenili naxatze 12.6. panel Crop from-SemoWris mricxvelebi saSualebas 
iZlevian mieTiTos kadris SemoWris sidide oTxive mxridan. am saSualebis mniSvnelovani naklia 
TvalsaCinoebis simwire. erTaderTi Rirsebaa _ is, rom dialoguri fanjara saSualebas iZleva 
moimarTos makrosi SemoWris operaciaze, instrumenti ki _ ara. Tumca, mTlad gasagebi araa, 
risTvis aris saWiro aseTi makrosi, kadrireba xom SemoqmedebiTi saqmea da yovel jerze sxva-
dasxvagvarad sruldeba. 

rogor Semcirdes dokumentis failis zoma 

gamosaxulebebi, romlebic dokumentSia Casmuli, mis SigniT inaxeba. Sesabamisad, dokumentis 
failis zoma gamosaxulebis Casmis Semdeg gardauvlad izrdeba, Tanac araiSviaTad ilustra-
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ciis mniSvneli ar Seesabameba namatis sidides. es unda gaiTvaliswinoT, magaliTad, eleqtro-
nuli fostiT dokumentebis gasagzavnad momzadebisas. gamosaxulebis araracionalurma momza-
debam iolad SeiZleba gamoiwvios iseTi failebsi Seqmna, romlebic ar aris misaRebi safosto 
da sxva servisebisTvis. 

damwyeb momxmareblebs xandaxan hgoniaT, rom dokumentis zoma SeiZleba Seamciron Casmuli 
gamosaxulebebis SemcirebiT masStabirebis an SemoWris gziT. samwuxarod, ase ar aris. es saSu-
alebebi amcireben mxolod gamosaxulebis xilul zomas, magram aranairad ar axdenen gavlenas 
mis WeSmarit zomaze. realurad rom Semcirdes gamosaxulebis failis zoma, masTan unda im-
uSaoT grafikul redaqtorSi. SemoWeriT naxatis napirebi dokumentSi Casmamde. winaswar momar-
TeT misi xazovani zomebi. rac mTavaria: efeqturad, zedmeti guluxvobis gareSe miuTiTeT gamo-
saxulebis Sida gadawyveta (gafarToeba), misi simkvrive. is izomeba wertilebis raodenobiT di-
uimze (dpi) da srulebiT ar aris valdebuli, daemTxvas sabeWdi mowyobilobis teqnikur gadawy-
vetas, rogorc bevrs gulubryvilod hgonia.  

ai, ramdenime rCeva gamosaxulebis Sida gadawyvetis racionalurad asarCevad. 
1. Tu dokumenti mzaddeba ekranze warmosadgenad, misTvis savsebiT sakmarisia Sida gadawy-

veta 72_96 dpi. misi gazrdis mcdeloba _ uazro saqmea, radgan ekranebi ufro maRali gadawyve-
tiT mxolod speclaboratoriebSi SeiZleba ipovoT. 

2. Sav-TeTr mowyobilobaze dasabeWdad sakmarisia gafarToeba 150 dpi. ar ecadoT mis gazr-
das, maSinac ki, Tu Tqveni printeris gadawyveta ufro metia, radgan am dros gaxarjuli iqneba 
nacrisferi naxevartonebi9. Tu printers aqvs gadawyveta n-jer ufro maRali, vidre gamosaxule-
baSi wertilebis simkvrivea, maSin beWdvis dros is gadascems n2 naxevartonebs. magaliTad, 
printers gadawyvetiT 1200 dpi, gamosaxulebis beWdvisas simkvriviT 150 dpi, ZaluZs gadmosces 64-
mde naxevartoni, es ki sulac ar aris bevri. 

3. nakaduri tipis ferad printerebze naxevartonebi saRebavebis SereviT miiReba, da ara 
wertilebis, amitom ferad gamosaxulebebSi, romlebic nakaduri beWdvisTvis aris mowodebuli, 
gamarTlebulia simkvrive 300 dpi-mde. 

gamosaxulebis teqstTan urTierTqmedeba 

Tu gamosaxuleba teqstSia Casmuli, misTvis SesaZlebelia garemomcvel teqstTan ur-
TierTqmedebis erTaderTi reJimi: is iqceva, rogorc didi zomis grafikuli simbolo. magram Tu 
gamosaxuleba Tavisufalia, Cndeba damatebiTi variantebi. man SeiZleba gadafaros teqsti an mis 
fonad gamovides, aseve teqsti SeiZleba Semoevlos gamosaxulebas, Tanac, sxvadasxvagvarad. sul 
urTierTqmedebis eqvsamde varianti iTvleba. saWiros irCeven Semovlebis meniuSi, romelic ixs-
neba Rilakze Text Wrapping-teqstiT Semovlebaze dawkapunebiT jgufSi Arrange-mowesrigeba kon-
teqsturi CanarTisa Picture Tools-naxatebTan muSaoba ► Format-formati. 
 

 
nax. 12.8. ilustraciis Semovlebis reJimis momarTva 

                                                 
9 mocemuli wesidan gamonaklisia naxazebi, gegmebi, sqemebi. Tu maTSi ar aris naxevartoniani 
elementebi, samagierod aris Txeli xazebi da wvrili warwerebi, maSin maTTvis gonivrulia ga-
dawyveta 300-dan 600 dpi-mde. 
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1. Semovleba Square-CarCos irgvliv. Semovlebis konturi mocemul SemTxvevaSi aris ilu-
straciis marTkuTxa konturi. Semovlebis ZiriTadi parametria _ napralis sidide teqstis ele-
mentebsa da konturis mxareebs Soris. Semovlebis oTxi mxridan TiToeulisTvis am sidides 
calke momarTaven dialogur fanjaraSi Advanced Layout-damatebiTi moniSvna (nax. 12.8). mas xsnian 
brZanebiT More Layout Options-Semovlebis damatebiTi parametrebi Semovlebis momarTvis meniuSi. 

2. Semovleba Tight-konturis mixedviT. Tavdapirvelad Semovlebis konturi emTxveva ilu-
straciis konturs, magram is SeiZleba TviTneburic gaxadoT, magaliTad iseTi, rogoric naCve-
nebia naxatze 12.9. Semovlebis konturis mosamarTad Semovlebis meniuSi airCieT brZaneba Edit 
Wrap Point-Semovlebis konturi. 
 

 
nax. 12.9. Semovlebis momarTva TviTneburi konturis mixedviT 
 
 sawyisi konturi _ marTkuTxa CarCo oTxi kuTxovani markeriT (kvanZiT). 
 konturis forma SeiZleba Seicvalos, kvanZebis gadataniT Tagvis Rilakze xelis daWeri-

sas. 
 damatebiTi kvanZis dasadgenad ubralod miitaneT Tagvis mimaniSnebeli CarCoze da rode-

sac is formas Seicvlis, ZiriTad Rilaks daaWireT da Tagvi gverdiT gadaanacvleT.  
 kvanZis gasauqmeblad miitaneT masze Tagvis mimaniSnebeli klaviS CTRL-is SeyovnebiT. 

daelodeT, sanam mimaniSnebeli miiRebs daxrili jvris formas (niSans `X~) da daawkapuneT Zi-
riTadi RilakiT _ kvanZi gauqmdeba. 

 napralis sidide teqstsa da Semovlebis konturs Soris miuTiTeT dialogur fanjaraSi 
Advanced Layout-damatebiTi moniSvna, misi gaxsniT Semovlebis meniuSi brZanebiT More Layout Op-
tions-moniSvnis damatebiTi parametrebi. 

3. reJimi Befind text-teqstis ukan. faqtobrivad, es reJimi Seesabameba Semovlebis ararsebobas. 
gamosaxuleba asrulebs teqstisTvis fonis funqcias, romelic mis Tavzea ganTavsebuli. imis 
Sesaxeb, ramdenad gulisyuriT unda miudgeT fonuri gamosaxulebebis momxadebas, Cven ukve vi-
saubreT ganyofilebaSi 4.4. 

4. reJimi In ront of text-teqstis win _ dizaineruli axirebaa, romelsac ar aqvs kavSiri teqs-
tur procesorTan. teqstur procesorSi teqsts pirvelxarisxovani mniSvneloba aqvs da ar 
SeiZleba daifaros ilustraciebiT. xolo Tu dizainers aucileblad surs am ideis ganxor-
cieleba, mis gankargulebaSia grafikuli dizainis ufro adekvaturi sxva saSualebebi. 

5. Semovleba Top and bottom-zemodan da qvemodan. Semovlebis praqtikuli da saimedo meTo-
dia, romelic farTod gamoiyeneba samecniero, teqnikur da ekonomikur angariSebSi. uzrunve-
lyofs harmoniul urTierTqmedebas korespondirebul abzacebTan da ar iwvevs moulodnelo-
bebs dokumentis avtomaturi gadaformatirebisas. 

funqciurobis mixedviT Top and bottom-zemodan da qvemodan Semovlebis meTodi mogvagonebs 
zemoT ganxilul ileTs _ gamosaxulebis Casmas `striqonis wyvetaSi~, oRond mas Camouvardeba 
horizontaluri sworebis saimedo meqanizmis ararsebobis gamo. 

reJimis ZiriTadi parametrebia teqstidan ilustraciis zeda da qveda sazRvrebis kidekanebis 
sidideebi. maTi mniSvnelebi mieTiTeba dialogur fanjaraSi Advanced Layout-damatebiTi moniSvna. 
Cveulebriv kidekanis sidides zemodan miuTiTeben orjer ufro mets, vidre kidekanis sidides 
qvemodan. 

6. Through-gamWoli Semovleba _ teqnikurad rTuli ileTi, romlis drosac teqsti Semov-
lebulia ara mxolod grafikuli obieqtis garegan konturze, aramed Sidazec (Tu is aris), anu 
teqsti SeiZleba ganTavsdes ara mxolod garedan, aramed obieqtis SigniTac. Tu obieqts ar aqvs 
Sida konturebi, maSin gamWoli Semovleba Tight-konturis mixedviT Semovlebis reJimis ekviva-
lenturia. 
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gamosaxulebis pozicireba gverdTan mimarTebaSi 

gverdTan mimarTebaSi gamosaxulebis pozicirebis umartivesi ileTia Casma `striqonis wyve-
taSi~. am SemTxvevaSi mimRebi striqoni bazis rols TamaSobs da naxatis ganTavseba vertikalis 
mixedviT ganisazRvreba striqonis mdebareobiT, xolo horizontis mixedviT _ sworebis meTo-
diT, romelic am striqonisTvis aris daniSnuli (nax. 12.5).  

Tavisufali gamosaxulebisTvis gverdTan mimarTebaSi mdebareobis gansazRvra ufro rTu-
lia, miT umetes xeliT gadatanisas. am dros dasaxmareblad gamodis avtomatika: is saSualebas 
iZleva bazis saxiT gamoyenebul iqnas sabeWdi gverdis mindvrebis sazRvrebi. pirobiTad war-
moidgineT nakrebis zoli cxrilis 3X3-is saxiT9 masSi cxra zonaa, da TiToeul maTganSi gamo-
saxuleba SeiZleba pozicirdes brZanebiT, xelebis dauxmareblad.  

1. moniSneT gamosaxuleba. ar aris aucilebeli, rom is Tavisufali iyos. Tu is striqonSia 
Casmuli, TviTon gaTavisufldeba, rodesac pozicirebis brZanebas miiRebs. 

2. daaWireT Rilaks Positions-mdebareoba jgufSi Arrange-mowesrigeba konteqstur CanarTze 
Picture Tools-naxatebTan muSaoba ► Format-formati. 

3. gaxsnil meniuSi airCieT pozicirebis cxra SesaZlo zonidan erT-erTi. saWiro varianti 
dawkapunebiT dasturdeba. 

4. Tu aucilebelia, gzadagza momarTeT intervali gamosaxulebasa da teqsts Soris. ami-
saTvis gaeciT brZaneba More Layout Options-moniSvnis damatebiTi parametrebi da SeavseT mindvre-
bi gaxsnil dialogur fanjaraSi Advanced Layout-damatebiTi moniSvna. 

gamosaxulebis kavSiri korespondirebul teqstTan 

gamosaxulebasa da teqsts Soris SeiZleba da unda arsebobdes informaciuli kavSiri. Tu 
gamosaxuleba striqonSia Casmuli, es kavSiri aSkaraa _ is gansazRvrulia adgilniSnis sizus-
tiT. ramdenadme rTulad aris saqme Tavisufal gamosaxulebebTan: isini ganTavsdebian, sadac 
undaT da fizikuri kavSiri konkretul teqstTan maTTvis ar aris gansazRvruli. magram es imas 
ar niSnavs, rom kavSiri saerTod ar aris; aq fizikuris magivrad logikuri kavSiri moqmedebs. 
magaliTad, gamosaxulebas SeiZleba hqondes naxatis qveSa warwera, romelic masTan unda iyos 
dakavSirebuli. aseve unda arsebobdes kavSiri im abzacTan, romelsac ekuTvnis ilustracia da 
romelSic ganTavsebulia bmuli aRniSnul ilustraciaze. 

teqsturi procesori Microsoft Word 2007 saSualebas iZleva dadgindes da Tvali miedevnos 
logikur kavSirs gamosaxulebasa da teqstur monacemebs Soris, aseve momsaxurdes es kavSirebi. 
arsebiTad, Tu abzacTan raRac ilustracia aris dakavSirebuli, am abzacis waSlis Semdeg 
ilustraciac waiSleba. Sesabamisad, abzacis kopirebis an gadaadgilebis dros, masTan dakavSi-
rebuli ilustraciac mas avtomaturad mihyveba. 

rodesac gamosaxuleba moniSnulia, abzaci, romelTanac is aris dakavSirebuli, mindvrebze 
iniSneba Ruzis saxis markeriT (nax. 12.10). es markeri yovelTvis ar Cans. mis dasanaxad CarTeT 
uCinari niSnebis asaxvis reJimi. es keTdeba RilakiT Show/Hide-yvela niSnis asaxva jgufSi Para-
graph-abzaci CanarTze Home-mTavari an klaviSTa kombinaciiT CTRL + SHIFT +8.  

zogadad kavSiri gamosaxulebasa da abzacs Soris moqmedebs imisgan damoukideblad, sad 
mdebareobs gamosaxuleba da sad mdebareobs abzaci. gamosaxulebis gadaadgilebisas markeri 
sinqronulad gadaadgildeba, topologiuri siaxlovis mxardaWeriT. xolo Tu saWiroa gamosax-
ulebis SekavSireba sxva abzacTan, ubralod gadaitaneT markeri saWiro adgilas. 
 

 
nax. 12.10. kavSiri Tavisufal gamosaxulebasa da teqstur abzacs Soris iniSneba Ruzis saxis 

markeriT 
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brunva da arekvla 

figuris brunvisa da simetriuli arekvlis operaciebi miekuTvneba transformaciebs, ro-
gorc gamosaxulebis zomebis Secvlis operacia. isini xorcieldeba menius meSveobiT, romelic 
ixsneba RilakiT Rotatemobruneba (nax. 12.11). 
 

 
nax. 12.11. ilustraciis mobruneba miTiTebul kuTxeze 

 
1. moniSneT gamosaxuleba da gaxsnil konteqstur CanarTze Picture Tools-naxatebTan muSaoba 

► Format-formati daaWireT Rilaks Rotate-mobruneba jgufSi Arrange-mowesrigeba. 
2. gaxsnil meniuSi airCieT saaTis isris mixedviT mobrunebis brZaneba (Rotate Rigth 90°-

mobruneba marjvniv 90°-iT) an saaTis isris sawinaaRmdego mimarTulebiT (Rotate Left 90°-marcxniv 
mobruneba 90°-iT).  

3. Tu saWiroa, airCieT sarkisebri arekvlis brZaneba horizontalur RerZTan (Flip Vertical-
zemodan qvemoT arekvla) an vertikalur RerZTan (Flip Horizontal-marcxnidan marjvniv arekvla) 
mimarTebaSi.  

4. gamosaxulebis TviTnebur kuTxeze, ara 90°-is jeradis, mobrunebis aucileblobis 
SemTxvevaSi, gaeciT brZaneba More Rotation Options-mobrunebis sxva parametrebi. 

5. miTiTebuli brZaneba xsnis CvenTvis ukve nacnob dialogur fanjaras Size-zoma, romlis 
saSualebiTac vmarTavdiT ilustraciis masStabirebas. amjerad gvWirdeba mricxveli Rotation-
mobruneba. is saSualebas iZleva mivuTiToT mobrunebis sidide gradusamde sizustiT. dadebiTi 
mniSvnelebi Seesabameba saaTis isris mimarTulebiT brunvas. 

gamosaxulebis mosabruneblad saaTis isris mimarTulebis sawinaaRmdegod miTiTebul kuT-

xeze, SeiyvaneT mniSvneli, romelic avsebs miTiTebuls 360°-mde. magaliTad, saaTis isris sawi-

naaRmdego mimarTulebiT 30°-ze mosabruneblad SeiyvaneT mniSvneli 330°. 
6. aamoqmedeT momarTva da daxureT dialoguri fanjara Sie-zoma RilakiT OK (nax. 12.11). 

gamosaxulebis formis Secvla 

dokumentSi Casmul gamosaxulebebs marTkuTxa forma aqvT, magram am mdgomareobis Secvla 
ar arPis rTuli. teqsturi procesori Microsoft Word araCveulebrivad mdidaria vinietebiT 
(erTgvari CarCoebiT, gasaformebeli saSualebebiT), romelTa daxmarebiTac SeiZleba miiRoT 
uamravi forma, Cveulebrivi da arc ise (nax. 12.12). gamosaxulebis uCveulo formis damatebiT 
xazgasmis saSualebas iZleva konturis mixedviT Semovlebis meqanizmi. 
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nax. 12.12. Microsoft Word-Si gamosaxulebas SeiZleba hqondes ara mxolod marTkuTxa forma 
 
sinamdvileSi gamosaxuleba rogoric iyo, iseve marTkuTxa rCeba. vinieti masze moqmedebs, 

rogorc niRabi, ilustraciis nawilis damfaravi. aseTi efeqtis dayeneba Semdegnairad aris Se-
saZlebeli. 

1. moniSneT gamosaxuleba _ lentze unda gaCndes konteqsturi CanarTi Picture Tools-
naxatebTan muSaoba ► Format-formati. 

2. jgufSi Picture Styles-naxatebis stilebi daaWireT Rilaks Picture Shape-naxatis forma _ 
gaixsneba mza geometriuli figurebis palitra. 

3. airCieT saWiro figura (masze Tagvis mimaniSneblis mitanisas Cndeba motivtive mokarnaxe 
figuris mokle daxasiaTebiT). 

4. Tu saWiro gaxdeba naxatis sawyisi formis aRdgena, airCieT figura Rectangle-
marTkuTxedi. es yvelaze pirveli figuraa, Tu daiTvliT zemodanc da marcxnidan. 

gamosaxulebebis stilizacia 

Microsoft Word-is saxasiaTo Tviseba 2007 wlis versiaSi _ gamosaxulebebis stilizaciis in-
strumentuli saSualebebis gafarToebuli nakrebia. mocemul SemTxvevaSi stilizaciis cneba 
Seicavs gamomxatveli gaformebis ileTebisa da efeqtebis farTo nakrebs: fasonur CarCos, sam-
ganzomilebian warmodgenas, Crdils, damatebiT arekvlas, naTebas da sxva. 

programa warmoadgens stilizaciis saSualebebis sam nakrebs: avtomaturs, avtomatizire-
buls da xelisas. avtomaturi saSualebebi warmodgenilia stilebis galereiT jgufSi Picture 
Styles-naxatebis stilebi konteqstur CanarTze Picture Tools-naxatebTan muSaoba ► Format-formati. 
ubralod moniSneT gamosaxuleba dokumentSi, gaxseniT galerea (nax. 12.13) da airCieT stiliza-
cia Tqveni gemovnebiT. 
 

 
nax. 12.13. stiluri namzadebis galerea naxatebis gasaformeblad 
ilustraciis stiluri gaformebis kidev ufro farTo SesaZleblobebs warmoadgens avtoma-

tizebuli saSualebebi. maTi galerea ixsneba RilakiT Picture Effects-efeqtebi naxatebisTvis imave 
jgufSi Picture Styles-naxatebis stilebi CanarTze Picture Tools-naxatebTan muSaoba ► Format-
formati. 

rogorc naCvenebia naxatze marjvniv, stiluri gaformebis saSualebebi ramdenime kategoriad 
aris dayofili: Crdili, arekvla, naTeba da a.S. erTi kategoriis farglebSi efeqtebi erTmaneTs 
gamoricxaven, magram efeqtebi, romlebic sxvadasxva kategorias miekuTvnebian, kumulatiurad 
moqmedeben da Zalian gamomxatveli Sedegebis miRebis saSualebas iZlevian, Tumca ki dokumente-
bis umravlesobaSi maTi arsebobis gamarTlebadoba _ calke sakiTxia. 

  
stilizaciis saSualebebi mxolod maSin gamoiyeneT, Tu savsebiT darwmunebuli xarT doku-

mentis Sedgenilobis daxvewilobaSi. maSveli gaformeba ar axdens Sedgenilobis naklovanebebis 
kompensirebas, piriqiTac ki, maTze gansakuTrebul yuradRebas ipyrobs. aratradiciuli gafor-
meba yvelaze ukeT uTanxmdeba ueWvel WeSmaritebebs, romlebSic Znelia raimeSi Sedaveba: `or-
jer ori _ oTxia~, `dedis win morbenal kvics mgeli SeWamso~. 
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stilizaciis xelis saSualebebi ganTavsebulia dialogur fanjaraSi Format Pictures-
naxatebis formati. misi gaxsnis yvelaze martivi saSualebaa _ amave saxelwodebis brZaneba ga-
mosaxulebis konteqstur meniuSi. dialogur fanjaras Format Pictures-naxatis formati ori pane-
li aqvs (nax. 12.14). marcxena paneli _ stiluri efeqtebis kategoriebis panelia. marjvena paneli 
_ parametrebis paneli. mosamarTi parametris ricxvi imdenad didia, rom sakmarisi gamocdilebis 
gareSe vizualuri efeqtis harmoniuli momarTvis miReba problematuri saqmea. amitom aRniSnu-
li fanjris gamoyeneba ufro mosaxerxebelia efeqtebis dasasruleblad, vidre maT Sesaqmnelad. 

simkveTris, kontrastulobisa da tonirebis marTva 

fotografiuli gamosaxulebebisTvis programaSi gaTvaliswinebulia simkveTris, kontras-
tulobisa da feradi tonirebis marTvis mokrZalebuli saSualebebi. maTi povna SeiZleba in-
strumentul lentze an dialogur fanjaraSi Format Pictures-naxatis formati. lentze es aris 
Rilakebi Brightness-simkveTre, Contrast-kontrastuloba da Recolor-gadaRebva, romlebic mdebareobs 
jgufSi Adjust-Secvla konteqstur CanarTze Picture Tools  ► Format-naxatebTan muSaoba ► for-
mati. dialogur fanjaraSi Format Pictures-naxatis formati es aris kategoriis Picture-naxatis 
marTvis elementebi (ix. nax. 12.14).  

funqciurobis mixedviT orive saSualeba erTnairia, erTaderTi gamonaklisiT. meniu, romel-
ic ixsneba instrumentuli lentis RilakiT Recolor-gadaRebva, Seicavs brZanebas Set Transparent 
Color-gamWvirvale feris dayeneba. is saSualebas iZleva gamosaxulebis erT-erT fers gamWvirva-
lobis Tviseba dauniSnos. aseTi `gamWvirvale~ feriT SeRebili ubnebis miRma Cans obieqtebi, 
romlebic qvemoT mdebare Srezea. es SeiZleba iyos sxva gamosaxuleba an teqsti Semovlebis re-
JimSi In Front of Text-teqstis win. 
 

 
nax. 12.14. vizualuri efeqtebis xeliT dasrulebis saSualeba 

modifikaciis gauqmeba 

am TavSi ganxiluli gardaqmnis yvela meqanizmi moqmedebs rogorc filtri da sinamdvileSi 
sawyis gamosaxulebaSi araviTari cvlileba ar Seaqvs, imisgan damoukideblad, calke failSi 
inaxebian Tu dokumentSi arian CaSenebuli. filtrebis momarTvazea damokidebuli ilustraciis 
warmodgena, magram aranairad ar aris damokidebuli misi Semadgenloba. es imas niSnavs, rom ne-
bismeri brZanebis moqmedeba, romelic gamosaxulebis transformirebas an modificirebas axdens, 
SeiZleba gauqmdes da dabrundeT sawyis variantTan. es Zalian advilad keTdeba. 

1. moniSneT gamosaxuleba. 
2. gaxseniT konteqsturi CanarTi Picture Tools -naxatebTan muSaoba ► Format-formati. 
3. jgufSi Adjust-Secvla daaWireT Rilaks Reset Picture-naxatis parametrebis gauqmeba. 

klipebis gadaxedva da Casma 

programaSi klipebSi igulisxmeba mcire multimediuri obieqtebi (naxatebi, xmovani da vi-
deoCanawerebi), romelTa Senaxva organizebulia monacemTa bazis formiT. aRniSnuli Tavis Car-
CoebSi ganvixilavT klipartebs viwro gagebiT, multimediuri obieqtebis erTi klasis, konkre-
tulad ki naxatebis gulisxmobiT. Cveulebriv, grafikuli klipartebi gansxvavdeba failuri ga-
mosaxulebebisgan mcire informaciuli zomebiT (sxvagvarad monacemTa bazis meqanizmi azrs 
kargavs), Sesabamisad naklebferadovnebiTa da veqtoruli xasiaTiT. Tumca, es SezRudvebi kom-
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pensirdeba gansakuTrebuli gamomxatvelobiT, ase rom, Word-is dokumentebSi grafikuli kli-
partebi savsebiT Sesaferisad gamoiyeneba. 

Microsoft Word-is damwyebi momxmareblebi Tavdapirvelad ver igeben klipartebis rols. ra 
azri aqvs monacemTa bazaSi naxatebis organizebas, Tu mainc yvela naxati calke failSi inaxe-
ba? ufro ioli ar aris, maSinve Caisvas gamosaxuleba failidan, rogorc zemoT aris aRwerili? 

SesaZloa, failidan marTlac ufro martivia gamosaxulebis Casma, gansakuTrebiT, rodesac 
koleqcia ar aris didi, magram monacemTa bazebze dafuZnebul teqnologias mxolod imitom ar 
iyeneben, rom is mosaxerxebelia gamosaxulebis Ziebis, arCevisa da CasmisTvis. am teqnologiis 
ZiriTadi Rirsebebi vlindeba ara maSin, rodesac gamosaxuleba moiTxoveba, aramed maSin, rode-
sac is Sesanaxad daideba. rodesac gamosaxulebebis raodenoba ar aRemateba or aseuls, 
uproblemod SeiZleba saqaRaldeSi \janmrTeloba SeinaxoT faili gaciveba.jpg. magram ismis 
kiTxva, sad unda moTavsdes naxati, Tu is erTdroulad miekuTvneba Temebs: `janmrTeloba~, 
`jandacva~, `daavadebebi~, `wamlebi~, `medicina~, `avadmyofebis movla~, `saxelmwifo~ da `socia-
luri daxmareba~? failuri midgoma moiTxovda erTi da imave failis aslis ganTavsebas bevr 
saqaRaldeSi. piriqiT, monacemTa bazebze dafuZnebuli midgoma gulisxmobs, rom Cven SegviZlia 
ar davfiqrdeT imaze, realurad sad inaxeba gamosaxulebis faili da ra saxeli aqvs mas, sama-
gierod, es gamosaxuleba nebismieri raodenobis koleqciaSia warmodgenili. 

klipartebis Ziebis, arCevis da Casmis ZiriTadi saSualeba aris paneli klipi, warmodgenili 
naxatze 12.15. is ixsneba RilakiT klipi jgufSi (Insert-Casma ► ClipArt-ilustraciebi) da moqme-
debs rogorc Casmuli saSualeba monacemTa bazasTan samuSaod.  

klipartebis Zieba sakvanZo sityvebiT 

klipartebis baza struqturulad Sedgeba nakrebebisgan, romlebsac koleqciebi ewodeba. 
aris klipartebTan muSaobis ori meqanizmi. pirvelia _ sakvanZo sityvebiT Zieba. meore _ arse-
buli koleqciebis Tanmimdevruli gadaxedva. pirveli meqanizmi muSaobs, Tu koleqciis 
Semqmnelma moifiqra klipartebisTvis Sinaarsobrivi saxelebi mieniWebina an ar daezara Ti-
Toeul maTganTan sakvanZo sityvebis SekavSireba. meore meqanizmi muSaobs, Tu monacemTa bazis 
Semqmnelma masSi Seqmna koleqciis struqtura da ganaTavsa maTSi klipartebi Tematikis Sesaba-
misad. 
 

 
nax. 12.15. klipebis Ziebisa da SerCevis mimdevroba 

 
1. gaxseniT paneli ClipArt-klipi (Insert-Casma ► Illustrations-ilustraciebi ► ClipArt-klipi).  
2. mindorSi Search for-Zieba SeiyvaneT sakvanZo sityva, romelic yvelaze srulad axasiaTebs 

Tqveni Ziebis Tematikas. ramdenime sityvis Seyvana ar aris saWiro. es ar zrdis, aramed amcirebs 
Ziebis Sedegianobas, radgan programa poulobs klipartebs, romlebSic yvela sakvanZo sityva 
erTdroulad gvxvdeba. 

3. gaSladi sia Search in-gadaxedva _ es aris marTvis elementi, romelsac almebis sia ewo-
deba. masSi daayeneT almebi im koleqciebTan, romlebic gainteresebT. 

4. almebis gaSlad siaSi Result should be-obieqtebis Zieba daayeneT almebi TqvenTvis saWiro 
monacemTa formatebis sapirispiro mxares. Tu klipartebis baza arc ise didia, moniSneT mxo-
lod maRali donis kategoriebi: Clip Art-klipebi da Photographs-fotografiebi. pirveli Seesaba-
meba veqtorul ilustraciebs, xolo meore _ wertilovans.  

5. aamoqmedeT Ziebis procesi RilakiT Go-dawyeba. 
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6. aRmoCenili klipebis eskizebi aisaxeba winaswari gadaxedvis ubanSi. saWiro klipi doku-
mentSi Caismeba eskizze erTi dawkapunebiT. 

7. aqve, winaswari gadaxedvis ubanSi, SegiZliaT miiRoT damatebiTi informacia, sasargeblo 
Semdgomi Ziebebis gasatareblad. Tagvis mimaniSnebeli miitaneT klipartze, da mis siaxloves 
gaCndeba Rilaki, romelze dawkapunebiTac ixsneba klipartTan damatebiT moqmedebebis meniu. 

8. Tagvis mimaniSnebeli klipartze daayovneT da miiRebT motivtive mokarnaxes sakvanZo si-
tyvebis siiT, romlebic dakavSirebulia aRniSnul klipartTan. yuradRebiT gaecaniT maT. Se-
saZloa, maTgan romelime gamogadgeT bazasTan damatebiTi moTxovnebis formirebisTvis.  

9. Rilakze dawkapunebiT (punqti 7) ixsneba klipTan moqmedebebis meniu. am meniuSi yvelaze 
dawvrilebiT cnobebs warmoadgens brZaneba Preview/Properties-gadaxedva da Tvisebebi (nax. 12.16). is 
xsnis amave saxelwodebis fanjaras, sadac saSualebas iZleva gadaixedos gamosaxuleba gadide-
buli formatiT, dadgindes misi fizikuri zoma (piqselebSi), informaciuli zoma (baitebSi), im 
failis saxeli da adgilmdebareoba, romelSic inaxeba gamosaxuleba, im danarTis saxeli, rom-
liTac es faili ixsneba da redaqtirdeba. fanjara Preview/Properties-gadaxedva da Tvisebebi aseve 
Seicavs gamosaxulebasTan dakavSirebuli sakvanZo sityvebis nakrebs da warmoadgens saSuale-
bebs mis Sesacvlelad. 
 

 
nax. 12.16. klipis Sesaxeb cnobebis gadaxedva 
 
10. klipebis mowesrigebuli SenaxvisTvis arsebobs specialuri programuli saSualeba _ 

klipebis organizatori. panelidan Clip Art-klipi es saSualeba amoqmeddeba hiperbmuliT Organize 
clips-klipebis mowesrigeba. 

11. sxva hiperbmuli _ Clip art on Office Online-klipebi Office Online-is vebkvanZze _ uzrunvelyofs 
internetSi klipartebis yvelaze msxvil biblioTekasTan mierTebas.  

klipebis koleqciis gadaxedva 

klipebis Ziebisa da SerCevis alternatiuli meTodi koleqciebis pirdapir gadaxedvas gu-
lisxmobs. am koleqciebis ierarqiuli struqtura warmodgenilia almebis siiT Search in-
gadaxedva. gaxseniT is gaSlad Rilakze dawkapunebiT.  

ierarqiis zeda doneze sami kategoriaa: My Collections-Cemi koleqciebi, Office Collections-Office-is 
koleqcia da Web Collections-veb-koleqciebi. 

kategoria My Collections-Cemi koleqciebi Tavdapirvelad carielia. is TandaTanobiT unda 
Seivsos, wlidan wlamde. drosTan erTad es kategoria arc ise mcire mniSvnelobas iZens Tavisi 
Semqmnelisa da mflobelisTvis. 

kategoria Office Collections Office-is koleqcia Seicavs klipebis garkveul raodenobas, romleb-
ic mowodebulia Microsoft Office 2007-is paketTan erTad. 

masSi zeda donis aTobiT koleqcia Sedis: AutoShapes-avtofigurebi, Business-biznesi, Web Col-
lection -veb-elementebi da bevri sxva, romelTagan TiToeulSi Casmuli koleqciebi Sedis.  

yvelaze vrceli kategoria _ Web Collection-veb-koleqciebia. is aTi aTasobiT klips iTvlis 
da ganTavsebulia Microsoft Office Online-is vebkvanZze.  

koleqciis gadaxedva Semdegnairad xorcieldeba 

1. gaxseniT paneli ClipArt-klipi (Insert-Casma ► Illustrations-ilustraciebi ► ClipArt-klipi). 
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2. ar SeavsoT mindori Search for-Zieba. rodesac arc erTi sakvanZo sityva ar aris Seyvanili, 
rCeuli koleqcia mTlianad warmodgeba. 

3. gaxseniT gaSladi sia Search in-gadaxedva _ is Seicavs klipartebis koleqciis ierarqiul 
struqturas. 

4. Tavdapirvelad (gulisxmobis mixedviT) koleqciebis umravlesoba ar aris moniSnuli. 
aseTi momarTva gakeTebulia, rom uzrunvelyos SerCevis sisrule sakvanZo sityvebis mixedviT 
Ziebisas. magram rCeuli koleqciebis pirdapiri gadaxedvisas es ar aris saWiro. daiwyeT yvela 
moniSnuli koleqciis ukugdebidan. 

 ierarqiis yvelaze maRal kuTxeSi Tagvis dawkapunebiT daayeneT alami kategoriaSi Eve-
rywhere-yvelgan. 

 ganmeorebiTi dawkapunebiT CamouSviT alami kategoriaSi Everywhere-yvelgan. es uzrunve-
lyofs yvela Casmuli kategoriis garantirebul ukugdebas. 

5. ierarqiuli struqturis kvanZebze dawkapunebiT gaSaleT saWiro koleqcia da daayeneT 
misi alami. 

6. daaWireT Rilaks Go-dawyeba da miiReT koleqciis Semadgenloba winaswari gadaxedvis 
ubanSi. 

7. sxva koleqciebis gadasaxedad isev gaxseniT sia Search in-gadaxedva, Sesabamisad moemsax-
ureT almebs (daayeneT, sadac saWiroa da moxseniT, sadac ar aris saWiro) da daaWireT Rilaks 
Go-dawyeba. 

klipebis efeqturi Zieba da SerCeva 

mcodne momxmareblebis xelSi klipartebis sakvanZo sityvebis mixedviT Ziebis meqanizmi 
ufro efeqturad moqmedebs, vidre koleqciis pirdapir gadaxedva. swored amitom, gulisxmobis 
mixedviT yvela koleqcia siaSi Search in-gadaxedva winaswar aris moniSnuli: isini amavdroulad 
momzadebulia sakvanZo sityvebis mixedviT gadasaxedad. 

sakvanZo sityvebis mixedviT Ziebisas _ auCqareblad da meTodurad unda imoqmedoT. Tanac, 
ar ecadoT Ziebis organizebas erTdroulad ramdenime sityvis mixedviT. Ziebis meqanizmi mu-
Saobs logikuri `da~-s meqanizmis mixedviT. is arCevs klipartebs, romlebSic yvela sityva 
erTdroulad aris. Ziebis magaliTi sityvebis mixedviT `medicine-medicina~ da `women-qali~, aseve 
maTi kombinaciebis mixedviT, naCvenebia naxatze 12.17. rogorc xedavT, sityvebis nakrebis gafar-
Toebas aviwrovebs Ziebis ubans. 

magaliTad, Tu gsurT klipebis SerCeva ganaTlebis Temaze, daiwyeT raime Zalian martividan, 
magaliTad, sityvidan `skola~ da SexedeT, ras mogcemT. Tagvis mimaniSnebeli miitaneT SemoTa-
vazebul klipebze da SexedeT, kidev ra sakvanZo sityvebi exeba ganalebis Temas. ori wuTic ar 
iqneba gasuli, rom sakvanZo sityvebis mTel arsenals SeiZenT: bavSvebi, swavla, codna, wignebi, 
Canawerebi, globusi da bevri sxva. am sityvebis mixedviT Ziebas Tu cdiT, TqvenTvis saintereso 
mTel Tematikas moicavT. 

saintereso klips Tu waawydebiT, SeinaxeT is koleqciaSi Favorities-rCeuli. es mosaxerxebeli 
adgili SerCeuli klipebis droebiT Sesanaxad, mdebareobs kategoriaSi My Collections-Cemi ko-
leqciebi. `rCeulSi~ Senaxva Semdegnairad xorcieldeba. 

1. Tagvis mimaniSnebeli miitaneT arCeul klipze. 
2. daelodeT klipis gverdiT mierTebuli gaSladi Rilakis gamoCenas. 
3. daaWireT am Rilaks _ gaixsneba RilakTan moqmedebebis meniu. 
4. airCieT masSi brZaneba Copy to Collection-koleqciaSi kopireba _ gaixsneba dialoguri fan-

jara Copy to Collection-koleqciaSi kopireba. 
5. airCieT saWiro koleqcia da daaWireT Rilaks OK. 
6. Tu gsurT, SegiZliaT SeqmnaT damatebiTi koleqcia Rilak New-Seqmnis daxmarebiT. magram 

umjobesia es mogvianebiT gaakeToT, raTa ar mocdeT saWiro klipebis Ziebasa da SerCevas. 

 
nax. 12.17. sityvebis nakrebis gafarToeba Ziebis Sedegianobas amcirebs 
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klipartebis veb-koleqciebi 

aTeulobiT wlis winaT Microsoft Office-is paketTan erTad mowodebuli iyo grafikuli klipe-
bis vrceli koleqcia, romelic aTasobiT gamosaxulebas iTvlida. magram internetis ganviTare-
basTan erTad da servisebis nawilis qselSi gadatanasTan erTad kompania Microsoft-ma Tavis 
strategias gadaxeda. dRes Microsoft Office 2007-is paketTan erTad mowodebulia SedarebiT mokr-
Zalebuli koleqcia, romelsac Microsoft Office-is Temaze momuSave recenzentebis, mimomxilvelebi-
sa da sxva avtorebis mwiri moTxovnebis dakmayofileba Tu SeuZlia mxolod. yvela saintereso 
koleqcia ki kompania Microsoft-is veb-kvanZzea ganTavsebuli da licenzirebul momxmarebels yo-
velTvis SeuZlia iqidan misi gadmotvirTva, Tu es aucilebelia. 

  
internetidan gamosaxulebebis gadmosatvirTad aucileblad unda miiRoT SeTanxmeba kompa-

nia Microsoft-is veb-servisebis gamoyenebis pirobebis Sesaxeb maT, vinc programuli uzrunvelyo-
fis araregistrirebul aslebs iyenebs, servisi ar miewodeba. 

 
1. klipartebis qselur koleqciasTan miwvdoma ixsneba hiperbmuliT Clip Art on Office Online-

klipebi Office Online-is vebkvanZze panel Clip Art-klipis qveda nawilSi. am dros avtomaturad 
amoqmeddeba veb-mimomxilveli, romelic gulisxmobis mixedviT aris miRebuli (naxatze 12.18 es 
aris programa Internet Explorer) da internetTan moqmedi CarTvis arsebobis SemTxvevaSi xorciel-
deba saSinao gverdis Microsoft Office Online-is CatvirTva. 
 

 
nax. 12.18. klipebis koleqcia Microsoft Office Online-is saitze 

 
2. katalogSi airCieT saWiro kategoria da gaxseniT is dawkapunebiT. 
3. airCieT saWiro klipi da daayeneT alami Add Element-elementis damateba _ klipi Casat-

virTad momzaddeba. aqve SegiZliaT daawkapunoT Rilakze gamadidebeli SuSis gamosaxulebiT _ 
is gaxsnis calke gverds gamosaxulebis Sesaxeb dawvrilebiTi cnobebiT (nax. 12.19). aq moyvani-
lia failis saxeli, misi zoma, gamosaxulebis zomebi da sakvanZo sityvebis sia. Tu zomebis nac-
vlad piqselebSi Cawerilia mniSvneli “cvladebi”, e.i. gamosaxuleba veqtorulia da is SeiZleba 
TviTneburad masStabirdes xarisxis danakargis gareSe. 

4. daxureT klipis Sesaxeb cnobebis gverdi da dabrundiT mTavar gverdTan hiperbmul Home 
Page-saSinao gverdze gadasvliT. 

5. mTavar gverdze darwmundiT, rom SerCeuli klipebi CatvirTvis paketSi daemata. 
6. daiwyeT CatvirTva hiperbmulze Load Element-elementebis CatvirTvaze dawkapunebiT. 
7. CatvirTvis dasrulebisas daxureT veb-mimomxilvelis fanjara. 
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nax. 12.19. veb-gverdis gadaxedva CasatvirTad gamzadebuli klipis Sesaxeb cnobebiTurT 

klipebis dokumentSi Casma 

mas mere, rac saWiro klipi napovnia da misi eskizi warmodgenilia winaswari gadaxedvis 
ubanSi, klipis Casma xorcieldeba eskizze erTi dawkapunebiT. igive moqmedebas asrulebs brZa-
neba Insert-Casma klipis meniuSi, romelic ixsneba mierTebul Rilakze dawkapunebiT (punqti 7, 
naxatze 12.15).  

klipebis koleqciis momsaxureba 

Tu gulze xels davidebT, unda vaRiaroT, rom saSualebebi klipebis koleqciis momsaxure-
bisTvis pirvel rigSi gankuTvnilia ara Microsoft Word-is momxmareblebisTvis. es saSualebebi 
miekuTvneba Microsoft Office-is mTel pakets, romelSic aris danarTebi, ukeT orientirebuli gra-
fikasTan samuSaod, vidre teqsturi procesoria. miuxedavad amisa, raki teqstur procesorSi 
gaTvaliswinebulia multimediuri koleqciebis momsaxurebis SesaZlebloba, Cven mas ganvix-
ilavT, Tundac mokled. 

klipebis organizatori da misi funqciebi 

klipebis koleqciis momsaxurebis ZiriTadi saSualebaa klipebis organizatori. mas sami 
funqcia aqvs. pirveli _ koleqciis gadaxedva da dokumentSi gamosayeneblad saWiro klipebis 
arCevaa. am nawilSi organizatori axdens panel Clip Art-klipis SesaZleblobebis dublirebas, da 
Tu Tqveni moTxovnebi ar scdeba mza koleqciebis gamoyenebas, organizatoris gareSec iolad 
gaxvalT.  

klipebis organizatoris meore, da ZiriTadi funqcia koleqciis Sevsebaa. rodesac grafi-
kuli failebis angariSi kompiuterze aTasamde midis, organizatoris gareSe praqtikulad 
SeuZlebelia muSaoba. mas ZaluZs avtomaturad gadaxedos myari diskebis Semadgenlobas, daad-
ginos maTze multimedia failebis arseboba da daaregistriros isini klipebis koleqciebSi. mas 
isic ki SeuZlia, napovn klipebs sakvanZo sityvebi dauniSnos. saidan moitans? mxolod failis 
saxelidan, meti arsaidan. 

organizatoris mesame funqciaa _ koleqciis mowesrigeba. aq Sedis axali koleqciebis Seqm-
na, maTi struqturis marTva, aseve klipebis Tvisebebis marTva, ZiriTadad sakvanZo sityvebis 
siebis formireba.  

klipebis organizatoris fanjara 

klipebis organizatori amoqmeddeba bmulze Organize clips-klipebis mowersigeba dawkapunebiT 
panel Clip Art-klipis qveda nawilSi (punqti 10 naxatze 12.15).  

1. klipebis organizatoris fanjara orpaneliania (nax. 12.20).  
2. marcxena paneli kategoriebis panelia. moTxovnis mixedviT aq SeiZleba gaixsnas an ko-

leqciebis sia, an Ziebis saSualebebi. Cveulebriv sargebloben warmodgeniT Collection List-
koleqciebis sia, radgan ZiebisTvis savsebiT sakmarisia zemoT aRwerili panelis Clip Art-klipis 
saSualebebi.  
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3. koleqciis siasa da Ziebis saSualebebs Soris gadarTva sruldeba an meniu View-xedis 
brZanebebiT: View-xedi ► Collection List-koleqciebis sia an View-xedi ► Search-Zieba, an instru-
mentTa panelis Rilakebis meSveobiT. 

4. pirveli paneli _ elementebis panelia. aq warmodgenilia mimdinare koleqciis Semadgen-
loba (koleqciisa, romelic moniSnulia panelze Collection List-koleqciebis sia). 

5. elementebis panels ramdenime warmodgena aqvs: Thumbnails-eskizebi, List-sia, Details-cnobebi. 
pirveladi mimoxilvisa da arCevisTvis iyeneben warmodgenas Thumbnails-eskizebi, xolo klipis 
sakvanZo sityvebis dawvrilebiTi SeswavlisTvis _ warmodgenas Details-cnobebi. warmodgenebi ga-
daerTveba an meniu View-xedis brZanebebiT, an instrumentTa panelis Rilakebis meSveobiT. 

6. koleqciis momsaxurebasa da maT Soris klipebis gadaadgilebas emsaxureba Rilakebi 
Copy-kopireba, Paste-Casma da Delete from Clip Organizer-organizatoridan waSla, romlebic instru-
mentTa panelze mdebareobs. 
 

 
nax. 12.20. klipebis organizatori _ Microsoft Office-is CaSenebuli danarTi 

axali koleqciebis Seqmna 

axali koleqciebis Seqmna _ es multimedia klipebis koleqciis struqturis marTvis kidev 
erTi amocanaa. koleqciebis struqtura ierarqiulia. es imas niSnavs, rom axali koleqciis Se-
saqmnelad winaswar unda gansazRvroT misi adgilmdebareoba _ airCioT misTvis mSobeli ko-
leqcia, magram ara nebismieri. axali koleqciebis Seqmna nebadarTulia mxolod winapari ganyo-
filebis My Collections-Cemi koleqciebis gantotebebSi.  

1. gaxseniT klipebis organizatoris fanjara, rogorc zemoT aris miTiTebuli, da katego-
riebis panelze gaxseniT koleqciis warmodgena (Rilaki Collection List-koleqciebis sia). 

2. moniSneT nebismieri koleqcia samomxmareblis koleqciis My Collections-Cemi koleqciebis 
totSi.  

3. gaeciT brZaneba File-faili ► New Collection-koleqciis Seqmna _ gaixsneba fanjara New Col-
lection-koleqciis Seqmna. 

4. gaSaleT koleqciis struqtura da airCieT mSobeli koleqcia, romlis SigniTac ivarau-
deba axali koleqciis Seqmna. 

5. mindorSi Name-saxeli SeiyvaneT axali koleqciis saxelwodeba. 
6. SeqmeniT axali koleqcia Rilak OK-ze daWeriT. 

  
axali klipebis importis dros yovelTvis ar aris sakmarisi dro, rom mowesrigdes koleq-

ciis struqtura. msgavsi SemTxvevebisTvis gamiznulia ganurCeveli klipebis specialuri koleq-
cia _ Unclassified Clips-araklasificirebuli klipebi. am striqonebis avtori amjobinebs aq Seqmnas 
droebiTi koleqciebi, maTi saxelebis formirebiT kalendruli TariRis safuZvelze, magali-
Tad, Tu koleqcia iqmneba 2007 wlis 15 seqtembers, misi saxeli iqneba 150907 an 070915. 

operaciebi samomxmareblo koleqciebTan 

operaciebis Sesruleba samomxmareblo koleqciebTan mosaxerxebelia konteqsturi menius 
saSualebiT. koleqciis struqturis gaSliT kategoriebis panelze, airCieT saWiro koleqcia da 
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daawkapuneT masze Tagvis marjvena RilakiT. gaxsnil konteqstur meniuSi dainaxavT SesaZlo 
operaciebis srul sias, romelTa meSveobiTac SeiZleba Seiqmnas koleqcia mimdinare koleqcia-
Si, waiSalos mimdinare koleqcia, saxeli gadaerqvas, kopirdes an sxva koleqciaSi gadaad-
gildes. 

aq gansakuTrebuli mniSvneloba aqvs brZanebas Collection Properties-koleqciis Tvisebebi. is sa-
Sualebas iZleva avtomatizirdes koleqciis Sevseba da erTgvari xidia kompiuteris failur 
struqturasa da multimediuri klipebis monacemTa bazis struqturas Soris. am brZanebas da 
mis mier gasaxsnel fanjaras male davubrundebiT, raTa dawvrilebiT ganvixiloT koleqciis 
Sevsebis efeqturi meqanizmi. 

operaciebi klipebTan 

koleqciebTan operaciis garda organizatori saSualebas iZleva Sesruldes operaciebi 
maTSi Semaval calkeul klipebTan. aseT operaciebs miekuTvneba klipebis kopireba da gadaad-
gileba koleqciebs Soris, klipebis waSla koleqciidan, aseve sakvanZo sityvebis siis Secvla. 
 

 
nax. 12.21. klipebTan operaciis meniu klipebis organizatorSi 

 
1. gaxseniT klipebis organizatoris fanjara (nax. 12.21).  
2. marcxena panelze (kategoriebis panelze) gaxseniT koleqciebis sia. 
3. gaSaleT da moniSneT saWiro koleqcia. 
4. marjvena panelze (elementebis panelze) CarTeT Semadgenlobis warmodgena eskizebis sax-

iT. 
5. airCieT saWiro klipi, miitaneT masze Tagvis mimaniSnebeli da daelodeT eskizis axlos 

gaSladi Rilakis gamoCenas. 
6. daaWireT gaSlad Rilaks _ gaixsneba klipebTa qmedebebis meniu. 
7. airCieT da SeasruleT saWiro brZaneba. 

klipebis koleqciis Sevseba 

mas, vinc Tavisi samuSaos meaTed nawils mainc atarebs Word-is dokumentebis gaformebaSi, 
uwevs ara mxolod klipebis koleqciebis gamoyeneba, aramed maTi momsaxurebac, rac mTavaria _ 
axali SemadgenlobiT Sevseba. amisaTvis saukeTeso saSualebaa _ klipebis organizatori. is 
warmoadgens asarCevad koleqciis Sevsebis ramdenime meqanizms. TiToeuli meqanizmi mosaxerxe-
belia garkveul viTarebebSi.  

avtomaturi importi 

klipartebis avtomaturi importis operacia emsaxureba koleqciis pirvelad Sevsebas. am 
operaciis mizania: kompiuteris myari diskebis miTiTebuli ganyofilebebis avtomaturad gadax-
edva, maTze multimediuri Semadgenlobis failebis gamovlena, maTi indeqsireba, TiToeuli 
failisTvis klipis (eskizis) ageba da klipebis registrireba monacemTa bazis koleqciebSi.  

rogorc aq moyvanili aRweridan naTlad Cans, koleqciis avtomaturi Sevseba _ arc ise 
swrafi saqmea. myari diskebis zomebisa da kompiuteris warmoebadobis mixedviT importi SeiZle-



 

სასწავლო სტუდია PARADOX+, ტელ: 822-18-19-18 101

ba gaiwelos, gansakuTrebiT, rodesac operacia pirvelad sruldeba. sabednierod, SemdgomSi 
saqme ufro Cqara wava. Tanac operaciis xangrZlivoba SeiZleba garkveul farglebSi regu-
lirdes myari diskebis ganyofilebebis racionaluri arCevis xarjze, romlebic kvlevas eqvem-
debarebian. 

1. gaxseniT klipebis organizatoris fanjara (Insert-Casma ► Clip Art-klipi ► Organize clips-
klipebis mowesrigeba). 

2. organizatoris menius striqonSi gaeciT brZaneba File-faili ► Add Clips to Organizer-
klipebis damateba organizatorSi  ► Automatically-avtomaturad _ gaixsneba dialoguri fanjara 
Add Clips to Organizer-klipebis damateba organizatorSi, romelic warmodgenilia naxatze 12.22.-ze. 

3. Tu klipebis iportirebas pirvelad ar axdenT da kompiuteris myari diskebi adre ukve 
iyo gadaxedili da indeqsirebuli, daaWireT Rilaks OK _ daiwyeba axali multimediuri fai-
lebis Zieba, romlebic kompiuterze Cndeba winamorbedi operaciebis Catarebis Semdeg.  
 

 
nax. 12.22. klipebis damateba organizatorSi 

 
4. Tu operacia pirvelad sruldeba, daaWireT Rilaks Options-parametrebi. is xsnis dialo-

gur fanjaras Auto Import Setting-avtomaturi importis parametrebi, romelTan muSaobac iwyeba 
myari diskebis struqturis analizidan (nax. 12.23). moTmineba moikribeT: operacia sul ramdenime 
wuTs grZeldeba. 
 

 
nax. 12.23. me-2 nabiji. myari diskebis struqturis analizi 

 
5. myari diskebis analizis dasrulebisas aigeba ierarqiuli modeli, romelic kompiuteris 

failur sistemas Seesabameba. am modelSi gaSlilia da moniSnuli saqaRaldis almebiT, rom-
lebSic aRmoCenilia multimediuri Semadgenloba. es aris ara mxolod grafika, aramed xmovani 
da videCanawerebi. aRniSnul etapze Tqveni amocanaa _ SearCioT is saqaRaldeebi, romlebic 
realur interess warmoadgens katalogizaciisTvis (nax. 12.24). rogorc Cans, grafikuli klipe-
bis koleqciis Sesaqmnelad gonivrulia saqaRaldeebis gamorTva, romlebSic Senaxulia musika-
luri resursebi da videmasalebi. 
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nax. 12.24. me-3 nabiji. saqaRaldeebis SerCeva multimedia resursebis gadaxedvisa da indeqsa-

ciisTvis 
 

6. saqaRaldeebis SerCevis dasrulebisas daaWireT Rilaks Catalog-katalogi10  _ moxdeba 
SerCeuli multimediuri resursebis katalogizacia. TiToeuli napovni failisTvis Seqmnili da 
registrirebuli iqneba klipi (nax. 12.25). 
 

 
nax. 12.25. me-4 nabiji. multimediis SerCeuli resursebis katalogizacia 

multimedia failebisgan gansxvavebiT maTi klipebi arc ise did adgils ikaveben. isini asru-
leben mimaniSneblebis rols da SeuZliaT TavianTi egzemplarebiT imyofebodnen erTdroulad 
ramdenime koleqciaSi. 

7. katalogizaciis ukanaskneli etapia _ sakvanZo sityvebis pirveladi sityvebis formatire-
ba. aseTi sia mzaddeba yvela klipisTvis. siis safuZvelia: failis saxeli, misi gafarToeba, 
aseve saqaRaldis saxeli, romelSic faili iqna aRmoCenili (nax. 12.26).  
 

 
nax. 12.26. me-5 nabiji. sakvanZo sityvebis siebis ageba 

 
8. katalogizaciis dasrulebisas iqmneba koleqciis struqtura. is warmodgenilia panelze 

Collection List-koleqciebis sia organizatoris fanjaraSi (nax. 12.27). yvela resursi, romlebic 
importirebulia kompiuteris myari diskidan, warmodgenilia ganyofilebaSi My Collections-Cemi 
koleqciebi. 

9. koleqciebi, romlebic avtomaturad aris Seqmnili, sasurvelia momsaxurdes: saxeli ga-
daerqvas saWiros, waiSalos arasaWiro. Tavisufali drois arsebobisas (da survilisas) reko-
mendebulia sakvanZo sityvebis siebiT dakavdeT. yvela es operacia xorcieldeba konteqsturi 
menius meSveobiT.  

xeliT importi 

klipebis xelis imports iyeneben SedarebiT mcire, mkacrad lokalizebuli failebis nakre-
bebis registraciisTvis. 
 

                                                 
10 aRniSnuli Rilakis saxelwodeba garkveul dabneulobas iwvevs. saxelwodeba `katalogizire-
ba~ ukeT Seesabameba marTvis am elementis funqciebs 
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nax. 12.27. me-6 nabiji. ilustrirebuli koleqciis gadaxedva 

 
1. gaxseniT klipebis organizatoris fanjara (Insert-Casma ► Clip Art-klipi ► Organize clips-

klipebis mowesrigeba).  
2. organizatoris menius striqonSi gaeciT brZaneba File-faili ► Add Clips to Organizer-

klipebis damateba organizatorSi ► On My Own-xeliT _ gaixsneba failis arCevis standartuli 
dialoguri fanjara, warmodgenili naxatze 12.28.  
 

 
nax. 12.28. klipebis SerCeva xeliT importisTvis 

 
3. navigaciis sistemuri saSualebebiT ipoveT da gaxseniT saqaRalde ilustraciebiT. 
4. moniSneT ilustraciebi, romlebic klipartebis biblioTekaSi unda daamatoT. 

5. Rilak Add To-damatebis meSveobiT gaxseniT dialoguri fanjara Import To Collection-
koleqciaSi importi. 

6. am fanjaraSi airCieT koleqcia, romelSic Seva importirebadi klipebi. 

7. Tu aseTi koleqcia jer ar aris, SeqmeniT is Rilak New-Seqmnis meSveobiT. 

 daaWireT Rilaks New-Seqmna _ gaixsneba dialoguri fanjara New Collection-koleqciis 
Seqmna. 

 airCieT koleqcia, romlis SigniTac ivaraudeba axali koleqciis Seqmna. 
 SeiyvaneT axali koleqciis saxeli. 

 daadastureT koleqciis Seqmna RilakiT OK. 

8. aamoqmedeT importis operacia RilakiT Add-damateba. 

kavSiri koleqciasa da mierTebul saqaRaldes Soris 

programaSi gaTvaliswinebulia koleqciis avtomaturi Sevsebis mosaxerxebeli meqanizmi, 
masTan mierTebuli saqaRaldis meSveobiT. es Semdegnairad xdeba. garkveul koleqcias vuniSnavT 
kavSirs garkveul saqaRaldesTan da yvelaferi, rac SemdgomSi miwodebuli iqneba am saqaRal-
deSi, avtomaturad daregistrirdeba koleqciaSi. gamodis Sevsebis erTgvari Sereuli meqanizmi: 
saqaRalde xeliT ivseba, xolo koleqcia avtomaturad momsaxurdeba.  
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1. gaxseniT klipebis organizatoris fanjara (Insert-Casma ► Clip Art-klipi ► Organize clips-
klipebis mowesrigeba). 

2. marcxena panelze gaSaleT koleqcia, romelic gsurT miuerToT garkveul saqaRaldes. 
3. Tagvis marjvena RilakiT daawkapuneT rCeul koleqciaze da gaxseniT misi konteqsturi 

meniu. 

4. airCieT konteqstur meniuSi brZaneba Collection Properties-koleqciis Tvisebebi _ gaixsneba 
amave saxelwodebis dialoguri fanjara. aseTi dialoguri fanjris magaliTi naCvenebia naxatze 
12.29.  
 

 
nax. 12.29. koleqciasa da saqaRaldes Soris kavSiris Seqmna 
 
5. mindori Collection name-koleqciis saxelwodeba avtomaturad aris Sevsebuli da ar eqvem-

debareba cvlilebebs. 
6. siaSi Folder associated with this collection-am koleqciasTan mierTebuli saqaRaldeebi moyvani-

lia mierTebuli saqaRaldeebis sia. 
7. axali saqaRaldis misaerTeblad daaWireT Rilaks Add-damateba. am dros ixsneba saqa-

Raldis arCevis standartuli dialoguri fanjara. 
8. gadamrTvelebis meSveobiT airCieT saqaRaldisa da koleqciis urTierTqmedebis reJimi. 

yvelaze funqcionaluria reJimi Add new or shanged files and subfolders-axali saqaRaldeebisa da 
failebis damateba. 

9. aamoqmedeT momarTva da daxureT dialoguri fanjara Rilak OK-ze daWeriT.  

klipebis importi garegani wyarodan 

yuradReba miaqcieT, rom zemoT ganxilul importis yvela operaciaSi ar davkvirvebivarT 
gamosaxulebebis rogorc aseTebis imports. maTi failebi sadac iyo, iqve darCa: kompiuteris 
myar diskebze. anu aseTi `importis~ Sedegad kompiuterma araferi axali ar miiRo da imiTve 
darCa, rac isedac hqonda. 

maS risi importireba movaxdineT? importirda ara gamosaxulebebi, aramed mxolod cnobebi 
maT Sesaxeb, gamosaxulebis failebis adgilmdebareobis, am gamosaxulebebis maxasiaTebeli sak-
vanZo sityvebis Sesaxeb cnobebis CaTvliT. aseve movaxdineT gamosaxulebebis eskizebis (klipe-
bis) importireba, romelTa meSveobiTac es gamosaxulebebi monacemTa bazis koleqciebSi war-
modgeba. 

sxva suraTi Cndeba, rodesac laparakia gamosaxulebis importirebaze garegani wyarodan, ma-
galiTad, fotokameridan an skaneridan. aRniSnul SemTxvevaSi usargebloa imis registraciiT 
dakavdeT, rac sxvagan inaxeba. jer unda gadmoitanoT gamosaxulebebi garegani wyarodan kompi-
uterze, anu Sesruldes gamosaxulebebis realuri importi. es xorcieldeba avtomaturad, Cven 
mxolod unda vicodeT, romel saqaRaldeSi xdeba es importi. 

saqaRaldes, romelSic avtomaturad importirdeba gamosaxulebebi, miRebuli fotokameridan 
an skaneridan, ewodeba Microsoft Clip Organizer-\klipebis organizatori (Microsoft)\, is mdebareobs 
momxmareblis piradi saqaRaldis SigniT C:\Documents and Settings\{User Name}\My Documents\My Pic-
tures\. Tavdapirvelad, anu uSualod Microsoft Office 2007-is paketis dayenebis Semdeg, es saqaRalde 
ar aris. is avtomaturad iqmneba da es or SemTxvevaSi xdeba:  

a) gamosaxulebis pirveladi importisas garegani wyarodan; 
b) koleqciaSi naxatis moTavsebisas, romelic Seqmnilia `adgilze~ Word-is xatvis instru-

mentebiT. 
am saqaRaldeSi ipoviT gamosaxulebebs, romlebic importirebulia garegani wyarodan. xolo 

imisTvis, rom maTi klipebi avtomaturad miewodos monacemTa bazis koleqciebSi, saqaRalde 
C:\Documents and Settings\{User Name}\My Documents\My Pictures\ Microsoft Clip Organizer  unda Sekav-
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Sirdes romelime koleqciasTan klipebis organizatorSi. imis Sesaxeb, Tu rogor xorcieldeba 
es SekavSireba, wina ganyofilebaSi giambeT. 

1. gaxseniT klipebis organizatoris fanjara (Insert-Casma ► Clip Art-klipi ► Organize clips-
klipebis mowesrigeba).  

2. menius striqonSi gaeciT brZaneba File-faili ► Add Clips to Organizer-klipebis damateba or-
ganizatorSi ► From Scanner or Camera-skaneridan an kameridan _ gaixsneba dialoguri fanjara 
Insert Picture from  Scanner or Camera-naxatis Casma skaneridan an kameridan, romelic warmodgenilia 
naxatze 12.30. 

 

 
nax. 12.30. garegani wyarodan gamosaxulebis importis momarTva  

 
3. gaSlad siaSi Device-mowyobiloba airCieT gamosaxulebis wyaro. Cvens magaliTSi aseTi 

mowyobilobis saxiT arCeulia veb kamera. 
4. Rilaks Insert-Casma arc ise warmatebiT hqvia saxeli. sinamdvileSi mas unda erqvas miReba. 

aq araferi da arsaidan ar ismeba. gamosaxuleba dauyovnebliv, zedmeti momarTvebisa da SekiTx-
vebis gareSe miiReba mowyobilobidan da Caiwereba failSi, romelic mdebareobs saqaRaldeSi 
Microsoft Clip Organizer-\klipebis organizatori (Microsoft)\. am RilakiT isargebleT, rodesac gamo-
saxulebas iRebT fotokameridan an skaneridan, romelic damatebiT momarTvas ar saWiroebs.  
 

 
nax. 12.31. importirebuli gamosaxulebebis saqaRalde 

 
5. Rilaki Custom Insert-specialuri Casma saSualebas iZleva gamosaxulebis CatvirTvamde Se-

sruldes damatebiTi momarTvebi. magaliTad, Tu gamosaxuleba skaneridan an veb kameridan im-
portirdeba, amoqmeddeba skanirebis momarTvis saSualeba, romlis meSveobiTac SeiZleba da-
zustdes skanirebis ubani da moimarTos skanirebis parametrebi (simkveTre, kontrastuloba, ga-
dawyveta, mrudi ferebis gadacemebi da a.S.).  

importirebuli gamosaxuleba Seinaxeba saqaRaldeSi Microsoft Clip Organizer-\klipebis organi-
zatori (Microsoft)\ (nax. 12.31). failis saxeli avtomaturad iniSneba. Tu momarTuli gaqvT kavSiri 
klipebis koleqciasa da am saqaRaldes Soris, maSin gamosaxuleba xelmisawvdomi xdeba koleq-
ciebTan muSaobis meqanizmebis saSualebiT. Tu aseTi kavSiri jer ar aris momarTuli, an imuSa-
veT gamosaxulebasTan operaciuli sistemis saSualebebiT, an CaatareT avtomaturi importis 
operacia. 
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gakveTili. (zog.-3, gaZ.-4)  Word-is saSualebebiT xatva 

teqsturi procesori Microsoft Word 2007 saSualebas iZleva ara mxolod Caisvas teqstur do-
kumentebSi winaswar gamzadebuli ilustraciebi, aramed aseve Seiqmnas naxatebi `adgilze~. ra-
sakvirvelia, teqsturi procesori _ es ar aris grafikuli redaqtori, da mis xatvis saSuale-
bebs ar SeiZleba mZlavri vuwodoT, an moxerxebuli, Tumca arc ise rTuli monaxazis, eskizis 
an sqemis gakeTeba, romelic dokumentis Semadgenlobas ganmartavs, savsebiT SesaZlebelia.  

gamosaxulebebi, romlebic Microsoft Word-is Sida saSualebebiT aris Seqmnili, iSviaTad ga-
modian `did samyaroSi~ da praqtikulad ar miiRebian warmoebisTvis mravaltiraJian wignebsa da 
JurnalebSi, magram masalebSi, romlebic printerze sabeWdad aris gamiznuli, isini sakmaod 
farTod gamoiyeneba, gansakuTrebiT ganaTlebis sferoSi.  

Microsoft Word-is xatvis saSualebebis mTavari Rirseba operatiuli misawvdomobaa. skolis 
maswavlebeli, romelic am teqsturi procesoriT aris aRWurvili, moaswrebs Tavisi gakveTile-
bisTvis 50-mde ganmartebiTi ilustraciis Seqmnasa da printerze amobeWdvas, sanam misi kolega 

gacilebiT ufro mZlavr veqtorul redaqtors Corel Draw-s an Abode Illustrator-s iTvisebs.  

Tavis mxriv Word-is saSualebebis mTavari naklovaneba is aris, rom aris `sagani sakuTar 
TavSi~. is, rac dokumentSia daxatuli, dokumentis obieqtia, da kargad unda iSromo, rom es 
obieqti avtonomiuri failis saxiT Seinaxo sxva dokumentebSi Semdgomi gamoyenebisTvis. amis 
gakeTeba, ra Tqma unda, SeiZleba, da Cven gaCvenebT, es rogor keTdeba, magram obieqturi realo-
ba iseTia, rom redaqciebi da gamomcemlobebi ar iReben gansaxilvelad ilustraciebs, Seqmnils 

Word-is saSualebebiT, im sirTuleebis gamo, romlebsac isini warmoSoben gadadebul sawarmoo 
procesSi.  

veqtoruli grafikis ZiriTadi cnebebi da koncefciebi 

naxatebi, romlebic Microsoft Word-is saSualebebiT aris Seqmnili, veqtorul tips miekuTvneba. 
veqtoruli gamosaxulebis sabazo saSualebaa xazi an misi monakveTi. nebismieri veqtoruli ga-
mosaxuleba SeiZleba daiyos figurebad, romlebic xazebisgan Sedgeba. wertilis cneba veqto-
rul grafikaSi ar aris. rodesac aucilebelia wertilis daxatva, xataven wres, aferadeben da 
saWiro zomamde amcireben.  

figurebi da maTi elementebi 

veqtoruli gamosaxuleba Sedgeba obieqtebisgan, romlebsac figurebs uwodeben. figurebi 
SeiZleba iyos martivi da rTuli (nax. 13.1).  
 

 
nax. 13.1. veqtoruli naxati SeiZleba daiyos elementebad. veqtoruli gamosaxulebis minima-

luri elementi xazia 

martivi figurebi. martivi figurebi _ elementaruli obieqtebia. isini ar nawildeba 

Semadgenel elementebad. Microsoft Word-is umartivesi figurebia _ xazi da mrudi (nax. 13.2). isini 
warmoqmnilia swori an mrudi xazis erTi monakveTiT. kompiuteris mexsierebaSi martivi figura 
formuliT aris warmodgenili.  

 
nax. 13.2. Microsoft Word-is umartivesi figurebi 

rTuli figureba. rTuli figurebi (nax. 13.3) warmoiqmneba martivi figurebis kombinire-
biT. nebismieri rTuli figura SeiZleba warmoidginoT rogorc elementebis kompozicia, rom-
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lebic martivi figurebia. kompiuteris mexsierebaSi rTuli figura warmodgenilia martivi fi-
gurebis nakrebis. 

 

nax. 13.3. Microsoft Word-is rTuli figurebi 

kvanZebi. martivi figurebi, romlebic rTulis SemadgenlobaSi Sedian, erTmaneTs werti-
lebSi ekontaqtebian, romlebsac kvanZebi ewodeba (nax. 13.4).  

 

nax. 13.4. rTuli figuris kvanZebi da segmentebi 

segmentebi. rTuli figuris elements, romelic or mezobel kvanZs Soris aris, segmenti 
ewodeba. segmentebi martivi figurebia kvanZis gansazRvrebiT. 

 
nax. 13.5. avtofigurebis magaliTebi 

avtofigurebi. avtofigurebi Microsoft Word-is saxasiaTo obieqtebia (nax. 13.5). sxva veqto-
rul redaqtorebSi es termini ar gamoiyeneba, Tumca ki avtofigurebis analogebi sxva progra-
mebSi aris.  

Tavisi arsiT avtofigurebi es aris aramartivi formis martivi figurebi. rogorc martivi 
figura, avtofigurac formuliT aris warmodgenili (gamomTvleli algoriTmiT). rogorc mar-
tivi figura, avtofigurac elementaruli obieqtia. amavdroulad, garegnulad avtofigurebi 
sakmaod rTulebia da Sedgeba uamravi xazisgan, Tumca ki isini ar SeiZleba moiniSnos rogorc 
damoukidebeli elementebi. mTeli avtofigura _ es erTi elementia.  

figurebisa da maTi elementebis Tvisebebi 

arsebobs figuris Tvisebebis ori kategoria: konturis Tvisebebi da fonis Tvisebebi. kon-
turis Tvisebebs flobs yvela figura, xolo fonis Tvisebebs _ mxolod Caketili figurebi. Tu 
figura ar aris Caketili, maSin Sefervis dros is xelovnurad ikvreba _ Caketil mruds ergeba. 
Cveulebriv konturis Sekvra xorcieldeba mokle xazis mixedviT, romelic mis boloebs aerTia-
nebs. am wesidan gamonaklisia rkali. rkali es ar aris mrudi xazi, aramed avtofigura, romel-
ic warmoadgens ovalis an rgolis nawils, amitom is ikvreba Sesabamisi mSobeli figuris cen-
tris saSualebiT, rogorc naCvenebia naxatze 13.6.  
 



 

სასწავლო სტუდია PARADOX+, ტელ: 822-18-19-18 108

 
nax. 13.6. figuris iZulebiTi Sekvra 

konturis Tvisebebi. konturis ZiriTadi Tvisebebi dakavSirebulia xazis TvisebebTan, 
romelic mas qmnis. aq Sedis: xazis sisqe, misi feri, aseve Strixis forma (Tu xazi ar aris er-
Tiani feris) da xazis daboloebebis forma (Tu figura ar aris Caketili, Sekruli). konturis 
Tvisebebis zogierTi variacia naCvenebia naxatze 13.7.  

 
nax. 13.7. konturis Tvisebebis marTvis magaliTebi 

  
yvelam, visac skolis wlebSi grafikis rveulSi dauxatavs, icis, rom isari xazis boloSi _ 

es xazis elementia. veqtorul grafikaSi ase ar aris, isari _ es aris ara xazis elementi, 
aramed misi Tviseba. isari ar unda daxatoT. is avtomaturad ixateba, imis Sesabamisad, Tu ro-
gor aris momarTuli aRniSnuli Tviseba. 

fonis Tvisebebi. Microsoft Word-Si fonis Tvisebebs floben ara mxolod Sekruli kontu-
rebi, aramed araSekrulebic. Sefervis ZiriTadi Tviseba _ misi meTodia. Microsoft Word-Si reali-
zebulia Sefervis Semdegi meTodebi: feriT Seferva, gradaciiT, teqsturiT, kvanZiT da naxatiT 
(nax. 13.8). Sefervis damatebiTi Tvisebebia _ misi parametrebi. arsebiTad, gradaciuli Sefervis 
parametrebia gradientis sayrdeni ferebi da gradienturi gadasvlis mimarTuleba. 

 

nax. 13.8. Caketili figurebis Sefervis variantebi 

kvanZebis Tvisebebi. kvanZebi _ es rTuli figurebis elementebia. kvanZSi ori segmenti 
jgufdeba da kvanZis Tvisebebi gavlenas axdenen maT formasa da SekavSirebis meqanizmze, Sesaba-
misad, mTeli figuris formazec. Microsoft Word 2007-is teqstur procesorSi oTxi tipis kvanZebi 
arsebobs: gluvi, swori, kuTxovani da avtokvanZebi (nax. 13.9). maT Soris sxvaobebs odnav mogvia-
nebiT ganvmartavT, rodesac ganvixilavT kvanZebis redaqtirebis ileTebs.  

 
nax. 13.9. kvanZebis saxeebi 
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segmentebis Tvisebebi. segmentebic ori tipisaa: swori da gamrudebuli (nax. 13.10). seg-
mentebis Tvisebebi mWidrod aris dakavSirebuli kvanZebis TvisebebTan. arsebiTad, kvanZis Tvise-
bebis Secvlisas SeiZleba Seicvalos kvanZSi Sejgufebuli segmentebis Tvisebebic.  

 
nax. 13.10. segmentebis saxeebi 

ganlagebis Tvisebebi 

rodesac erT dokumentSi erTmaneTis uSualo siaxloves ganTavsdeba ramdenime naxati, maT 
Soris iwyeba urTierTqmedeba. erTi saxis naxatebs SeuZliaT sxvebi gadafaron. gadafarvis mim-
devroba ganisazRvreba koleqciaSi naxatis mdebareobiT. 

naxatebis koleqcia. informatikaSi obieqtebis koleqcia _ es aris obieqtebis egzem-
plarebis nakrebi, romelSic TiToeuli obieqti inaxavs Tavis yvela Tvisebas, magram iZens dama-
tebiT Tvisebas _ mocemul koleqciaSi rigiT nomers.  

simartivisTvis CaTvaleT, rom obieqtebis koleqcia es aris elementebis sia, romelSic Ti-
Toeul elements gansazRvruli nomeri aqvs da gansazRvrul obieqts warmoadgens. obieqti am 
nomris mixedviT aris xelmisawvdomi. erTi obieqti SeiZleba ramdenime koleqcias miekuTvne-
bodes, da TiToeul koleqciaSi mas SeiZleba hqondes Tavisi unikaluri nomeri, romelic am 
koleqciaSi sxva obieqtebTan mimarTebaSi mis mdebareobas gansazRvravs.  

gulisxmobis mixedviT koleqciaSi naxatebis mimdevroba emTxveva koleqciaSi maTi miwodebis 
mimdevrobas. naxati, romelic mogvianebiT aris miwodebuli, ufro maRal pozicias ikavebs, vi-
dre ufro adre miwodebuli naxati. es mdebareoba SeiZleba imarTos (nax. 13.11).  

erTi naxatis mdebareoba meoresTan mimarTebaSi _ es aris Tviseba, magram ara naxatis, 
aramed dokumentis, radgan swored dokuments ekuTvnis naxatebis koleqcia. Tu naxatebi, rom-
lebic kompozicias qmnian, sxva dokumentSi gadaitanT, axal dokumentSi axali koleqcia war-
moiqmneqa, romelSic naxatebi imave mimdevrobiT ki ar ganTavsdebian, rogorSic iyvnen sawyis 
dokumentSi, aramed im mimdevrobiT, romliTac isini gadaitaneT (nax. 13.12).  
 

 
nax. 13.11. naxatebis gadafarva ganisazRvreba mdebareobis TvisebiT. es Tviseba SeiZleba im-

arTos. 
 

 
nax. 13.12. naxatebis gadaadgilebisas axal dokumentSi iqmneba axali koleqcia, romelSic 

naxatebi miwodebis mimdevrobiT ganTavsdebian 

tilo 

rac meti naxatia dokumentSi, miT ufro rTulia maTi ganTavsebis marTva. amis Sesaxeb SeiZ-
leba arc CafiqrdeT, Tu grafikuli obieqtebi erTmaneTTan ar urTierTqmedeben: sxvadasxva 
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gverdze arian da ar ikveTebian. magram Tu uamravi obieqti erT did kompozicias qmnis (swored 
ase xdeba naxatebis SemTxvevaSi), maTi ganTavseba problemad gadaiqceva xolme. obieqtebis gan-
Tavsebis samuSaos gamartivebis saSualebas iZleva konteineruli tipis specialuri obieqti, 
romelsac `tilo~ ewodeba.  

garegnulad tilo Cveulebriv marTkuTxeds hgavs (nax. 13.13) da gansxvavdeba mxolod marke-
rebis gansakuTrebuli formiT gverdebze da kuTxeebze. rogorc Cveulebriv figurebs, tilosac 
aqvs konturisa da Sefervis Tvisebebi, magram imiT gansxvavdeba, rom aseve aqvs konteineruli 
Tvisebebi.  

tilo _ es aris figura, romelsac konteineruli Tvisebebi aqvs da sxva figurebis ganTav-
sebas emsaxureba. TiToeuli tilo, romelic dokumentSia, qmnis naxatebis calke koleqcias am 
dokumentSi.  

dokumentis gverdze tilos ganTavsebisas Cven ubralod ki ar vxatavT marTkuTxeds. amav-
droulad Cven vqmniT naxatebis axal koleqcias, Tavdapirvelad cariels. tiloze ganTavsebis 
Semdeg naxati iZens rigiT nomers am tilos koleqciaSi. es nomeri gansazRvravs aRniSnuli nax-
atis ganTavsebas mocemul tiloze sxva naxatebTan mimarTebaSi.  

tiloebis raodenoba dokumentSi ar aris gansazRvruli. da marTalia tilos Seqmna ar aris 
aucilebeli dokumentSi naxatis gansaTavseblad, mainc sasurvelia misi Seqmna yovel jerze, 
roca ki saWiroa ara erTi obieqtis, aramed maTgan Semdgari kompoziciis ganTavseba.  

 
nax. 13.13. tiloze naxatebis gadaadgilebis Semdeg dokumentSi iqmneba axali koleqcia, ro-

melSic naxatebi miwodebis mimdevrobiT ganTavsdebian 

jgufuri obieqtebi 

obieqtebTan muSaobis gasamartiveblad programaSi gansazRvrulia obieqtebis jgufebSi 
gaerTianebis operacia. obieqtebis jgufTan SeiZleba imoqmedoT rogorc erT gaerTianebul ob-
ieqtTan, magaliTad, jgufi SeiZleba gadaitanoT dokumentis gverdebs Soris an tiloze, am 
dros jgufSi obieqtebis urTierT ganlageba ucvleli rCeba (nax. 13.14). gadatanis garda jguf-
Tan SeiZleba Sesruldes sxva operaciebic, magaliTad transformaciis operaciebi: masStabireba, 
brunva, simetriuli arekvla da a.S.  
 

 
nax. 13.14. obieqtebis jgufTan SegiZliaT ise imoqmedoT, rogorc erT obieqtTan. naxatze naC-

venebia jgufis simetriuli arekvla vertikalur RerZTan mimarTebaSi 
 

jgufi _ es aris konteineruli tipis Sedgenili obieqti, romelic calkeuli grafikuli 
obieqtebis erTobliv ganTavsebasa da maTi ganTavsebisa da erTi mTlianis saxiT warmodgenis 
marTvas emsaxureba.  

dajgufeba _ obieqtebis jgufis warmoqmnis operacia. obieqtebi, romlebic jgufs qmnian, wi-
naswar unda moiniSnos. dajgufebis Sedegebis mixedviT sawyisi obieqtebi TavianT Tvisebebs in-
arCuneben. uku operaciis _ ganjgufebis Semdeg _ jgufis obieqtebi isev gansxvavebulebi xdebian 
TavianTi Tvisebebis mixedviT. 

erTaderTi Tviseba, romelic icvleba dajgufebis an ganjgufebis Sedegad _ es aris ganTav-
sebis Tviseba. Tu jgufSi Semavali obieqtebi sxva obieqtebis qvemoT mdebareobda, romlebic 
jgufSi ar Sedian, maSin dajgufebis an ganjgufebis Semdeg isini zemoT aRmoCndebian. amas unda 
miaqcioT yuradReba, radgan Tanmimdevruli dajgufebebis seriis Sedegad Zneli ar aris rome-
lime obieqtebis dakargva, romlebic ukana planze gadainacvleben.  
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zemoT aRvniSneT, rom dajgufeba ar cvlis obieqtebis Tvisebebs, axla ki imas vambobT, rom 

ar inaxeba obieqtebis erTmaneTs Soris ganTavsebis Tviseba. aq ar aris winaaRmdegoba, radgan 
ganTavsebis Tviseba _ es ar aris naxatis Tviseba. es aris an tilos Tviseba, romelzec obieqte-
bi mdebareobs, an dokumentis Tviseba, Tu tilo ar aris.  

figurebis xatva 

teqsturi procesori Microsoft Word 2007 warmoadgens xatvis instrumentebis vrcel nakrebs. am 
instrumentebis ZiriTad nawils avtofigurebis xatvis instrumentebi Seadgenen.  

xatvis instrumentebi 

xatvis instrumentebis palitra gamoiZaxeba brZanebiT Insert-Casma ► Illustrations-ilustracia 
► Shapes-figurebi. palitris instrumentebi tipebis mixedviT aris dajgufebuli: Lines-xazebi, 
Basic Shapes-ZiriTadi figurebi, Block Arrow-figuruli isrebi, Flowchart-bloksqema, Callouts-
sqolioebi, Stars and Banners-varskvlavebi da lentebi. xatvis instruments irCeven Tagvis erTi 
dawkapunebiT. am dros Tagvis mimaniSnebeli grafikuli kursoris formas iRebs. xatva xor-
cieldeba Tagvis wkapunebiT. xatvis dawyebamde sasurvelia CarToT damxmare isris gamosaxule-
ba (View-xedi ► Show/Hide-Cveneba an dafarva ► Gridlines-bade). xatvis dasrulebisas damxmare 
bades gamorTavT. teqstTan samuSaod is ar aris saWiro. 

Tu ivaraudeba ramdenime obieqtisgan kompoziciis Seqmna, rekomendebulia misi ganTavseba wi-
naswar Seqmnil tiloze. tilo dasaxatad iqmneba brZanebiT New Drawing Canvas-axali tilo. es 
ukanaskneli brZanebaa instrumentebis palitraze.  

aseve tilo unda gamoiyenoT, rodesac obieqtebis kompozicia miTiTebul fonze unda gan-
Tavsdes. am SemTxvevaSi tilo asrulebs fonis matareblis damatebiT funqcias. 

xazis xatva 

swori xazis monakveTi _ figurebs Soris umartivesia. is ixateba oTx moqmedebaSi. 
1. brZanebiT Insert-Casma ► Illustrations-ilustracia ► Shapes-figurebi gaxseniT instrumentebis 

palitra. 
2. ganyofilebaSi Lines-xazebi airCieT instrumenti Line-xazi, Arrow-isari an Double Arrow-

ormagi isari _ Tagvis mimaniSnebeli grafikuli kursoris formas miiRebs.  
3. mimaniSnebeli miitaneT monakveTis dasawyisis wertilSi da ZiriTadi RilakiT daawkapu-

neT.  
4. Tagvi gadaitaneT monakveTis dasrulebis wertilSi da kidev erTxel daawkapuneT.  

operacia xazis monakveTTan 

grafikul obieqtze mitanisas Tagvis mimaniSnebeli formas icvlis. ZiriTadi RilakiT daw-
kapuneba, rodesac mimaniSnebeli aRniSnul mdgomareobaSia, obieqts moniSnavs da amzadebs Sem-
degi operaciebisTvis.  

obieqtis axal adgilas gadasatanad daaWireT ZiriTad Rilaks da mis auSveblad daZariT 
Tagvi. rodesac ZiriTad Rilaks xels auSvebT, naxati axal mdgomareobas miiRebs.  

sanam obieqti moniSnulia, mis boloebze iwarmoeba grafikuli markerebi. isini emsaxureba 
obieqtis transformacias. Tagvis mimaniSneblis mitanisas aseT markerze, mimaniSnebeli grafi-
kuli kursoris formas iRebs. 

grafikuli kursori grafikuli obieqtebis redaqtirebas emsaxureba. swori xazis monakveTis 
redaqtireba gulisxmobs misi zomisa da daxris cvlilebas, rac xorcieldeba bolokiduri 
markerebis gadaadgilebiT.  

mrudebis xatva 

 
mrudxazovan monakveTs, sworxazovanisgan gansxvavebiT, ara ori, aramed sami kvanZi aqvs: ori 

bolokiduri da erTi kvanZi eqstremumis wertilSi. Sesabamisad, mrudxazovan monakveTs ori 
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segmenti aqvs da ixateba ara oTx, aramed xuT moqmedebaSi. magaliTisTvis ganvixiloT, A da B 
wertilebs Soris rogor ixateba dadebiTi simrudis mrudi xazi. 

1. brZanebiT Insert-Casma ► Illustrations-ilustracia ► Shapes-figurebi gaxseniT instrumentebis 
palitra. 

2. ganyofilebaSi Lines-xazebi airCieT instrumenti Curve-mrudi _ Tagvis mimaniSnebeli gra-
fikuli kursoris formas miiRebs.  

3. Tagvis mimaniSnebeli daayeneT A wertilSi da ZiriTadi RilakiT daawkapuneT.  
4. Tagvi gadaitaneT moxris wertilSi da kidev erTxel daawkapuneT _ aigeba pirveli seg-

menti. mocemul etapze is gamoiyureba rogorc sworis monakveTi. 
5. mimaniSnebeli gadaitaneT B wertilSi da kidev erTxel daawkapuneT _ aigeba meore seg-

menti, pirveli segmenti ki am dros moxrilobas miiRebs.  
6. analogiurad SeiZleba gagrZeldes kvanZebis ganTavseba da segmentebis daxatva. xatvis 

Sesawyvetad daaWireT klaviSs ESC.  

avtofigurebis xatva 

avtofigurebis xatvis instrumentebi _ Microsoft Word-is ZiriTadi miRwevaa grafikis sferoSi. 
avtofigurebi sakmaod martivad ixateba: virCevT instruments da Tagvis mimaniSnebels vWimavT 
warmosaxviTi marTkuTxedis diagonalis mixedviT, romelic figuras moicavs (nax. 13.15). rogorc 
ki saWiro raodenobis avtofigurebs SevqmniT, maT Sesworebas SevudgebiT.  
 

 
nax. 13.15. avtofigurebi ixateba Tagvis mimaniSneblis gaWimviT diagonalurad 
 
avtofigurebis xatvas garkveuli Taviseburebebi aqvs, romelTa codna sasargebloa. 
1. ilustraciebisgan gansxvavebiT, romlebic failidan an monacemTa bazidan ismeba, dax-

atuli figurebi gulisxmobis mixedviT Caismeba dokumentSi teqstis Semovlebis gareSe. gverdze 
maTi daxatva nebismier adgilas SeiZleba, maT Soris teqstis Tavzec da sxva ilustraciebis 
Tavzec. 

2. daxatul avtofiguras aqvs gulisxmobis mixedviT miRebuli Seferva. es mosaxerxebelia, 
magaliTad, erTtipiani figurebis seriis Sesaqmnelad (nax. 13.16). gulisxmobiT miRebuli Seferva 
Semdegnairad mieTiTeba: 

 SeqmeniT nebismieri avtofigura da masSi feri ise CaasxiT, rogorc saWiroa: saRebavi, 
gradienti, teqsturi, kvanZi, naxati. 

 avtofiguraze TagviT daawkapuneT da gaxsnil konteqstur meniuSi airCieT brZaneba Set 
AutoShapes Default-gulisxmobis mixedviT avtofigurebisTvis. am momentidan yvela axali avtofi-
gura erTnairad Seifereba. 
 

 
nax. 13.16. avtofigurebis avtomaturi Seferva 
3. figurebis xatvisas moqmedebs klaviSebi-modifikatorebi SHIFT, CTRL da ALT.  
 klaviS SHIFT-is SeyovnebiT gamoisaxeba `marTebuli~ figurebi: instrumenti Oval-ovali 

xatavs wrewirs, xolo instrumenti Rectangle-marTkuTxedi xatavs kvadrats. marTebulebi gamodis 
rombebi, varskvlavebi, samkuTxedebi da sxva mravalkuTxianebi, rTuli formis figurebi gamoi-
saxeba simaRlis siganesTan SefardebiT 1:1. Tavis mxriT, xazebi gamoisaxeba daxris fiqsirebuli 

kuTxeebiT: 15°, 30°, 45° da ase Semdeg nabijiT 15°-is gamotovebiT.  
 klaviS CTRL-is SeyovnebiT avtofigurebi ixateba `centridan~. am ileTs iyeneben centra-

lur-simetriuli figurebis xatvisas: wreebis, rgolebis, kvadratebis. xatva iwyeba grafikuli 
kursoris mitaniT figuris geometriul centrSi. Sesabamisad, klaviSebis CTRL + SHIFT  
erTdrouli daWeriT centridan ixateba `marTebuli~ figura. 
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 klaviSis ALT-is daxmarebiT mosaxerxebelia imarTos figuris elementebis SekavSireba 
damxmare badis kvanZebTan. rodesac badis asaxva CarTulia (View-xedi ► Show/Hide- Cveneba an da-
farva ► Gridlines-bade), avtofigurebis kuTxovani elementebi avtomaturad miebmeba badis kvan-
Zebs. Tu aseTi meqanizmi sinamdvileSi ar iqneba saWiro, avtofigurebi daxateT klaviS ALT-is 
SeyovnebiT.  

obieqtebis marTva markerebis daxmarebiT 

rodesac dokumentSi moniSnulia grafikuli obieqti, masTan SeiZleba dainaxoT ramdenime 
markeri. markerebi marTvis grafikuli elementebia, dakavSirebuli obieqtTan da Tagvis meSveo-
biT maTi transformaciisTvis mowodebuli.  

arsebobs grafikuli markerebis ramdenime saxeoba (nax. 3.17): 
 

 
nax. 13.17. grafikuli markerebis saxeebi 
 
1. brunvis markerebi; 
2. konfiguraciis markerebi; 
3. zomis Secvlis markerebi; 
brunvis (trialis) markerze mitanisas Tagvis mimaniSnebeli specifikur formas iRebs. am 

mdgomareobaSi Tagvis gaWimva iwvevs figuris brunvas mis geometriul centrTan mimarTebaSi. Tu 

am dros Seyovnebulia klaviSi SHIFT, figuris brunva xorcieldeba fiqsirebuli kuTxeebiT: 15°, 
30°, 45° da ase 15°-iani nabijiT. 

konfiguraciis markerebi aqvs sakmaod rTuli formis avtofigurebs. am markerebis meSveobiT 
icvleba avtofigurebis agebisas gamoyenebuli parametrebi. ase magaliTad, rgolis konfigura-
ciis markeri marTavs misi Sida xvrelis diametrs, ufro zustad ki, Sida diametrs garesTan 
mimarTebas. zogierT gansakuTrebiT rTul figurebSi gamoiyeneba konfiguraciis ori da sami 
markeric ki, romlebic figuris sxvadasxva parametrs marTaven (nax. 13.18). 
 

 
nax. 13.18. konfiguraciis markerebi saSualebas iZleva imarTos avtofigurebis forma 

 
zomis Secvlis markerebi ori tipisaa: gverdiTi da kuTxovani. gverdiTi markerebi saSuale-

bas iZlevian Seicvalos figuris horizontaluri da vertikaluri zomebi gaWimvis meTodiT. 
kuTxovani markerebi saSualebas iZlevian obieqti masStabirdes zomis erTdrouli SecvliT ho-
rizontalurad da vertikalurad. Tu am dros daWerilia klaviSi SHIFT, obieqtis proporciebi 
avtomaturad aris mxardaWerili. xolo Tu Seyovnebulia klaviSi CTRL, maSin masStabireba 
xorcieldeba `centridan~ yvela mimarTulebiT. 
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figurebis redaqtireba  

teqnikurad figurebisa da avtofigurebis redaqtirebis saSualebebi mciredad gansxvavdeba 
ilustraciis sxva saxeebis redaqtirebis saSualebebisgan, Tumca sxvaoba mainc aris. es sxvaobe-
bi dakavSirebulia Microsoft Office-is figurebis gansakuTrebul, veqtorul xasiaTTan. 

figurebis redaqtirebis saSualebebi 

figurebis redaqtirebis saSualebebi ori saSualebiT aris xelmisawvdomi: an figuris kon-
teqsturi meniu meSveobiT, an konteqsturi CanarTis meSveobiT Drawing Tools-xatvis saSualebebi 
► Format-formati, romelic ixsneba instrumentul lentze, rodesac dokumentSi moniSnaven Mi-
crosoft Word-is sakuTari saSualebebiT Sesrulebul naxats. am CanarTis marTvis saSualebebi war-
modgenilia naxatze 13.19. SegaxsenebT, rom rodesac dokumentSi moniSnulia sxva programebis 
mier Seqmnili gamosaxuleba, instrumentul lentze ixsneba sxva CanarTi: Picture Tools-naxatebTan 
muSaoba ► Format-formati. 
 

 
nax. 13.19. figurebis redaqtirebis saSualebebi 
 
1. jguf Size-zomis saSualebebi emsaxureba figurebis zomebis marTvas. isini warmodgenilia 

ori mricxveliT: Shape Height-figuris simaRle da Shape Width-figuris sigane, aseve CanarTiT 

Size-zoma dialogur fanjaraSi Format AutoShape-avtofiguris formati. is ixsneba damatebiTi pa-
rametrebis momarTvis RilakiT jgufSi Size-zoma. 

2. moniSnuli figuris brunva xorcieldeba menius brZanebebis daxmarebiT, romelic ixsneba 

RilakiT Rotate-mobruneba jgufSi Arrange-mowesrigeba. 
3. garemomcvel teqstTan urTierTqmedebisTvis daxatuli figurebi imave meqanizms iyeneben, 

rasac failebidan Casmuli ilustraciebi. am urTierTqmedebis parametrebis arCevis meniu ixsne-

ba RilakiT Text Wrapping-teqstiT Semovleba jgufSi Arrange-mowesrigeba. 
4. konturis parametrebi moimarTeba meniuSi, romelic ixsneba RilakiT Shape Outline-figuris 

konturi jgufSi Shape Styles-figurebis stilebi. am menius saSualebebi SesaZleblobas iZlevian 
mieTiTos xazis sisqe da feri, aseve mieTiTos Strixis parametrebi, Tu xazi erfTerovani ar 
aris.  

5. imave jgufSi Shape Styles-figurebis stilebi ganTavsdeba Rilaki Shape Fill-figuris Sefer-
va, romelic konturis Seferilobis parametrebis momarTvas emsaxureba. isini Seicavs: fonis 
fers, mis teqsturas, moxatlobas, naxats, aseve gradientuli Sefervis meqanizmis momarTvis pa-
rametrebs. 

6. Sefervis aRniSnuli parametrebis garda arsebobs kidev erTi damatebiTi parametri _ 

gamWvirvaloba. maTi marTvis saSualebebi mdebareobs CanarTze Colors and Lines-ferebi da xazebi 
dialoguri fanjrisa Format AutoShape-avtofiguris formati. is ixsneba damatebiTi parametrebis 

momarTvis RilakiT jgufSi Shape Styles-figurebis stilebi. 

7. Rilaks Change Shape-figuris Secvla, romelic mdebareobs jgufSi Shape Styles-figurebis 
stilebi, albaT jobda figuris Senacvleba rqmeoda. jer erTi, es Rilakis funqciebis adekva-
turia, meorec, saSualebas mogvcemda avridebodiT amave saxelwodebis Rilakis saxelwodebis 

dublirebas, romelic mdebareobs jgufSi Insert Shapes-figuris Casma.  
am Rilakis moqmedeba erTi avtofiguris (mimdinares) sxviT Senacvlebas gulisxmobs, romel-

ic arCeulia instrumentebis palitraSi. Rilaki xsnis instrumentebis palitras, Senacvleba ki 
erTi dawkapunebiT sruldeba.  

8. stilebis galerea _ avtofigurebis interaqtiuli momarTvis mosaxerxebeli saSualebaa. 
Tagvis mimaniSneblis gadaadgilebis mixedviT galereis nimuSebze, moniSnuli avtofigureba 
pirdapir Tvalwin icvleba. arCeuli varianti dasturdeba saWiro nimuSze dawkapunebiT. 

9. rogorc ukve iTqva, Rilaks Change Shape-figuris Secvla jgufSi Insert Shapes-figuris 
Casma araferi aqvs saerTo adre ganxilul amave saxelwodebis RilakTan jgufSi Shape Styles-
figurebis stilebi. mocemuli Rilaki xsnis figurebis kvanZebis redaqtirebis SesaZleblobas. 
is yovelTvis ar aris aqtiuri, aramed mxolod im SemTxvevebSi, rodesac dokumentSi moniSnu-
lia mravalsegmentiani xazi, romlisTvisac kvanZebis redaqtireba nebadarTulia. avtofigurebi 
naxatebis mocemul tips ar miekuTvneba. kvanZebis redaqtirebis magaliTebs odnav mogvianebiT 
ganvixilavT. 

10. figura SeiZleba Seicavdes teqsts. am SemTxvevaSi misi statusi icvleba, da is sxva ob-

ieqtad gadaiqceva, romelsac Microsoft Word-is terminologiaSi `warwera~ ewodeba. Rilaki Edit 
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Text-teqstis Secvla moniSnul naxats warwerad gadaaqcevs da saSualebas iZleva Seiqmnas an 
Seswordes misi teqsturi Semadgenloba. warwerebTan muSaobis teqnikas Semdeg TavSi ganvix-
ilavT.  

11. figurebis stiluri gaformeba gulisxmobs aseve maTTan Crdilovani da samganzomilebia-
ni efeqtebis gamoyenebis SesaZleblobas. maTi ganTavsebis saSualebebi mdebareobs CanarTebze 

Shadow Effects-Crdilis efeqtebi da 3-D Effects-moculoba. 

figurebi redaqirebadi kvanZebiT 

Tu figura ramdenime segmentisgan Sedgeba, misi forma SeiZleba imarTos kvanZebis redaqti-
rebiT. mravalsegmentian xazebs miekuTvneba Semdegi: naxevarxazi, mrudi, aseve xazi, miRebuli 
Tavisufali xatviT (e.w. daxatuli mrudi) _ nax. 13.20.  

 
nax. 13.20. figurebi redaqtirebadi kvanZebiT 

kvanZebTan muSaobis reJimSi gadasvla 

kvanZebTan muSaoba xorcieldeba gansakuTrebul reJimSi _ kvanZebis redaqtirebis reJimSi. am 
reJimSi gadasvla Semdegnairad sruldeba.  

1. moniSneT figura. 
2. instrumentul lentze gaxseniT CanarTi Drawing Tools-xatvis saSualebebi ► Format-

formati. 
3. jgufSi Insert Shapes-figurebis Casma daaWireT Rilaks Edit Shape-figuris Secvla _ gaixs-

neba mcire meniu. Tu meniu ar ixsneba, e.i. figura ar uSvebs Tavisufal redaqtirebas. 
4. daaWireT Rilaks Edit Point-kvanZebis Secvlis dawyeba _ Tagvis mimaniSnebeli miiRebs gra-

fikuli kursoris formas, figuraze ki aisaxeba kvanZebi, rogorc naCvenebia naxatze 13.20. 
kvanZebis redaqtirebis reJimSi gadasvlis sxva saSualeba konteqstur menius eyrdnoba. 

daawkapuneT figuraze Tagvis marjvena RilakiT da airCieT konteqstur meniuSi brZaneba Edit 
Point-kvanZebis Secvlis dawyeba. Tu figura ar uSvebs kvanZebis redaqtirebas, magaliTad, Tu es 
avtofiguraa, konteqstur meniuSi aseTi brZaneba ar iqneba.  

sabazo operaciebi kvanZebTan 

rodesac xazi kvanZebTan muSaobis reJimSia, masze Tagvis mimaniSneblis mitana mimaniSneblis 
formis Secvlas iwvevs. am mdgomareobaSi mrudis forma SeiZleba Seicvalos kvanZebis CasmiT, 
waSliT, gadaadgilebiT da sxva ileTebiT, romlebic moyvanilia cxrilSi 13.1. 

cxrili 13.1. sabazo operaciebi kvanZebTan 
 

operacia Sesruleba 
kvanZis 
gadaadgileba 

miitaneT Tagvis mimaniSnebeli kvanZze, daaWireT ZiriTad Rilaks da 
kvanZi axal adgilas gadaitaneT

kvanZis Casma 
Tagvis mimaniSnebeli xazze miitaneT, daawkapuneT specialuri RilakiT 
da gaxsnil konteqstur meniuSi airCieT brZaneba Add Point-kvanZis 
damateba 

kvanZis Casma da 
gadaadgileba 

Tagvis mimaniSnebeli xazis segmentze miitaneT, daaWireT ZiriTad Rilaks 
da gadaitaneT segmenti axal adgilas. xazis Sepyrobis wertilSi 
damatebiTi kvanZi warmoiqmneba

kvanZis waSla 
Tagvis mimaniSnebeli miitaneT kvanZze, daawkapuneT specialuri RilakiT 
da gaxsnil konteqstur meniuSi airCieT brZaneba Delete Point-kvanZis waSla

segmentis 
gasworeba 

Tagvis mimaniSnebeli miitaneT segmentze, daawkapuneT specialuri 
RilakiT segmentze da konteqstur meniuSi airCieT brZaneba Straight 
Segment-swori segmenti

mrudis Sekvra 
Tagvis mimaniSnebeli miitaneT xazze, daawkapuneT specialur Rilakze da 
airCieT konteqstur meniuSi brZaneba Close Path-mrudis Sekvra

mrudis gaxsna 
Tagvis mimaniSnebeli miitaneT xazze, daawkapuneT specialur Rilakze da 
konteqstur meniuSi airCieT brZaneba Open Path-mrudis gaxsna

mrudebis SekavSirebis parametrebi 
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kvanZi _ es aris wyvili segmentis SekavSirebis wertili, romelTagan TiToeuli maTgani ga-
moixateba meore Tanrigis gantolebiT11. am wertilSi TiToeuli segmenti xasiaTdeba ori da-
moukidebeli parametriT: SekavSirebis (SeuRlebis) wertilSi segmentis simrudis radiusiT da 
mxebis daxriT (erTgvar pirobiT xazTan, magaliTad horizontalTan mimarTeyawi). naxatebze 13.21 
da 13.22 naCvenebia imis ramdenime magaliTi, rogor moqmedeben es parametrebi mrudis formaze. 
 

 
nax. 13.21. segmentebis SekavSirebis parametrebi 
 
segmentis simrudis radiusisa da mxebis dazris kuTxis marTva kvanZSi xorcieldeba grafi-

kulad, e.w. mmarTveli monakveTebis meSveobiT (mxrebis wyvilis). wyvilis TiToeuli mxari erT 
segments Seesabameba. mxris mimarTulebas gansazRvravs mxebis daxris kuTxe.  

Tu orive mxari erT marTze devs, e.i. kuTkuTxe mxebebs Soris udris 180°-s da segmentebi 
sworad ukavSirdeba erTmaneTs. aseT kvanZSi SesaZloa an gluvi gadasvla (nax. 13.22, a), romel-
Sic segmentebis simrudis niSani SenarCunebulia, an gluvi gadaxra (nax. 13.22, b), romelSic seg-
mentebis simrudis niSani sapirispiroTi icvleba. xolo Tu mxrebi erT marTze ar aris ganTav-
sebuli, segmentebs Soris ar aris gluvi SekavSireba (nax. 13.22, g).  
 

 
nax. 13.22. segmentebis SekavSireba kvanZSi 
 
mxebis daxris kuTxis garda mrudis formaze gavlenas axdens aseve segmentebis simrudis 

radiusebi maTi SeuRlebis wertilSi.rac ufro grZelia monakveTis mxari, miT metia segmentis 
simrudis radiusi, da Sesabamisad, miT naklebia simrude (nax. 13.23).  
 

 
nax. 13.23. segmentebis simrude kvanZSi 

kvanZebis marTvis meqanizmi 

mrudis segmentebis parametrebs SeuRlebis wertilSi grafikulad marTaven, mmarTveli 
mxrebis meSveobiT. amisaTvis segmentis mxarze aris grafikuli markeri, romlis daxmarebiTac 
mxari SeiZleba gaiWimos da/an Seicvalos misi daxra. am dros SeuRlebuli segmentis qceva 
garkveulwilad avtomatizirebulia. am avtomatizaciis xarisxi kvanZis tipzea damokidebuli. 

                                                 
11 Cveulebriv veqtorul redaqtorebSi mrudebi gamoisaxeba mesame Tanrigis gantolebebiT, ma-
gram Microsoft Word _ ar aris veqtoruli redaqtori, da amitom masSi gamartivebaa gakeTebuli. 



 

სასწავლო სტუდია PARADOX+, ტელ: 822-18-19-18 117

rogorc zemoT ukve aRvniSneT, arsebobs kvanZebis Semdegi tipebi: avtokvanZi, gluvi kvanZi, mar-
Ti kvanZi, kuTxovani kvanZi.  

avtokvanZi _ kvanZi, romlis qceva mTlianad avtomatizirebulia. Sesabamisad, is ar saWi-
roebs aranair marTvis elementebs, rogorc mmarTveli monakveTebi. figuris transformaciis 
dros am kvanZis parametrebi avtomaturad aris mxardaWerili. 

gluvi kvanZi. segmentebis mxrebi aseT kvanZSi erT marTzea ganTavsebuli da erTnairi 
sidide aqvs. erTi segmentis parametrebis cvlilebisas meore segmentis parametrebi avtomatu-
rad icvleba, masTan sinqronulad. Sesabamisad, aseT kvanZSi yovelTvis aris uzrunvelyofili 
da avtomaturad mxardaWerili erTnairi simrudis segmentebis gluvi SeuRleba.  

marTi kvanZi. rogorc gluvi kvanZis SemTxvevaSi, marT kvanZSi segmentebis mxrebi erT 
marTzea ganlagebuli, magram gluvi kvanZisgan gansxvavebiT, SeiZleba sxvadasxva sidide hqon-
deT. erTi mxris daxris kuTxis Secvlisas meore mxris daxris kuTxe sinqronulad icvleba. 
marT kvanZSi avtomaturad aris uzrunvelyofili sxvadasxva simrudis segmentebis gluvi Sekav-
Sireba. 

kuTxovani kvanZi _ kvanZi, romelsac araviTari avtomatika ar aqvs. segmentebis orive 
mxris daxris kuTxeebi da maTi zomebi xeliT regulirdeba _ markeris gadaadgilebiT.  

kvanZis tipis Secvlis yvelaze efeqturi ileTi xorcieldeba konteqsturi menius daxmare-
biT. 

1. Tagvis specialuri RilakiT daawkapuneT figuraze _ gaixsneba konteqsturi meniu. 

2. airCieT brZaneba Edit Point-kvanZebis Secvlis dawyeba _ mrudis kvanZebi moiniSneba.  
3. Tagvis mimaniSnebeli miitaneT saWiro kvanZTan da daelodeT mimaniSneblis formis Sec-

vlas. 
4. daawkapuneT kvanZze Tagvis marjvena RilakiT _ gaixsneba konteqsturi meniu, romelSic 

moyvanilia kvanZebis tipebis sia. 
5. airCieT kvanZis saWiro tipi. am dros aRniSnul kvanZSi SekavSirebuli mrudis segmentebma 

SeiZleba forma Seicvalon.  

obieqtebis kompoziciebTan muSaoba 

dokumentSi erTdroulad ramdenime naxatis ganTavsebisas maT SeiZleba warmoqmnan kompozi-
cia. kompoziciis elementebs Soris sxvadasxva urTierToba arsebobs, magaliTad, kompoziciis 
zogierTma elementma SeiZleba vizualurad sxvebi gadafaron, kompoziciis elementebs Soris 
SeiZleba arsebobdes jgufuri urTierToba, garda amisa, kompoziciis yvela elementi SeiZleba 
urTierTqmedebdes garemomcvel teqstTan, Tanac, es SeiZleba sxvadasxvagvarad ganaxorcielon.  

Tavisi SemadgenlobiT grafikuli kompoziciebi metad sxvadasxvagvari SeiZleba iyos. dax-
atuli figurebis garda maTSi SeiZleba Sevides ilustraciebi, Casmuli failebidan an monacem-
Ta bazebidan, diagramebi, sqemebi, formulebi, aseve warwerebi _ teqsturi bunebis ilustrire-
buli elementebi, romlebsac Semdeg TavSi gavecnobiT. da yvela am SemTxvevaSi kompoziciis 
warmoqmnisas sworad unda moimarTos elementebis urTierTganlagebis Tvisebebi da gamosaxule-
bis teqstiT Semovlebis Tvisebebi.  

  
kompoziciis Seqmnisas zogadi wesi daicaviT: tilos safuZvelze muSaoba. es exeba ara mxo-

lod grafikul kompoziciebs, aramed im kompoziciebsac, romlebic teqstur ilustrirebul 
elementebs Seicaven, magaliTad, warwerebs. SegaxsenebT, rom tilo iqmneba brZanebiT Insert-Casma 
► Illustrations-ilustraciebi ► Shapes-figurebi ► New Drawing Canvas-axali tilo. 

saSualebebi kompoziciebTan samuSaod 

saSualebebi, romlebic aucilebelia da sakmarisi kompoziciebTan samuSaod, Tavmoyrilia 

jgufSi Arrange-mowesrigeba, romelic bevr konteqstur CanarTSia. Tu dokumentSi moniSnulia 

failidan Casmuli ilustracia, es jgufi aris CanarTze Picture Tools-naxatebTan muSaoba ► For-
mat-formati. Tu dokumentSi moniSnulia naxati, romelic Seqmnilia Word-is sakuTari saSuale-

bebiT, es jgufi ekuTvnis CanarTs Drawing Tools-xatvis saSualebebi ► Format-formati. is aseve 
SegiZliaT ipovoT CanarTebze, romlebsac mogvianebiT gavecnobiT: Tex Box Tools-warwerebTan mu-

Saoba ► Format-formati, FordArt Tools-WordArt-is obieqtebTan muSaoba ► Format-formati, Chart 
Tools-diagramebTan muSaoba ► Format-formati. yvela SemTxvevaSi am jgufis marTvis elementebis 

Semadgenloba erTnairia, funqciuroba ki ucvlelia. am jgufis saSualebebis daxmarebiT xdeba 
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dokumentSi ilustrirebuli elementebis mdgomareobis marTva, maTi urTierTqmedeba da teqstur 

SemadgenlobasTa urTierToba.  

obieqtebis dajgufeba 

rodesac kompoziciaSi Semavali obieqtebis raodenoba erT aTeuls aWarbebs, maTiT manipu-
lireba mouxerxebeli xdeba. am dros dagexmarebaT obieqtebis dajgufebis ileTi. jgufi qmnis 
Sedgenil obieqts, romelic masSi Semavali obieqtebis yveda Tvisebas inarCunebs, magram SesaZ-
leblobas iZleva maTTan ise moxdes operireba, rogorc erT mTlianobasTan. 

1. klaviS SHIFT-is SeyovnebiT moniSneT obieqtebi, romlebic unda daajgufoT. 
2. gaxseniT CanarTi Drawing Tools-xatvis saSualebebi ► Format-formati da daaWireT Rilaks 

Group-dajgufeba jgufSi Arrange-mowesrigeba. 

  
dajgufebis Sedegad warmoiqmneba axali obie0qti. is pirvel adgils ikavebs Casmuli obieq-

tebis koleqciaSi da amitom sxva obieqtebis zemoT ganTavsdeba. daakvirdiT, rom man ar gada-
faros da uCinari ar gaxados sxva obieqtebi. 

elementebis ganjgufeba 

elementebis ganjgufebis operacia TiTqmis dajgufebis operaciis sapirispiroa. is analogi-
urad sruldeba: unda moniSnoT jgufi da gasceT brZaneba Drawing Tools-xatvis saSualebebi ► 
Format-formati ► Arrange-mowesrigeba ► Group-dajgufeba ► UnGroup-ganjgufeba.  

  
dajgufebuli obieqtebi ganjgufebis Semdeg ar aRadgenen im adgils koleqciaSi, romelic 

dajgufebamde hqondaT. es imas niSnavs, rom maT SeuZliaT ufro maRal Sreze aRmoCndnen, vidre 
dajgufebamde iyvnen. garda amisa, es imas niSnavs, rom dajgufebisa da ganjgufebis operaciebi 
absoluturad ar aRadgenen uwindel mdgomareobas. ar gamoiyenoT ganjgufebis operacia daj-
gufebis operaciis gasauqmeblad. isargebleT moqmedebis gauqmebis tradiciuli ileTebiT, ma-
galiTad klaviSTa kombinaciiT CTRL + Z an RilakiT UndoGroup Objevt-Seyvanis gauqmeba swrafi 
miwvdomis panelze.  

elementebis gadajgufeba 

gadajgufebis operaciis aucilebloba dakavSirebulia jgufSi misi elementebis uflebebiT 
Semavali obieqtebis redaqtirebis saWiroebasTan. saqme is aris, rom Tu elementi jgufis Semad-
genlobaSi Sedis, misi pirdapir redaqtireba dauSvebelia. jer kompozicia unda ganjgufdes, 
ris Semdegac moiniSnos saWiro obieqti da kvlav aRdgen dajgufeba. 

dajgufebis xeliT aRdgena SeiZleba Zalian rTuli RonisZieba aRmoCndes, Tu jgufs mcire 
zomis bevri detali hqonda. am SemTxvevaSi dagexmarebaT gadajgufebis brZaneba, romelic imeo-
rebs (aRadgens) dajgufebas. es ase xorcieldeba: Drawing Tools-xatvis saSualebebi ► Format-
formati ► Arrange-mowesrigeba ► Group-dajgufeba ► Ungroup-gadajgufeba. 

  
rac ufro male mosdevs ganjgufebis brZanebas gadajgufebis brZaneba, miT ukeTesia, miT 

naklebi struqturuli cvlileba moxdeba, romlebic dakavSirebulia dokumentis Casmuli ob-
ieqtebis koleqciebis gadalagebasTan. 

dokumentis sivrculi modeli 

kompoziciis rigi elementebis ganTavsebas sxvebTan mimarTebaSi marTaven wina da ukan brZa-
nebebis meSveobiT. imisaTvis, rom am brZanebebis moqmedebebi gaigoT, unda warmoidginoT doku-
mentis sivrciTi struqtura. 

dokumenti warmoadgens mravalSrian konstruqcias. dokumentis ZiriTadi (sabazo) Sre 
teqsts Seicavs. am Sres nulovani vuwodoT (Sre0). rodesac dokumentSi grafikul obieqtebs 
svamen, TiToeuli axali obieqti axal Sres qmnis (Sre1, Sre2, Sre3 da a.S.)12. elementebis dajgu-
febisas xdeba Sreebis gadawyoba. ase magaliTad, 1-el da me-2 Sreebze ganTavsebuli obieqtebis 
jgufSi gaerTianebis Semdeg, aseT Sedegs viRebT (nax. 13.24): 

                                                 
12 am principidan gamonaklisia ilustraciebi, romlebic teqstSi ewyoba (Tumca axla maTze ar 
aris saubari). isini ar qmnian axal Sres, aramed TviTon ganTavsdebian nulovan, teqstur Sreze. 
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• warmoiqmneba axali jgufuri Sre; 

• uqmdeba Sreebi Sre1 da Sre2; 

• Sre3 iRebs rigiT nomers Sre1; 

• jgufuri Sre zeda Tavisufal adgils ikavebs _ Sre2. 
 

 
nax. 13.24. dokumentis sivrculi modeli 
 
rogorc xedavT, yvela manipulacia xdeba teqstur Sreze, romelic sabazo mdgomareobas in-

arCunebs. Tumca rogorc cnobilia, arsebobs ilustraciebis teqstis ukan ganTavsebis SesaZ-
lebloba. rogorc qvemoT davinaxavT, arsebobs adekvaturi brZanebebi, romlebsac SeuZliaT ob-
ieqtebi sxva naxevarsivrceSi gagzavnon _ nuls qvemoT Sreze. iq warmoiqmneba Sreebis axali ie-
rarqia, romelTa Soris asevea urTierTqmedeba da Tavisi urTierTkavSirebi. 

Sreebis marTva 

maS ase, TiToeul obieqts da obieqtTa TiToeul jgufs Tavisi Sre aqvs. is ganisazRvreba 
obieqtis rigiTi nomriT dokumentis obieqtebis koleqciaSi. es nomeri SeiZleba Seicvalos. Se-
sabamisad, masTan erTad icvleba Srec, romelzec obieqti ganTavsdeba. ase rom, obieqtebis ri-
giTi nomrebis marTviT koleqciaSi, SeiZleba imarTos is, Tu rogor gadafaraven isini erTma-
neTs, da isic, ra gamodis aqedan naxatze warmodgenil kompoziciaSi.  
 

 
nax. 13.25. obieqtebis vertikaluri mdebareobis marTvis saSualebebi 
 
obieqtebis vertikaluri mdebareobis marTvis saSualebebi ganTavsebulia jgufSi Arrange-

mowesrigeba CanarTze Drawing Tools-xatvis saSualebebi ► Format-formati. es saSualebebia brZa-
nebebis ori gaSladi sia: Bring to Front-wina planze da Send to Back-ukana planze (nax. 13.25).  

brZanebebi _ Bring in Front or Text-teqstis win ganTavseba da Send Behing Text-teqstis ukan gan-
Tavseba obieqts gadaanacvleben alternatiul naxevarsivrceSi teqstTan mimarTebaSi (nax. 13.26). 
Tu ori da meti obieqti gadaadgildeba, maT Soris Tanmimdevroba SenarCunebulia. 
 

 
nax. 13.26. brZanebis `teqstis ukan ganTavsebis~ moqmedeba 
 
brZaneba Bring to Front-wina planze obieqts yvelaze zeda Sreze gadaitans, oRond mxolod 

Tavisi naxevarsivrcis farglebSi (nax. 13.27). amgvarad, Tu obieqti teqstis ukan iyo ganTavsebu-
li, es brZaneba mas gamoitans Sreze, romelic teqstis zemodan devs.  
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analogiurad moqmedebs brZaneba Send to Back-ukana planze. is obieqts yvelaze qveda Sreze 
gadaitans Tavisi naxevarsivrcis farglebSi. amgvarad, Tu obieqti teqstis win iyo ganTavsebu-
li, es brZaneba maT moaTavsebs Sreebs Soris yvelaze qvedaze, romelic teqstis win mdebareobs. 
 

 
nax. 13.27. brZanebis `wina planze~ moqmedeba 

 
brZanebebi Bring Forward-win gadanacvleba da Send Backward-ukan gadanacvleba obieqts erTi 

SriT zemoT an qvemoT gadaanacvlebs, Sesabamisad. am dros teqsturi Sre obieqtisTvis gadau-
laxav zRurblad rCeba. is, rac teqstis zemoT aris, aseve darCeba teqstis zemoT, xolo rac 
mis ukan aris, ver SeZlebs teqstis win ganTavsebul Sreze gadasvlas.  

Word-is saSualebebiT xatvis mTavari principi 

veqtoruli naxatebis efeqturi Seqmnis mTavari principia _ rac SeiZleba naklebi xatoT. 
veqtoruli grafika es obieqturi grafikaa, da axali obieqtebis Seqmna gamonaklisi movlena 
unda iyos. yovelTvis, roca es SesaZlebelia, obieqtebi ki ar unda Seiqmnas, aramed gamravldes.  

farTod aris gavrcelebuli obieqtebis gamravlebis teqnologia kopirebis meTodiT CTRL + 
C _ CTRL + V. magram programis SemmuSaveblebi ufro Sors wavidnen da specialuri brZaneba Se-
moiRes _ dublireba. es brZaneba mimagrebulia klaviSTa kombinaciaze CTRL + D. 

dublireba gacilebiT efeqturia Cveulebriv kopirebaze, da saqme mxolod is ar aris, rom 
mcirdeba klaviSebze daWeris raodenoba, aramed ZiriTadad is, rom obieqtis dublikati sawyisi 
obieqtis gverdiT iqmneba, rac mas ufro misawvdoms xdis. 

 

gakveTili. (zog.-4, gaZ.-5)  warwerebi da mcuravi CarCoebi 

wina TavSi giCveneT, rom Microsoft Word, romelic ar aris grafikuli redaqtori, mainc flobs 
naxatebis Seqmnisa da redaqtirebis saSualebebs. am da Semdeg TavebSi ufro Sors wavalT da 
giCvenebT, rom marTalia, programa ar aris samagido sagamomcemlo sistema, masSi aris dakaba-
donebis umartivesi saSualebebi. maT miekuTvneba avtonomiuri teqsturi blokebi, romlebsac 
kompiuterul terminologiaSi warwerebi ewodeba, aseve asoebi, WordArt-is mxatvruli saTaurebi 
da sxva obieqtebi. 

es yvela obieqti ormag bunebas avlens. Semadgenlobis mixedviT es teqstia, radgan teqstu-
ri elementebiT formirdeba: simboloebiT. magram amavdroulad es obieqtebi grafikuli gafor-
mebis elementebis Tvisebebsac avlenen: isini SeiZleba masStabirdes, mobrundes da gadaad-
gildes dokumentis sivrceSi. rogorc grafikuli ilustraciebi, isini urTierTqmedeben erTma-
neTTan da garemomcvel teqstTan. rogorc grafikuli ilustraciebi, es obieqtebic SeiZleba 
gaitanoT dokumentis teqsturi Sris farglebidan da ganaTavsoT Sreebze teqstis zemoT an mis 
qvemoT. 

warwerebi 

sityva `warwera~ xSirad abnevs damwyeb momxmareblebs. ratom maincdamainc warwera? warwera 
raze? Cveulebrivi teqsti gverdze ratom ar aris warwera, xolo CarCoSi _ warweraa? Tu abza-
cis irgvliv CarCos davxatavT, is warwera gaxdeba? am SekiTxvebze sapasuxod, aT welze meti 
xnis win unda gadavinacvloT da ganvixiloT cneba `warweris~ evolucia. 

naxatebze warwerebidan kompiuterul dakabadonebasTan 

teqstis avtonomiuri blokebis meqanizmi, romlebic ar Sedian ZiriTad teqstur dinebaSi, 
saWiro gaxda maleve mas mere, rac Word for Windows-is adreul versiebSi realizda dokumentSi 
ilustraciis Casma. naxazebi, sqemebi da naxatebi samecniero da teqnikur dokumentaciaSi, ro-
gorc wesi, damatebiT ganmartebiT warwerebs iTxoven. am moTxovnaze pasuxad aT welze meti 
xnis win iqca meqanizmi, romlis magaliTi naCvenebia naxatze 14.1. 
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nax. 14.1. pirveli warwerebi ilustraciis ganmartebas emsaxureboda 

 
mogvianebiT, obieqtur-maorientirebeli teqnologiebis danergvis Semdeg, meqanizmaa axali 

funqciebi SeiZina Microsoft Office 95-is paketSi. misi daxmarebiT teqstSi teqsturi obieqtebis Casma 
daiwyes, romlebsac gamomxatveli gaformeba hqonda da anonsis, anotaciis an komentaris funq-
ciebs asrulebda (nax. 14.2.). funqciebis mixedviT es obieqtebi saTaurebTan iyo axlos, Tumca 
mainc ar gaxldaT saTaurebi, radgan ar Sedioda teqstis ZiriTad dinebaSi, da Sesabamisad, ar 
miekuTvneboda dokumentis struqturas. ilustraciebze warwerebis analogiT, maT kvlav warwe-
rebs uwodebdnen. 
 

 
nax. 14.2. mogvianebiT warwerebis gamoyeneba daiwyes gasaformebeli elementebis saxiT 
 
warwerebis zomebisa da maTi raodenobis bunebrivi SemzRudveli yovelTvis iyo kompiuteris 

warmoebadoba. Cveulebrivi teqstisgan gansxvavebiT, warwerebi Casmuli obieqtebia. maTi gamoye-
neba, pirvel rigSi, arTulebs dokumentis obieqtur models, da meorec, moiTxovs dokumentTan 
muSaobas gverdis moniSvnis reJimSi. dRes Microsoft Word 2007-Si aRniSnuli reJimi gulisxmobis 
mixedviT aris miRebuli, XX saukunis 90-iani wlebis SualedSi ki, personaluri kompiuteris 
iSviaT momxmarebels Tu SeeZlo sakuTari TavisTvis misi aqtiurad gamoyenebis ufleba mieca. 
kompiuterebis umravlesobas ar hqonda saamisod saWiro resursebi. amitom mravali wlis gan-
mavlobaSi warwerebi mokle Setyobinebebis saxiT arsebobas agrZelebda.  

Tanamedrove teqnika saSualebas iZleva gamoyenebul iqnas nebismieri zomis teqsturi blo-
kebi nebismieri raodenobiT da ganTavsdes isini listze ise, rogorc saWiroa. faqtobrivad, 
programis Tanamedrove versiaSi teqsturi blokebi kompiuteruli dakabadonebis meqanimzad iq-
ca. Tumca Zveli tradiciis Tanaxmad maT myarad SeunarCenda mokrZalebuli cneba `warwera~. 
naxatze 14.3. ki SegiZliaT darwmundeT, rom meqanizmis WeSmariti saSualebebi mkveTrad scilde-
ba martivi warwerebis farglebs, romlebic ilustracias ganmartaven mxolod. 
 

 
nax. 14.3. Cvens dReebSi warwerebis Seqmnis meqanizms araiSviaTad iyeneben, rogorc dakabado-

nebis saSualebas rTuli struqturis publikaciis Sesaqmnelad 
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warwera moniSnuli teqstis safuZvelze 

arsebobs teqsturi blokebis Seqmnis oTxi meTodi. TiToeul maTgans aqvs rogorc Rirsebe-
bi, ise naklovanebebi. Cveulebriv, konkretuli meTodis arCeva momxmareblis miznebiTa da amo-
canebiT aris nakarnaxevi. 

yvelaze martivi da TvalsaCino magaliTia _ warweris Seqmna moniSnuli teqstis safuZ-
velze. am meTodiT sargebloben, rodesac warwerisTvis teqsti ukve aris, misi gaformebisa da 
ganTavsebis ideebi ki jer ar arsebobs. sxvaTa Soris, swored ase formirdeboda kompiuteruli 
dakabadonebis magaliTi, romelic naxatze 14.3. iyo warmodgenili. Tavidan iyo teqsti, mere ki 
misgan teqsturi blokebi Seiqmna. 

1. moniSneT teqsti, romelic teqstur blokSi unda Sevides. 
2. instrumentul lentze gaxseniT CanarTi Insert-Casma. 
3. jgufSi Text-teqsti daaWireT Rilaks Text Box-warwera. 
4. gaxsnili palitris qveda nawilSi airCieT brZaneba Draw Text Box-warweris daxatva _ war-

wera Seiqmna da moiniSneba. 
5. Tavdapirvelad warwers sakmaod mokrZalebuli gaformeba aqvs. magram rodesac is moniS-

nulia, instrumentul lentze ixsneba axali konteqsturi CanarTi: Text Box Tools-warwerebTan mu-
Saoba ► Format-formati, romelic naCvenebia naxatze 14.6. mas aqvs warweris warmomadgenlobiTi 
gaformebisTvis aucilebeli saSualebebi.  

warweris Seqmna xatviT 

warwera _ es obieqti, romelSic SeTavsebulia orgvari buneba: teqsturi da grafikuli. ro-
gorc teqstur obieqts, warwerasac aqvs Sinaarsi, xolo rogorc grafikuls _ forma. formis 
TvalsazrisiT warwera es aris figura, da rogorc nebismieri figura, isic SeiZleba iqnas mi-
Rebuli daxatviT. am midgomas, wina ganyofilebaSi ganxiluli midgomisgan gansxvavebiT, maSin 
iyeneben, rodesac aris idea warweris gaformebasa da ganTavsebasTan dakavSirebiT, teqsti ki 
misTvis jer ar aresbobs. am SemTxvevaSi carieli warwera ubralod anacvlebs teqsts, romelic 
mogvianebiT gaCndeba, da inaxavs misTvis adgils dokumentSi. 

1. instrumentul lentze gaxseniT CanarTi Insert-Casma. 
2. jgufSi Text-teqsti daaWireT Rilaks Text Box-warwera. 
3. gaxsnili palitris qveda nawilSi airCieT brZaneba Draw Text Box-warweris daxatva _ Tag-

vis mimaniSnebeli miiRebs grafikuli kursoris formas. 
4. marTkuTxa figura aageT diagonalurad Tagvis gaWimviT. Cveulebrivi figurebisgan is im-

iT gansxvavdeba, rom SigniT Seicavs mindors teqsturi Semadgenlobis Sesayvanad. 

warwera avtofiguris safuZvelze 

warweris Seqmnaze SegiZliaT talRovanad gadaxvideT figuris Seqmnis Semdeg, anu jer Seqm-
naT figura, rogorc wina TavSi iyo aRwerili, mere ki masSi teqsti SeiyvanoT. marTalia, amisT-
vis yvela figura ar gamodgeba. es unda iyos avtofigura. 

1. daiwyeT avtofiguris SeqmniT. airCieT instrumenti (Insert-Casma ► Shapes-figurebi) da 
daxateT avtofigura. 

2. sanam daxatuli figura moniSnuli rCeba, instrumentul lentze rCeba konteqsturi Ca-
narTi Drawing Tools-xatvis saSualebebi ► Format-formati. 

3. jgufSi Insert Shapes-figurebis Casma daaWireT Rilaks Edit Text-teqstis Secvla _ avtofi-
guraSi gaixsneba teqstis Seyvanis mindori. am momentidan avtofigura ukve aris ara ubralod 
figura, aramed sxva tipis obieqti _ warwera (teqsturi bloki). 

4. Seyvanis mindorSi SeiyvaneT warweris teqsturi Semadgenloba. 

warwerebis koleqciasTan muSaoba 

warwerebis Seqmnis meoTxe, ukanaskneli meTodi efuZneba winaswar SerCeuli namzadebis ko-
leqciis gamoyenebas (nax. 14.4). es meTodi efeqturia im pirobiT, rom saWiro namzadebi Tqven 
TviTon SeimuSaveT. is nimuSebi, romlebic programasTan erTad aris mowodebuli, ufro dagab-
nevT, vidre realur daxmarebas gagiwevT. 

1. dokumentSi SeqmeniT warwera nebismieri zemoxsenebuli meTodiT. 
2. moniSneT warwera da gaeciT brZaneba Insert-Casma ► Text-teqsti ► Text Box-warwera. 
3. gaxsnil meniuSi airCieT brZaneba Save Selection to Text Bax Gallery-moniSnuli fragmentis Se-

naxva warwerebis koleqciaSi. Tu brZaneba ar aris aqtiuri, darwmundiT, rom me-2 punqtSi namd-
vilad moniSneT obieqti (warwera), da ara misi Semadgeneli (teqsti).  

4. Senaxvis brZanebis sapasuxod ixsneba dialoguri fanjara Create New Building Block-axali 
standartuli blokis Seqmna, romelic CvenTvis ukve nacnobia me-8 Tavis masalebis mixedviT. aq 
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aucilebelia SeiyvanoT namzadis saxeli (mindori Name-saxeli), airCioT koleqcia (Text Boxes-
warwera), miuniSnoT kategoria, survilisamebr miuTiToT aRwera da aucileblad airCioT moma-
vali samSeneblo masalis Senaxvis adgili. Senaxvis yvelaze bunebrivi adgilia _ Sabloni, ro-
melic a RniSnuli kategoriis safuZvelSi devs.  

standartizebuli warwerebis koleqciis gamoZaxeba gamosayeneblad Zalian martivad xor-
cieldeba. 
 

 
nax. 14.4. warwerebis koleqciis Sevseba sakuTari namzadebiT 
 
1. gaxseniT CanarTi Insert-Casma. 
2. gaeciT brZaneba Text-teqsti ► Text Box-warwera. 
3. gaxsnil koleqciaSi airCieT saWiro warwera. 
Tu warwerebis koleqcia imdenad didia, rom misi gadaxedva miTiTebuli meTodiT mouxerxe-

belia, SegiZliaT isargebloT standartuli blokebis organizatoriT, romelic adre iyo gan-
xiluli me-8 TavSi. SegaxsenebT, rom es saSualeba amoqmeddeba brZanebiT Insert-Casma ► Text-
teqsti ► Quick Parts-eqspres-blokebi ► Building Blocks Organizer-standartuli blokebis organiza-
tori. saWiro namzadebis arCevisas, daaWireT Rilaks Insert-Casma, da dokumentis SemadgenlobaSi 
gaCndeba obieqtis egzemplari. 

aqve, organizatorSi, mosaxerxebelia waSaloT warwerebi, romlebic arasaWiro gaxda. moniS-
neT elementi, romelic waSlas eqvemdebareba, da daaWireT Rilaks Delete-waSla. 

warweris teqstiT Sevseba 

warwerebi, pirvel rigSi, imisTvis aris mowodebuli, rom teqsts konteineris saxiT moemsax-
uros. teqsti warweraSi Zalian iolad Seiyvaneba. warweraze miitaneT Tagvis mimaniSnebeli, 
daawkapuneT ZiriTadi RilakiT da daiwyeT Seyvana gaxsnil Seyvanis mindorSi. marjvena mindvris 
miRwevisas teqsti avtomaturad gadaitaneba axal striqonze. Tu teqstis zoma metia, vidre 
mindvris zoma, Semadgenloba mTlianad ar aisaxeba. mTeli teqstis saCveneblad an unda gazar-
doT warweris zoma, an SeamciroT Sriftis zoma. zogierT SemTxvevaSi saqmes waadgeba teqstur 
blokTan mindvrebis zomis Semcireba. imis Sesaxeb, Tu rogor keTdeba es, qvemoT aris moTxro-
bili.  

  
Tu `warweraze~ dawkapunebis Semdeg ver axerxebT Seyvanis mindvris miRebas da teqstis Sey-

vanis dawyebas, dafiqrdiT, aris Tu ara warwera Tqven winaSe. SesaZloa, es aris avtofigura, 
romelic jer kidev ar gamxdara warwera. avtofiguris warwerad gardasaqmnelad, is unda moi-
niSnos da daaWiroT Rilaks Edit Text-teqstis Secvla CanarT Drawing Tools-xatvis saSualebebi ► 
Format-formati jgufSi Insert Shapes-figurebis Casma. 

 
programaSi gaTvaliswinebulia warweris zomis avtomaturi Secvlis meqanizmi _ Seyvanili 

teqstis moculobis Sesabamisad. es meqanizmi irTveba, Tu daayeneT alams Resize AutoShape to fit 
text-avtofiguris zomis teqstTan morgeba dialogur fanjaraSi Format Text Box-warweris forma-
ti. 

1. moniSneT warwera da daawkapuneT masze Tagvis marjvena RilakiT _ gaixsneba konteqstu-
ri meniu. 

2. airCieT am meniuSi ukanaskneli punqti _ Format Text Box-warweris formati _ gaixsneba 
amave saxelwodebis dialoguri fanjara. 

3. gaxseniT CanarTi Text Box-warwera, Tu is ar aris gaxsnili.  
4. daayeneT alami Resize AutoShape to fit text-avtofiguris zomis teqstTan morgeba.  
5. aamoqmedeT momarTva da daxureT gaxsnili fanjara Rilak OK-ze daWeriT. 
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ilustraciis ganTavseba warweraSi 

warweras SeiZleba hqondes ara mxolod teqsturi, aramed ilustraciuli Semadgenlobac. 

ilustraciebi warweraSi ori meTodiT Caismeba: gacvlis buferis meSveobiT (Clipboard-gacvlis 

buferi ► Copy-kopireba _ Clipboard-gacvlis buferi ► Paste-Casma) an instrumentuli lentis sa-

Sualebebis daxmarebiT (Insert-Casma ► Illustrations-ilustraciebi). 
naxatebis warweraSi Casmis meqanizmi ramdenadme gansxvavdeba dokumentis gverdze naxatebis 

ganTavsebis meqanizmisgan. ai ramdenime saxasiaTo Tavisebureba. 
1. gamosaxulebebi teqstur blokebSi Caismeba rogorc CaSenebulebi (simboloebis uflebe-

biT). am meqanizmis Secvla ar SeiZleba. ar arsebobs Tavisufali gamosaxulebebi warwerebSi, 
radgan gamosaxulebis gadaadgilebis aucileblobis SemTxvevaSi yovelTvis SeiZleba warweris 
gadaadgileba, romelSic es gamosaxuleba aris ganTavsebuli. 

2. gamosaxulebebi da warwerebi avtomaturad masStabirdeba vertikalurad Casmis dros. 
3. warweraSi SeiZleba Caisvas meore an Semdegi naxatebi, magram am SemTxvevaSi avtomaturi 

masStabireba ar xdeba, Sesabamisad, ar aris garantirebuli Casmuli gamosaxulebis xilvadoba. 
Tu is ar Cans, warwera xeliT unda gaWimoT.  

4. rodesac warweraSi Casmuli gamosaxuleba icvlis Tavis xazovan zomebs transformaciis 
Sedegad (magaliTad, mobrunebis Semdeg), is SeiZleba kadrirdes warweris konturis mixedviT. 
gamosaxulebis mTlianad dasanaxad, xeliT SecvaleT warweris zoma. 

teqsturi mindvrebi warweris SigniT  

warwerebSi xdeba urTierTqmedeba grafikul gaformebasa da teqstur Semadgenlobas Soris. 
am urTierTqmedebis xasiaTi SeiZleba imarTos, im mindvrebis sididis regulirebiT, romlebic 
teqsts konturisgan yofen (nax. 14.5).  

1. moniSneT warwera da daawkapuneT masze Tagvis marjvena RilakiT _ gaixsneba konteqstu-
ri meniu. 

2. masSi airCieT ukanaskneli punqti _ Format Text Box-warweris formati _ gaixsneba amave 
saxelwodebis dialoguri fanjara.  

3. am fanjaraSi gaxseniT CanarTi Text Box-warwera. 
4. miuTiTeT vertikaluri sworebis sami SesaZlo reJimidan erT-erTi. 

5. panelze Internal margin-Sida mindvrebi daayeneT mindvrebis sidideebi, romlebic warweras 
misi konturisgan acalkevebda.  

6. aamoqmedeT momarTvebi da daxureT fanjara RilakiT OK. 
 

 
nax. 14.5. warweraSi Sida teqsturi mindvrebis momarTva 

warwerebis redaqtireba 

warwerebi _ es pirvel rigSi figurebia. Sesabamisad, warwerebis redaqtirebis saSualebebi 
mravalwilad aris figurebis redaqtirebis saSualebebis analogiuri. Tumca raki warwerebs 
Sida Semadgenloba aqvT, isini akuratulad unda moiniSnos, rom swored warwera moiniSnos da 
ara misi Semadgeneli. 
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arsebobs warwerebis redaqtirebis ori ZiriTadi saSualeba: es an warweris konteqsturi me-
niua, an konteqsturi CanarTi Text Box Tools-warwerebTan muSaoba ► Format-formati, romelic 
ixsneba instrumentul lentze, rodesac dokumentSi moniSnulia warwera. am CanarTis marTvis 
saSualebebi warmodgenilia naxatze 14.6. 

1. jguf Size-zomis saSualebebi emsaxureba warweris zomebis marTvas. isini warmodgenilia 
ori mricxveliT: Shape height-figuris simaRle da Shape width-figuris sigane, aseve CanarTiT Size-
zoma dialogur fanjaraSi Format Text Box-warweris formati. is ixsneba damatebiTi parametrebis 
momarTvis RilakiT jgufSi Size-zoma. 

2. moniSnuli figuris brunva xorcieldeba menius brZanebebis daxmarebiT, romelic ixsneba 
RilakiT Rotate-mobruneba jgufSi Arrange-mowesrigeba.  

3. garemomcvel teqstTan urTierTqmedebisTvis warwerebi imave meqanizms iyeneben, rasac 
failebidan Casmuli ilustraciebi, da daxatuli figurebi. am urTierTqmedebis parametrebis 
arCevis meniu ixsneba Rilak Text Wrapping-teqstiT Semovlebaze daWeriT jgufSi Arrange-
mowesrigeba. 

4. konturis parametrebi moimarTeba meniuSi, romelic ixsneba RilakiT Shape Outline-figuris 
konturi jgufSi Text Box Styles-warwerebis stilebi. am menius saSualebebi SesaZleblobas iZleva 
mieTiTos xazis sisqe da feri, aseve mieTiTos Strixis parametrebi, Tu xazi erTferovani ar 
aris.  

5. imave jgufSi Text Box Styles-warwerebis stilebi ganTavsebulia Rilaki Shape Fill-figuris 
Seferva, romelic konturis Sefervis parametrebis momarTvas emsaxureba. isini rTaven Sefervis 
fers, mis teqsturas, moxatulobas, naxats, aseve gradientuli Sefervis momarTvis meqanizmis 
parametrebs.  

6. Sefervis miTiTebuli parametrebis garda arsebobs kidev erTi damatebiTi parametri _ 
gamWvirvaloba. misi marTvis saSualebebi mdebareobs dialoguri fanjris Format Text Box-
warweris formati CanarTze Colors and Lines-ferebi da xazebi. is ixsneba damatebiTi parametrebis 
momarTvis RilakiT jgufSi Text Box Styles-warwerebis stilebi. 

7. Rilaki Change Shape-figuris Secvla, romelic mdebareobs jgufSi Text Box Styles-
warwerebis stilebi, saSualebas iZleva Seicvalos avtofigura, romlis safuZvelzec aris 
Seqmnili warwera. 

8. stilebi galerea _ warwerebis interaqtiuri momarTvis mosaxerxebeli saSualebaa. Tag-
vis mimaniSneblis gadaadgilebis mixedviT galereis nimuSebs Soris, moniSnuli warwera pirda-
pir Tqvens Tvalwin icvleba. arCeuli varianti dasturdeba saWiro nimuSze dawkapunebiT. 

9. Rilaki Text Direction-teqstis mimarTuleba ciklurad cvlis warweraSi teqstis mimarTu-
lebas: marcxnidan marjvniv, zemodan qvemoT da qvemodan zemoT. 

10. Rilaki Create Link-kavSiris Seqmna emsaxureba teqstis erTi warweridan meoreSi gadinebis 
organizacias. arsebiTad, naxatze 14.3 swored asea organizebuli teqstis gadadineba teqstis 
erTi svetidan meoreSi. uku moqmedebas _ kavSiris gawyveta _ asrulebs Rilaki Break Link-
kavSiris gawyveta. 

11. Rilaki Draw Text Box-warweris daxatva gamoiZaxebs axali warweris Seqmnis instruments. 
am dros Tagvis mimaniSnebeli grafikuli kursoris saxes iZens. 

12. warwerebis stiluri gaformeba aseve gulisxmobs maTTan Crdilovani da samganzomile-
biani efeqtebis gamoyenebas. maTi dadebis saSualebebi ganTavsdeba CanarTebze Shadow Effects-
Crdilis efeqtebi da 3-D Effects-moculoba. 
 

 
nax. 14.6. warwerebis redaqtirebis saSualebebi 

mcuravi CarCoebi  

teqsturi procesoris Microsoft Word-is warsul versiebSi warwerebis garda arsebobda teqs-
turi obieqti, romelsac msgavsi funqciebi hqonda _ es iyo e.w. mcuravi CarCo (frame). rogorc 
warwera, CarCoc SeiZleba Tavisuflad pozicirdes gverdze. magram warwerisgan gansxvavebiT 
CarCo ar SeiZleba Seicavdes grafikul elementebs, TviTonac ar flobs mTel rig grafikul 
Tvisebebs, romlebic warwerisTvis aris damaxasiaTebeli. 

mcuravi CarCoebis Taviseburebebi 

Word 2007-is versiaSi mcuravi CarCoebi gauqmda, radgan maTi funqciebi warwerebma aiRes sa-
kuTar Tavze, magram rogorc aRmoCnda, maT is srulad ar SeuTavsebiaT. ufro konkretulad 
rom iTqvas, warweraSi ar SeiZleba Caisvas bmuli raime SeniSvnaze, mcurav CarCoSi ki es SesaZ-
lebelia. warweraSi ganTavsebuli saTauri _ es mosarTavia: is ar Sedis dokumentis struqtu-
raSi da ar SeiZleba avtomaturad CairTos mis SemadgenlobaSi. xolo mcurav CarCoSi ganTavse-
buli saTauri srulfasovan saTaurad rCeba. is SeiZleba CairTos SemadgenlobaSi an gamoyene-
bul iqnas rogorc hiperbmulze gadasvlis wertili. eleqtronul dokumentebSi es kargi daxma-
rebaa. 
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CaTvaleT, rom warwera, es aris figura, romelsac sakuTar TavSi teqsti aqvs, mcuravi CarCo 

ki teqstis abzacia, romelic dokumentSi Tavisufal ganTavsebas uSvebs. 
garegnuli TvalsazrisiT warwerebi da CarCoebi SeiZleba saocrad hgavdes erTmaneTs. isini 

rom darwmunebiT ganarCioT erTmaneTisgan, jer unda moniSnoT (nax. 14.7). 
 

 
nax. 14.7. warwerebi da CarCoebi sxvadasxvagvarad moiniSneba 

 
Tumca warwerebsa da CarCoebs Soris fuZiseuli sxvaoba ufro Rrmad devs. warwerebi _ es 

aris dokumentis gaformebis elementebi, xolo mcuravi CarCoebi _ misi Semadgenlobis elemen-
tebi. rasakvirvelia, rogorc erTni, ise meoreni SeiZleba Seicavdnen teqsts, magram dokumentis 
obieqtur modelSi es teqstis sxvadasxvagvarad aris gaTvaliswinebuli. warweraSi CarTuli 
teqstis TiTqos `mikrulia~ dokumentis sivrcesTan garedan, xolo CarCoSi CarTuli teqsti, am 
sivrceSia. magaliTisTvis naxatze 14.8 naCvenebia ori obieqti, romelTa teqstur SemadgenlobaSi 
Segnebulad aris daSvebuli Secdoma. pirveli obieqtia _ warwera, xolo meore _ CarCo.  
 

 
nax. 14.8. marTlweris Semowmebisas teqsti CarCoebSi mowmdeba rogorc ZiriTadi teqsti 
 
dokumentSi marTlweris Semowmebisas warweris Semadgenloba gamotovebulia, xolo CarCos 

Semadgenloba mowmdeba. mxolod rodesac ZiriTadi teqstis Semowmeba dasruldeba da saqme da-
matebiTi obieqtebis Semowmebaze midgeba, maSinRa Semowmdeba warweris Semadgenloba. zustad 
aseve muSaobs Ziebis meqanizmebi. monacemebi teqstur CarCoebSi swored ise iZebneba, rogorc mo-
nacemebi sxva abzacebSi. monacemebi warwerebSi iZebneba mas mere, rac ZiriTadi teqsti gadaix-
edeba. 

warweris gardaqmna mcurav CarCod 

Microsoft Word 2007-Si ar arsebobs pirdapiri saSualebebi mcuravi CarCoebis Sesaqmnelad, ma-
gram Tu saWiro gaxdeba, mainc SeiZleba maTi Seqmna. es xdeba warweris SeqmniTa da misi Semdgo-
mi gardaqmniT CarCod. 

1. moniSneT teqsti, romelic gsurT CarToT mcurav CarCoSi. 
2. CanarTze Insert-Casma jgufSi Text-teqsti daaWireT Rilaks Text Box-warwera _ gaixsneba 

namzadebis koleqcia. 
3. koleqciis qveda nawilSi airCieT brZaneba Draw Text Box-warweris daxatva. 
4. daxateT warwera Tagvis mimaniSneblis gaWimviT marTkuTxedis diagonalze. 
5. Seqmnil warweraze Tagvis marjvena RilakiT daawkapuneT _ gaixsneba konteqsturi meniu. 
6. konteqstur meniuSi airCieT punqti Format Text Box-warweris formati _ gaixsneba amave 

saxelwodebis dialoguri fanjara, romlis magaliTi naCvenebia naxatze 14.5.  
7. CanarTze Text Box-warwera daaWireT Rilaks Convert to Frame-CarCod gardaqmna _ Setyobine-

bis Semdeg, romelic grafikuli elementebis SesaZlo dakargvis Sesaxeb gamcnobT, warwera 
mcurav CarCod gardaiqmneba. 

mcuravi CarCoebis urTierTqmedeba garemomcvel teqstTan 

wina TavSi vambobdiT, rom dokumenti ilustraciebiT mravalfenian namcxvars warmoadgens. 
saSualo fena _ teqsturia. am fenazea ganTavsebuli dokumentis teqsti. warwerebi, rogorc 
ilustraciebi, SeiZleba iyos ganTavsebuli sadac gindaT: teqsturi fenis zemoT, mis qvemoT da 
uSualod TviT teqstur fenazec (SemovlebiT). 

Tavis mxriv mcuravi CarCoebi SeiZleba iyos ganTavsebuli mxolod teqstur fenaze da ara 
sxvagvarad. gulisxmobis mixedviT maTTvis miRebulia oTxive mxridan Semovlebis reJimi, Tumca 
misi Secvla SeiZleba. 

1. moniSneT dokumentSi adre Seqmnili mcuravi CarCo. warwerebisgan gansxvavebiT CarCos 
moniSvnisas instrumentul lentze araviTari konteqsturi CanarTebi ar warmoiqmneba. CarCos 
yvela momarTva xorcieldeba misi konteqsturi menius saSualebiT. 

2. Tagvis marjvena RilakiT daawkapuneT CarCos konturze _ gaixsneba CarCos konteqsturi 
meniu. 

3. konteqstur meniuSi airCieT brZaneba Format Frame-CarCos formati _ gaixsneba dialoguri 
fanjara Frame-CarCo, romelic warmodgenilia naxatze 14.9. 
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nax. 14.9. mcuravi CarCos momarTva 

 
4. airCieT CarCos garemomcvel teqstTan urTierTqmedebis varianti. varianti None-ara See-

sabameba ori mxridan Semovlebis meqanizms: zemodan da qvemodan, xolo varianti Around-garSemo 
_ Semovlebas oTxive mxridan.  

5. Tu aucilebelia, miuTiTeT CarCos horizontaluri da vertikaluri zomebi. 
6. CarCos mdebareoba dokumentSi SeiZleba miuTiToT gverdTan, mindorTan da abzacTan mi-

marTebaSi. mdebareoba mieTiTeba ori koordinatis mixedviT: horizontalisa da vertikalis. 
7. mniSvneli Distance from text-teqstidan manZili gansazRvravs Semovlebis xasiaTs. Tu miTi-

Tebulia oTxive mxridan Semovlebis reJimi, es parametri mieTiTeba vertikalisa da horizon-
talis mixedviT. xolo Tu miTiTebulia zemodan da qvemodan Semovlebis reJimi, es parametri 
mxolod horizontalis mixedviT mieTiTeba. 

8. almis Move with text-teqstTan erTad gadaadgileba dayeneba uzrunvelyofs CarCos sinqro-
nul gadaadgilebas qvemoT teqstis SeyvanasTan erTad. winaaRmdeg SemTxvevaSi teqsti, romelic 
CarCos zemoT Seiyvaneba, mas Tavisuflad Semoevleba. 

9. CarCo SeiZleba myarad miemagros gverds an konkretul abzacs. gverdTan mibma uzrunve-
lyofilia almiT Lock anchor-mibmis dayeneba alam Move with text-teqstTan erTad gadaadgilebis 
CamoSvebisas. abzacTan mibma iqmneba alam Lock anchor-mibmis dayenebis aRmarTviT aseve aRmarTu-
li almisas Move with text-teqstTan erTad gadaadgileba. 

10. aamoqmedeT momarTva da daxureT dialoguri fanjara Frame-CarCo Rilak OK-ze daWeriT. 

  
abzaci, romelTanac aris dakavSirebuli warwera, mindvrebze aRiniSneba Ruzis saxis niSniT. 

am niSnis dasanaxad, unda moiniSnos CarCo da CairTos dokumentSi formatirebis niSnebis asaxva 
(CTRL + SHIFT + 8). 

mcuravi CarCoebis gaformeba 

funqciurad mcuravi CarCo abzacis ekvivalenturia. Sesabamisad, masze vrceldeba abzacebis 
grafikuli gaformebis Cveulebrivi ileTebi (nax. 14.10). saamisod aucilebeli saSualebebi gan-
Tavsebulia dialogur fanjaraSi Borders and Shading-sazRvrebi da Seferva. is ixsneba CarCos 
konteqsturi menius daxmarebiT. 

1. moniSneT CarCo da Tagvis marjvena RilakiT daawkapuneT mis konturze _ gaixsneba kon-
teqsturi meniu. 

2. konteqstur meniuSi airCieT brZaneba Borders and Shading-sazRvrebi da Seferva _ gaixsneba 
amave saxelwodebis dialoguri fanjara. 

3. CarCos konturis Tvisebebis momarTvaze pasuxs ageben CanarTis Borders-sazRvari an Page 
Border-gverdi marTvis elementebi. 

4. siaSi Setting-parametrebi airCieT CarCos gaformebis stili (abstraqtul stils None-ara 
iyeneben, rodesac saWiroa konturis gamosaxvis gamorTva). 

5. gaSlad siaSi Style-stili airCieT konturis xazis tipi. 
6. gaSlad siaSi Color-feri airCieT CarCos feri. 
7. xazis sisqe airCieT gaSlad siaSi Width-sigane. 
8. CarCos TiToeuli mxaris parametrebi SeiZleba moimarTos individualurad. CarTeT da 

gamorTeT mxareebi panel Preview-nimuSis Rilakebis daxmarebiT.  
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9. momarTvis Sedegi gaakontroleT nimuSis mixedviT. 
10. fonis Sefervis parametrebis mosamarTad gaxseniT CanarTi Shading-Seferva. 
11. CarCos konturis saxiT SeiZleba gamoiyenoT arSiebiani moxatuloba. mas irCeven gaSlad 

siaSi Art-naxati CanarTze Page Border-gverdi. 
12. aamoqmedeT momarTvebi da daxureT dialoguri fanjara Borders and Shading-sazRvrebi da 

Seferva Rilak OK-ze daWeriT. 
 

 
nax. 14.10. mcuravi CarCos gaformeba 

 

gakveTili. (zog.-4, gaZ.-6)  gamokveTili asoebi da grafikuli 
saTaurebi 

warwerebsa da mcurav CarCoebs, romlebic wina TavSi ganvixileT, orgvari buneba aqvT. erTi 
mxriv, isini floben teqstur Sedgenilobas, xolo meore mxriv _ grafikul warmodgenas. ase-
Tive ormag bunebas avlenen Word-is sxva obieqtebi, romlebic maT efuZneba: asoebi da SmartArt-is 
grafikuli saTaurebi. 

gamokveTili asoebi 

gamokveTil asoebs Cveulebriv uwodeben simbolos, romelic xsnis dokumentis ganyofilebas 
da gansakuTrebuli gamomxatvelobiT gamoirCeva: zomiT, stiliT, feriT. gamokveTili asoebis 
amocanaa _ mkiTxvelis yuradReba miipyros. funqciuri gamokveTili aso gamomxatvelobis spe-
cialur teqnikur saSualebebs miekuTvneba. rogorc qvemoT davinaxavT, Microsoft Word 2007-Si ga-
mokveTili aso SeiZleba Sedgebodes ara erTi, aramed ramdenime simbolosgan. aseTi konstruq-
ciebi avtomaturad iqmneba _ brZanebis mixedviT. ramdeni simboloc aris moniSnuli dokumentSi 
brZanebis miwodebisas, imdeni simbolo Seva gamokveTili asos SemadgenlobaSi.  

gamokveTili asos buneba 

gamokveTili asos teqnikuri safuZvelia mcuravi CarCo (nax. 15.1). anu dokumentis obieqtur 
modelSi gamokveTili asoebi arseboben mcuravi CarCoebis uflebebiT, Tumca ara Cveulebrive-
bis, aramed specialuri Tvisebebis mqone.  

rogorc nebismier mcurav CarCos, gamokveTil asos funqciuri kavSiri aqvs im abzacTan, ro-
melSic is Seiqmna. am kavSiris dasanaxad, unda CarToT samuSao niSnebis asaxvis reJimi da mo-
niSnoT gamokveTili aso. kavSiri warmodgenilia Ruzis saxis niSniT.  

rogorc nebismieri mcuravi CarCosi, gamokveTili asos gadaadgilebac SeiZleba dokumentis 
gverdis farglebSi gadatanis meTodiT, Tumca amis gakeTeba ar Rirs. manamde, sanam gamokveTili 
aso Tavisi abzacis farglebSia, am abzacTan sainformacio kavSiri SenarCunebulia. xolo ro-
desac gamokveTili aso moxvdeba sxva abzacis ubanSi, misi mibma SeiZleba Seicvalos. am 
SemTxvevaSi gamokveTili asos ukuformirebis brZaneba sawyis abzacs ki ar aRadgens, aramed 
mimdinare abzacs, piriqiT, avnebs. 

gamokveTili aso _ es abzacis elementia. airCieT abzaci, romelSic gsurT gamokveTili 
asos Seqmna. Tu ivaraudeba, rom gamokveTili aso mxolod erTi simbolosgan unda Sedgebodes, 
abzacSi arafris moniSvna ar aris saWiro. xolo Tu gamokveTili aso or da met simbolos unda 
Seicavdes, moniSneT simboloebis miTiTebuli raodenoba abzacis dasawyisSi.  
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nax. 15.1. gamokveTili asos teqnikuri safuZvelia mcuravi CarCo 

gamokveTili asos Seqmna 

gamokveTili aso iqmneba brZanebiT Insert-Casma ► Text-teqsti ► Drop Cap-gamokveTili aso. mi-
si mowodebiT ixsneba damatebiTi meniu, romelic gamokveTili asos Casmis saSualebis arCevis 
SesaZleblobas iZleva: teqstSi an mindvrebze. rogorc erTi, ise meore varianti SeiZleba iyos 
metad da naklebad gamomsaxveli. Sedegi mniSvnelovanwilad aris damokidebuli gamokveTili 
asos zomaze, mindvrebis zomasa da dokumentis saerTo dizainze. am dros arsebobs mravali Se-
zRudva, romelTa mixedviTac gamokveTili asos ganTavseba dokumentis mindorze SeiZleba saer-
Tod SeuZlebeli aRmoCndes, magaliTad, mravalsvetian teqstSi. zemoT, naxatze 15.1 warmogidgi-
neT gamokveTili asos dokumentis mindorze ganTavsebis varianti. naxatze 15.2 naCvenebia igive 
magaliTi gamokveTili asos abzacis SigniT ganTavsebiT.  
 

 
nax. 15.2. gamokveTili asos ganTavsebisas abzacis SigniT misi zoma unda SeuTanxmoT abzacis 

saxasiaTo zomas 

gamokveTili asos momarTva 

gamokveTili aso garkveul parametrebs flobs. misi ZiriTadi parametria _ simaRle. gamok-
veTili asos simaRle _ SefardebiTi cnebaa. is izomeba im teqstis striqonebis raodenobiT, 
romelsac ekuTvnis gamokveTili aso. asos realuri fizikuri zoma am dros damokidebulia ro-
gorc teqstis simboloebis zomaze, rogorc striqonSorisi intervalis dadgenil mniSvnelze 
(interliniaJze).  

gamokveTili asos parametrebis momarTvas vaxorcielebT dialogur fanjaraSi Drop Cap-
gamokveTili aso, romelsac vxsniT konteqsturi menius amave saxelwodebis brZanebiT. simaRlis 
garda am fanjaraSi SeiZleba airCioT gamokveTili asos ganTavsebis meTodi abzacTan mimarTe-
baSi da simbolos Srifti, aseve miuTiToT gamokveTili asos abzacis teqstidan kidekanis si-
dide.  
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gamokveTili asos gaformeba 

SegaxsenebT, rom teqnikuri TvalsazrisiT gamokveTili aso _ es aris mcuravi warwera. Se-
sabamisad, mas savsebiT SeiZleba miekuTvnebodes yvelaferi is, rac iTqva zemoT mcuravi CarCoe-
bis gaformebis Sesaxeb.  

gamokveTili asos waSla 

rogorc nebismieri mcuravi CarCo, gamokveTili asoc SeiZleba waiSalos, misi moniSvniTa da 
klaviS Delete-ze. Tumca amgvarad moqmedeba ar Rirs. pirvel yovlisa, gamokveTili asos aseTi 
direqtirebuli waSlisas darRveulia marTlwera abzacSi, radgan gamokveTil asoSi Semavali 
simboloebi ubralod daikargeba dokumentidan. Tumca es mosazreba ar aris erTaderTi da Se-
saZloa, arc yvelaze mniSvnelovani. 

Word-is nebismieri dokumentis safuZvelSi devs garkveuli obieqturi modeli _ erTgvari 
aramartivi kristaluri cxrili, Semdgari erTmaneTTan rTulad SekavSirebuli obieqtebisgan, 
sadac TiToeuli obieqti raime SemadgenlobiT da gaformebiT aris Sevsebuli. gamokveTili aso 
es ar aris teqstis simbolo. es damoukidebeli obieqtia. is iqmneboda avtomaturad da raRac 
saSualebiT (momxmarebels amis codna araferSi sWirdeba) CaSenda dokumentis obieqtur model-
Si. gamokveTili asos wasaSlelad analogiurad unda imoqmedoT: avtomatikas uxmoT dasaxma-
reblad, romelic akuratulad waSlis obieqts obieqturi modelidan. amisaTvis gaxseniT di-
aloguri fanjara Drop Cap-gamokveTili aso konteqsturi menius daxmarebiT da gamokveTili 
asos ganTavsebis sqemaSi airCieT punqti None-ara. obieqti koreqtulad gadaformirdeba misi Se-
madgenloba ki abzacSi gadava.  

  
ecadeT ar dauSvaT iseTi moqmedebebi, romlebic obieqtur models arRveven. Microsoft Word _ 

Zalian myari programaa, romelsac SeuZlia damoukideblad gamoasworos obieqturi modelis 
dazianebebi. magram yvelafers aqvs zRvari da obieqturi modelis simkvidrec ar aris usasru-
lo. arakoreqtuli muSaoba xSirad dokumentis gamousworebel dazianebebs iwvevs. 

WordArt-is grafikuli saTaurebi 

CaSenebul saSualebas grafikuli saTaurebis Sesaqmnelad ewodeba WordArt. rogorc sxva sa-
Sualebebi, romlebic aRniSnul TavSia ganxiluli, is gamoiZaxeba Rilakis meSveobiT, romelic 
mdebareobs CanarT Insert-Casmis jgufSi Text-teqsti. 

teqsturi Semadgenlobis arsebobis miuxedavad, WordArt-is obieqtebi TavianTi bunebiT grafi-
kuli ilustraciebia (nax. 15.3). Sesabamisad, maT exeba yvelaferi, rac adre vTqviT ilustracie-
bis Sesaxeb. rogorc ilustraciebi, WordArt-is obieqtebic SeiZleba masStabirdes, mobrundes, 
gadaadgildes gverdze, gamovides wina planze an gaigzavnos ukanaze. WordArt-is obieqtebTan 
SeiZleba gamoyenebul iqnas Crdilis efeqtebi an moculobiTi efeqtebi. rogorc Cveulebrivi 
ilustraciebisTvis, WordArt-is obieqtebisTvis SesaZloa garemomcvel teqstTan da sxva obieq-
tebTan urTierTqmedebis marTva.  
 

 
nax. 15.3. WordArt-is obieqtebi xSirad TamaSoben mxatrvuli saTaurebis rols 
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grafikuli saTaurebis Seqmna 

arsebobs WordArt-is obieqtebis Seqmnis ori saSualeba: moniSnuli teqstis safuZvelze da 
pirdapiri brZanebiT. pirvel saSualebas iyeneben, rodesac teqsti grafikuli saTaurisTvis ukve 
arsebobs, xolo meores _ rodesac teqsti jer ar aris. am SemTxvevaSi mxatvruli gaformeba 
sruldeba Semnacvelebeli fraziT, romelic gulisxmobis mixedviT aris miRebuli. misi Secvla 
namdvili teqstiT SeiZleba drois nebismier momentSi. swored am meTods ganvixilavT magaliTis 
mixedviT.  

1. WordArt-is obieqtebi striqonSi ewyoba. amitom Casmamde teqsturi kursori daayeneT stri-
qonis saWiro adgilas, kidev umjobesia SeqmeniT axali striqoni da kursori mis dasawyisSi 
daayeneT.  

2. instrumentul lentze gaxseniT CanarTi Insert-Casma da jgufSi Text-teqsti daaWireT Ri-
laks WordArt _ gaixsneba WordArt-is stilebis koleqcia, romelic warmodgenilia naxatze 15.4. 
koleqciaSi TiToeul stils rigiTi nomeri aqvs. misi danaxva SeiZleba amotivtivebul warwera-
Si, romelic Cndeba koleqciis elementze Tagvis mimaniSneblis mitanisas. 
 

 
nax. 15.4. WordArt-is stilebis koleqcia 

 
3. Tagvis dawkapunebiT airCieT stili _ gaixsneba Semadgenlobis momarTvis fanjara _ Edit 

WordArt Text-WordArt-is teqstis Secvla. gulisxmobis mixedviT miznobrivi teqstis saxiT ga-
moiyeneba fraza-moadgile Your Text Here-warweris teqsti. Tu miznobrivi teqsti arsebobs, is 
SeiyvaneT. Tu saWiro teqsti jer ar gaqvT, Semancvlebel frazasTan imuSaveT (nax. 15.5).  

4. airCieT warweris Srifti gaSlad siaSi Font-Srifti. nebadarTulia mxolod TrueType 
Sriftuli nakrebebis gamoyeneba. WordArt-is saSualeba Microsoft Office-is wina wlebis gamoSvebe-
bisgan aris namemkvidrevi da jer ar ZaluZs OpenType-is Tanamedrove Sriftul nakrebebTan mu-
Saoba. 

5. miuTiTeT Sriftis zoma.  
6. airCieT Sriftis moxazulobis parametrebi. 
7. aamoqmedeT momarTvebi da SeqmeniT WordArt-is grafikuli warwera Rilak OK-ze daWeriT.  

 

 
nax. 15.5. WordArt-is obieqtis Semadgenlobis marTva 
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grafikuli saTauris gaTavisufleba Seqmnis Semdeg 

gulisxmobis mixedviT WordArt-is obieqti striqonSi moewyoba. Tu aucilebelia misi Tavisu-
fali gadanacvleba gverdis mindorSi, unda SecvaloT garemomcvel teqstTan urTierTqmedebis 
meqanizmi. 

1. moniSneT grafikuli saTauri _ instrumentul lentze gaixsneba konteqsturi CanarTi 
WordArt Tools-WordArt-is obieqtebTan muSaoba ► Format-formati. 

2. jgufSi Arrange-mowesrigeba daaWireT Rilaks Text Wrapping-teqstiT Semovleba. 
3. gaxsnil meniuSi airCieT Semovlebis nebismieri reJimi, garda reJimisa In Line With Text-

teqstSi. arsebiTad, mxatvrul saTaurebs kargad miesadageba reJimi Top and Bottom-zemoT da qve-
moT. 

saTauris formis Secvla 

WordArt-is grafikuli saTauri forma ganisazRvreba figuris konturiT, romelSic grafiti-
zirebuli teqstia Cawerili. am konturis formis marTva SesaZlebelia. 

1. moniSneT dokumentSi WordArt-is grafikuli obieqti _ instrumentul lentze gaixsneba 
konteqsturi CanarTi WordArt Tools-WordArt-is obieqtebTan muSaoba ► Format-formati. 

 
2. jgufSi WordArt Style-WordArt-is stilebi daaWireT Rilaks Change Shape-figuris Secvla _ 

gaixsneba figurebis koleqcia.  
3. airCieT figura _ grafikuli saTauri formas Seicvlis. koleqcia interaqtiurad mu-

Saobs. Tagvis mimaniSneblis gadatanisas koleqciis elementebze, figura avtomaturad icvleba 
(nax. 15.6).  
 

 
nax. 15.6. grafikuli saTauris garegnuli konturi ganisazRvreba figuriT, romelic mis sa-

fuZvelSi devs 

WordArt-is obieqtebis redaqtireba 

grafikul saTaurebTan grafikuli warmodgenebis marTvis ileTebis umravlesobis gamoyeneba 
SeiZleba, romlebic zemoT ganvixileT failidan Casmuli an programaSi daxatuli ilustracie-
bisTvis. magram WordArt-is obieqtebi warwerebs imiT hgavs, rom teqsturi safuZveli aqvT, da ma-
Ti teqstis Tvisebebi damatebiT SeiZleba imarTos. es keTdeba jguf Text-teqstis saSualebebis 
daxmarebiT konteqsturi CanarTidan WordArt Tools-WordArt-is obieqtebTan muSaoba ► Format-
formati (nax. 15.7).  

1. Rilaki Edit Text-teqstis Secvla xsnis dialogur fanjaras Edit WordArt Text-WordArt-is 
teqstis Secvla, romelic zemoT aris warmodgenili naxatze 15.5. misi saSualebebi SesaZleblo-
bas iZleva Seicvalos saTauris teqsti, misi Srifti da moxazuloba. 

2. Rilaki Spacing-intervali xsnis simboloebis siganis da maT Soris manZilis (intervalis) 
marTvis menius. yuradReba miaqcieT imas, rom alami Kern Character Pairs-niSnebis wyvilis kerningi 
am meniuSi dayenebuli unda iyos. es uzrunvelyofs simboloebs Soris intervalebis optimalur 
koreqcias, rac gansakuTrebiT mniSvnelovania didi zomis SriftebisTvis, swored aseT Srif-
tebs iyeneben grafikul saTaurebSi. 

3. Rilaki Even Height-erTnairi simaRle rTavs teqstis gansakuTrebul moxazulobas, rode-
sac yvela simbolos _ rogorc asomTavruls, ise nusxurs _ erTnairi simaRle aqvT. aseTi 
`plakaturi~ moxazuloba xSirad aris misadagebuli saTaurebisTvis.  

4. Rilaki WordArt Vertical Text-vertikaluri teqsti moqmedebs rogorc gadamrTveli. am Ri-
lakze erTi daWera teqsts horizontaluri ganlagebisgan vertikalurze gadaiyvans, xolo 
meore _ isev vertikalurze.  

5. bolo Rilaki _ Align Text-teqstis sworeba _ emsaxureba teqstis sworebis marTvas, ro-
gorc saxelwodebidan Cans.  
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nax. 15.7. WordArt-is obieqtis teqsturi Semadgenlobis marTvis saSualebebi 

gakveTili. (zog.-5, gaZ.-7)  cxrilebis Seqmna 
Cvens mkiTxvels, albaT, jer kidev ar daviwyebia informatikis gakveTilebi da icis, rom 

cxrilebi _ es specialuri organizebuli struqturebia monacemebis mowesrigebuli SenaxvisT-
vis. es marTlac asea, da cxrilebi farTod gamoiyeneba struqturebis saxiT monacemTa Sesanax-
ad, magram es ar aris maTi gamoyenebis erTaderTi saSualeba, gansakuTrebiT programa Microsoft 
Word. cxrilebTan muSaobis moqniloba am teqsturi procesoris tradiciulad Zlieri Tvisebaa. 
man Tavisi Zala SeinarCuna 2007 wlis versiaSic.  

programaSi gaTvaliswinebulia arc cota da arc bevri, cxrilebis Seqmnis mTeli Svidi me-
Todi. Tanac SeniSneT: maT Soris ar aris arc erTi ultimatiuri. erTi mxriv, TiToeuli ile-
TisTvis SeiZleba miuTiToT amocana, romelsac is ufro efeqturad wyvets, meore mxriv ki, ne-
bismieri cxrilisTvis SeiZleba SeirCes misi Seqmnis saukeTeso meTodi. yvelaferi ganisazRvre-
ba TiToeul konkretul SemTxvevaSi cxrilis gamoyenebis TaviseburebebiT. mxolod maTi sax-
asiaTo sxvaobebis gagebis Semdeg SeiZleba SemoTavazebul iqnas maTi realizaciis yvelaze 
efeqturi saSualebebi.  

sad gamoiyeneba cxrilebi 

cxriluri struqtura _ sakmaod sasargeblo instrumentia ideebis warmosadgenad da azre-
bis gamosaxatad. Microsoft Office-is paketis sainformacio teqnologiebTan gamoyenebiT SeiZleba 
gamoiyos cxrilebis gamoyenebis minimum Svidi meTodi. 
 

 
nax. 17.1. monacemebi moniSnul ujredebSi _ momavali periodebis prognozia 

cxrili rogorc monacemTa struqtura 

upirveles yofliva, cxrilebi monacemTa struqturebia, romlebic mniSvnelovan Tvisebas 
floben _ regularobas, e.i. _ gamocnobadobas. es saSualebas iZleva isini gamoyenebul iqnas 
Sedegebis analizisa da prognozebis Sesadgenad (nax. 17.1).  

grafikuli cxrili, rogorc monacemTa vizualuri warmodgenis 
saSualeba 

TiToeuli dokumentis winaSe raRac amocanaa dasaxuli. umravlesoba SemTxvevebSi es amoca-
naa _ Tavdajereba. dokumentma viRac raRacaSi unda daarwmunos. saswavlo referatma maswavle-
beli unda daarwmunos, rom Tqven marTlac iciT is, ris Sesaxebac werT, biznes-gegmam ki spon-
sori unda daarwmunos, rom Tqvens ideebSi marTlac SeiZleba droisa da fulis Cadeba. xolo 
Tu dokumenti ver arwmunebs Tavis adresats, is ar SeiZleba CaiTvalos efeqturad, maSinac ki, 
Tu is sul xuTi wuTis win SeqmeniT. 

am gagebiT grafikuli cxrilebi _ dokumentbrunvis efeqturobis gazrdis mZlavri saSuale-
baa. struqturuli sizustis wyalobiT isini darwmunebis Tvisebas floben. gamomxatvelad ga-
formebul cxrilebs aqvT Tviseba, rom isini warmoadgenen ara mxolod monacemebs, aramed Ta-
vianT Semqmnelsac (nax. 17.2). isini mowmoben misi momzadebis doneze. 
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nax. 17.2. imis Sesaxeb, Tu rogor aris gakeTebuli es uCveulo cxrili, SeityobT 23-e TavSi 

cxrilebi sabeWdi blankebis safuZvelze 

SexedeT naxats 17.3. es aris kargad nacnobi salaros Semosavlis orderis blankis namzadi. 
rogorc xedavT, mis safuZvelSi devs sruliad Cveulebrivi cxrili. mcodne mkiTxveli, ra Tqma 
unda, Semogvedaveba, rom Microsoft Word _ ar aris saukeTeso teqnikuri saSualeba blankebis Sesa-
muSaveblad. diax, sinamdvileSi aris specializirebuli programebi, romlebic am amocanas ukeT 
agvareben, vidre, magaliTad, Microsoft Visio. magram es mxolod magaliTia. aravis ar SeuZlia wi-
naswar ivaraudos, romeli blankis proeqtireba mogviwevs xval. SesaZloa, es iqneba angariSi 
laboratoriuli samuSaos Sesaxeb, an kidev _ sawarmoo operaciis teqnologiuri ruka. nebis-
mier SemTxvevaSi Microsoft Word-is cxrilebis Seqmnis meqanizmi dagexmarebaT, Tqveni samuSao 
swrafad da efeqturad SeasruloT. 
 

 
nax. 17.3. umravlesoba blankebis safuZvelSi, romlebsac Cven viyenebT, cxrilebi devs 

sabeWdi gverdebis specialuri dizaini 

rogorc wina SemTxvevaSi, magaliTidan daviwyebT. SexedeT naxats 17.4. masze warmodgenilia 
studenturi konferenciis programa, romelic furcelze ramodenime wyebad aris Sesrulebuli. 
scadeT raRac analogiuri gaakeToT cxrilebis daxmarebis gareSe da naxavT, ramdenad rTulia. 
mocemul SemTxvevaSi cxrili _ es ara mxolod monacemTa Sesanaxi konteineria. es aseve kon-
cefciebis, ideebisa da warmodgenebis efeqturi organizatoria. mTavaria _ ar dagaviwydeT 
cxrili uxilavi gaxadoT. mayurebeli unda daakvirdes Sedegs, Tqveni naSromis sapirispiro 
mxaris danaxva mas araferSi sWirdebaT (nax. 17.5).  
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nax. 17.4. scadeT SeqmnaT analogiuri dokumenti cxrilebis gamouyeneblad, da mixvdebiT, 

ramdenad Seucvlelia isini 
 

 
nax. 17.5. moniSvnis uxilav xazebze dasakvirveblad, mTeli cxrili moniSneT da cxrilis 

sazRvrebi gaamuqeT 

cxrilebi veb-dokumentebSi 

uxilavi cxrilebi devs aseve umravlesoba veb-gverdis safuZvelSi (nax. 17.6). maTi mTavari 
Rirseba moqnilobaa. es gansakuTrebiT mniSvnelovania dinamikuri saitebisTvis, magaliTad sain-
formacioebisTvis. gverdis dizainerma winaswar arasdros ar icis, ra zomis iqneba esa Tu is 
siaxle, ramdeni statia mova orSabaTs da ramdeni _ samSabaTs, isini iqneba fotoebis Tanxle-
biT Tu ara. man aseve ar icis, romel monitorze, ekranis ra gafarToebaze naxaven mis namuSe-
vars. magram rogorc ar unda iyos, dizaineri darwmunebuli unda iyos, rom nebismier SemTxve-
vaSi misi gverdi awyobili, gamomsaxveli unda Candes. misi sivrce optimalurad unda iyos Sev-
seburi da efeqturad aTvisebuli. darwmunebuli rom iyvnen, rom gverdis dizaini yovelTvis 
mowodebis simaRleze iqneba da ar gaifanteba garkveul viTarebaTa gamo, vebdizainerebi Zalian 
farTod gamoiyeneben cxrilebs. 
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nax. 17.6. dafaruli cxrilebi Tanamedrove veb-gverdebis umravlesobis safuZvelSi devs 

cxrili rogorc monacemTa wyaro 

Microsoft Word-Si cxrilebi istoriulad asruleben diagramebisTvis monacemTa wyaroebis 
rols. TiToeul diagramasTan uwyvetad aris dakavSirebuli erTgvari uxilavi cxrili. am 
cxrils aseve hqvia `dakavSirebuli~. sanam kavSiri cxrilsa da diagramas Soris moqmedebaSi 
rCeba, cvlilebebi mocemul cxrilSi dinamikurad aisaxeba diagramaSic _ diagrama TiTqos Ta-
visi sakuTari cxovrebiT cxovrobs da Tvalwin SeuZlia formis Secvla. kavSiris gawyvetis 
Semdeg diagrama `iyineba~. cxrilebis diagramebTan kavSiris Sesaxeb ufro dawvrilebiT moT-
xrobilia 21-e, 22-e TavebSi.  

cxrili rogorc monacemTa bazis obieqti 

cxrilebi _ es monacemTa bazebis ZiriTadi obieqtebia. da marTalia TavisTavad Microsoft Word 
mxolod teqsturi procesoria da aranairad ar miekuTvneba monacemTa bazebTan muSaobis saSu-
alebebs, miuxedavad amisa, masSi mainc aris elementaruli saSualebebi umartivesi bazis Sesaqm-
nelad da mosamsaxureblad.  

cxrilebis Seqmna tabulirebuli teqstis safuZvelze  

pirveli sakiTxi, romelic cxrilis Semqmnelis winaSe dgeba: `ra ufro martivia: jer Seiqm-
nas carieli cxrili da mere Seivsos is, Tu piriqiT, jer teqsti iqnas Seyvanili, mere ki gar-
daiqmnas is cxrilad?~ samwuxarod, am SekiTxvaze erTmniSvnelovani pasuxi ar arsebobs. yvela-
feri damokidebulia konkretul viTarebebze. sakuTar Tavs dausviT SekiTxva: `ras warmovidgen 
ukeT: cxrilis struqturas Tu mis Semadgenlobas?~ Tu cxrilis struqtura TqvenTvis gasage-
bia, Semadgenloba ki jerjerobiT bundovania, carieli cxriliT daiwyeT. xolo Tu piriqiT, 
cxrilis Semadgenloba nacnobia, struqtura da zoma ki jer ar aris gansazRvruli, teqstis 
SeyvaniT daiwyeT _ struqtura TandaTanobiT gaformdes, monacemTa Seyvanis mixedviT. Cvenc 
teqstis SeyvaniT daviwyebT da klasikur operacias ganvixilavT, romelic jer kidev gasuli 
saukunis memanqaneebisTvis iyo cnobili: tabulirebuli teqstis Seqmnas.  

tabulirebuli teqsti 

tabulirebuli ewodeba teqsts, romelSic monacemTa calkeul elementebs Soris gamyofis 

saxiT gamoyenebulia tabulaciis kodi. standartuli kopirebis sistemaSi ASCII am kods aqvs no-
meri 12, xolo dokumentis teqstSi is Sedis klaviS TAB-is daWeriT. am kodis moqmedeba imaSi 
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mdgomareobs, rom mis Semdeg Seyvanili teqsti iZvris marjvniv adre daniSnul uaxloes pozi-
ciamde, romelsac tabulaciis pozicia hqvia. isini winaswar unda iqnas miTiTebuli. Tu es gake-
Tebulia, programa gulisxmobis mixedviT miiCnevs, rom tabulaciis poziciebi Tanabarzomierad 
unda idges yoveli 1,25 santimetris (daaxloebiT naxevari diumis) Semdeg.  

ekranze rom dainaxoT simbolo, romelic tabulaciis kods Seesabameba, CarTeT uxilavi 

simboloebis asaxvis reJimi (CTRL + SHIFT + 8). naxatze 17,7 naCvenebia tabulirebuli teqstis su-
raTi, romelic Sesrulebulia tabulaciis niSnebis CarTuli asaxvisas. 
 

 
nax. 17.7. tabulirebuli teqstis Seqmnisas, ar dagaviwydeT uxilavi simboloebis asaxvis re-

Jimis CarTva 

tabulaciis poziciebi 

tabulaciis poziciebis sia da maTi koordinatebi _ es abzacis erT-erTi Tvisebaa. koordi-
natTa aTvla iwyeba marcxena mindvridan marjvnisken. am dros marcxena mindors nulovani 
koordinati aqvs da pirobiTad nulovani poziciaa. tabulaciis poziciis ganlagebaze pasuxs 
agebs dialoguri fanjara Tabs-tabulacia (nax. 17.8).  

1. daayeneT kursori striqonSi, romlidanac daiwyeba tabulirebuli teqstis Seyvana. 
2. gaxseniT CanarTi Home-mTavari. 
3. jgufSi Paragraph-abzaci daaWireT dialoguri fanjris Rilaks _ gaixsneba dialoguri 

fanjara Paragraph-abzaci.  
4. dialogur fanjaraSi Paragraph-abzaci daaWireT Rilaks Tabs-tabulacia _ gaixsneba amave 

saxelwodebis dialoguri fanjara (nax. 17.8).  
dialogur fanjaraSi Tabs-tabulacia SeiZleba iyos warmodgenili aRniSnuli abzacisTvis 

Seqmnili tabulaciis poziciebis sia. Tu aseTi sia ar aris (sia carielia), maSin programa miiC-
nevs, rom tabulaciis poziciebi Tanabarzomierad aris ganlagebuli nabijiT, romlis sidide 
miTiTebulia mricxvelis Default tab stops-gulisxmobis mixedviT mindorSi.  

abzacSi tabulaciis poziciis xeliT momarTva 

ganvixiloT tabulaciis poziciis xeliT momarTvis mimdevroba. zogad SemTxvevebSi momarT-
vas eqvemdebareba Semdegi parametrebi (nax. 17.8).  
 

 
nax. 17.8. abzacSi tabulaciis poziciis mosamarTi saSualeba 
 
1. nabiji poziciebs Soris regularuli tabulaciisas. 
2. poziciis koordinatebi, Tu tabulacia ar aris regularuli. 
3. koordinatebi saTiTaod Sedis mindorSi Tab stop position-tabulaciis poziciebi. 
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4. tabulaciis pozicia dgindeba Seyvanili koordinatebisTvis RilakiT Set-dadgena. 
5. Secdomis SemTxvevaSi poziciis koordinatebi redaqtirebas ar eqvemdebareba. pozicias 

jer auqmeben RilakiT Clear-gauqmeba, ris Semdegac axal pozicias qmnian. 
6. TiToeuli poziciisTvis unda iyos gansazRvruli monacemTa sworebis meqanizmi. dawvri-

lebiT ixileT CanarTSi `marTebulad rogor unda gaswordes monacemebi cxrilebSi~. 
7. aucileblobis SemTxvevaSi aseve SeiZleba iqnas miTiTebuli Tavisufali sivrcis Sevse-

bis meqanizmi (nax. 17.9). 
8. aamoqmedeT momarTvebi RilakiT OK. 

CanarTi marTebulad rogor unda gaswordes monacemebi cxrilebSi 

rogorc ukve SegeZloT darwmunebuliyaviT, arsebobs monacemTa sworebis ramdenime tipi: 
marcxena napiris, centris, marjvena napirisa da gamyofis mixedviT. SeiZleba ifiqroT, rom ase-
Ti mravalferovneba gamowveulia surviliT, momxmarebels maqsimaluri SesaZleblobebi miscen 
cxrilebisa da teqstebis gamomxatveli dizainisTvis. sinamdvileSi problema sulac ar aris 
dizaini, arame funqciuroba. ukve araerTxel aRgviniSnavs am wignis furclebze, rom formati-
reba upirveles yovlisa funqciuri unda iyos. Tu dokumentSi ar aris funqciuroba, veraviTari 
dizaini ver uSvelis mas da dokumenti ver miaRwevs im mizans, romlisTvisac aris mowodebuli. 

monacemTa sworebis ramdenime tipi moyvanilia programaSi im martivi mizezis gamo, rom ar-
sebobs monacemTa sxvadasxva tipi, da TiToeuli maTgani sakuTar sworebas moiTxovs.  

sworeba marcxena napiris mixedviT. sworebis es yvelaze gavrcelebuli tipi teqs-
turi monacemebisTvis aris gankuTvnili. teqstebi, rogorc cnobilia, marcxnidan marjvniv ikiT-
xeba, da mkiTxveli teqstis dasawyiss marcxena napirze elis. 

sworeba marjvena napiris mixedviT. sxva saqmea _ mTeli ricxvebi. Cveulebisamebr 
Cven maT marcxnidan marjvniv vwerT, magram maTTan piriqiT vmuSaobT _ marjvnidan marcxniv. ma-
galiTad, gaixseneT, rogor sruldeba Sekreba, gamokleba da gamravleba svetSi. amitom mTeli 
ricxvebi cxrilebis ujredebSi miRebulia gaswordes marjvena napiris mixedviT. es saSualebas 
iZleva iolad Sefasdes ricxvebi sididis mixedviT, Sedardes erTmaneTSi. 

sworeba gamyofis mixedviT. namdvili ricxvebisTvis, aseve fuladi jamebisTvis swo-
rebis yvelaze mosaxerxebeli meqanizmia _ niSnis mixedviT, romelic ricxvis mTel da wilad 
nawils yofs. es saSualebas iZleva TvalsaCinod Sedardes da Sepirispirdes monacemebi. 

SuaSi sworeba. im SemTxvevebSi, rodesac monacemebs Sereuli (simbolur-cifruli) tipi 
aqvT an maTi tipi gaurkvevelia, SeiZleba gamoiyenoT SuaSi sworeba. aRniSnul SemTxvevaSi es 
dizainis sakiTxia.  

 
nax. 17.9. monacemTa sworeba da probeluri masalis Sevseba 

tabulirebuli teqstis Seyvanis mimdevroba 

1. SeiyvaneT pirveli striqonis monacemebi, monacemTa elementebis gayofiT klaviS TAB-ze 
daWeriT. 

2. SeiyvaneT Semdegi striqonebis monacemebi, striqonebis gayofiT klaviS ENTER-ze daWe-
riT. 

3. moniSneT Seyvanili striqonebi. 
4. gaxseniT dialoguri fanjara Tab-tabulacia (nax. 17.8).  
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5. mindorSi Tab stop position-tabulaciis poziciebi CawereT tabulaciis pirveli poziciis 
koordinatebi. isini unda mieTiTos santimetrebSi. pirveli Canaweris Setanis Semdeg gaaqtiur-
deba sabrZanebo Rilaki Set-dadgena. 

  
tabulaciis poziciis koordinatebis garkvevaSi dagexmarebaT instrumentuli saxazavi (ix. 

nax. 17.9). 

 
6. gadamrTvelis Allignment-sworebis daxmarebiT miuTiTeT monacemTa sworebis meTodi. gaiT-

valiswineT, rom tabulaciis poziciebi gansazRvraven maT marjvniv mdebare elementebis swore-
bas, anu tabulaciis pirveli pozicia meore elements miekuTvneba. 

7. gadamrTvelis Leader-Sevsebis daxmarebiT airCieT tabulaciis pirveli poziciisTvis sim-
bolo, romelic monacemTa pirvel da meore elementebs Soris probelur masalas avsebs.  

8. analogiurad SeiyvaneT tabulaciis meore da Semdgomi poziciebis parametrebi. monacemTa 
yoveli Seyvanis Semdeg daaWireT Rilaks Set-dadgena. 

9. momarTvis dasrulebisTanave daxureT fanjara RilakiT OK. darwmundiT, rom tabulire-
buli teqstis swored isea daformatebuli, rogorc Cafiqrebuli iyo. Tu raRac ar Seesabameba 
molodins, moniSneT teqsti da isev gaxseniT dialoguri fanjara Tab-tabulacia. tabulaciis 
romelime poziciis koordinatebis Sesacvlelad aucilebelia am poziciis moniSvna siaSi, mere 
ki misi gauqmeba RilakiT Crear-gauqmeba, ris Semdegac unda SeqmnaT axali pozicia. 

stilSi tabulaciis poziciis xeliT momarTva 

Tu tabulirebul teqstTan mudmivad unda gqondeT saqme (magaliTad, Tu es profesiuli 
moRvaweobis elementia), tabulaciis poziciebis momarTva momavalze gamizvniT unda ganaxor-
cieloT. yvelaze martivia es gaakeToT stilebis momarTviT.  

1. gaxseniT CanarTi Home-mTavari. 
2. jgufSi Styles-stilebi daaWireT damatebiTi momarTvis Rilaks _ gaixsneba amocanebis 

ubani Styles-stilebi. 
3. stilebis siaSi airCieT is stili, romliTac SeiyvanT tabulirebul teqsts (saWiro 

stilis ararsebobis SemTxvevaSi, SeqmeniT is, rogorc aRwerilia ganyofilebaSi 10.2). 
4. Tagvis mimaniSnebeli miitaneT arCeul stilze da daelodeT, rodis gamoCndeba misi sax-

elwodebis marjvniv gaSladi Rilaki. 
5. daaWireT gaSlad Rilaks marjvniv _ gaixsneba stilTan moqmedebebis meniu. 
6. meniuSi airCieT punqti Modify-Secvla _ gaixsneba fanjara Modify Style-stilis Secvla. 
7. dialoguri fanjris Modify Style-stilis Secvlis qveda marcxena kuTxeSi daaWireT sabr-

Zanebo Rilaks Format-formati _ gaixsneba formatirebis parametrebis arCevis meniu. 
8. meniuSi airCieT brZaneba Tabs-tabulacia _ gaixsneba amave saxelwodebis dialoguri 

fanjara, romelic warmodgenilia naxatze 17.8. 
9. tabulaciis poziciis momarTvis dasrulebisTanave daxureT aRniSnuli fanjara RilakiT 

OK. 
10. dialogur fanjaraSi Modify Style-stilis Secvla dabrunebisTanave CarTeT masSi ga-

damrTveli New documents dased on this template-axali dokumentebSi, romlebic am Sablons iyeneben. 
es uzrunvelyofs dokumentis SablonSi ganxorcielebuli momarTvebis Senaxvas da, Sesabamisad, 
saSualebas mogcemT gamoiyenoT is yvela dokumentSi, romlebic aRniSnuli Sablonis safuZ-
velzea Seqmnili. 

11. daxureT dialoguri fanjara Modify Style-stilis Secvla RilakiT OK. 

  
cvlilebebi Sedis SablonSi dokumentis Senaxvis momentSi. Sablonis SemTxveviTi dazianeba 

rom gamoiricxos, programa damazustebeli SekiTxvis generirebas axdens: `gsurT dokumentis 
SablonSic SeinaxoT cvlilebebi?~ Tu darwmunebuli xarT imaSi, rasac akeTebT da iciT, ras-
Tan aris dakavSirebuli Sablonis cvlileba, dadasturebiT upasuxeT. winaaRmdeg SemTxvevaSi 
uari TqviT SablonSi cvlilebebis Setanaze. 

tabulirebuli teqstis cxrilad gardaqmna 

Tu cxrils arc ise didi fiqsirebuli zoma aqvs horizontalurad (oridan oTx svetamde), 
magram gaurkvevlad didia vertikaluri zoma, misi Seqmnis saukeTeso meTodia tabulirebuli 
teqsti. droebiT daiviwyeT cxrilis Sesaxeb da mxolod monacemTa Seyvanaze moaxdineT yura-
dRebis koncentrireba, elementebis erTmaneTisgan gancalkevebiT klaviS TAB-is daxmarebiT, 



 

სასწავლო სტუდია PARADOX+, ტელ: 822-18-19-18 140

xolo striqonebisa erTmaneTisgan _ klaviSiT ENTER. rodesac Seyvana dasrulebuli iqneba, ta-
bulirebuli teqstis daformateba ar aris rTuli an lentis, an stilebis daxmarebiT.  

tabulirebuli teqsti iolad gardaiqmneba cxrilad. es Semdegnairad keTdeba. 
1. Tagvis gaWimviT moniSneT tabulirebuli teqstis striqonebi. 
2. instrumentul lentze gaxseniT CanarTi Insert-Casma. 
3. jgufSi Tables-cxrilebi daawkapuneT Rilakze Table-cxrili _ gaixsneba cxrilis Seqmnis 

variantebis meniu. 
4. airCieT brZaneba Convert Text to Table-cxrilad gardaqmna _ gaixsneba amave saxelwodebis 

dialoguri fanjara (nax. 17.10). is emsaxureba tabulirebuli teqstis zogierTi parametris Se-
Tanxmebas momaval cxrilTan. 

5. mricxvelebSi Number of columns-svetebis ricxvi da Number of rows-striqonebis ricxvi mi-
uTiTeT saWiro monacemebi. 

6. gadamrTveliT AutoFit behavior-svetebis siganis avtoSerCeva daadgineT momavali cxrilis 
svetebis siganis momarTvis meTodi. 

 variantis Fixed column width-mudmivi arCevis SemTxvevaSi yvela sveti fiqsirebul siganes 
miiRebs. SegiZliaT misi sidide miuTiToT mricxvelis meSveobiT an daayenoT mniSvneli Auto-
avto. am ukanasknel SemTxvevaSi TiToeuli svetis sigane ganisazRvreba tabulaciis poziciis 
momarTviT tabulirebul teqstSi. 

 variantis AutoFit to contents-Semadgenlobis mixedviT arCevis SemTxvevaSi svetebi iReben si-
ganes `SerCeviT~. dgindeba sigane, romelic sakmarisia SesaZlebelTagan yvelaze grZeli Canawe-
ris gansaTavseblad, magram ara umetesisa, ris saSualebasac gverdis sigane iZleva. marjvena 
mindvris sazRvris gareT gasvlis mcdelobis SemTxvevaSi striqoni avtomaturad wydeba.  

 variants AutoFit to window-fanjris siganis mixedviT iyeneben veb-gverdebisTvis gankuTvni-
li cxrilebis Sesaqmnelad. cxrilis Semqmnelma winaswar arasdros icis, ra ekranze Sexedaven 
mas. SesaZloa, es iyos magidis kompiuteris didi displei. SeiZleba _ nouTbuqis saSualo zomis 
displei, an kidev, jibis personaluri kompiuteris an smartfonis ekranic ki. magram nebismier 
SemTxvevaSi Microsoft Word-is moqniloba saSualebas iZleva ise daregulirdes svetebis zomebi, 
rom cxrili maqsimalurad optimalurad iyos warmodgenili. 

7. daayeneT gadamrTveli Separate text at-gamyofi. Tu TviTon SeqmeniT tabulirebuli teqsti 
da, rogorc miRebulia, elementebs yofdiT klaviS TAB-ze daWeriT, gamyofis saxiT miuTiTeT 
tabulaciis niSani. sxva niSnebi sasargebloa, Tu teqsti ar iyo specialurad momzadebuli 
cxrilad gardaqmnisTvis. Cveulebriv ase xdeba im teqstebis SemTxvevaSi, romlebic miRebulia 
garegani wyaroebidan. gamoiyeneT is gamyofi, romelic mocemul SemTxvevaSi ufro mosaxerxebe-
lia. es SeiZleba iyos wertilmZime, mZime, abzacis dasasruli an raime szva simbolo. 

8. daaWireT sabrZanebo Rilaks OK, da miiRebT axal da amavdroulad ukve Sevsebul 
cxrils.  

 

 
nax. 17.10. tabulirebuli teqstis cxrilad gardaqmnis meqanizmis momarTva 

  
SegaxsenebT, rom gansakuTrebiT rTul SemTxvevebSi SeiZleba daeyrdnoT simboloebis Ziebi-

sa da Secvlis meqanizms, raTa TviTneburi teqsti gayoT elementebad iseTi gamyofebiT, rom-
lebic TqvenTvis ufro mosaxerxebelia. 

cxrilebis avtomatizirebuli Seqmna 

cxrilebis Seqmna SeiZleba avtomatizirdes, magram amisaTvis striqonebisa da svetebis rao-
denoba winaswar unda iyos nacnobi. Tumca ar aris aucilebeli misi zustad codna, radgan 
cxrilis Sevseba striqonebiT an svetebiT _ ar aris problema.  
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cxrilis Seqmna pirdapiri brZanebiT 

1. daayeneT kursori dokumentis im wertilSi, sadac cxrilis Casma ivaraudeba. 
2. instrumentul lentze gaxseniT CanarTi Insert-Casma. 
3. daaWireT Rilaks Table-cxrili _ gaixsneba cxrilebis Seqmnis variantebis meniu. 
4. gaeciT brZaneba Insert Table-cxrilis Casma _ gaixsneba dialoguri fanjara Insert Table-

cxrilis Casma. 
5. mricxvelebis Number of  columns-svetebis ricxvi da Number of  row-striqonebis ricxvi 

mindvrebSi miuTiTeT saWiro monacemebi.  
6. gadamrTveliT AutoFit behavior-svetebis siganis avtoSerCeva daadgineT momavali cxrilis 

svetebis siganis momarTvis meTodi. 
 variantis Fixed column width-mudmivi arCevisas yvela sveti Tanabar siganes iRebs. is SeiZ-

leba mieTiTos mricxvelis meSveobiT. mniSvnel Auto-avtos arCevisas cxrilis sigane mieTiTeba 
nakrebis mindvris siganis Tanabari, svetis sigane ki gamodis rogorc cxrilis siganis gayofis 
Sedegi svetebis miTiTebul raodenobaze.  

 variantis AutoFit to contents-Semadgenlobis mixedviT arCevisas TiToeuli svetisTvis mie-
TiTeba sigane, romelic maTSi Semavali monacemebis fizikuri zomis proporciulia. 

 variants AutoFit to window-fanjris siganis mixedviT iyeneben veb-gverdebisTvis cxrilebis 
Seqmnisas. svetebis sigane am SemTxvevaSi avtomaturad dgindeba, programis fanjris siganis Se-
sabamisad. 

7. Tu SemdgomSi ivaraudeba cxrilebis kvlav Seqmna analogiuri parametrebiT, daayeneT 
alami Remember dimensions for new tables-gulisxmobis mixedviT axali cxrilebisTvis. 

8. daaWireT sabrZanebo Rilaks OK da miiRebT mza cxrils. 

  
erTi SexedviT, cxrilis Seqmna brZanebiT Insert Table-cxrilis Casma, gacilebiT iolia, vidre 

tabulirebuli teqstis safuZvelze. magram mTlad ase ar aris. aRniSnuli brZanebiT Cven ca-
riel cxrils viRebT, romelic Sesavsebia. tabulirebuli teqstis gamoyenebisas ki cxrili av-
tomaturad ivseba monacemebiT. amitom saboloo Sedegis mixedviT tabulirebuli teqsti gaci-
lebiT efeqturi ileTia, Tumca erTi pirobiT. elementebis raodenoba striqonSi ar unda iyos 
metismetad didi. rodesac isini sam-oTxze metia, monacemTa Seyvana rTuldeba. 

cxrilebis Seqmnis grafikuli ileTi 

vinc dauRlelad zrunavs Tavisi samuSao momatebuli efeqturobis Sesaxeb, SeuZlia ramde-
nime wami dazogos, Tu cxrils Seqmnis ara brZanebiT, aramed grafikuli ileTiT. am SemTxvevaSi 
ar gaixsneba fanjara Insert Table-cxrilis Casma da ar mogiwevT masSi monacemebis Seyvana. yvela-
feri, rac saWiroa, grafikulad mieTiTeba, grafikuli rukis meSveobiT. ileTis saxasiaTo nak-
lovaneba imaSi mdgomareobs, rom is saSualebas iZleva Seiqmnas SezRuduli zomis cxrilebi 
(10X8-mde). arsebiTad, am SezRudvebs ar aqvs gansakuTrebuli mniSvneloba, radgan ukve Seqmnili 
cxrilis gafarToeba ar qmnis did sirTules. 

1. kursori dokumentis im adgilas daayeneT, sadac cxrilis Casma unda moxdes. 
2. instrumentul lentze gaxseniT CanarTi Insert-Casma. 
3. daaWireT Rilaks Table-cxrili _ gaixsneba cxrilebis Seqmnis variantebis meniu. 
4. Tagvis mimaniSnebeli miitaneT zeda marcxena kuTxeze marTkuTxa rukisa, romelic momav-

al cxrils warmoadgens. 
5. mimaniSnebeli gaWimeT rukis Tavze diagonalurad marjvniv_qvemoT. 
6. rukis informaciul striqonSi daakvirdiT Canawers, romelic cxrilis mimdinare zomaze 

mianiSnebs. 
7. saWiro ujredis miRwevisas, Tagvis Rilaks xeli auSviT da cxrilis zoma daafiqsireT. 
8. miTiTebuli zomis cxrili dokumentSi avtomaturad gaCndeba. 

cxrilebis Seqmnis eqspres-teqnologia 

Tu TqvenTvis sul erTia, ramden striqonsa da svets miiRebs cxrili Seqmnis momentSi, maSin 
eqspres-teqnologia mogewonebaT. is gansakuTrebiT efeqturia imiT, rom saSualebas iZleva erTi 
dawkapunebiT Seiqmnas profesionalurad gaformebuli cxrilebi.  

dokumentSi eqspres-cxrilis Casma 

1. kursori daayeneT dokumentis im adgilas, sadac gsurT cxrilis Casma. 
2. gaxseniT CanarTi lentze Insert-Casma. 
3. daaWireT Rilaks Table-cxrili _ gaixsneba variantebis meniu. 
4. Tagvis mimaniSnebeli miitaneT punqtze Quick Tables-eqspres-cxrilebi _ gaixsneba eqspres-

cxrilebis namzadebis sia. 
5. airCieT namzadi da Tagvis ZiriTadi Rilakis dawkapunebiT CasviT is dokumentSi sawyisi 

cxrilis saxiT. SemdgomSi SegiZliaT masTan rac gsurT, is moimoqmedoT: SeqmnaT damatebiTi 
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svetebi da striqonebi, SeiyvanoT TviTnebuli Semadgenloba, SeasworoT struqtura da gaforme-
ba. 

  
SeniSneT, rom eqspres-cxrilebis gaformeba damokidebulia dokumentis moqmed Temaze. is 

mimdinare TemasTan aris SeTanxmebuli, es ki imas niSnavs, rom, jer erTi, cxrilebi ar Sevlen 
konfliqtSi dokumentis sxva elementebTan gaformebis stilis mixedviT, meorec, isini damaje-
reblad SeuTavsdebian cxrilebs, romlebic Microsoft Office-is sxva danarTebSia Seqmnili (Microsoft 
Excel, Microsoft Power Point da sxva). 

axali eqspres-cxrilebis SemuSaveba 

Zneli ar iyo SegemCniaT, rom programis SemadgenlobaSi Semavali momzadebuli eqspres-
cxrilebis sia ar gansxvavdeba mravalferovnebiT, magram araferi giSliT xels, Tqveni xeliT 
SeavsoT. Tu gaqvT cxrili, romelic gsurT momavalisTvis nimuSis saxis SeinaxoT, moniSneT is 
da gaeciT brZaneba Insert-Casma ► Tables-cxrilebi ► Quick Tables-eqspres-cxrilebi  ► Save Selec-
tion to Quick Tables Callery-moniSnuli fragmentis Senaxva eqspres-cxrilebis koleqciaSi. 

  
mTlianad cxrilis mosaniSnad masze Tagvis mimaniSnebeli miitaneT da mis zeda marcxena 

kuTxeSi dainaxavT patara kvadratul markers. am markerze dawkapuneba cxrils mTlianad moniS-
navs. 

cxrilebis xeliT Seqmna 

yovlismomcveli avtomatizaciis epoqaSi mainc rCeba adgili xelis samuSaosTvis. pirvel 
rigSi es exeba amocanebs, romlebic arastandartul, SemoqmedebiT midgomas moiTxoven.  

cxrilebis xeliT Seqmnis ileTs `xatvas~ uwodeben. es sakmaod Sromatevadi ileTia, magram 
garkveul SemTxvevebSi is aseve SeiZleba iyos efeqturi, magaliTad, rodesac saWiroa gansaku-
TrebiT rTuli struqturis cxrilis Seqmna. praqtikaSi aseTi moTxovnileba Cveulebriv Cndeba 
blankebis SemuSavebisas. 

  
Tu dagavales blankis an formulis SemuSaveba, Tavi ar imtvrioT imaze, rogor aris umjo-

besi am amocanis gadaWra, Tamamad daiwyeT cxrilis SeqmniT. ukeTess mainc verafers moifiqrebT. 

xatvis saSualebebis gamoZaxeba 

programa Microsoft Word-is wina versiebSi cxrilebis dasaxatad instrumentTa specialuri pa-
neli arsebobda _ is unda gamogeZaxebinaT muSaobis dawyebamde. 2007 wlis versiaSi aseTi paneli 
ar aris da yvela aucilebeli ram instrumentul lentze aris ganTavsebuli, oRond... ara yo-
velTvis. jer xatva unda daiwyoT, da mxolod maSin gaCndeba dokumentSi momavali cxrilis 
pirveli konturebi, lentze gaixsneba konteqsturi CanarTi, romelic xatvis instrumentebs Sei-
cavs (nax. 17.11).  
 

 
nax. 17.11. rodesac dokumentSi moniSnulia cxrili, instrumentul lentze ixsneba konteqs-

turi CanarTebi `design-konstruqtori~ da `layout-maketi~ 
 
1. gaxseniT CanarTi lentze Insert-Casma. 
2. daaWireT Rilaks Table-cxrili _ gaixsneba cxrilis Seqmnis variantebis meniu. 
3. meniuSi airCieT punqti Draw Table-cxrilis daxatva _ Tagvis mimaniSnebeli formas Seic-

vlis da instrument “fanqris” saxes miiRebs. 
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4. cxrilis xatva xorcieldeba diagonalurad fanqris gaWimviT (momavali cxrilis zeda 
marcxena kuTxidan mis qveda marjvena kuTxeSi). am dros ekranze gamoisaxeba marTkuTxedi, ro-
melic momavali cxrilis gare sazRvrebs warmoadgens.  

5. Tagvis Rilakis xelis aSvebis Semdeg cxrilis konturi mimagrdeba, da instrumentul 
lentze ixsneba konteqsturi CanarTi Design-konstruqtori. 

xatvis instrumentebi 

cxrilebis xatvis instrumentuli saSualebebi mdebareobs CanarTze Design-konstruqtori 
jgufSi Draw Borders-sazRvrebis xatva (nax. 17.12). es CanarTi konteqsturi CanarTia da lentze 
yovelTvis ar aisaxeba, aramed mxolod maSin, rodesac dokumentSi Tundac erTi cxrili aris, 
moniSnuli srulad an nawilobriv. 

1. gaSladi sia Line Style-xazis stili warmoadgens xazebis vrcel nakrebs sazRvrebis asa-
saxad. maTi asortimentis mixedviT Microsoft Word 2007 mniSvnelovnad uswrebs win ara mxolod Ta-
vis adreul prototipebs, aramed specializirebul danarTebsac, romlebic wignebis dakabado-
nebasa da gaformebas emsaxureba.  

2. gaSladi sia Line Weight-xazis sisqe emsaxureba xazis sisqis miTiTebas. es parametri po-
ligrafiul punqtebSi izomeba (erTi punqti _ daaxloebiT milimetris mesamedia). konkretuli 
arCevani or faqtorzea damokidebuli: xazis funqciaze (ZiriTadi, damxmare an damatebiTi) da 
dokumentis sabeWdi listis zomaze. arCevis Sesaxeb ufro dawvrilebiT ixileT CanarTSi `ro-
gor avirCioT xazis sisqe~.  

3. gaSladi Rilaki Pen Color-kalmis feri xsnis feriT palitras. Tu iyenebT Tematur ga-
formebas, maSin xazis feri airCieT ganyofilebaSi Theme Colors-Temis ferebi. winaaRmdeg 
SemTxvevaSi Savi feri gamoiyeneT. 

4. Rilaki Draw Table-cxrilis daxatva moqmedebs rogorc gadamrTveli. is rTavs da gamor-
Tavs instruments “fanqari”. xatvis dasrulebisTanave, daaWireT am Rilaks, da Tagvis mimaniSne-
beli Cveulebriv formas miiRebs. Tu SemdgomSi kvlav dagWirdebaT cxrilis daxatva, am Ri-
lakze kidev erTxel daaWireT. 

5. Rilaki Eraser-saSleli, rogorc Rilaki “fanqari”, gadamrTvelia. is rTavs da gamorTavs 
instruments “saSleli”, romelic xazis waSlas emsaxureba. 

  
saSleli _ fanqris alternatiuli instrumentia, magram mas SeuZlia ara mxolod fanqriT 

daxatuli xazebis waSla, aramed im xazebisac, romlebic avtomaturad aris Seqmnili, magali-
Tad brZanebiT Insert Table-cxrilis Casma. 

 
6. Rilaki Borders and Shading-sazRvrebi da Seferva xsnis amave saxelwodebis dialogur fan-

jaras. mas cxrilebisa da maTi elementebis gasaformeblad saSualebebis gafarToebuli nakrebi 
aqvs, magram aRniSnul ganyofilebaSi am saSualebebs ar ganvixilavT. es gakeTda adre ganyofi-
lebaSi, romelic teqsturi abzacebis grafikul gaformebas eZRvneboda.  
 

 
nax. 17.12. jguf `sazRvrebis daxatvis~ instrumentebi emsaxureba cxrilebis xeliT Seqmnas 

rogor avirCioT xazis sisqe? 

Cveulebriv, arCevis problemebi unda gadawydes funqciurobis poziciidan. funqciuri Tvise-
bebis mixedviT xazebi dokumentebSi iyofa ZiriTadebad, damxmareebad da damatebiTad (specia-
lurebad). 

ZiriTadi xazebi. rogorc saxelwodebidan Cans, ZiriTadi xazebi gamoxataven cxriluri 
struqturis, sqemis, diagramis ZiriTad Semadgenlobas. maTi rolia _ avtoris neba mayureblamde 
(mkiTxvelamde) miitanon. ZiriTadi xazis sisqe airCieT ise, rom dokumentis fizikur zomas mos-
wydeT: rac metia is, miT meti unda iyos xazis sisqe. Tu SeimuSavebT safexburTo mindvris zo-
mis plakats, maSin moris sisqis xazi sqeli ar moeCveneba aravis, gansakuTrebiT mas, vinc Tqvens 
nawarmoebs orbituli sadguridan gadaxedavs.  

xazis sisqes poligrafiul punqtebSi gamoxataven. Tu dokumenti A5 an A4 formatis lis-
tebze dasabeWdad aris gamiznuli, ZiriTadi xazis sisqes niSnaven 0,5 punqtidan 1,0 punqtamde. 
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damxmare xazebs damoukidebeli Semadgenloba ar aqvT, magram gexmarebian imis gagebaSi, 
rac aris gamoxatuli ZiriTadi xazebiT. ase magaliTad, damxmare bade grafikaze faqtobriv Si-
naarss ar atarebs, magram aucilebelia ZiriTadi xazebis mier gamoxatuli Sefardebebis swo-
rad gasagebad. damxmare xazebi ZiriTadebze viwro unda iyos. ZiriTadi xazebis 0,5_1,0 punqtis 
sisqisas, damxmare xazebisTvis miiReT sisqe 0,25 punqti. 

damatebiTi xazebi azusteben ZiriTadi xazebis SemadgenlobiT faseulobas. amave kate-
gorias miekuTvneba specialuri xazebi. ase magaliTad, cxrilSi damatebiTi xazebiT aformeben 
garegan CarCos, xolo grafikaze _ koordinatul RerZebs. damatebiT xazebs Cveulebriv ufro 
sqels akeTeben, vidre ZiriTadebs, Tanac rac ufro iSviaTad gamoiyeneba damatebiTi xazi, miT 
ufro didi unda iyos misi sisqe. 

rTuli struqturis cxrilebis xatvis wesebi 

1. cxrilis xatva marTkuTxedis SeqmniT iwyeba, romelic mis gare sazRvrebs warmoadgens. 
2. Sida sazRvrebis monakveTebi instrument “fanqris” gaWimviT tardeba. fanqris moqmedeba 

unda daiwyos da dasruldes arauadres Seqmnili xazebisa.  
3. fanqriT muSaobisas horizontaluri da vertikaluri saxazavebis meSveobiT daakvirdiT 

instrumentis mdebareobas. winaswar izruneT maT asaxvaze programis fanjaraSi (View-xedi ► 
Show/Hide-Cveneba an dafarva ► Ruler-saxazavi).  

4. Tu monakveTi im adgilas ar aris gatarebuli, sadac saWiroa, is gadaaadgileT Tagvis 
meSveobiT gaWimvis meTodiT. mimaniSnebeli miitaneT xazze, da daelodeT, sanam mimaniSnebeli 
formas Seicvlis, mere ki daaWireT Tagvis Rilaks. xazi saWiro adgilas gadaitaneT da Rilaks 
xeli auSviT. 

5. Tu aucilebelia adre Seqmnili monakveTis stilis, sisqis an feris Secvla, jer miuTi-
TeT aucilebeli parametrebi jgufSi Draw Borders-sazRvrebis daxatva, ris Semdegac fanqriT 
daawkapuneT monakveTze. erTi dawkapuneba sakmarisia, rom monakveTis parametrebi Seicvalos.  

6. arsebobs striqonis erTgvari minimaluri simaRle da svetis minimaluri sigane, rom-
lebze naklebi ujredebic ar SeiZleba iyos. winaswar miiReT aucilebeli zomebi, raTa uzrun-
velyoT iseTi ujredebis Seqmnis SesaZlebloba, rogorebic gWirdebaT (ix. CanarTi `razea damo-
kidebuli ujredis minimaluri simaRle~).  

7. arasaWiro monakveTebi waSaleT Eraser-saSlelis erTi dawkapunebiT.  
8. Tu vertikaluri monakveTi erTnairi simaRlis or ujreds yofs, maSin misi waSlisas 

ujredebi erwymis erTmaneTs. igive xdeba horizontaluri monakveTis waSlisas, romelic erT-
nairi siganis ujredebs yofs. Serwymis Sedegad erT did ujreds viRebT. 

9. Tu vertikaluri monakveTi sxvadasxva simaRlis or ujreds yofs, maSin misi waSlisas 
ujredebis ar erwymis. igive xdeba horizontaluri monakveTis waSlisas, romelic sxvadasxva 
siganis ujredebs yofs. pirobiTad CaTvaleT, rom mocemul SemTxvevebSi sazRvari ujredebs 
Soris ubralod uxilavi xdeba.  

10. uxilavi sazRvrebis asasaxad programaSi specialuri saSualebebi aris. 
 dawkapunebiT moniSneT cxrili _ lentze gaixsneba CanarTebi Design-konstruqtori da 

Layout-maketi. 
 CanarTze Design-konstruqtori ipovoT jgufi Table Styles-cxrilebis stilebi. 
 jgufSi Table Styles-cxrilebis stilebi gaxseniT meniu Borders-sazRvrebi. 
 airCieT brZaneba View Gridlines-badis asaxva. 
 alternatiuli variantia _ konteqsturi CanarTis Layout-maketis saSualebiT moqmedeba: 

Layout-maketi ► Table-cxrili ► View Gridlines-badis asaxva. 
11. Tu saWiro gaxdeba, uxilavi sazRvari SeiZleba `gamJRavndes~. es xdeba fanqris dawkapune-

biT.  

vxatavT... saSlelis meSveobiT 

Tu varaudobT, rom rTuli cxrilebis xatvis ZiriTadi instrumenti fanqaria, gagaxarebT 
mcire profesionaluri saidumloeba: Microsoft Word-Si cxrilebis xatvis ZiriTadi instrumentia 
_ saSleli. Tavdapirvelad avtomaturad iqmneba regularuli cxrili brZanebiT Insert Table-
cxrilis Casma, mere ki saSlelis daxmarebiT is imad iqceva, rac saWiroa.  

eqsperimentebisTvis nimuSis saxiT avirCevT raime nacnobs, magaliTad Cveulebrivi qviTris 
blanks kavSiris momsaxurebis asanazRaureblad. aseT blanks martivs ver uwodebn, magram axla 
movaxdenT imis demonstrirebas, rogor SeiZleba misi Seqmna Tqvenive xeliT sul raRac 7-8 
wuTSi. 

cxrilis striqonis minimaluri simaRle 

problemis gamovlena. cxrilebis xeliT daxatvisas saxasiaTo problemas vxvdebiT: 
SeuZlebelia Seiqmnas mcire simaRlis striqoni. aris erTgvari gaurkveveli zRvari, romelze 
naklebic striqonis simaRle ar gamodis. 
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striqonis Semcireba arc misi Seqmnis Semdeg gamodis. sazRvris gadaadgilebisas Tagvis meS-
veobiT, Cven aseve saidumlo zRurbls mivadgebiT. 

problemis wyaro. am problemis wyaroa _ `Tavs moxveuli servisi~. saqme is aris, rom 
striqonis simaRle avtomaturad ergeba im teqstis simaRles, romelic striqonSi iqneba ganTav-
sebuli. ra Tqma unda, SegvewinaaRmdegebiT, rom xatvis momentSi araviTari teqsti striqonSi 
jer ar aris, da aravin ar icis, rogori iqneba is. Tumca mTlad asec ar aris. programa varau-
dobs, rom teqsti aikrifeba abzacis mimdinare stiliT, mimdinare stili ki yovelTvis aris.  

samagaliTo gaTvla. striqonis simaRlis gansazRvrisas programa iTvaliswinebs Srif-
tis zomas, intervals striqonebs Soris da abzacebs Soris dacilebebis sidideebs. magali-
TisTvis aviRoT monacemebi, romlebic studentur referatebSia miRebuli: ZiriTadi Srifti _ 14 
punqti; striqonebs Soris intervali _ ormagi; abzacuri kidekanebi ki isea miTiTebuli, rogorc 
iyo programaSi gulisxmobis mixedviT _ 6 punqti. am SemTxvevaSi cxrilis striqonis minimaluri 
simaRle 54 punqts Seadrebs (14X3 + 6X2), anu 16 milimetrze meti. aseTi simaRlis ujredi 
mcired ar mogeCvenebaT. 

da es jer kidev ar aris yvelaferi. analogiurad unda miudgeT svetis minimaluri 
siganis gansazRvrasac, oRondac iq rols TamaSoben ara abzacis dacilebebi, aramed marcxnidan 
da marjvnidan kidekanebi.  

rogor unda imoqmedoT. sanam rTuli struqturis cxrilebis xatvas SeudgebodeT, wi-
naswar moemzadeT moulodnelobebisTvis da SeqmeniT am operaciisTvis teqnologiuri stili 
minimaluri parametrebiT (Sriftis simaRe _ 6 punqti, intervali _ erTjeradi, kidekanebi _ nu-
lovani). airCieT is mimdinares saxiT da Tqveni cxrili daxateT. SegiZliaT SeqmnaT nebismieri 
simaRlis striqonebi 2 milimetridan da zemoT.  

1. sanam muSaobas SeudgebiT, moamzadeT teqnologiuri stili (Srifti Arial, zoma 6 punqti, 
interliniaJi _ erTjeradi da araviTari kidekanebi arc marjvniv, arc marcxniv, arc zemoT, arc 
qvemoT). is gamogadgebaT, raTa ar ganicadoT problema striqonebisa da svetebis minimizacias-
Tan dakavSirebiT. 

2. SeafaseT blankis zoma. davuSvaT, is udris 125X63 milimetrs. mis safuZvlad aviRoT 
cxrili zomiT (15X15). amgvarad, Cveni cxrilis TiToeuli ujredis sigane 8.3 milimetri unda 
iyos, simaRle ki 3 milimetri. 
 

 
nax. 17.13. momavali blankis namzadi 

 
3. SevqmnaT sawyisi cxrili (nax. 17.13).  
 airCieT mimdinares saxiT momzadebuli teqnologiuri stili. 
 gaeciT brZaneba Insert-Casma ► Table-cxrili ► Insert Table-cxrilis Casma _ gaixsneba di-

aloguri fanjara Insert Table-cxrilis Casma. 
 miuTiTeT 15 sveti da 15 striqoni. svetebis sigane miuTiTeT aSkarad _ 0,5 santimetri. 

mniSvneli mindorSi xeliT unda SeiyvanoT. 
4. striqonebis simaRle Cvens cxrilSi gaurkveveli aRmoCnda (rac gamovida, is gamovida), 

magram is SeiZleba Seswordes. 
 moniSneT mTeli cxrili da gaxseniT lentze konteqsturi CanarTi Layout-maketi. 
 ipoveT jgufi Cell Size-ujredis zoma. 
 mricxvelis Height-cxrilis striqonis simaRle mindorSi daadgineT mniSvneli 0,3 santi-

metri. Tu aseTi mcire mniSvnelis dadgena ar xerxdeba, SeamowmeT, xom ar dagaviwydaT cxrilis 
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Seqmnamde mimdinares saxiT dageniSnaT specialurad momzadebuli stili, mcire zomis Sriftze 
dafuZnebuli (nax. 17.13). 

5. daviwyoT ujredebis gaerTianeba. blankis marcxena nawilSi formirdeba carieli mindo-
ri zomiT 45 milimetri X 63 milimetri. Tagvis gaWimviT moniSneT zemodan qvemoT cxra sveti da 
gaeciT brZaneba Table Tols-cxrilebTan muSaoba ► Layouts-maketi ► Merge-gaerTianeba ► Merge 
Cells-ujredebis gaerTianeba. 

6. blankis marjvena nawilSi zemodan vqmniT cariel mindors zomiT 80 milimetri X 12 mi-
limetri (nax. 17.14). Tagvis gaWimviT moniSneT marjvnidan marcxniv oTxi striqoni da gaeciT 
brZaneba Table Tols-cxrilebTan muSaoba ► Layouts-maketi ► Merge-gaerTianeba ► Merge Cells-
ujredebis gaerTianeba. 
 

 
nax. 17.14. blankis yvelaze msxvili elementebi ujredebis gaerTianebiT formirdeba 

 
7. gaagrZeleT ujredebis gaerTianeba nimuSis mixedviT. es SeiZleba gakeTdes saSleliT, 

ujredebs Soris Sualeduri sazRvrebis waSliT. 
8. dafareT uxilavi sazRvrebi. es SeiZleba gakeTdes rogorc saSleliT, ise fanqriT, Tu 

miuTiTebT fanqris fers qaRaldis feris analogiurs (nax. 17.15).  
9. ukanaskneli Strixia _ ujredebis teqstiT Sevseba. am etapze mogiwevT Sroma Sriftisa 

da misi zomis arCevasTan dakavSirebiT. daiwyeT minimaluri mniSvnelebidan (6_7 punqti) da Tan-
daTanobiT gazardeT.  

  
Tu blankebis SemuSaveba TqvenTvis karieris wvrilmani epizodia, Microsoft Word dagexmarebaT. 

magram Tu es profesiis Semadgeneli nawilia, Tqven aSkarad ufro soliduri saSualeba gWir-
debaT, magaliTad iseTi, rogoricaa Microsoft Vizio 2007. masTan Tavs namdvil jadoqrad igrZnobT. 

 

 
nax. 17.15. Cveni blanki ukve blanks hgavs 
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gakveTili. (zog.-5, gaZ.-8)  cxriluri struqturis Sesworeba 
Word-is cxrilebs martivi marTkuTxa struqtura aqvT, romelic horizontalurad striqone-

biTa da vertikalurad svetebiT aris Sedgenili. striqonebisa da svetebis gadakveTaze war-
moiqmneba ujredebi. 

Word-is cxrilebSi elementebis moniSvnis ileTebi 

rogorc ukve viciT, obieqtebisa da maTi elementebis moniSvnis operaciebi mosamzadebelia. 
Sesworebis Semdegi brZanebebi mxolod moniSnul masalas miekuTvneba. am ganyofilebaSi vis-
wavliT cxrilis mTlianad moniSvnas, aseve misi calkeuli elementebis moniSvnas: striqonebis, 
svetebisa da ujredebis.  

cxrilis mTlianad moniSvna 

Tu Microsoft Word-is dokumentSi Tagvis mimaniSnebels miitanT cxrilze, misi zeda marcxena 
kuTxis gverdiT gaCndeba specialuri markeri. is emsaxureba cxrilTan, rogorc erT mTlianTan 
Sesasrulebel operacias. am markerze dawkapuneba mTel cxrils moniSnavs. 

striqonebis moniSvna 

yuradReba miaqcieT im faqts, rom Tagvis mimaniSnebeli formas icvlis cxrilTan marcxni-
dan miaxloebisas. is TeTr konturul israd gadaiqceva. mimaniSneblis aseTi forma imaze mety-
velebs, rom programa mzad aris striqonebis mosaniSnad. Tagvis ZiriTadi RilakiT erTxel 
dawkapuneba moniSnavs im striqons, romlis sawinaaRmdegodac aris dayenebuli mimaniSnebeli. 

Tu saWiroa ramdenime momijnave striqonis moniSvna, ar iCqaroT Tagvis Rilakis xelis aSve-
ba daWeris Semdeg. Tagvi qvemoTken gaWimeT ZiriTad Rilakze xelis auSveblad da striqonebis 
saWiro raodenoba gadaTvaleT. moniSvnis dasrulebisTanave Rilaks xeli auSviT. 

aseve cnobilia striqonebis jgufis moniSvnis ileTi klaviS CTRL-is daWeriT. is saSuale-
bas iZleva moiniSnos calke mdgomi (aramomijnave) striqonebi. jgufis pirveli striqonis mo-
niSvnis Semdeg mimaniSnebeli morig striqonTan gadaitaneT da Tagvis ZiriTadi RilakiT daawka-
puneT, klaviS CTRL-is SeyovnebiT. gaagrZeleT moniSnuli striqonebis damateba jgufSi analo-
giuri meTodiT. 

  
specialuri mimaniSnebeli SegiZliaT gamoiyenoT ara mxolod cxrilis striqonebis mosa-

niSnad, aramed Cveulebrivi teqstis striqonebis mosaniSnadac. amisaTvis is unda gamoitanoT 
dokumentis marcxena mindorze. marTalia, am ileTs SezRudvebi aqvs: is ar muSaobs, Tu doku-
menti veb-gverdis reJimSia warmodgenili. 

svetebis moniSvna 

cxrilTan zemodan uSualod miaxloebisas Tagvis mimaniSnebeli aseve icvlis formas, ma-
gram amjerad is Sav vertikalur israd gadaiqceva. mimaniSneblis aseTi forma imaze metyvelebs, 
rom programa mzad aris svetebis mosaniSnad. Tagvis ZiriTadi Rilakis erTi dawkapuneba moniS-
navs im svets, romelzec dayenebulia mimaniSnebeli. 

Tu saWiroa ramdenime momijnave svetis moniSvna, es gaakeTeT Tagvis gaWimviT marcxniv-
marjvniv, ZiriTadi Rilakis daWeriT. moniSvnis dasrulebisTanave Rilaks xeli auSviT. aramo-
mijnave svetebis jgufi moniSneT dawkapunebebis seriiT klaviS CTRL-is SeyovnebiT. 

ujredebis moniSvna 

ujredebs moniSvnis sakuTari kursori aqvT. is warmoadgens Sav daxril isars, romelic mi-
marTulia... Crdilo-aRmosavleTisken. Tagvis mimaniSnebeli aseT formas iRebs, Tu mas ujredis 
marcxena napirTan miitanT. ujredi moiniSneba ZiriTadi Rilakis erTi dawkapunebiT. 

momijnave ujredebis jgufs, Cveulebriv, niSnaven Tagvis gaWimviT, xolo calke mdgomi 
ujredebis jgufs _ dawkapunebebis seriiT klaviS CTRL-is SeyovnebiT. 

Word-is cxrilebisa da maTi elementebis waSla 

Word-is obieqtebis waSlis zogadi principi cxrilebisTvis ar muSaobs. magaliTad, rom 
dagvWirdes asos, sityvis, striqonis, abzacis, naxatis, warweris an kidev raime sxvis waSla, sak-
marisi iqneba movniSnoT saWiro obieqti da davaWiroT klaviSs DELETE. cxrilebTan es ileTi 
ar muSaobs, radgan waiSleba ara cxrili, aramed misi Semadgeneli. cxrilebTan sxvagvarad un-
da imuSaoT. 
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cxrilis mTlianad waSla 

Cvens gankargulebaSia cxrilebisa da maTi elementebis waSlis ori saSualeba. pirveli 
efuZneba instrumentul lents, xolo meore _ moniSnuli obieqtis konteqstur menius. orive 
saSualeba Tanabaruflebiania, magram sxvadasxva pirobebSi gamoiyeneba. rogorc avtorebs war-
moudgeniaT, magidis personalur kompiuterebze samuSaod konteqsturi meniu ufro efeqtur in-
strumentad gvesaxeba, instrumentuli lentis saSualebebi ki ufro mosaxerxebelia portatiul 
danadgarebTan samuSaod. daviwyoT klasikuri midgomiT: instrumentuli lentiT. 

1. zeda marcxena kuTxeSi markerze dawkapunebiT moniSneT cxrili. 
2. gaxseniT CanarTi Table Tools-cxrilebTan muSaoba ► Layout-maketi. 
3. gaaaqtiureT jgufi Row & Columns-striqonebi da svetebi. 
4. daaWireT Rilaks Delete-waSla _ gaixsneba meniu. 
5. airCieT brZaneba Delete Table-cxrilis waSla. 
cxrilis waSlis meore meTodi xorcieldeba konteqsturi menius saSualebiT. is ixsneba 

Tagvis marjvena RilakiT dawkapunebiT cxrilur markerze _ zeda marcxena kuTxeSi. Tqvens yu-
radRebas imas mivapyrobT, rom am meniuSi ar aris cxrilis waSlis brZaneba, Tumca es saqmes 
xels ar uSlis _ gamoiyeneT brZaneba Cut-amoWra. 

striqonebisa da svetebis waSla 

moniSneT striqoni (striqonTa jgufi) an sveti (svetebis jgufi) da gaeciT brZaneba Table 
Tools-cxrilebTan muSaoba ► Layout-maketi ► Row & Columns-striqonebi da svetebi ► Delete-waSla 
► Delete Column-svetebis waSla an ... ► Delete Row-striqonebis waSla. moniSnuli striqonebis an 
svetebis waSlisas konteqsturi menius saSualebiT, isargebleT brZanebebiT Delete Rows-
striqonebis waSla an Delete Columns-svetebis waSla. 

ujredebis waSla 

programa Word 2007 uSvebs calkeuli ujredebis waSlas. erTi an ramdenime ujredis moniSv-
nis Semdeg (aucileblad momijnaves), isini SeiZleba waiSalos rogorc lentis meSveobiT (Table 
Tools-cxrilebTan muSaoba ► Layout-maketi ► Delete-waSla ► Delete Cells-ujredebis waSla), ise 
konteqsturi menius daxmarebiT (Delete Table-ujredebis waSla). Tumca am saSualebiT sargebloba 
ar aris rekomendebuli, radgan calkeuli ujredebis waSla uciloblad gamoiwvevs cxrilis 
marTkuTxa struqturis darRvevas. rasakvirvelia, programa aucilebel zomebs iRebs cxriluri 
struqturis SesanarCuneblad. situacia rom akontroloT, is gamoitans damatebiT fanjaras Se-
kiTxviT, Tu romel mxares unda daiZras striqonis (svetis) danarCeni ujredebi da imasac ki 
miganiSnebT, rom ufro marTebuli iqneboda wageSalaT mTeli striqoni an sveti. 

  
Tu kargad dafiqrdebiT, calkeuli ujredebis waSlis mankier praqtikaze yovelTvis SeiZ-

leba uaris Tqma. es operacia SeiZleba Seicvalos sxva operaciebiT, magaliTad ujredebis Ser-
wymiT. 

striqonebisa da svetebis Casma 

striqonebisa da svetebis Casmis operacia maTi waSlis operaciebis sapirispiroa da emsax-
ureba cxrilebis gafarToebas. rogorc waSlis operacia, isinic SeiZleba Sesruldes ori me-
TodiT: instrumentuli lentis saSualebebiT an konteqsturi menius saSualebebiT. samagido 
personalur kompiuterebze mosaxerxebelia isargebloT konteqsturi meniuTi, xolo portati-
ulebze _ lentiT.  

striqonis an svetis Casma instrumentuli lentis daxmarebiT 

striqonebis an svetebis Casmisas mniSvnelovania erTmniSvnelovnad ganvucxadoT programas, 
konkretulad sad unda moxdes Casma. es xdeba kursoris dayenebiT cxrilis erT-erT ujredSi. 
yvela Casma xdeba am ujredTan mimarTebaSi: marjvnidan_marcxnidan_zemodan_qvemodan (nax. 18.1).  

1. teqstis Seyvanis kursori daayeneT cxrilis erT-erT ujredSi. 
2. gaxseniT CanarTi Table Tools-cxrilebTan muSaoba ► Layout-maketi. 
3. gaSaleT jgufi Row & Columns-striqonebi da svetebi. 
4. gaeciT aucilebeli brZaneba: 
Insert Above-zemodan Casma _ striqoni Caismeba mimdinare ujredis Tavze; 
Insert Below-qvemodan Casma _ striqoni Caismeba mimdinare ujredis qveS; 
Insert Left-marcxnidan Casma _ sveti Caismeba mimdinare ujredis marcxniv; 
Insert Right-marjvnidan Casma _ sveti Caismeba mimdinare ujredis marjvniv. 
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nax. 18.1. cxrilis struqturis marTvis saSualebebi 

striqonis an svetis Casma konteqsturi menius daxmarebiT 

1. Tagvis marjvena RilakiT daawkapuneT cxrilis arCeul ujredze _ gaixsneba konteqsturi 
meniu. 

2. Tagvis mimaniSnebeli miitaneT brZanebaze Insert-Casma _ gaixsneba operaciis Casmuli meniu. 
3. airCieT, konkretulad ra unda Caisvas (striqoni Tu sveti) da sad. 

4. ar gamoiyenoT brZaneba Insert Cells-ujredis Casma, radgan is cxrilis marTkuTxa struq-
turis dazianebas iwvevs. es brZaneba dasaSvebia, magram misi gamoyeneba mankier praqtikad iTvle-
ba. 

striqonebis an svetebis jgufuri Casma 

Tu saWiroa ramdenime striqonis an svetis Casma, Semdegi wesiT isargebleT. erT brZanebaSi 
programa imden elements Casvams, ramdenic iyo moniSnuli cxrilSi brZanebis miwodebis moment-
Si. anu, Tu gsurT sami striqonis Casma, winaswar unda moniSnoT an sami striqoni, an erTi sve-
tis sami momijnave ujredi. xolo Tu gsurT oTxi svetis Casma, unda moniSnoT oTxi sveti, an 
erTi striqonis oTxi momijnave ujredi.  

ujredebis gaerTianebisa da dayofis meqanizmebi 

ujredebis gaerTianebisa da gayofis meqanizmebi cxrilebis struqturis marTvas emsaxureba. 
es saSualebebi SesaZleblobas iZleva, daiwyoT muSaoba umartivesi struqturis marTkuTxa 
cxrilTan da TandaTanobiT misi garTulebiT, cxrili imdenad rTul saxemde miiyvanoT, ro-
gorc es saWiroa. daviwyebT ufro martivi operaciiT _ ujredebis gaerTianebiT. 

ujredebis gaerTianeba 

gaerTianebis Sedegad ramdenime ujredi erT ujredad irwymeba. aseTi Serwyma xdeba brZane-
bis mixedviT, romelic SeiZleba iqnas gacemuli rogorc konteqsturi menius saSualebiT, ise 
lentis marTvis elementebis daxmarebiT. brZanebis gacemamde gasaerTianebeli ujredebi winas-
war unda moiniSnos da rasakvirvelia, isini momijnave unda iyos. amavdroulad, ujredebis mo-
niSvna unda moxdes Tagvis gaWimviT (an, rac igivea, kursoris gadaadgilebiT klaviS SHIFT-is 
Seyovnebisas). dawkapunebebis seriiT ujredebis moniSvnisas klaviS CTRL-is SeyovnebiT, gaerTia-
neba ar amoqmeddeba, maSinac ki, Tu ujredebi momijnavea. rogorc Cans, es programis erT-erTi 
defeqtia, romlis mocilebac mosalodnelia mis axal versiebSi. 

1. Tagvis gaWimviT moniSneT cxrilSi ujredi ad ujredTa marTkuTxa diapazoni. 
2. gaaerTianeT ujredebi. 
 lentis meSveobiT moqmedebisas gaeciT brZaneba Table Tools-cxrilebTan muSaoba ► Layout-

maketi ► Merge-gaerTianeba ► Merge Sells-ujredebis gaerTianeba _ moniSnuli ujredebi erTad 
irwymeba. 

 konteqsturi menius meSveobiT moqmedebisas Tagvis marjvena RilakiT daawkapuneT moniS-
nuli ujredebis Tavze da gaxsnil konteqstur meniuSi airCieT brZaneba Merge Cells-ujredebis 
gaerTianeba. 

ujredebis dayofa 

Tavisi arsiT ujredebis dayofa maTi gaerTianebis sapirispiro operaciaa. is aseve inicia-
lizirdeba instrumentuli lentis an konteqsturi menius brZanebiT, magram odnav ufro rTu-
lad sruldeba. damatebiTi sirTule imasTan aris dakavSirebuli, rom programas sWirdeba mi-
TiTebebi: ramden Tanabar nawilad dayos ujredi, ramdeni dayofa unda iyos vertikalurad da 
horizontalurad da rogor moviqceT, Tu brZanebis gacemis momentSi cxrilSi moniSnuli iyo 
ara erTi ujredi, aramed ramdenime momijnave ujredi (nax. 18.2). 

1. Tagvis gaWimviT moniSneT cxrilSi ujredi an ujredTa marTkuTxa diapazoni. 
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2. gaeciT brZaneba Table Tools-cxrilebTan muSaoba ► Layout-maketi ► gaerTianeba ► Split Cells-
ujredebis dayofa _ gaixsneba damatebiTi dialoguri fanjara Split Cells-ujredebis dayofa. 

3. fanjaraSi Split Cells-ujredebis dayofa miuTiTeT gayofis svetebisa da striqonebis rao-
denoba. 

4. Tu moniSnulia ara erTi, aramed ramdenime ujredi, miiReT gadawyvetileba maTi winaswa-
ri gaerTianebis aucileblobis Sesaxeb. 

5. daxureT dialoguri fanjara Split Cells-ujredebis dayofa Rilak OK-ze dawkapunebiT _ 
cxrilSi axali ujredebi gaCndeba. 

6. ujredis gayofisas masSi warmoiqmneba Sida struqtura, Tanac, es struqtura yovelTvis 
ar SeiZleba iyos TviTneburi. im dros, rodesac vertikalurad ujredebi iyofa svetebis nebis-
mier raodenobaze, horizontalurad gayofis SesaZleblobebi imiT aris SezRuduli, rom pro-
grama eZebs warmoqmnili struqturis Sesabamisobas mezobeli ujredebis struqturasTan. maga-
liTad, naxatze 18.1 naCvenebi cxrilisTvis moniSnuli ujredis gayofa horizontalurad SeiZ-
leba mxolod 5 nawilad. mricxvelis mindorSi sxva mniSvnelis Seyvanis mcdelobisas programa 
gamoitans Setyobinebas Secdomis Sesaxeb. 

  
ujredebis nebismieri (TviTneburi) raodenoba SeiZleba miiRoT xeliT gayofisas, rac 

sazRvrebis xatviT xorcieldeba: Table Tools-cxrilebTan muSaoba ► Design-konstruqtori ► Draw 
Borders-sazRvrebis daxatva. 

cxrilis dayofa 

cxrilis dayofisTvis ar aris aucilebloba, masSi raime moniSnoT. savsebiT sakmarisia, rom 
kursori mis erT-erT ujredSi imyofebodes. mimdinare ujredTan mimarTebaSi xdeba dayofa, 
romlis Sedegadac cxrili or nawilad iyofa horizontalurad (mimdinare ujredi qveda 
cxrilTan gadadis). aSkaraa, operacia pirvel rigSi emsaxureba grZeli cxrilebis gayofas erTi 
gverdidan meoreze gadasvlisas. 

  
cxrilis gayofis brZaneba SeiZleba iqnas gacemuli mxolod instrumentuli lentis marTvis 

elementebis daxmarebiT. konteqsturi meniusTvis es brZaneba ar aris gaTvaliswinebuli. 

 
1. airCieT cxrilis erT-erTi ujredi da aqcieT is mimdinared. cxrilis gayofis horizon-

taluri xazi am ujredis Tavze gaivlis. 
2. gaeciT brZaneba Table Tools-cxrilebTan muSaoba ► m Layout-aketi ► Merge-gaerTianeba ► 

Split Table-cxrilis gayofa _ cxrili horizontalurad or nawilad gaiyofa. 
 

 
nax. 18.2. ujredis gayofisas masSi Sida struqtura iqmneba, garesTan SeTanxmebuli 

gakveTili. (zog.-6, gaZ.-9)  cxrilebis formatireba 

cxrilebis geometriul Tvisebebs pirvel rigSi maTi xazovani zomebi miekuTvneba, aseve maTi 
elementebis zomebi (striqonebis, svetebis da ujredebis). cxrilebi _ es aris gansakuTrebuli 
saxeobis informaciuli obieqtebi, romlebSic geometriuli Tvisebebi gansakuTrebiT mniSvnelo-
van rols asruleben, radgan swored geometriis saSualebiT xdeba cxrilebis struqturis ur-
TierTqmedeba maT SemadgenlobasTan. warumateblobebi cxrilis elementebis zomebisa da pro-
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porciebis zomebis arCevisas Cveulebriv struqturisa da Semadgenlobis SeuTanxmeblobas iw-
vevs, rac metad SesamCnevia mza dokumentSi.  

Cveulebriv cxrilis struqturis SemuSavebisas ar aris miRebuli, miRebuli geometriis 
Sexedva. striqonebi, svetebi da ujredebi iseTi gamodis, rogorebic gamodis. es gasagebic aris, 
yovelTvis xom ar SeiZleba winaswar imis gansazRvra, ra monacemebi iqneba Sesuli ama Tu im 
ujredSi, ramdeni iqneba is, rogor gaformdeba da geometriuli sivrcis ra moculobas daikave-
ben. geometriis sakiTxebze yuradRebis gamaxvileba xdeba cxrilSi monacemTa pirveladi Seyva-
nis etapze, xandaxan ki ufro gvianac _ monacemTa gaformebis etapze. amitom cxrilis geome-
triis marTva Cveulebriv ramdenjerme mogiwevT. mxolod ase, ramdenime ileTad moqmedebisas, 
xerxdeba kargad balansirebuli cxrilebis miReba, romlebsac SeuZliaT sabeWdi dokumentis 
Selamazeba da misi Semadgenlobisadmi sando urTierTobis amaRleba. 

cxrilebis geometriis avtomaturi marTva 

striqonebisa da svetebis zomebis avtomaturi marTva monacemTa Seyvanis mixedviT _ teqstu-

ri procesoris Microsoft Word-is tradiciulad Zlieri mxarea. im wlebSi, rodesac programa jer 
kidev iwyebda Tavis ganviTarebas da momxmareblebisTvis bevri alternatividan erT-erTi iyo, 
ukve gansxvavdeboda cxrilebTan muSaobis unikalurad moqnili saSualebebiT. swored am saSu-
alebebma aqcies is im Soreul wlebSi `kompiuterul gasarTobad~ biznesmenebisa da admini-
stratorebisTvis, anu im adamianebisTvis, romlebic am samyaroSi gadawyvetilebebs iReben.  

avtoSerCeva 

gulisxmobis mixedviT cxrilebi iqmneba svetebis fiqsirebuli siganiT. es imas niSnavs, rom 
cxrilis qveS ganTavsebuli mTeli sivrce avtomaturad iyofa svetebis raodenobis mixedviT 
Tanabari siganis ujredebad. rodesac teqsti ujredSi marjvena napirs aRwevs, avtomaturad iqm-
neba axali striqoni, romelzec grZeldeba teqstis ganTavseba. cxrilebis ZiriTadi naklovaneba 
svetebis fiqsirebuli siganiT _ ujredebis araTanabarzomieri Sevsebaa. cxrilebi, romlebSic 
gadatvirTuli ujredebi naxevrad Sevsebul ujredebTan mezobloben, arc ise kargad gamoiyu-
reba.  

avtoSerCeva _ cxrilebis vizualuri araerTgvarovnebis gadalaxvis efeqturi saSualebaa. 
Tu cxrilisTvis CarTulia avtoSerCevis reJimi, maSin misi Sida sazRvrebi dinamikuri xdeba, 
TviT ujredebi ki _ elastikuri. elastikur ujredSi teqstis Seyvanisas misi sazRvrebi avto-
maturad inacvlebs imgvarad, rom teqsti rac SeiZleba optimalurad ganTavsdes (nax. 19.1).  
 

 
nax. 19.1. avtoSerCevis reJimSi svetebis sigane, teqstze optimalurad morgebulia  

avtoSerCevis CarTva 

avtoSerCevis reJimis moqmedeba mTel cxrilze vrceldeba. Tu is erTi ujredisTvis aris 
CarTuli, maSin CarTulia yvela danarCeni ujredisTvisac. Tu is gamorTulia romelime ujre-
disTvis, maSin is sxva ujredebzec ar moqmedebs. 

avtoSerCevis meqanizmis ori saxesxvaoba arsebobs: ujredebis Semadgenlobisa da fanjris 
siganis mixedviT. maT Soris sxvaoba im pirobebSia, romelTa Tanaxmadac cxrili avtomaturad 
gadakabadondeba. Semadgenlobis mixedviT avtoSerCevisas cxrilis saerTo sigane iTvleba uc-
vlelad, sabeWdi gverdis nakrebis mindvris siganis Tanabrad. anu es reJimi Seesabameba sabeWdi 
dokumentebis SemuSavebas.  
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fanjris siganis mixedviT avtoSerCevisas cxrilebis saerTo sigane cvladi sididea, romel-
ic gadaxedvis mimdinare parametrebzea damokidebuli, rac veb-gverdebis SemuSavebas Seesabameba. 
avtoSerCeva irTveba an konteqsturi menius meSveobiT, an lentis isntrumentuli saSualebebis 
daxmarebiT. 

1. Tagvis marjvena RilakiT daawkapuneT cxrilis farglebSi da gaxsnil konteqstur meni-
uSi gaeciT brZaneba AutoFit-avtoSerCeva ► AutoFit to Contents-avtoSerCeva Semadgenlobis mixedviT 
an AutoFit-avtoSerCeva ► AutoFit to Window-avtoSerCeva fanjris siganis mixedviT. 

2. lentis instrumentuli saSualebebiT moqmedebisas gaaaqtiureT cxrilis erT-erTi 
ujredi da gaeciT brZaneba Table Tools-cxrilebTan muSaoba ► Layout-maketi ► Cell Size-ujredis 
zoma ► AutoFit-avtoSerCeva ► AutoFit to Contents-avtoSerCeva Semadgenlobis mixedviT an cxri-
lebTan muSaoba ► Layout-maketi ► Cell Size-ujredis zoma ► AutoFit-avtoSerCeva ► AutoFit to Win-
dow-avtoSerCeva fanjris siganis mixedviT. 

  
SegaxsenebT, rom konteqsturi meniuTi sargebloba mosaxerxebelia samagido kompiuterebze, 

instrumentuli lentis saSualebebiT ki _ portatiul mowyobilobebze. 

avtoSerCevis gamorTva 

avtoSerCevis reJimi avtomaturad irTveba, Tu cxrilis romelime elementis siganes daafiq-
sirebT. 

1. konteqsturi menius saSualebiT moqmedebisas Tagvis marjvena RilakiT daawkapuneT 
cxrilis farglebSi da gaxsnil meniu gaeciT brZaneba AutoFit-avtoSerCeva ► Fixed Column Width-
svetis fiqsirebuli sigane. 

2. lentis meSveobiT moqmedebisas, gaaaqtiureT cxrilis erT-erTi ujredi da gaxseniT 
jgufi Table Tools-cxrilebTan muSaoba ► Layout-maketi ► Cell Size-ujredis zoma, ris Semdegac 
gaeciT brZaneba AutoFit-avtoSerCeva ► Fixed Column Width-svetis fiqsirebuli sigane. 

ujredebis siganisa da simaRlis momarTva 

ujredebTan operaciebs sanam SevudgebodeT, ramdenime winaswari SeniSvna unda gavakeToT. 
ukve vTqviT, rom teqsturi procesori Microsoft Word Tavisi moqnilobiT aris ganTqmuli cxri-
lebTan muSaobisas. fiqsirebuli siganis svetebTan da miTiTebuli simaRlis striqonebTan mu-
Saobas ki moqnils veranairad ver uwodeb. anu, erTi SexedviT operaciebis aRniSnuli jgufi 
programis gamoyenebis istoriulad damkvidrebul praqtikas ewinaaRmdegeba.  

es marTlac asea, magram dro icvleba da programis momxmareblebis winaSe axali amocanebi 
dgeba. maTgan erT-erTi ukve vaxseneT _ cxrilebis (Cveulebriv, uxilavis) gamoyeneba sabeWdi da 
eleqtronuli blankebis winaswari dizainisa da veb-gverdebis maketirebisTvis sarCulis saxiT. 
msgavsi amocanebis gadawyvetisas cxrilebi miTiTebuli zomis ujredebiT marTlac efeqturia. 
aseTi midgomis magaliTs ganvixilavdiT, rodesac `vxatavdiT~ rTuli struqturis blanks.  

striqonebis sworeba simaRlis mixedviT 

striqonTa jgufisTvis Tanabari simaRlis misaTiTeblad, winaswar unda moiniSnos mTeli 
jgufi. am dros aucileblad unda iqnas gaTvaliswinebuli Semdegi viTarebebi: 

• striqonebi momijnave unda iyos; 

• striqonebi srulad unda iyos moniSnuli, Tavidan bolomde, ujredebis gamoutoveblad; 

• striqonebi unda moiniSnos rogorc erTi mTliani, magaliTad Tagvis gaWimviT. striqo-
nebze dawkapuneba klaviS CTRL-is SeyovnebiT aRniSnul SemTxvevaSi Sedegs ar iZleva (Tumca 
SesaZloa, rom es programis defeqtia, romelic SemdgomSi aRmoifxvreba). 

1. Tagvis gaWimviT moniSneT striqonebis jgufi, romelTa simaRlec unda gaswordes. 
2. instrumentul lentze gaxseniT jgufi Table Tools-cxrilebTan muSaoba ► Layout-maketi ► 

Cell Size-ujredis zoma. 
3. daaWireT sabrZanebo Rilakze Distribute Rows-striqonebis simaRlis sworeba. swori mo-

niSvnisas striqonebi Tanabar simaRles iReben (yvelaze maRali striqonis mixedviT).  

svetebis sworeba siganis mixedviT 

1. Tagvis gaWimviT moniSneT svetebis jgufi, romelTa siganis sworeba aucilebelia. 
2. instrumentul lentze gaxseniT jgufi Table Tools-cxrilebTan muSaoba ► Layout-maketi ► 

Cell Size-ujredis zoma. 
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3. daaWireT sabrZanebo Rilaks Distribute Column-svetebis siganis sworeba (nax. 19.2). Tu sve-
tebi sworad iyo moniSnuli, isini Tanabar siganes miiReben (Sua mniSvnelis mixedviT). winaaRm-
deg SemTxvevaSi gamova Setyobineba im mizezis miTiTebiT, romlis gamoc programa ver axerxebs 
brZanebis Sesrulebas. 
 

 
nax. 19.2. ujredebis zomebis marTvis saSualebebi 

ujredis zomis gansazRvra 

aris SemTxvevebi, rodesac saWiroa ujredis zomebis dadgena iseTi sizustiT, rom Cveule-
brivi sazomi saxazavi amis gakeTebis saSualebas a iZleva. msgavsi amocana Cndeba sabeWdi blan-
kebis SemuSavebisas. programa saSualebas iZleva gazomva maRali sizustiT ganxorcieldes _ 
milimetris meaTed wilebamde. 

1. Tagvis marcxena Rilakis dawkapunebiT gaaaqtiureT saWiro ujredi. 
2. instrumentul lentze gaxseniT jgufi Table Tools-cxrilebTan muSaoba ► Layout-maketi ► 

Cell Size-ujredis zoma. 
3. mindvrebSi Width-sigane da Height-simaRle Sedegi waikiTxeT (nax. 19.2).  

striqonebis simaRlisa da svetebis siganis miTiTeba 

sabeWdi blankebisa da veb-gverdebis proeqtirebisas araiSviaTad Cndeba cxrilebis miTiTe-
bis saWiroeba striqonebis simaRlisa da svetebis siganis konkretuli mniSvnelebiT. am parame-
trebs miuTiTeTben jguf Cell Size-ujredis zomis instrumentebiT. 

1. moniSneT is striqoni (sveti), romlis zomac unda iqnas miTiTebuli. 
2. instrumentul lentze gaxseniT jgufi Table Tools-cxrilebTan muSaoba ► Layout-maketi ► 

Cell Size-ujredis zoma. 
3. striqonis simaRlis mniSvneli SeiyvaneT mindorSi Height-simaRle (svetis siganis mniSv-

neli SeiyvaneT mindorSi Width sigane).  

  
striqonis simaRlis Seyvanisas gaiTvaliswineT, rom arsebobs erTgvari minimaluri simaRle, 

romelis teqstis gaformebis mimdinare stilTan aris dakavSirebuli da striqonis simaRlis 
masze naklebis miTiTeba ar SeiZleba _ programa ar iZleva amis gakeTebis saSualebas. imis Se-
saxeb, Tu rogor unda imoqmedoT aseT SemTxvevaSi, adre giambeT ganyofilebaSi 17.5.  

cxrilebis geometriis xeliT marTva 

avtomaturi saSualebebi _ kargi ramaa, magram xeliT muSaobis gareSec yovelTvis ver gax-
valT iolad. geometriuli Sesworeba xeliT sruldeba Tagvis gadaadgilebis meTodiT. am dros 
Sedegi damokidebulia cxrilSi moniSnuli ujredebis arsebobaze an ararsebobaze. Tu arc er-
Ti ujredi ar aris moniSnuli, vertikaluri sazRvris gadaadgileba mTel svetze moqmedebs. 
analogiurad, horizontaluri sazRvris gadaadgileba moqmedebs mTel striqonze. xolo Tu 
cxrilSi aris moniSnuli ujredi an ujredTa jgufi, sazRvris gadaadgileba aisaxeba mxolod 
moniSnuli ubnis zomebze. 

1. moniSneT ujredi, romlis zomis Secvlac gsurT. 
2. Tagvis mimaniSnebeli miitaneT ujredis sazRvarze _ mimaniSnebeli formas Seicvlis. 
3. Tagvis ZiriTad Rilaks daaWireT da sazRvari axal adgilas gadaitaneT. gadaadgilebis 

dasrulebisas Rilaks xeli auSviT. 

cxrilebis struqturuli formatireba 

teqsturi abzacebis formatirebisgan gansxvavebiT cxrilebis formatirebas mniSvnelovani 
Taviseburebebi aqvs, romlebic orgvari cxriluri bunebidan gamomdinareobs. erTi mxriv, cxri-
lebs aqvT struqtura, meore mxriv ki _ Semadgenloba. formatireba SeiZleba rogorc erTi, ise 

meore komponentis. Word-is cxrilebis SemmuSaveblisTvis mniSvnelovania cxriluri formatire-
bis orgvari bunebis codna da misi gaTvaliswineba muSaobisas, mTavari principis dacviT: Si-
naarsobrivi da struqturuli formatirebis erTianoba. maT erTmaneTi unda Seavson, da ar See-
winaaRmdegon. 
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Tu feris gamoyenebas apirebT cxrilebis formatirebisas da dizaineruli gamocdileba ar 

gaqvT, erT-erTi momzadebuli TemiT isargebleT (Page Layout-gverdis moniSvna ► Themes-Temebi). 
es dadebiTi Sedegis garantiaa da dagazRvevT kritikuli Secdomebisgan.  

cxrilebis struqturuli formatirebis ZiriTadi saSualebebi warmodgenilia CanarTze Ta-
ble Tools-cxrilebTan muSaoba ► Design-konstruqtori. es konteqsturi CanarTi instrumentul 
lentze ixsneba dokumentis SigniT cxrilis aqtivaciisas (nax. 19.3).  
 

 
nax. 19.3. konteqsturi CanarTis `konstruqtoris~ saSualebebi 

cxrilebis eqspres-stilebis gamoyeneba 

SesaZloa, cxriluri eqspres-stilebi _ es Microsoft Word 2007-is versiis mTavari miRwevaa. 
programa yovelTvis gamoirCeoda cxrilebis Seqmnisa da maTi struqturis marTvis moqnili Se-
saZleblobebiT, magram cxrilebis gaformebis aseTi martivi da gamomxatveli saSualebebi man 
pirvelad miiRo. am saSualebebisa SeiZleba SeSurdes bevr samagido sagamomcemlo sistemas. 2007 
wlis versiaSi cxriluri eqspres-stilebi imdenad kargia, rom arc ki ganvixilavT maT Seqmnas 
da maT gamoyenebaze, momarTvasa da redaqtirebaze SevCerdebiT mxolod.  

cxriluri eqspres-stilebi warmodgenilia jgufSi Table Styles-cxrilebis stilebi CanarTze 
Table Tools-cxrilebTan muSaoba ► Design-konstruqtori da organizebulia interaqtiuli gale-
reis principiT. es imas niSnavs, rom Tagvis mimaniSneblis gadaadgilebisas stilebis galereaze, 
mimdinare cxrilis struqturuli formatireba avtomaturad icvleba _ mxolod isRa dagrCe-
niaT, is airCioT, rac saWiroa. 

cxrilebis eqspres-stilebis struqturuli momarTva 

cxrilebis struqturul formatirebas imitomac ewodeba `struqturuli~, rom is uwyvetad 
aris dakavSirebuli cxrilis struqturasTan. magaliTad, cxrilis pirveli striqoni SeiZleba 
Seicavdes svetebis saTaurebs, an arc Seicavdes maT. analogiurad, pirveli sveti SeiZleba Sei-
cavdes striqonebis saTaurebs, an SeiZleba iyos monacemTa sruliad Cveulebrivi sveti. iseTi 
struqturuli elementebis arseboba, rogoricaa saboloo striqoni an saboloo sveti mTlianad 
avtoris Sexedulebebis prerogativaa. masze ukeT aravin icis, rogor struqturul elementebs 
unda Seicavdes misi cxrili.  

aRniSnul sakiTxTan dakavSirebiT Tavisi neba mas SeuZlia aseve gamoxatos almebis jgufis 
meSveobiT Table Style Options-cxrilebis stilebis parametrebi, romelic mdebareobs CanarTze Ta-
ble Tools-cxrilebTan muSaoba ► Design-konstruqtori. jgufSi eqvsi alamia warmodgenili, ro-
melTagan TiToeuli cxrilis garkveul elementze agebs pasuxs (nax. 19.3). saWiro almebis daye-
nebisas, Tqven amavdroulad uzrunvelyofT aRniSnuli elementis gamomxatvel gaformebas 
cxrilebis maketebSi, romlebic warmodgenilia cxriluri eqspres-stilebis galereaSi. 

cxriluri eqspres-stilebis Sesworeba 

cxriluri stilebis SemuSaveba _ ara mxolod xangrZlivi da damqancveli RonisZiebaa, amav-
droulad uzustobebiT savsec. Tu sakmarisi praqtika ar gaqvT, jobs amiT ar dakavdeT. sxva 
saqmea _ msubuqi Sesworeba. erT-erT cxrilur eqspres-stils Tu aiRebs safuZvlad da odnav 
moaxdens mis modificirebas sakuTari dokumentis Taviseburebebis Sesabamisad, damwyebi dizai-
neric ki miiRebs efeqtur da gamomxatvel Sedegs. 

stilis modifikacias axorcieleben dialogur fanjaraSi Modify Style-stilis Secvla, ro-
melic Semdegi saSualebiT ixsneba. 

1. SeqmeniT cxrili nebismieri mosaxerxebeli meTodiT. 
2. gansazRvreT, romeli specialuri struqturuli elementebi sWirdeba cxrils. CarTeT 

Sesabamisi almebi jgufSi Table Tools-cxrilebTan muSaoba ► Design-konstruqtori ► Table Style 
Options-cxrilebis stilebis parametrebi. 

3. TvalasCinoebisTvis SeavseT cxrilSi ramdenime saxasiaTo elementi: saTauris striqonis 
ujredi, pirveli svetis ujredi, kenti da luwi striqonebisa da svetebis ujredebi da a.S.  

4. cxrils Tqveni mosazrebebiT yvelaze Sesaferisi eqspres-stili dauniSneT: Table Tools-
cxrilebTan muSaoba ► Design-konstruqtori ► Table Styles-cxrilebis stilebi. 

5. SeafaseT miRebuli SedeSi. Tu raime ar gakmayofilebT, mimdinare stilis redaqtirebas 
SeudeqiT. 



 

სასწავლო სტუდია PARADOX+, ტელ: 822-18-19-18 155

6. cxriluri eqspres-stilebis galereidan marjvniv daaWireT Rilaks More-damatebiTi para-
metrebi _ is stilebis galereas gaxsnis. 

7. stilebis galereaSi Tagvis marjvena RilakiT daawkapuneT mimdinare stilze da kon-
teqstur meniuSi airCieT brZaneba Modify Table Style-cxrilis stilis Secvla _ gaixsneba dialo-
guri fanjara Modify Style-stilis Secvla, romelic warmodgenilia naxatze 19.4.  

programaSi Casmuli stilebis Sesworeba yovelTvis daiwyeT saxelis miTiTebiT modifici-
rebuli stilisTvis _ es SemdgomSi dagexmarebaT, ar daibneT xelqmnil da araxelqmnil sti-
lebs Soris. 
 

 
nax. 19.4. am dialogur fanjaraSi cxriluri stilis momarTvis modificirebas axdenen 

 
1. mindorSi Name-saxeli SeasworeT stilis saxeli, Tu es aucilebelia. 
2. gaSlad siaSi Apply formatting to-formatirebis gamoyeneba ...-Tan airCieT cxrilis elementi, 

romelTanac unda gamoiyenoT aRniSnuli stili. Cvens magaliTSi stili gamoiyeneba mTel 
cxrilTan (mniSvneli _ Whole table-mTeli cxrili), magram aucileblobis SemTxvevaSi stilis 
moqmedebis areali SeiZleba SeizRudos, magaliTad pirveli striqoniT, pirveli svetiT, erTi 
ujrediT da a.S. 

3. ujredebSi warmodgenili teqstisa da ricxvebisTvis airCieT Sriftis garnitura, simbo-
loebis zoma, maTi moxazuloba da feri. 

4. airCieT sazRvris xazis tipi, misi sisqe da feri. 
5. zogierTi sazRvris xazis asaxva gamorTeT Tqveni Sexedulebisamebr. 
6. SecvaleT ujredis fonuri feri.  

  
Tu gansazRvruli feriTi Temis CarCoebSi muSaobT, ar girCevT xeliT marToT ujredis fo-

ni: metismetad bevri ramis gaTvaliswineba mogiwevT. umjobesia es saqme avtomatikas andoT. 
 
7. miuTiTeT ujredSi monacemebis sworebis meTodi. sworeba funqciuri unda iyos. is damo-

kidebulia gansaTavsebeli monacemebis tipze. dawvrilebiT es sakiTxi ganvixileT ganyofileba-
Si 17.3. 

  
Cveulebrivi teqstis abzacebisgan gansxvavebiT, monacemebi ujredebSi SeiZleba gaswordes 

ara mxolod horizontalurad, aramed vertikaluradac. monacemebs erTi svetis ujredebSi erT-
nairi horizontaluri sworeba unda hqondeT. gamonaklisia saTauris striqonebi. erTi striqo-
nis ujredebSi monacemebs erTnairi vertikaluri sworeba unda hqondeT, gamonaklisis gareSe. 

 
8. Tu aucilebelia, dabrundiT me-2 punqtTan da formatirebisTvis cxrilis sxva elementi 

airCieT. 
9. CarTeT gadamrTveli, romelic gansazRvravs ganxorcielebuli momarTvis Senaxvis ad-

gils (dokumentSi an dokumentis SablonSi).  
10. Tu aucilebelia, SeasworeT teqsturi stilis parametrebi (intervalebi, kidekanebi da 

sxva momarTvebi), romliTac Sedis monacemebi cxrilSi. 
11. cxriluri stili SeinaxeT Rilak OK-ze daWeriT.  
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cxrilisa da misi elementebis CarCoebis gaformeba 

cxrilisa da misi elementebis CarCoebTan muSaobis saukeTeso saSualebaa dialoguri fan-
jara Borders and Shading-sazRvrebi da Seferva. is Zalian hgavs im dialogur fanjaras Borders and 
Shading-sazRvrebi da Seferva, romelic ganvixileT, rodesac SeviswavleT teqstis formatireba 
ganyofilebaSi 7.3, magram misgan imiT gansxvavdeba, rom cxrilebs ara marto garegani sazRvrebi 
aqvT, aramed Sidac (ix. nax. 19.5). cxrilebisTvis aRniSnuli dialoguri fanjara ixsneba brZane-
biT Table Tools-cxrilebTan muSaoba ► Design-konstruqtori ► Table Styles-cxrilebis stilebi ► 
Borders-sazRvrebi ► Borders and Shading-sazRvrebi da Seferva. brZanebis gacemamde cxrili gaaq-
tiurebuli unda iyos, winaaRmdeg SemTxvevaSi CanarTi Design-konstruqtori instrumentul 
lentze ar gaixsneba. 

1. gaxseniT CanarTi Borders-sazRvrebi. 
2. gaSlad siaSi Aooly to-gamoyeneba ...-Tan airCieT elementi, romelTanac gamoiyeneba CarCos 

gaformeba. 
3. airCieT gaformebis sqema, magaliTad All-yvela. es brZaneba aRniSnavs, rom yvela sazRvari 

TvalsaCino unda iyos (rogorc Sida, ise garegani). sqemisTvis Box-CarCo TvalasaCinoebia mxo-
lod garegani sazRvrebi, xolo sqemisTvis Grid-bade piriqiT _ mxolod Sida.  

  
ufro xSirad isargebleT sqemiT None-ara, romelic gamorTavs yvela sazRvris TvalsaCinoe-

bas. misi damatebiTi moqmedeba imaSi mdgomareobs, rom is cxrilis momarTvebis inicializacias 
axdens. davuSvaT, mxolod Sida sazRvrebi asaxeT, mere ki gadawyviteT mxolod gare sazRvrebis 
asaxva. amisaTvis SeiZleba gadaerToT sqemidan Grid-bade sqemaze Box-CarCo, magram umjobesia Su-
aleduri gadasvla gaakeToT sqemaze None-ara. 

4. Tu xazis parametrebi (stili, sisqe da feri) savsebiT gakmayofilebT, daaWireT Rilaks 
OK. xolo Tu xazis parametrebi Sesacvlelia, Semdegnairad imoqmedeT. 

5. daniSneT xazis stili. 
6. daniSneT xazis feri. 
7. daniSneT xazis sisqe. 
8. nimuSis panelze daawkapuneT im Rilaks, romelic Seesabameba Sesacvlel xazs. 
9. gaimeoreT me-5-me-8 punqtebis moqmedebebi yvela im xazisTvis, romelTa parametrebi unda 

Seicvalos. 
10. muSaobis dasrulebisTanave daxureT dialoguri fanjara RilakiT OK.  

 

 
nax. 19.5. cxrilisa da misi elementebis CarCoebis gaformebis mimdevroba 

EXCEL-is cxrilebi WORD-is dokumentebSi 

Word-is cxrilebi _ savsebiT efeqturi saSualebaa teqsturi cxrilebisa da blankebis Se-
saqmnelad, magram Tu laparakia ricxobriv cxrilebze, maSin Microsoft Excel-ze ukeTes saSualebas 
ver ipoviT. misi erT-erTi Rirsebaa _ avtomaturi gamoTvlebi. Tu es is aris, rac Tqven gWirde-
baT, azri aqvs Tqveni cxrilebis Excel-Si Seqmnas, mere ki maT importirebas teqstur procesor 
Word-Si.  

arsebobs Excel-is cxrilebis Word-is dokumentebSi Casmis araerTi saSualeba. isini imiT 
gansxvavdeba erTmaneTisgan, Tu rogor imoqmedeben cxrilebi Casmis Semdeg. cxrili SeiZleba 
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iyos Cveulebrivi, fiqsirebuli struqturisa da monacemebis mqone, magram is SeiZleba iyos di-
namikuric. am ukanasknel SemTxvevaSi monacemebis garda is kavSiris saSualebebsac Seicavs. aseT 
cxrilze ormagi dawkapunebiT ixsneba Excel-is fanjara. rasakvirvelia, dinamikuri cxrilebi ar 
xsnian TavianT Taviseburebebs qaRaldis dokumentebSi. maTi gamoyenebis ubani eleqtronuli do-
kumentebia. 

Excel-is pasiuri cxrilebis Casma 

Microsoft Office 2007-is yvela danarTi mWidrod integrirebs erTmaneTTan, da bevri iqidan, rac 
erT programaSia Seqmnili, SeiZleba sxva programaSi iqnas gamoyenebuli. magaliTia Excel-is 
cxrilebis gadatana Word-is dokumentebSi gacvlis buferis saSualebiT. 

1. programa Microsoft Excel 2007-Si SeqmeniT saWiro cxrili (nax. 17.16). 
2. Tagvis gaWimviT moniSneT samuSao listze ujredebis diapazoni. 
3. daakopireT moniSnuli diapazoni gacvlis buferSi: Home-mTavari ► Clipboard-gacvlis 

buferi ► Copy-kopireba (CTRL+C). 
4. programaSi Microsoft Word gaxseniT dokumenti, romelSic ivaraudeba cxrilis Casma. 
5. daayeneT kursori Casmis wertilSi 
6. CasviT cxrili brZanebiT Home-mTavari ► Clipboard-gacvlis buferi ► Paste-Casma (CTRL + 

V). 
amgvarad Casmul cxrilTan SemdgomSi iseve SeiZleba manipulireba, rogorc Microsoft Word-is 

Cveulebriv cxrilTan.  
 

 
nax. 17.16. Excel-is cxrilebis Casma Word-is dokumentebSi 

cxrilebis gaerTianeba Casmisas 

Tu Excel-is cxrili Word-is dokumentSi uSualod adre Casmuli (Seqmnili) cxrilis qveS is-
meba, es cxrilebi SeiZleba gaerTiandes. operacia emsaxureba rTuli cxrilebis formirebas 
calkeuli fragmentebisgan da xorcieldeba konteqsturi menius daxmarebiT. 

1. programaSi Microsoft Excel 2007 moniSneT pirveli cxrili. 
2. daakopireT moniSnuli diapazoni gacvlis buferSi: Home-mTavari ► Clipboard-gacvlis 

buferi ► Copy-kopireba (CTRL+C). 
3. programa Word-Si CasviT cxrili brZanebiT Home-mTavari ► Clipboard-gacvlis buferi ► 

Paste-Casma (CTRL + V).  
4. programaSi Microsoft Excel 2007 moniSneT meore cxrili da daakopireT gacvlis buferSi.  
5. Word-is dokumentSi daayeneT kursori uSualod pirveli cxrilis qveS da daaWireT Tag-

vis marjvena Rilaks _ gaixsneba konteqsturi meniu. 
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6. konteqstur meniuSi gamoiyeneT brZaneba Paste by Appending Table-damatebis cxrilSi Casma _ 
orive cxrili Seirwymeba. Tu svetebis sazRvrebi ar emTxveva erTmaneTs, isini SeiZleba Ses-
wordes TagviT gadaadgilebiT.  

cxrilis `Calageba~ 

`Calageba~ _ rTuli struqturis cxrilis Seqmnis efeqturi ileTia. is sruldeba erTi 
cxrilis CasmiT sxva cxrilis ujredSi (an moniSnuli ujredebis jgufSi).  

1. daakopireT Microsoft Excel-is ujredTa diapazoni Microsoft Word-is dokumentSi.  
2. programaSi Microsoft Excel 2007 moniSneT meore cxrili da daakopireT gacvlis buferSi. 

3. daayeneT kursori Word-is cxrilis erT-erT ujredSi da daaWireT Tagvis marjvena Ri-
laks _ gaixsneba konteqsturi meniu. 

4. konteqstur meniuSi airCieT brZaneba Paste as Nested Table-Caisvas rogorc Calagebuli 
cxrili. 

Excel-is cxrilis Seqmna Word-is dokumentSi 

Excel-is eleqtronuli cxrili SeiZleba Seiqmnas uSualod Word-is dokumentSi. am SemTxveva-
Si is moqmedebs rogorc obieqti, romelic inarCunebs kavSirs Tavis mSobel danarTTan, anu 

programa Microsoft Excel 2007-Tan. am obieqts ewodeba `samuSao listi~, Tumca ki aseTi saxelwode-

ba mTlad swori ar aris. sinamdvileSi Word-is dokumentSi iqmneba ara erTi samuSao listi, 
aramed mTeli samuSao wigni _ samuSao listebis dasta. 

kavSiri Casmul obieqtsa da mSobel danarTs Soris aqtiurdeba an obieqtze ormagi dawkapu-

nebiT, an obieqtis konteqsturi menius saSualebiT. am dros Word-is dokumentSi ixsneba Excel-is 
samuSao paneli, romelzec warmodgenilia cxrili gadaxedvis marTvis aucilebeli elementebiT, 

aseve Excel-is instrumentuli lenti cxrilebis momsaxurebis saSualebebis Tavisi nakrebiT.  
1. kursori dokumentis im adgilas daayeneT, sadac varaudobT cxrilis Casmas. 

2. gaxseniT CanarTi Insert-Casma. 
3. gaxseniT jgufi Tables-cxrilebi. 

4. gaeciT brZaneba Excel Spreadsheet-Excel-is cxrili _ dokumentSi gaixsneba Excel-is paneli 
(nax. 17.17).  

5. monacemebi ujredebSi SeiyvaneT. 

6. Tu aucilebelia, SeqmeniT damatebiTi samuSao listebi. es xdeba Rilak Insert Worksheet-
listebis Casmaze dawkapunebiT. 

7. muSaobis dasrulebisTanave TagviT daawkapuneT Excel-is panelis farglebs gareT da pa-

neli daixureba. Seqmnili samuSao wigni aisaxeba Word-is dokumentSi im listis fragmentiT, ro-
melTanac bolos muSaobdiT.  
 

 
nax. 17.17. eleqtronuli cxrilis Seqmna teqstur dokumentSi 

Excel-is cxrilebis failidan Casma 

Tu Exckl-is samuSao wigni ukve arsebobs da failis saxiT inaxeba, is SeiZleba Caisvas Word-
is dokumentSi obieqtebis Casmis teqnologiiT.  

1. kursori daayeneT dokumentis im nawilSi, sadac cxrilis Casma ivaraudeba. 
2. gaxseniT CanarTi Insert-Casma, 
3. gaxseniT jgufi Text-teqsti. 
4. gaxseniT meniu Object-obieqti. 
5. gaeciT brZaneba Object-obieqtis Casma _ gaixsneba dialoguri fanjara Object-obieqtis Cas-

ma (nax. 17.18). 
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nax. 17.18. eleqtronuli cxrilis Casma failidan 

 
6. gaxseniT CanarTi Create from file-failidan Seqmna. 
7. sabrZanebo Rilakis Browse-mimoxilvis meSveobiT ipoveT Excel-is eleqtronuli cxrilis 

faili. 
8. Tu gsurT, rom cxrili dinamikuri iyos, daayeneT alami Link to file-failTan kavSiri. am 

SemTxvevaSi Excel-Si monacemebis Secvlisas Word-Si Sesworeba avtomaturad moxdeba. 
9. Tu cxrili damatebiTia da ar unda daikavos adgili dokumentSi, daayeneT alami Display 

as icon-niSnis saxiT. is, visac moesurveba cxrilis axlodan Sexedva, mas am niSanze ormagi daw-
kapunebiT gaxsnis. 

10. operacia daasruleT RilakiT OK. 

gakveTili. (zog.-6, gaZ.-10)  struqturuli diagramebi 
rogorc ricxobrivi, ise struqturuli diagramebi dokumentSi ilustrirebuli masalis 

damxmare rols asruleben, magram maT sxva funqciuri daniSnuleba aqvT. struqturuli diagra-
mebi warmoadgenen urTierTobas obieqtebs Soris, gamoxataven maT daqvemdebarebas da maT Soris 
kavSirebis demonstrirebas axdenen.  

Microsoft Office 2007-is paketis terminebSi struqturul diagramebs ewodeba `SmartArt-is naxate-
bi~. miuxedavad amisa, Cven maT mivakuTvnebT ara naxatebs, aramed swored diagramebs. es imasTan 
aris dakavSirebuli, rom ricxobrivi da struqturuli diagramebis Seqmnis meTodika Zalian 
hgavs erTmaneTs. muSaoba iwyeba namzadis CasmiTa da diagramis tipis arCeviT. SemdgomSi misi 
struqturis redaqtireba (maketireba) modis, romelic gaformebis momarTviT (formatirebiT) 
mTavrdeba.  

struqturuli diagramis Casma 

struqturuli diagramebi konstruirdeba calkeuli elementebidan, Tanac es interaqtiurad 
xdeba. misi calkeuli elementebis zomebi, garegnuli saxe da teqsturi Semadgenloba SeiZleba 
Zalian farTo farglebSi Seicvalos.  

1. kursori im adgilas daayeneT, sadac apirebT diagramis Casmas. 
2. gaxseniT CanarTi Insert-Casma. jgufSi Illustrations-ilustraciebi daaWireT Rilaks SmartArt-

is naxatis Casma _ gaixsneba dialoguri fanjara SmartArt-is naxatis arCeva (nax. 23.1). 
3. airCieT struqturuli diagramis tipi. arCevisas ixelmZRvaneleT tipis mokle aRweriT 

panelze marjvniv. 
4. mocemuli tipisTvis airCieT diagramis erT-erT saxe. 
5. diagrama CasviT ormagi dawkapunebiT an Rilak OK-ze daWeriT. 

struqturuli diagramebis saxeebi 

Microsoft Word-is mimdinare versia warmoadgens Semdegi Svidi tipis 80 saxeobis diagramas: 
sias, process, cikls, ierarqias, kavSirebs, matricasa da piramidas. diagramis tipis arCeva gani-
sazRvreba misi funqciuri daniSnulebiT.  
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nax. 23.1. struqturuli diagramebis Seqmnis saSualeba 

sia 

sias ori saxasiaTo Tavisebureba aqvs. jer erTi, misi elementebi erTgvarovania (SeiZleba 
iTqvas, Tanabaruflebianni) da erT doneze moqmedeben, meorec, isini ar aris mowesrigebuli, an, 
ukidures SemTxvevaSi, ar saWiroeben mowesrigebas. saxasiaTo magaliTia: erTi asortimentuli 
jgufis saqonlis sia. ase magaliTad, marwyvis iogurts araviTari upiratesoba ar aqvs gargaris 
iogurtTan SedarebiT, sanam isini daxlze devs da ara kuWSi.  

arsebobs aseve siebis gafarToebuli formebi, romlebic saSualebas iZlevian naCvenebi iyos 
ara mxolod erTgvarovani elementebi, aramed maTi jgufebic (nax. 23.2). Tumca am SemTxvevaSic 
erTgvarovnebisa da Tanabaruflebianobis principi ZalaSi rCeba, ubralod is sxvadasxva doneze 
moqmedebs: jgufebis doneze _ calke, da elementebis doneze _ calke.  

 
nax. 23.2. dajgufebis mqone siis magaliTi 

procesi 

diagramebis es tipi mosaxerxebelia mravalSriani procesebis demonstrirebisa da movlene-
bi, romlebic droSi viTardeba, Tumca mas kidev erTi Rirseba aqvs. rogorc aRmoCnda, procese-
bis diagramebis gamoyeneba SeiZleba ara mxolod procesebisTvis, aramed mowesrigebuli sie-
bisTvis, romlebSic TiToeul elements Tavisi gansazRvruli adgili aqvs. ase magaliTad, kom-
piuteris awyobis procesis warmodgena ar aris rTuli operaciebis mowesrigebuli siis saxiT 
(nax. 23.3).  
 

 
nax. 23.3. processa da mowesrigebul sias bevri aqvT saerTo 

cikli 

cikluri diagramebi emsaxureba im procesebis demonstrirebas, romlebsac perioduloba 
aqvT. aseTi procesebi sakmaod xSiria bunebaSi, teqnikasa da ekonomikaSi (nax. 23.4). cnobili ma-
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galiTebia: weliwadis droebis cvla, Siga wvis Zravis oTxtaqtiani muSaoba, manqanebisa da mo-
wyobilobebis amortizacia da renovacia. 

 

 
nax. 23.4. cikluri movlenebis magaliTebi 

ierarqia  

es struqturuli diagramebis yvelaze gavrcelebuli tipia, romelic centralur adgils 
ikavebs bevr dokumentSi. sakmarisia iTqvas, rom aRniSnuli kategoriis saxeobebis siaSi pirvel 
adgilze organizaciuli diagrama dgas (nax. 23.5). programa Microsoft Office-is warsul gamoSvebeb-
Si organizaciuli diagramebi marto warmoadgendnen struqturuli diagramebis yvela saxeobas. 

ierarqiuli struqturebis daxmarebiT mosaxerxebelia warmodgindes: 

• qveganyofilebebis organizaciuli struqturebi; 

• rTuli sistemebis elementebs Soris urTierTkavSirebi; 

• gantotebuli procesebi, magaliTad gamoTvliTi; 

• kompiuteruli programebis algoriTmebi; 

• veb-gverdebis struqtura; 

• da bevri sxva ram.  
 

 
nax. 23.5. veb-gverdis struqtura organizaciul diagramaze 

kavSirebi 

am tipis struqturuli diagramebis ZiriTadi daniSnuleba _ sufTa ilustraciulia. krea-
tiul, mTlianad originalur maneraSi, isini konteineruli tipis obieqtebis (kompoziciuri da 
jgufuri) struqturis demonstrirebas axdenen. pirvel rigSi, isini uCveneben kompoziciis an 
jgufis warmoqmnis princips, meorec _ axdenen im kavSirebis demonstrirebas, romlebic am dros 
elementebs Soris Cndeba (nax. 23.6).  

 

 
nax. 23.6. kreatiuli warmodgena veb-gverdis elementebs Soris kavSirebis Sesaxeb 
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matrica da piramida 

am tipis struqturuli diagramebi meoradebia. faqtobrivad, es aris kavSiris diagramebis 
saxesxvaoba, romelic sul axlaxan ganvixileT. rogorc matrica, ise piramida _ konteineruli 
obieqtebia, romlebic Sedgeba elementebisgan, romelTa Sorisac SeiZleba arsebobdes kavSirebi 
da urTierTobebi. Cveulebriv matricas iyeneben, roca kompoziciis warmomqmnel elementebs Ta-
nabari mniSvneloba aqvT (nax. 23.7), xolo piramidebs _ rodesac elementebs Soris daqvemdebare-
badoba aris (nax. 23.8).  
 

 
nax. 23.7. matrica warmoadgens sxvadasxvamniSvnelovani elementebis struqturas 

 
nax. 23.8. piramida warmoadgens sxvadasxva mniSvnelobis elementebis struqturas 

operaciebi struqturul diagramasTan 

sanam diagramasTan saTanado operaciebs CaatarebdeT, is unda moniSnoT. am dros mniSvnelo-
vania mTeli diagramis moniSvna, da ara misi romelime elementis, magaliTad figuris. rom ar 
SecdeT da Seucdomlad CaataroT operaciebi diagramasTan, misi CarCo da markerebi gamoiyeneT, 
romlebic kuTxeebsa da gverdebzea ganTavsebuli. CarCoze mitanisas Tagvis mimaniSnebeli for-
mas icvlis. am mdgomareobaSi diagramasTan SeiZleba imuSaoT rogorc erT mTlianobasTan, kuT-
xovani da gverdiTa markerebi diagramis zomebis Secvlas emsaxureba. 

gansakuTrebul rols TamaSobs teqsturi ubnis markeri (nax. 23.9). is xsnis damatebiT pa-
nels, romelic diagramis teqstTan muSaobas emsaxureba.  

 
nax. 23.9. struqturuli diagramis markerebi 

diagramis waSla 

diagramis waSlis umartivesi meqanizmi konteqsturi menius meSveobiT moqmedebs. 
1. daawkapuneT sadme diagramis ubanSi, raTa misi struqtura gamoavlinoT. 
2. Tagvis mimaniSnebeli miitaneT diagramis CarCoze da daelodeT, sanam is jvris msgavs 

formas miiRebs. 
3. Tagvis marjvena RilakiT daawkapuneT _ gaixsneba konteqsturi meniu. 
4. konteqstur meniuSi airCieT brZaneba Cut-amoWra _ diagrama waiSleba. 
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diagrama ara ubralod waiSleba, aramed gadainacvlebs Windows-is gacvlis buferSi, ase 

rom, garkveuli drois Semdeg Tu is gagaxsendebaT, SegiZliaT kvlav CasvaT dokumentSi. 

diagramis gadaadgileba 

gulisxmobis mixedviT diagramebi, iseve rogorc nebismieri sxva ilustraciebi, dokumentSi 
Caewyoba striqonSi poziciasTan mibmiT. anu maTTvis ar aris navaraudevi dokumentSi gadaadgi-
leba striqonTan erTad bunebrivi gadaadgilebisgan mowyvetiT teqstis Seyvanis, redaqtirebisa 
da formatirebis msvlelobisas. Tumca diagramis gadaadgileba mainc SeiZleba, Tu mas Tavisuf-
als gaxdiT. amitom sanam diagramas gadaitandeT, gaaTavisufleT. 

1. dawkapunebiT moniSneT diagrama _ instrumentul lentze gaixsneba konteqsturi CanarTe-
bi SmartArt-is obieqtebTan samuSaod.  

2. gaxseniT CanarTi SmartArt Tools- SmartArt-is naxatebTan muSaoba ► Format-formati.  
3. gaxseniT jgufi Arrange-mowesrigeba, xolo masSi _ meniu Text Wrapping-teqstiT Semovleba. 
4. Tu aq dayenebulia Semovlebis tipi In Line with Text-teqstSi, es imas niSnavs, rom diagrama 

striqonSia Casmuli. mis gasaTavisufleblad, airCieT Semovlebis nebismieri sxva reJimi. yve-
laze ukonfliqto reJimebia Square-CarCos irgvliv da Top and bottom-zemoT da qvemoT. swored am 
reJimebiT sargebloben umravles SemTxvevaSi dokumentebis Seqmnisas. 

5. Tagvis mimaniSnebeli miitaneT erT-erT kuTxovan markerze da daelodeT, sanam ar Seic-
vlis formas jvaredinad. 

6. diagrama dokumentis sxva adgilas gadaitaneT. 
7. gadatanis dasrulebisTanave Tagvis Rilaks xeli auSviT. 

  
Tu aucilebelia diagramis gadatana Zalian did manZilze (erT gverdze met manZilze), yve-

laze efeqturi ileTia _ amis gakeTeba gacvlis buferis saSualebiT: amoWra da mere axal ad-
gilas Casma. 

diagramis zomis Secvla 

Tu struqturuli diagrama Tqvens dokumentebSi iSviaTi stumaria, misi zoma SegiZliaT ro-
gorc gindaT, ise SecvaloT: an xeliT, an instrumentuli saSualebebis daxmarebiT. xeliT dia-
gramis zomas cvlian erT-erTi markeris gaWimviT. markerebi diagramis gverdebze misi siganis an 
simaRlis Secvlas emsaxurebian. kuTxovan markerze wamovlebiT gaWimva saSualebas iZleva 
erTdroulad ori zoma Seicvalos (nax. 23.9). 

Tu diagramebi dokumentSi aqtiurad gamoiyeneba, xelis saSualebebiT jobs ar isargebloT 
_ maTTan erTad Znelia diagramebis geometriuli erTgvarovnebis uzrunvelyofa. am SemTxvevaSi 
instrumentuli saSualebebiT isargebleT. 

1. dawkapunebiT moniSneT diagrama _ instrumentul lentze gaixsneba konteqsturi CanarTe-
bi SmartArt-is obieqtebTan samuSaod. 

2. gaxseniT CanarTi SmartArt Tools-naxatebTan muSaoba ► Format-formati. 
3. gaxseniT jgufi Size-zoma, masSi ki SeavseT mindvrebi Height-simaRle da Width-sigane. dia-

gramis zoma Sesabamisad Seicvleba. 

struqturuli diagramebis Sesworeba 

struqturuli diagramebi sami tipis elementebisgan Sedgeba: figurebis, teqsturi elemente-
bisa da kavSirebisgan (nax. 23.10). teqsturi elementebi figurebSi ganTavsdebian, figurebs Soris 
ki kavSirebi moqmedebs. Sesabamisad, struqturuli diagramebis Sesworeba gulisxmobs TiToeuli 
miTiTebuli elementis da maTi kombinaciebis Sesworebas. 

 
nax. 23.10. teqsti, figurebi da kavSirebi _ struqturuli diagramebis sami komponenti 
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teqstis Sesworeba 

teqsti struqturuli diagramebis safuZvelia. diagrama teqstis gareSe _ Cveulebrivi nax-
atia. teqsts eqvemdebareba diagramis struqtura da misi gaformeba. maTi ZiriTadi amocanaa: ise 
warmoadginon teqsturi elementebi, rom maT avtoris mier dasaxul miznebs rac SeiZleba efeq-
turad miaRwion.  

struqturuli diagramebis umravlesobaSi teqsti siiT aris warmodgenili. sia SeiZleba 
iyos erTdoniani, ordoniani da mravaldoniani. aseve ganasxvaveben mowesrigebul da mouwesrige-
bel siebs. sabazo siis struqturis swori gageba Zalian mniSvnelovania diagramis yvelaze 
efeqturi maketis asarCevad. 

sabazo siis elementebi ganTavsebulia figurebSi, romlebic diagramis struqturas qmnian. 
isini avtomaturad Tavsdeba diagramis Seqmnis momentSi da warmodgenilia gulisxmobiT miRe-
buli Sablonuri mniSvneliT Text-[teqsti]. faqtobrivi mniSvnelis Seyvana Sablonuri mniSvnelis 
SesworebiT sruldeba. 

arsebobs struqturuli diagramis figurebSi teqstis Sesworebis ori meTodi: Sesworeba 
adgilze da Sesworeba teqstur ubanSi. yvelaze TvalsaCino, Tumca ki ara yvelaze mosaxerxe-
beli meTodia _ teqstis uSualo Sesworeba adgilze. daawkapuneT Sesanacvlebel Canawerze da 
saWiro Semadgenloba SeiyvaneT.  

Seyvanis alternatiuli saSualebaa _ teqsturi ubani. ase ewodeba specialur panels, ro-
melic struqturuli diagramis Sesabamis markerze dawkapunebiT ixsneba (nax. 23.11). es yvelaze 
mosaxerxebeli saSualebaa teqsturi monacemebis Sesayvanad da miTiTebuli struqturis Car-
CoebSi maTi urTierTqmedebis samarTavad.  

teqsturi ubani aseve SeiZleba gaixsnas instrumentuli lentis meSveobiT. es xdeba RilakiT 
Text Pane-teqstis ubani, romelic mdebareobs jgufSi Create Graphic-naxatis Seqmna konteqstur 
CanarTze SmartArt Tools - SmartArt-is naxatebTan muSaoba ► Design-konstruqtori. 

 

 
nax. 23.11. monacemebi, romlebic teqstur ubanSia Seyvanili, struqturuli diagramis figu-

rebSi miedineba 

maketis Sesworeba 

struqturuli diagramis elementebs Soris kavSirebis moqmedebis meqanizmi maketiT gani-
sazRvreba. kavSirebi ar redaqtirdeba: isini avtomaturad iqmneba diagramis tipis Sesabamisad. 
Tu aucilebelia kavSirebis Secvla, romlebic elementebs Soris moqmedebs, SecvaleT diagramis 
maketi an misi tipi. 

1. Tagvis dawkapunebiT moniSneT struqturuli diagrama _ instrumentul lentze gaixsneba 
konteqsturi CanarTi SmartArt Tools -  naxatebTan muSaoba ► Design-konstruqtori. 

2. jgufSi Layouts-maketebi _ gaixsneba diagramebis maketebis koleqcia. (nax. 23.12). 
3. airCieT saWiro maketi. 
4. Tu gsurT diagramis tipis Secvla, gaeciT brZaneba More Layouts -sxva maketebi. is xsnis 

CvenTvis ukve nacnob dialogur fanjaras SmartArt-is naxatis arCeva. 
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nax. 23.12. struqturuli diagramis maketis cvla 

struqturis konfliqtebi 

1. Cveulebriv diagramis struqtura sabazo siis struqturas Seesabameba, romelic mis sa-
fuZvelSia. diagramis Seqmnisas es Sesabamisoba avtomaturad miiRweva. ase magaliTad, Tu maket 
Table Hierarchy-cxriluri ierarqia SevcvliT  maketiT Table List-cxriluri sia arCevisas, Cven vi-
RebT ordonian struqturas SezRuduli zeda doniT: is ar SeiZleba Seicavdes erT elementze 
mets (nax. 23.13). 

2. zeda donis meore elementis Seyvanis mcdelobisas teqstis ubnis daxmarebiT, Cndeba 
struqturis konfliqti. is kompromisulad gadaiWreba. programa ar Cqarobs uari uTxras momx-
marebels arastruqturuli elementis Seqmnis uflebaze, radgan struqtura _ moqnili ramaa da 
momavalSi SeiZleba Seicvalos. magram diagramaze aseTi arastruqturuli elementi ar aisaxeba, 
xolo teqstur ubanSi programa mas wiTeli feriTa da specialuri niSniT aRniSnavs. 

3. xolo rodesac momxmarebeli Secvlis diagramis tips, magaliTad, Table List-cxriluri 
siis nacvlad gamoiyenebs Table Hierarchy-cxriluri ierarqias, dafaruli elementi diagramis Se-
madgenlobaSi Seva.  

analogiurad Cndeba konfliqtebi piriqiTac _ ufro rTuli struqturidan ufro martivze 
gadasvlisas. yuradRebiT iyaviT: am dros SesaZlebelia calkeuli elementebis vizualuri da-
kargva. amavdroulad aravizualur warmodgenaSi aseTi elementebi inaxeba, magram ara didxans _ 
sanam dokumenti gaxsnilia, isini SeiZleba dainaxoT, Tu teqstur ubans gaxsniT.  

 

 
nax. 23.13. Tu sabazo siis struqtura ar Seesabameba diagramis struqturas, maT Soris kon-

fliqti Cndeba 

diagramebis gaformeba 

struqturuli diagramebis gaformebis ZiriTadi elementebi figurebia. isini konteinerebis 
funqciebs asruleben teqstisTvis da teqsturi elementebis gamomxatvelobis amaRlebas emsax-
urebian. figurebis formatis marTvis saSualebebi warmodgenilia cxrilSi 23.1.  
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cxrili 23.1. struqturuli diagramebis gaformeba 
 
moqmedeba brZaneba 
transformacia 
figuris gazrda Format-formati ► Shapes-figurebi ►Larger- ufro msxvili 
figurebis Semcireba Format-formati ► Shapes-figurebi ►Smaller- ufro wvrili 
figuris formis Secvla Format-formati ► Shapes-figurebi ► Change Shape-figuris Secvla 
figuris mobruneba Format-formati ► Arrange-mowesrigeba ►Rotate- mobruneba 
Tvisebebis marTva 

standartuli feris 
Casxma 

Format-formati ► Shape Styles-figurebis stilebi ► Shape Fill-
figuris Seferva ► Theme colors-Temis ferebi 

nebismieri feris Casxma 
Format-formati ► Shape Styles-figurebis stilebi ► Shape Fill-
figuris Seferva ► More Fill Colors-Sefervis sxva ferebi 

gradaciuli Seferva 
Format-formati ► Shape Styles- figurebis stilebi ► Shape fill-
figuris Seferva ► Gradient-gradaciuli 

gamosaxulebiT Seferva 
Format-formati ► Shape Styles- figurebis stilebi ► Shape fill-
figuris Seferva ►Picture-naxati 

teqsturiT Seferva 
Format-formati ► Shape Styles- figurebis stilebi ► Shape fill-
figuris Seferva ►Texture- teqstura 

konturis feris 
momarTva 

Format-formati ► Shape Styles-  figurebis stilebi ► Shape Outline-
konturis Seferva ►Theme Colors- Temis ferebi 

konturis dafarva 
Format-formati ► Shape Styles-  figurebis stilebi ► Shape Outline-
konturis Seferva ► No Outline-konturi ar aris 

konturis sisqis 
momarTva 

Format-formati ► Shape Styles-  figurebis stilebi ► Shape Outline-
konturis Seferva ► Weight-konturi sisqis arCeva 

konturis Strixis 
parametrebis momarTva 

Format-formati ► Shape Styles-   figurebis stilebi ► Shape Outline-
konturis Seferva ► Dashes-Strixebi 

moculobiTi efeqtebis 
momarTva 

Format-formati ► Shape Styles-    figurebis stilebi ► Shape Effects- 
efeqtebi figurebisTvis 

stilizacia 

diagramis stilizacia 
Design-konstruqtori ► SmartArt Styles-SmartArt-is stilebi ► Change 
Colors-ferebis Secvla 

figuris stilizacia Format-formati ► Shape Styles-figurebis stilebi 
samganzomilebiani 
efeqtebi 

Design-konstruqtori ► SmartArt-is stilebi  

moculobiTi efeqtebi 
Format-formati ► Shape Styles-figurebis stilebi ► Shape Effects-
efeqtebi figurebisTvis 

teqstis gaformeba 
simboloebis konturis 
feri 

Format-formati ► WordArt Styles- WordArt-is stilebi ►Text Outline- 
teqstis konturi 

simboloebis Sefervis 
feri 

Format-formati ► WordArt Styles-  WordArt-is stilebi ►Text Fill- 
teqstis Seferva 

moculobiTi efeqtebi 
teqstisTvis 

Format-formati ► WordArt Styles-  WordArt-is stilebi ► animacia 

teqstis stiluri 
gaformeba 

Format-formati ► WordArt Styles-  WordArt-is stilebi ► eqspres-
stilebi 

teqstis stiluri 
gaformebis gauqmeba 

Format-formati ► WordArt Styles-  WordArt-is stilebi ► eqspres-
stilebi ► Clear WardArt Styles-WordArt-is formatirebis gasufTaveba 

Sriftis garnituris 
cvla 

Home-mTavari ►Font- Srifti ► Font-Srifti 

Sriftis zomis Secvla Home-mTavari ► Font-Srifti ►Size- Sriftis zoma 

organizaciuli diagramebi 

organizaciuli diagramebi gansakuTrebul adgils ikaveben struqturuli diagramebis far-
To speqtrSi. isini ierarqiuli struqturebis modelirebas emsaxurebian.  
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ierarqiul struqturebTan Zalian xSirad gviwevs muSaoba, bunebaSi, sazogadoebasa da teq-
nikaSi isini yvelgan gamoiyeneba. ierarqiuli struqturebiT gamoixateba rgolebis daqvemdebare-
ba administraciuli marTvis sistemaSi, modelirdeba kavSirebi cocxal bunebaSi, warmodgindeba 
organizmebis ganviTarebisa da nawarmis damzadebis procesebi. ierarqiuli struqturebiT SeiZ-
leba gamoixatos iseTi erTi SexedviT sruliad aramsgavsi raRaceebi, rogoricaa veb-saitis ru-
ka, saWadrako partiis ganviTarebis prognozi, rTuli detalis damuSavebis procesi da silama-
zis konkursisTvis pretendentebis SerCevis procedura. es yvelaferi da bevri sxva ram SeiZle-
ba aisaxos grafikulad organizaciuli diagramis saxiT, magaliTad, ise, rogorc naCvenebia nax-
atze 13.14. 

 

 
nax. 23.14. realuri samyaros uamravi sistema da procesi TvalsaCinod xorcieldeba organi-

zaciuli diagramebis meSveobiT 

organizaciuli diagramebis Seqmna 

organizaciuli diagramebis gansakuTrebuli praqtikuli mniSvnelobis gaTvaliswinebiT 
teqstur procesorSi Microsoft Word SedarebiT didi xania realizebulia programuli saSualeba 
maTi Seqmnisa da redaqtirebisTvis _ Organization Chart, xolo versiaSi Word 2002 am saSualebis 
safuZvelze Seiqmna specialuri instrumentuli paneli _ Organization Chart-organizaciuli dia-
grama. 

Microsoft Word-is axlandel versiaSi es paneli ar aris. ivaraudeba, rom SmartArt-is naxatebis 
Seqmnis saSualeba mzad aris daakmayofilos struqturuli diagramebis nebismieri saxeobis 
SeqmnisTvis yvela moTxovna, maT Soris organizaciulisac. Tumca programuli zednaSeni Organi-
zation Chart-organizaciuli diagrama arsad wasula. is Zveleburad xelmisawvdomia, da vinc mieC-
via misiT sargeblobas, SeuZlia mas ar daemSvidobos. xolo vinc mas jer kidev ar icnobs, vu-
karnaxebT, rom rTuli ierarqiuli struqturebis Seqmna misi daxmarebiT ramdenadme iolia, vi-
dre SmartArt-is naxatebis Seqmnis saSualebebis daxmarebiT. es zednaSeni amoqmeddeba dokumentSi 
organizaciuli diagramis Casmis momentSi. 

rogorc Tavi-21 – is “kiTxva-pasuxSi” avRniSneT Tu fails SevinaxavT formatiT DOT , maSin 
SmartArt-is Rilakze daWerisas gaixsneba fanjara Diagram Gallery. (nax. 23.15). 

 

 
nax. 23.15. organizaciuli diagramis namzadis Casmis fanjara 
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organizaciuli diagramebis redaqtirebis saSualeba 

organizaciuli diagramebis redaqtireba _ es ubralod maTi koreqciis procedura ar aris. 
mocemul SemTxvevaSi redaqtireba _ diagramebis Seqmnis meqanizmia, radgan diagramis Seqmnis 
brZanebiT miviReT standartuli namzadi. misgan imis gakeTeba, rac sinamdvileSia saWiro _ re-
daqtirebis amocanaa.  

organizaciuli diagramebis redaqtirebis saSualeba ganTavsebulia Organization Chart Tools-
organizaciuli diagramasTan muSaoba  ► Format-formati. (nax. 23.16). misi garCeva mogvindia 
mkiTxvelisaTvis, rac Cveni aqriT ar unda iyos rTuli. 
 

 
nax. 23.16. organizaciuli diagramasTan samuSao CanarTi 

dokumentebis beWdva 

beWdva _ es aris dokumentis momzadebis saboloo etapi. sabeWdi asli warmomadgenlobiT 
funqciebs asrulebs. mas gadascemen damkveTs, momxmarebels, mimRebs. is bevrwilad gansazRvravs, 
ramdenad aris mzad dokumenti masze dakisrebuli amocanebis Sesasruleblad. dokuments beWda-
ven an sabeWd mowyobilobaze (printerze), an sabeWdi gverdis eleqtronuli saxis Seqmnisas 
(failSi beWdva).  

dokumentis swrafi beWdva 

swrafi beWdva dokumentis beWdvis yvelaze operatiuli meTodia. is amoqmeddeba brZanebiT 
Office ► Print ► Quick Print-Office ► beWdva ► swrafi beWdva. am dros mimdinare dokumenti ibeWde-
ba gulisxmobis mixedviT miRebuli momarTvebis Sesabamisad. Seefereba Tu ara es momarTvebi 
mimdinare dokuments _ es aris SekiTxva. araiSviaTad swrafi beWdva qaRaldis, toneris, melnis 
gafuWebis saukeTeso saSualebad iqceva xolme. swrafi beWdvis ileTi mowodebulia ZiriTadad 
im samuSao adgilebisTvis, sadac regularulad sruldeba erTi da imave saxis dokumentebis 
beWdva: cnobebis, qviTrebis da a.S. yvela danarCen SemTxvevaSi rekomendebulia Tanmimdevrulad 
moimarTos beWdvis parametrebi da Sefasdes momavali Sedegi winaswari gadaxedvis reJimSi13. 

beWdvis parametrebis momarTva 

beWdvis Sedegi damokidebulia Semdegi jaWvis momarTvaze printeri _ programa _ dokumenti. 
am jaWvis TiToeuli elementisTvis parametrebis momarTva calcalke sruldeba.  

• printers momarTaven operaciuli sistemis saSualebebiT, romlebic am wignSi ar ganix-
ileba. 

• programas Cveulebriv erTxel momarTaven. momarTvis amocanaa _ beWdvis rac SeiZleba 
meti pirobis miTiTeba. 

• dokumentis beWdvis davaleba moimarTeba dokumentis an misi nawilis yoveli beWdvisas. 
momarTvis es etapi ignorirdeba, Tu gamoyenebulia brZaneba Quick Print-swrafi beWdva. 

zogadi parametrebis momarTva 

beWdvis zogadi parametrebi, romlebic erTnairia yvela sabeWdi dokumentisTvis, mieTiTeba 
dialoguri fanjris Word Options-Word-is parametrebis meSveobiT, Tanac es organ unda gakeTdes: 
kategoriaSi Display-ekrani da kategoriaSi Advanced-damatebiT. kategoriaSi Advanced-damatebiT 
momarTaven beWdvis organizacias (ix. cxrili 4.4), xolo kategoriaSi Display-ekrani azusteben 
sabeWdi elementebis Semadgenlobas (ix. cxrili 4.5). 

 
cxrili 4.4. beWdvis organizaciis momarTva 
 

alami 
rekomenda-
cia 

ganmarteba 

Use draft quality-Savi piris CamoeSvas dokumenti ibeWdeba Savi piris reJimSi. doku-

                                                 
13 konteqsturi CanarTi winaswari gadaxedva ganxilulia ganyofilebaSi 3.5 
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alami 
rekomenda-
cia 

ganmarteba 

xarisxis gamoyeneba mentis gaformeba maqsimalurad martivdeba. 
naxatebi ar ibeWdeba 

Print in background-fonuri 
beWdva 

aRimarTos 

beWdvis davalebis momzadebisas dokumentTan 
muSaobis gagrZeleba SeiZleba. davalebis 
momzadebis dros izrdeba. programa met ope-
ratiul mexsierebas ikavebs. Tanamedrove kom-
piuterebisTvis damatebiTi danaxarjebi nak-
leb SesamCnevia 

Print pages in revese order-uku 
mimdevrobiT beWdva 

Sexedulebi-
samebr 

dokumentis gverdebi ibiWdeba uka mimdevro-
biT: bolodan pirvelisken. beWdvis optima-
luri mimdevroba damokidebulia printeris 
modelze 

Print XML tags-XML-tegebis 
beWdva 

CamoeSvas aRimarTos XML-dokumentis Seyovnebisas 

Print fiels codes insted of their 
values-mindvrebis kodebis 
beWdva maTi mniSvnelebis 
nacvlad 

 
 
CamoeSvas 

 
aRimarTos dinamikuri mindvrebis Seyovnebisas 

Print on front of the sheet for dup-
lex printing-listis wina 
mxares beWdva ormxrivi 
beWdvis dros 

Sexedulebi-
samebr 

aRmarTva SesaZlebelia, Tu printeri mxars 
uWers ormxrivi beWdvis avtomatur funqcias Print on backof the sheet for dup-

lex printing-listis ukana 
mxares beWdva ormxrivi 
beWdvis dros 

Sexedulebi-
samebr 

Scale content for A4 or 8.5x11" 
paper sizes-masStabirdes 
Sinaarsi qaRaldis zomis 
mixedviT A4 an Letter 

CamoeSvas 
aRimarTos arastandartuli formatis doku-
mentebis dasabeWdad, romlebic garegani wya-
rodan aris miRebuli 

 
cxrili 4.5. sabeWdi elementebis Semadgenloba 
 

alami rekomen-
dacia 

ganmarteba 

Print drawings created in Word-
Word-Si Seqmnili naxate-
bis beWdva 

aRimarTos 
Tu dokumenti ibeWdeba redaqtirebis mizniT 
da naxatebi ar aris saWiro, es alami CamouS-
viT 

Print background colors and im-
ages-fonuri naxatebisa da 
ferebis beWdva 

CamoeSvas 

fonuri gamosaxuleba _ ufro eleqtronuli 
dokumentebis atributia, vidre sabeWdis. Tu 
gverdis foni adaptirebulia beWdvisTvis, aR-
marTeT es alami 

Print document properties-
dokumentis Tvisebebis 
beWdva 

Sexedulebi-
samebr 

Tu es alami aRmarTulia, dokumentis boloSi 
ibeWdeba damatebiTi gverdi dokumentis mo-
marTuli TvisebebiT 

Print hidden text-dafaruli 
teqstis beWdva 

aRimarTos 
dokumenti SeiZleba Seicavdes dafarul 
teqsts. Tu es alami aRmarTulia, dafaruli 
teqsti ar daibeWdeba 

Update fields before printing-
mindvrebis ganaxleba 
beWdvamde 

 
aRimarTos 
 

dinamikuri mindvrebi beWdvamde unda ga-
naxldes. umjobesia amis gakeTeba avtomatu-
rad, vidre xeliT 

Update linked data before print-
ing-dakavSirebuli monace-
mebis ganaxleba beWdvamde 

 
Sexedulebi-
samebr 

am almis aRmarTva SesaZlebelia, Tu printeri 
mxars uWers ormxrivi beWdvis avtomatur 
funqcias 

beWdvis davalebis momarTva 

beWdvis davalebis momarTvas emsaxureba dialoguri fanjara Print-beWdva, romelic warmod-
genilia naxatze 4.30. mas xsnian brZanebiT Ofiice ► Print ► Print-Office ► beWdva ► beWdva an kla-
viSTa kombinaciiT CTRL + P. parametrebis momarTvis Semdeg davalebis beWdvas aamoqmedeben Ri-
lakiT OK (RilakiT gauqmeba beWdvas auqmeben).  
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Cveulebriv dokumentebi ibeWdeba mTliani gverdebiT. Tu ivaraudeba fragmentis amobeWdva, 
romelic gverdebis mTel raodenobas ar ikavebs, is winaswar unda moiniSnos.  

1. daaWireT Rilaks Office _ gaixsneba programis mTavari meniu. 
2. mieciT brZaneba Print-beWdva _ gaixsneba beWdvis meniu. 
3. gaxsnil meniuSi airCieT brZaneba Print-beWdva _ gaixsneba amave saxelwodebis dialoguri 

fanjara. 
4. gaSlad siaSi Printer-printeri airCieT beWdvis erT-erTi xelmisawvdomi mowyobiloba.  

 

 
nax. 4.30. beWdvis davalebis momarTva 
 

5. Tu aucilebelia, SeasruleT printeris damatebiTi momarTvebi Rilak Properties-Tvisebebis 
daxmarebiT. is fanjara, romelsac is xsnis, uzrunvelyofilia printeris draiveriT, da amito-
mac TiToeul printers es fanjara sakuTari aqvs. erT printersac ki es fanjara SeiZleba sxva-
dasxvanairi hqondes, Tu is sxvadasxva draiveriT ixsneba. 

6. beWdva aucilebeli ar aris, fizikur printerze sruldebodes. Windows-is operaciuli 
sistema saSualebas iZleva beWdva Sesruldes virtualur printerze, Tu misi draiveri dayene-
bulia. am SemTxvevaSi beWdva sruldeba failSi, romelic SeiZleba gadaeces sabeWd biuros 
realuri beWdvis gansaxorcieleblad. failSi beWdvis Sesasruleblad, aRmarTeT alami Print to 
file-failSi beWdva. 

7. Tu printers teqnikurad SeuZlia ormxrivi beWdvis ganxorcieleba, aRmarTeT alami Ma-
nual duplex-ormxrivi beWdva. 

8. dokumentis nawili, romlis amobeWdvac aris saWiro, mieTiTeba panelze Page range-
gverdebi. gadamrTvel All-yvelas dayenebisas dokumenti ibeWdeba mTlianad. Tu dayenebulia ga-
damrTveli Current page-mimdinare, ibeWdeba mxolod mimdinare gverdi _ is, romelzec aris gan-
Tavsebuli kursori. teqsturi procesori aseve iZleva saSualebas, daibeWdos gverdebis jgufi, 
maTi nomrebis miTiTebiT. gverdebis SerCevis dasaSvebi variantebi naCvenebia cxrilSi 4.6. 
 

cxrili 4.6. gverdebis siis formatebi beWdvis davalebaSi 
 

Caweris forma-
ti 

ganmarteba 

1, 3, 8 ibeWdeba dokumentis pirveli, mesame da merve gverdebi 
2-4, 6-9 ibeWdeba dokumentis gverdebi meoredan meoTxemde da meeqvsedan mecxremde 

s2 ibeWdeba dokumentis mTeli meore ganyofileba 

p2s2-p4s2 ibeWdeba meore ganyofilebis gverdebi meoredan meoTxemde 

p5s2-p3s4 ibeWdeba meore ganyofilebis gverdebi, mexuTedan dawyebuli, mere mTeli 
mesame ganyofileba, da bolos, meoTxe ganyofilebis sami pirveli gverdi 

 
9. Tu dokumentSi moniSnuli fragmentia, es fragmenti aseve SeiZleba daibeWdos dokumen-

tisgan gancalkevebulad, Tu CarTavT gadamrTvels Selection-moniSnuli fragmenti. 
10. dokumentis aslebis raodenoba ganisazRvreba mniSvneliT, romelic miTiTebulia mricx-

velSi Number of copies-aslebis raodenoba. 
11. gulisxmobis mixedviT programa beWdavs jer pirveli gverdis yvela asls, mere meore 

gverdis yvela asls da a.S. aseTi beWdvis Semdeg iZulebuli xarT xeliT gadaarCioT dabeWdili 
gverdebi da aslebis mixedviT daawyoT. pirveli aslis yvela gverdis beWdvis organizebisTvis, 
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mere meore aslis yvela gverdis da a.S., daayeneT alami Collate-aslebis mixedviT gadarCeva, ma-
gram gaiTvaliswineT, rom am reJimSi beWdva gacilebiT nela mimdinareobs. es SeiZleba iyos 
mniSvnelovani, magaliTad, Tu printeri dakavSirebulia usadeno qselis kompiuterTan.  

12. gaSlad sias Print what-dabeWdva iyeneben damxmare monacemebis sabeWdad, romlebic doku-
mentSia. Cveulebriv aseT beWdvas ganixilaven, rogorc Savs. 

13. gaSlad sias Print-CarTva iyeneben, rodesac saWiroa ormxrivi beWdvis Sesruleba qaRal-
dis listebze, im dros, rodesac printeri aseT funqcias ar flobs. am SemTxvevaSi aRniSnul 
siaSi irCeven yvela kenti gverdis beWdvis reJims, ris Semdegac miRebul furclebis dastas ab-
runeben da miuTiTeben yvela luwi gverdis beWdvis reJims.  

14. gaSlad siebs panelze Zoom-masStabi iyeneben SemcirebiT beWdvisTvis an ramdenime gver-
dis (gaSlis) gansaTavseblad erT sabeWd listze. am funqciur SesaZleblobas iyeneben Savi 
beWdvis dros. 

15. Rilaki Options-parametrebi xsnis dialogur fanjaras Word Options-Word-is parametrebi. 
zemoT ukve ganvixileT programis momarTvebi, romlebic misi daxmarebiT sruldeba. 

16. Rilaki OK xuravs dialogur fanjaras Print-beWdva, ris Semdegac iwyeba beWdvis davale-
bis formireba da Sesruleba. 

mxolod gaZlierebuli kursisaTvis 

gakveTili-11. bmulebi, SeniSvnebi, saniSnebi 
didi moculobis dokumentebs Cveulebriv sacnobaro aparatiT aRWurvaven xolme. is uzrun-

velyofs miwvdomas damatebiT informaciasTan, aiolebs dokumentSi navigacias, warmoadgens sa-
Wiro masalebis Ziebis saSualebebs. sacnobaro aparati gansakuTrebiT sasargebloa saxelmZRva-
neloebSi, instruqciebSi. 

sacnobaro aparatis komponentebs amzadeben dokumentis teqstTan erTad. maTi momzadebis 
avtomatizaciis saSualebebs teqsturi procesori warmoadgens. Word-is dokumentebSi gamosayene-
bel sacnobaro aparats miekuTvneba gadamkveTi bmulebi, saniSnebi, hiperbmulebi da sxva kompo-
nentebi. 

sacnobaro komponentebi Semadgenloba unda Seesabamebodes dokumentis teqsts. Tumca 
teqstze muSaoba SeiZleba mas merec gagrZeldes, rac isini dokuments daemateba. am mizezis ga-
mo sacnobaro komponentebi dokumentSi Caismeba rogorc dinamikuri obieqtebi. Tu dokumenti 
redaqtirebis msvlelobisas icvleba, komponentebi teqstis axali redaqciis SesabamisobaSi 
modian. sacnobaro komponentebis ganaxleba avtomaturad xdeba (miTiTebuli movlenis dadgomi-
sas) an brZanebis mixedviT.  

gadamkveTi bmulebi 

gadamkveTi bmulebis meqanizmi saSualebas iZleva efeqturad iqnas warmodgenili damatebiTi 
da Tanamgzavri informacia, romelic mkiTxvelisTvis aris sasargeblo. erTi mxriv, is amaRlebs 
dokumentTan muSaobis efeqturobs, magram mas sxva mxarec aqvs. gadamkveTi bmulebis Seqmnis sa-
SualebebTan erTad dokumentis Semqmneli iRebs momavali mkiTxvelis moqmedebebis marTvis Se-
saZleblobasac. 

gadamkveTi bmulebis Seqmna 

gadamkveTi bmuli _ es obieqtia. misi buneba kavSiria. rogorc bevri sxva obieqti, gadamcve-
Ti bmulebis Seyvanac xeliT ar xdeba, aramed brZanebiT svamen. rogorc nebismier kavSirs, ga-
damkveT bmulsac ori bolo aqvs: saTave da mimaniSnebeli. pirveli nawili statikuria, xolo 
meore _ dinamikuri.  

Cross- Reference-gadamkveTi bmuli _ es dokumentSi danergili mimaniSnebelia dokumentis 
teqstis fragmentze an masSi Casmul obieqtze. bmuli Cveulebriv mianiSnebs saTaurze, SeniSv-
naze, naxatze an mimdinare dokumentis sxva obieqtze. es obieqti winaswar unda iyos moniSnuli 
specialurad. gadamkveTi bmulebis yvelaze sasargeblo SesaZleblobebi vlindeba dokumentebSi, 
romlebic eleqtronuli formiT vrceldeba. 

statikur nawils gadamkveT bmulSi, Cveulebriv, teqsti warmoadgens. magaliTad, gadamkveTi 
bmulis statikuri nawilis saxiT xSirad iyeneben sayovelTaod miRebul Semoklebebs: ix. an ix. 
nax.  

dinamikuri nawili gadamkveT bmulSi warmoadgens mimaniSnebels. is Seicavs cnobebs im ob-
ieqtis Sesaxeb, romelzec miuTiTebs bmuli. rasakvirvelia, gadamkveTi bmulis Seqmnis momentSi 
Sesabamisi obieqti ukve unda arsebobdes. gadamkveTi bmulis dinamikuri nawilis Seqnmas emsax-
ureba dialoguri fanjara Cross-Reference-gadamkveTi bmulebi, romelic warmodgenilia naxatze 
24.1.  

1. moniSneT teqsti, romelic gadamkveTi bmulis safuZvelSi devs. is mis statikur nawilad 
gamova. 

2. instrumentul lentze gaxseniT CanarTi Reference-bmulebi. 
3. jgufSi Captions-saxelwodebebi daaWireT Rilaks Cross-Reference-gadamkveTi bmuli _ gaixs-

neba dialoguri fanjara Cross-Reference-gadamkveTi bmulebi (nax. 24.1). 
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instrumentul lentze kidev erTi saSualebaa gadamkveTi bmulebis Sesaqmnelad. es aris 

Rilaki Cross- Reference-gadamkveTi bmuli jgufSi Links-kavSirebi CanarTze Insert-Casma. Tavisi moq-
medebiT Rilakebi Captions-saxelwodebebi ► Cross- Reference-gadamkveTi bmuli da Links-kavSirebi ► 
Cross- Reference-gadamkveTi bmuli arafriT gansxvavdebian da erTmaneTis dublirebas axdenen. 

 
4. gaxseniT gaSldi sia Reference Type-bmulebis tipi da masSi airCieT obieqti, romelTanac 

unda migiyvanoT gadamkveTma bmulma. es SeiZleba iyos saTauri, naxatis qveSa xelmowera, cxri-
li, saniSni da a.S.  

5. gaxseniT gaSladi sia Insert Reference to-bmulis Casma ...-ze da airCieT masSi monacemTa tipi, 
romelic unda Sevides bmulSi. es SeiZleba iyos gverdis, abzacis, obieqtis nomeri (magaliTad, 
cxrilis an naxatis nomeri), xolo saTaurisTvis es SeiZleba iyos saTauris nomeri. 

6. siaSi For which ...-romeli obieqtisTvis... airCieT konkretulad is obieqti, romelTanac 
unda migiyvanoT bmulma. 

7. Tu dokumenti eleqtronulia, rekomendebulia daayenoT alami Insert as hyperlink-
hiperbmulis saxiT Casma. es saSualebas miscems dokumentis momxmarebels, bmulis saSualebiT 
gadaadgildes. gadasvla xorcieldeba Tagvis dawkapunebiT bmulis saTaveze klaviS CTRL-is 
SeyovnebiT.  

8. aucileblobis SemTxvevaSi daayeneT alami Include above/below-daematos sityva `zemoT~ an 
`qvemoT~. 

9. daaWireT Rilaks Insert-Casma. 
 

 
nax. 24.1. gadamkveTi bmulis Seqmna 

gadamkveTi bmulebis waSla 

gadamkveTi bmuli Zalian martivad waiSleba, rogorc nebismieri teqsturi elementi. erTa-
derTi problemaa: is rom waiSalos, jer unda `gamJRavndes~, TvalsaCino gaxdes. 

dokumentTan Cveulebrivi muSaobis reJimSi gadamkveTi bmulebi ar Cans, magram isini Tvalsa-
Cino xdeba garemomcveli teqstis moniSvnisas. daaWireT klaviSTa kombinacias CTRL + A, da yve-
la Casmuli gadamkveTi bmuli gamJRavndeba. naxatze 24.2 naCvenebia imis magaliTi, Tu rogor 
xdeba es.  

 
nax. 24.2. gadamkveTi bmulebi Tavs amJRavneben moniSnul teqstSi 
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sasargeblo rCevebi gadamkveT bmulebTan muSaobisas 

1. gadamkveT bmulze gadasvlis Sesruleba arc ise rTuli saqmea. gacilebiT ufro sainte-
reso amocanaa _ ukan dabruneba. daimaxsovreT klaviSTa kombinacia SHIFT + F5. is ukan dagabru-
nebT, iq, saidanac gadasvla ganaxorcieleT. 

2. ar gaaformoT ganyofilebebis saTaurebi nebismieri stiliT. isargebleT Casmuli stile-
biT saTauri 1, saTauri 2, saTauri 3 da a.S. es saukeTeso saSualebaa, programas auwyoT, rom 
mokle abzaci, romelic ori sityvisgan Sedgeba, sinamlvileSi ara ubralod abzacia, aramed 
mniSvnelovani saTauri. Casmuli stilebis gamoyeneba saSualebas iZleva efeqturad iqnas gamoye-
nebuli gadamkveTi bmulebis meqanizmi.  

3. ar SeqmnaT naxatis qveSa xelmowerebi, cxrilebis saxelwodebebi da formulebis SeniSv-
nebi klaviaturidan teqstis Cveulebrivi SeyvaniT. am miznisTvis gamoiyeneT saxelwodebebis Sey-
vanis specialuri saSualeba, romelzec odnav qvemoT aris moTxrobili.  

4. Tu ganyofilebebis saTaurebs numeracia unda hqondeT, es avtomaturad gaakeTeT. es 
SeiZleba gakeTdes, ganyofilebebis saTaurebis gaformebiT rogorc mravaldoniani sia.  

gadamkveTi bmulebis Seqmna naxatebisa da sxva obieqtebisTvis 

gadamkveTi bmulebis Sesaqmnelad naxatebiT, cxrilebiT, formulebiTa da sxva obieqtebiT, 
aucilebelia, rom maT hqondeT warwerebi, saTaurebi an sxva SeniSvnebi, da kidev ukeTesi, raTa 
maT hqondeT avtomaturi numeracia. maSin bmuli ix. cxr. 25.4. avtomaturad Seswordeba, Tu 
cxrili gadava sxva adgilas da misi nomeri gaxdeba ara 25.4, aramed 25.5. aseTi ram rom SesaZ-
lebeli iyos, warwerebi dokumentis damatebiTi obieqtebisTvis unda Seiqmnas ara xeliT, aramed 
specialuri programuli saSualebis daxmarebiT, romelTan muSaobasac axla ganvixilavT.  

naxatis qveSa xelmoweris struqtura 

uaxloes ganyofilebebSi visaubrebT naxatis qveSa xelmowerebze, magram es ufro pirobiTo-
baa. am amocanas ufro farTod SexedeT. yvelaferi, rac qvemoT aris Tqmuli naxatebis Sesaxeb, 
Tanabarwilad exeba diagramebs, cxrilebs, formulebs, sqemebs, naxazebs da dokumentSi Casmul 
sxva obieqtebs.  

naxatis qveSa xelmoweras SeiZleba garkveuli struqtura hqondes. is Sedgeba mudmivi da 
cvladi nawilebisgan. mudmivi nawilebi formirdebi programis mier im obieqtis tipis Sesabami-
sad, romelsac xelmowera ekuTvnis. cvladi nawili Cven TviTon Segvyavs: is obieqtis Semadgen-
lobiT ganisazRvreba.  

Tavis mxriv, mudmivi nawili ori elementisgan Sedgeba: saxelwodebisgan da nomrisgan. ro-
gorc erTi, ise meore elementis marTva SeiZleba.  
 
8 

 
nax. 24.3. naxatis qveSa xelmoweris struqtura 

naxatis qveSa xelmoweris Seqmna 

erTi SexedviT SeiZleba mogeCvenoT: ra aris amaze ioli? dokumentSi CasviT ilustracia, 
mere SeqmeniT mis qveS teqstis striqoni da gaaformeT survilisamebr. sinamdvileSi aseTi mid-
gomisas programa veranairad ver `mixvdeba~, rom teqsturi striqoni ilustraciis qveS _ es nax-
atis qveSa xelmoweraa. rasakvirvelia, Tqven iciT, magram programam namdvilad ar icis. misTvis 
ar aris araviTari kavSiri ilustraciasa da teqsts Soris, xolo is, rom isini gverdigverd 
arian ganTavsebulni, programisTvis ar aris sakmarisi. aRniSnuli kavSiri unda Seiqmnas da es 
specialuri saSualebebiT keTdeba.  

1. moniSneT dokumentSi naxati, romlisTvisac gsurT naxatis qveSa xelmoweris Seqmna.  
2. gaeciT brZaneba Refereces-bmulebi ►Captions-saxelwodebebi ► Insert Captions-saxelwodebis 

Casma _ gaixsneba dialoguri fanjara Caption-saxelwodeba (nax. 24.4).  
3. gaSlad siaSi Label-xelmowera airCieT xelmoweris mudmivi elementis varianti. Cvens ma-

galiTSi arCeulia mniSvneli Figure-naxati. 
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4. gulisxmobis mixedviT saxelwodebis mudmivi elementis saxiT SemoTavzebulia sami 
mniSvneli: Figure, Table, Equation-naxati, cxrili da formula. Tu es ar aris sakmarisi, magaliTad, 
Tu gsurT, rom sityva Figure-naxatis nacvlad gamoiyenebodes Semokleba nax., daaWireT Rilaks 
New Label-Seqmna da saxelwodebebis sakuTari variantebi miuTiTeT. yvela Seqmnili varianti 
xelmisawvdomi iqneba siaSi Label-xelmowera.  

  
Cven girCevT, SeqmnaT da gamoiyenoT elementi nax. is gansxvavdeba elementisgan naxati imiT, 

rom ar icvleba brunvebis mixedviT, es ki SeiZleba sasargeblo iyos momavalSi gadamkveTi 
bmulebis Seqmnisas. 

 
5. Tu Tqveni dokumentebi gajerebulia sxvadasxva tipis mravali Casmuli obieqtiT, progra-

mas unda daavaloT TviTon gaerkvios, sad aris naxati, sad _ cxrili, da sad diagrama, sqema, 
forma an kidev raRac. gaxseniT Rilak AutoCaption-avtosaxelwodebis meSveobiT SesaZlo obieq-
tebis sia da SeakavSireT isini miTiTebul saxelwodebebTan, magaliTad Microsoft PowerPoint-is 
slaidebisTvis miuTiTeT warwera Slide-slaidi. aseTi momarTvis Semdeg obieqtis qveS xelmowe-
ris varianti avtomaturad airCeva, mocemuli obieqtis tipis Sesabamisad.  

6. miuTiTeT da momarTeT numeraciis meTodi.  
 daaWireT Rilaks Numbering-numeracia _ gaixsneba dialoguri fanjara Caption Numbering-

saxelwodebebis numeracia. 
 gaSlad siaSi Format-formati airCieT numeraciis gaformebis meTodi. numeracia SeiZleba 

iyos arabuli, romauli, anbanuri. is SeiZleba Sesruldes asomTavruli da nusxuri asoebiT. 
 Tu saWiroa ordoniani numeracia, daayeneT alami Include Chapter Number-Tavis nomris 

CarTva, ris Semdegac siaSi Chapter starts with style-stilidan dawyeba miuTiTeT, dokumentis sasa-
Taure stilebidan sasurveli nomeri. gaiTvaliswineT, rom aRniSnuli stilisTvis CarTuli un-
da iyos avtomaturi numeracia, sxvagvarad araferi ar gamova. aqve, gaSlad siaSi Use separator-
gayofa airCieT simbolo, romelic gayofs naxatis numeraciis doneebs. 

 momarTvis Sedegi SeafaseT mindor EExamples-nimuSSi warmodgenis mixedviT. 
7. gaSlad siaSi Position-mdebareoba airCieT naxatTan mimarTebaSi xelmoweris ganTavsebis 

varianti. Cvens magaliTSi arCeulia varianti Below selected item-moniSnuli obieqtis qveS. Tavis 
mxriv cxrilebisTvis, magaliTad, ukeTesia gamoiyenoT varianti Above selected item-moniSnuli ob-
ieqtis Tavze. 

8. daxureT dialoguri fanjara Caption-saxelwodeba Rilak OK-ze daWeriT _ naxatis qveS 
gaCndeba striqoni naxatis qveSa xelmoweris mudmivi elementiT.  

9. daayeneT kursori am striqonSi da SeiyvaneT cvladi elementis aucilebeli teqsti. 
 

 
nax. 24.4. naxatis qveSa xelmoweris mudmivi nawilis momarTva 

naxatis qveSa xelmowerebis efeqturi Seqmna 

Cvens mkiTxvels nu daabnevs zemoT warmodgenili proceduris Sromatevadoba. is mxolod 
erTxel unda gatardes. rodesac naxatis qveSa xelmoweris mudmivi nawili ukve momarTulia, 
naxatis qveS xelmowera Tagvis sami dawkapunebiT iqmneba. aseTi efeqturoba konteqsturi menius 
meSveobiT miiRweva.  

1. Tagvis marjvena RilakiT daawkapuneT naxatze _ gaixsneba konteqsturi meniu. airCieT 
konteqstur meniuSi punqti Insert Caption-saxelwodebis Casma _ gaixsneba dialoguri fanjara 
Caption-saxelwodeba (nax. 24.4). 

2. rogorc ki darwmundebiT, rom yvelaferi sworad aris momarTuli, daxureT fanjara 
RilakiT OK _ naxatis qveS gaCndeba xelmoweris mudmivi nawili. cvladi nawilis Seyvana Tqveni 
uaxloesi amocanaa.  
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naxatebisTvis gadamkveTi bmulebis Seqmna 

ilustraciebi dokumentSi _ informaciuli gamomxatvelobis amaRlebis mZlavri saSualebaa. 
warmatebiT moyvanili ilustracia xandaxan ufro zustad aRwevs Tavis mizans, vidre aragamom-
xatveli teqstis aTobiT abzaci. amavdroulad, samecniero da teqnikur teqstebSi xandaxan imde-
nad bevri ilustracia gvxvdeba, rom numeraciis gareSe maTSi Zneli ar aris sulac aibneT. nax-
atebis numeracia naxatis qveSa xelmowerebSi, plus bmulis teqstSi naxatis nomerze, magali-
Tad, ix. nax. 24.3, saSualebas iZlevmae dokumenti ufro gasagebi da efeqturi gaxdes. 

1. SeiyvaneT teqsti, romelic naxatze bmuls uswrebs win, magaliTad: gadamkveTi bmulebis 
momarTva xorcieldeba dialoguri fanjris saSualebebis meSveobiT, romelic warmodgenilia... 

2. gaeciT brZaneba Insert-Casma ► Links-kavSirebi ► Cross-reference-gadamkveTi bmuli _ gaixsne-
ba dialoguri fanjara ► Cross-reference gadamkveTi bmuli (nax. 24.5). 

3. siaSi ► Reference Type-bmulis tipi airCieT mniSvneli nax. yuradReba miaqcieT, rom pro-
gramis TvalsazrisiT nax. da naxati _ es sxvadasxva tipis obieqtebia. rogor swrafadac mive-
ciT naxatis qveSa xelmoweris Seqmnisas obieqts saxelwodeba nax., swored aseve unda airCes is 
mindorSi Reference Type-bmulis tipi.  

4. Tu bmulis tipi sworad aris arCeuli, siaSi For which…-romeli saxelwodebisTvis unda 
gaCndes dokumentSi arsebuli aRniSnuli tipis obieqtebis sia, anu naxatebis. airCieT is naxati, 
romlis moxmobac gsurT.  

5. siaSi Insert reference to-bmulis Casma ...-ze airCieT bmulis formati. Cvens magaliTSi arCeu-
lia mniSvneli mudmivi nawili da nomeri. anu bmuli naxatze nax. 3. naxatis qveSa xelmoweris 
struqtura ubralod gamoiyureba rogorc nax. 3. 

6. brZanebiT Insert-Casma gadamkveTi bmuli ganaTaseT im poziciaSi, romelic teqsturi kur-
soriT aris moniSnuli. fanjara Insert reference -gadamkveTi bmulebi am dros daixureba. 
 

 
nax. 24.5. ase formirdeba gadamkveTi bmuli naxatisTvis 

saniSnebi 

saniSni _ es eleqtronuli niSania, markeri. Word-is dokumentebSi saniSnebi sam funqcias 
asruleben. jer erTi, isini dokumentSi navigacias aioleben da saSualebas iZlevian moniSnul 
obieqtebTan dabrundeT, rodesac amis aucilebloba Cndeba. meorec, saniSni SeiZleba Ruzad 
gemsaxuroT (mibmis wertilad) gadamkveTi bmulis Sesaqmnelad an dokumentSi konkretul ad-
gilTan hiperbmulis zustad misabmelad. mesamec, saniSnebi asruleben sasargeblo niSnebis 
funqciebs, romlebic dokumentTan sxva samuSao operaciebis Sesrulebas aioleben, magaliTad, 
indeqsacias. am saxiT maT aseve farTo gamoyeneba hpoves makrobrZanebiTi procedurebis (makro-
sebis) daweris drosac.  

Bookmark-saniSnis saxeli. TiToeuli saniSni saxeliT aris warmodgenili. saniSnebis sax-
elebi unikaluria dokumentis farglebSi. 

saniSnis Seqmna 

1. moniSneT dokumentis obieqti, romlisTvisac gsurT saniSnis Seqmna an kursori daayeneT 
im abzacis SigniT, romelSic gsurT misi moTavseba. 

2. gaeciT brZaneba Insert-Casma► Links-kavSirebi►Bookmark-saniSni _ gaixsneba dialoguri 
fanjara Bookmark-saniSni, romelic warmodgenilia naxatze 24.6.  

3. SeiyvaneT axali saniSnis saxeli Sesabamis mindorSi. saxeli unda iwyebodes asoTi da 
SeiZleba Seicavdes rogorc asoebs, ise cifrebs. saniSnis saxelSi probelebi dauSvebelia. Tu 
saniSnis saxeli ramdenime sityvisgan Sedgeba, maT probelebis gareSe Caiweren, TiToeuli sity-
vis asomTavruli asoTi CaweriT (Tu sityvebi laTinuri an rusuli asoebiT iwereba. 

4. saniSnis Casasmelad daaWireT Rilaks Add-damateba _ dialoguri fanjara Bookmark-
saniSni am dros avtomaturad daixureba. 

5. SecdomiT Seqmnili an arasaWiro saniSnebi waSaleT RilakiT Delete-waSla, siaSi maTi wi-
naswar moniSvniT.  
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nax. 24.6. saniSnebTan muSaobis saSualeba 

saniSnTan gadasvla 

arsebobs saniSnebis meSveobiT navigaciis ramdenime ileTi. magaliTad, am miznisTvis SeiZ-
leba gamoiyenoT adre ganxiluli dialoguri fanjara Bookmark-saniSni (nax. 24.6). saniSnTan ga-
dasasvlelad moniSneT is siaSi da daaWireT Rilaks Go to-gadasvla (punqti 6 naxatze 24.6).  

Tu dokumentSi bevri saniSnia, rekomendebulia maTi daxarisxebis mimdevrobis dadgena ga-
damrTvelis Sort by-wesrigis daxmarebiT (punqti 7 naxatze 24.6). es gaamartivebs saWiro saniSnis 
Ziebasa da arCevas. Tu dayenebulia gadamrTveli Name-saxeli, saniSnebi siaSi aisaxeba anbanuri 
mimdevrobiT, xolo Tu dayenebulia gadamrTveli Location-mdebareoba, saniSnebi ganlagdeba imave 
mimdevrobiT, rogorc isini dokumentSi gvxvdeba. 

dafaruli saniSnebi 

zogierTi sacnobaro komponentis Seqmnisas, magaliTad gadamkveTi bmulebis da sarCevebis, 
teqsturi procesori avtomaturad ganalagebs dokumentSi teqnikur saniSnebs. aseTi saniSnebi 
dafarulebad iTvleba: gulisxmobis mixedviT isini siaSi ar aisaxeba. maTi asaxvis CasarTvelad, 
daayeneT alami Hidden bookmarks-dafaruli saniSnebi (punqti 8 naxatze 24.6). dafaruli saniSne-
bis gamoyeneba SeiZleba navigaciisTvis, Tumca saxelebis mixedviT Zneli misaxvedria, dokumen-
tis romel adgils romeli saniSni Seesabameba.  

saniSnebis kopireba da gadaadgileba 

saniSnebis arseboba ar aisaxeba dokumentis redaqtirebis SesaZleblobebze. teqstTan muSao-
ben Cveulebriv, imis miuxedavad, Sedis Tu ara is moniSnul elementSi. Tumca saniSnebis Tavise-
burebebi imaSi mdgomareobs, rom isini unikalur saxelebs floben, es ki gaTvaliswinebuli un-
da iyos moniSnuli teqstis kopirebis an gadaadgilebisas. am operaciebis Taviseburebebi war-
modgenilia cxrilSi 24.1.  

cxrili 24.1. saniSnebis modifikacia teqstTan operaciebis dros 
 

moqmedeba Sedegi
elementis kopireba saniSniT dokumentis 
sxva adgilas 

saniSni ar kopirdeba 

elementis kopireba saniSniT sxva 
dokumentSi 

saniSni teqtsTan erTad kopirdeba 

elementis nawilis kopireba saniSniTurT saniSni ar kopirdeba
elementis gadaadgileba saniSniTurT saniSni teqstTan erTad gadaadgildeba 
elementis nawilis gadaadgileba 
saniSniTurT 

saniSni sawyis adgilas inaxeba. moniSvna 
darCenil teqsts exeba

teqstis elementis waSla saniSniTurT saniSni waiSleba
elementis nawilis waSla saniSniTurT saniSni inaxeba. moniSvna darCenil teqsts exeba
elementSi teqstis damateba saniSniTurT saniSni inaxeba. moniSvna Secvlil teqsts exeba 

saniSnTan gadasvlis sxva ileTebi 

Cveulebriv dialogur fanjaras Bookmarks-saniSns iyeneben saniSnebis Sesaqmnelad, xolo sa-
niSnebTan gadasasvlelad iyeneben gadasvlis saStato saSualebas, romelic adre ganvixileT 
ganyofilebaSi 6.1. 



 

სასწავლო სტუდია PARADOX+, ტელ: 822-18-19-18 177

1. instrumentul lentze gaxseniT CanarTi Home-mTavari. jgufSi Editing-redaqtireba daaWi-
reT gaSlad Rilaks, romelic mibmulia RilakTan Find-povna _ gaixsneba mcire samuSao meniu.  

2. gaxsnil meniuSi airCieT brZaneba Go To-gadasvla _ gaixsneba dialoguri fanjara Find and 
Replace--povna da Secvla, avirCioT Go To- gadasvla (nax. 24.7). 
 

 
nax. 24.7. gadasvla saniSnTan gadasvlis saStato saSualebiT 
 

3. siaSi Go to what-gadasvlis obieqti airCieT mniSvneli bookmarks-saniSni. 
4. gaSlad siaSi Enter Bookmark Name-SeiyvaneT saniSnis saxeli airCieT saniSni, romelTanac 

gsurT gadasvla. 
5. daaWireT Rilaks Go To-gadasvla. 
6. Tu navigaciis mizani miRweulia, daxureT dialoguri fanjara RilakiT Close-daxurva. Tu 

ara, sxva saniSni airCieT. 

hiperbmulebi 

gadamkveT bmulebs erTi SesamCnevi naklovaneba aqvs: maT SeiZleba mianiSnon mxolod mimdi-
nare dokumentSi arsebuli teqstis obieqtebze an fragmentebze. magram rogor moviqceT, Tu sa-
Wiroa sxva dokumentebSi arsebul obieqtebTan dakavSireba?! am SemTxvevebSi gamoiyeneba Hyper-
link-hiperbmulebi. 

bevri mieCvia hiperbmulebze fiqrs, rogorc World Wide Web-is ucilobel atributze, magram 
sinamdvileSi mTlad ase ar aris. hiperbmulebTan muSaoba bevr programas SeuZlia zogadad. hi-
perbmulebis meSveobiT SegiZliaT SeqmnaT kavSirebi rogorc mimdinare dokumentis calkeul 
fragmentebTan, ise dokumentebTan, romlebic sadac gindaT, iq SeiZleba inaxebodes: lokalur 
kompiuterze, lokaluri qselis kompiuterebze an internetis nebismier kompiuterze.  

hiperbmulebi dokumentis SigniT 

hiperbmuli ori nawilisgan Sedgeba: statikuri da dinamikuri. bmulis statikuri nawili 
mimdinare dokumentSi Tavsdeba. Cveulebriv mis rols asrulebs teqstis fragmenti. survilis 
SemTxvevaSi mas SeiZleba hqondes specialuri formatireba. sayovelTaod miRebulia hiperbmule-
bis statikuri nawilis gamosaxva lurji feriT, xazgasmiT. TumcaRa, rodesac es ewinaaRmdegeba 
dokumentis dizains, hiperbmulebis fers cvlian, xazgasmas ki _ auqmeben.  

1. kursori im wertilSi daayeneT, romelSic gsurT hiperbmulis ganTavseba. 
2. gaxseniT CanarTi Insert-Casma da jgufSi Links-kavSirebi daaWireT Rilaks Hyperlink-

hiperbmuli _ gaixsneba dialoguri fanjara hiperbmulis Casma (nax. 24.8).  

  
Tu aqtiurad sargeblobT hiperbmulebiT, daimaxsovreT klaviSTa kombinacia CTRL + K, ro-

melic erTi SexebiT xsnis fanjaras  Insert Hyperlink-hiperbmulis Casma. 
 
3. daaWireT Rilaks Insert Hyperlink-dokumentSi adgilTan mibma _ samuSao mindorSi gaixsne-

ba dokumentis struqtura. 
4. airCieT ganyofilebis saTauri, romelTanac unda moxdes hipergadasvla hiperbmulze 

dawkapunebisas. Tu saWiro adgilas ar aris mosaxerxebeli saTauri (an dokumentSi saerTod ar 
aris saTaurebi), gadasvlis obieqtis saxiT SegiZliaT gamoiyenoT winaswar Seqmnili saniSni 
(nax. 24.8.-ze saniSnebi ar aris naCvenebi).  

  
ganyofilebebi rom koreqtulad iyos asaxuli dialogur fanjaraSi Insert Hyperlink-

hiperbmulis Casma, maTi saTaurebi unda iyos gaformebuli CaSenebuli sasaTaure stilebis dax-
marebiT saTauri 1, saTauri 2 da a.S. 
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5. mindorSi Text to display-teqsti SeiyvaneT teqsti, romelic Seasrulebs hiperbmulis  sta-

tikuri nawilis funqcias. 
6. Tagvis mimaniSneblis mitanisas hiperbmulze, SeiZleba gamovlindes amotivtivebuli mo-

karnaxe. misi Semadgenlobis misaTiTeblad, daaWireT Rilaks ScreenTip-karnaxi da SeiyvaneT sa-
Wiro teqsti gaxsnil fanjaraSi Set Hyperlink ScreenTip-mokarnaxe hiperbmulisTvis. 

7. daxureT fanjara da aamoqmedeT momarTvebi Rilak OK-ze daWeriT.  

 
nax. 24.8. hiperbmulis Casma mimdinare dokumentis ganyofilebasTan 

hiperbmuli waSlil dokumentTan 

1. kursori daayeneT im wertilSi, romelSic gsurT hiperbmulis moTavseba. 
2. daaWireT Rilaks Insert-Casma ►Links-kavSirebi ► Hyperlink-hiperbmuli _ gaixsneba dialo-

guri fanjara Insert Hyperlink-hiperbmulis Casma. 
3. daaWireT Rilaks Existing File or Web Page-failTan, veb-gverdTan mibma _ samuSao mindorSi 

gaixsneba im saqaRaldis Semadgenloba, romelSic mimdinare dokumenti inaxeba. 
 

 
nax. 24.9. sxva dokumentze hiperbmulis Casma 

 
4. mindorSi Address-misamarTi SeiyvaneT miwvdomis gza saWiro failTan an miuTiTeT saWiro 

veb-gverdis URL-misamarTi. survilis SemTxvevaSi mindori Address-misamarTi SegiZliaT avtoma-
turad SeavsoT.  

 Tu miznobrivi faili lokalur kompiuterzea, ipoveT is gaSladi siis Look in-saqaRaldis 
meSveobiT. mindori Address-misamarTi avtomaturad Seivseba. 

 Tu miznobrivi faili lokaluri qselis sxva kompiuterzea, gaxseniT saqaRalde qseli 
(kompiuteri ► samuSao dafa ► qseli) da miuTiTeT failis adgilmdebareoba. mindori Address-
misamarTi avtomaturad Seivseba.  

 Tu aucilebelia veb-gverdis URL-misamarTis Seyvana, gaxseniT is brauzeris meSveobiT da 
gacvlis buferis saSualebiT daakopireT brauzeris samisamarTe striqonis Semadgenloba min-
dorSi Address-misamarTi dialoguri fanjrisa Insert Hyperlink-hiperbmulis Casma. 

5. mindorSi Text to display-teqsti SeiyvaneT teqsti, romelic Seasrulebs hiperbmulis stati-
kuri nawilis funqcias. 
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6. daaWireT Rilaks ScreenTip-mokarnaxe da gaxsnil fanjaraSi Set  Hyperlink  ScreenTip-
mokarnaxe hiperbmulisTvis SeiyvaneT mokarnaxis teqsti, romelsac momxmarebeli dainaxavs hi-
perbmulze Tagvis mimaniSneblis mitanisas. 

7. daxureT fanjara da aamoqmedeT momarTvebi Rilak OK-ze daWeriT. 

moqmedebebi hiperbmulebTan 

gulisxmobis mixedviT hiperbmulebi dokumentSi lurji feriT moiniSneba da xazgasmiT 
(punqti 1 naxatze 24.10). hiperbmulze Tagvis mimaniSneblis mitanisas mis gverdiT Cndeba amotiv-
tivebuli mokarnaxe (punqti 2 naxatze 24.10). gulisxmobis mixedviT mokarnaxis teqsti Seicavs 
Setyobinebas Ctrl+Click to follow link-daaWireT CTRL-s da daawkapuneT bmuls, magram hiperbmulis 
Semqmnels SeuZlia mokarnaxeSi damatebiTi Setyobinebac Seitanos. 

Cvens magaliTSi, romelic naxatze 24.10-ze aris warmodgenili, motivtive mokarnaxis teqsti 
Seicavs Setyobinebas ra aris gadamkveTi bmuli. is winaswar amcnobs mkiTxvels, Tu ra cnobebis 
miReba SeuZlia, Tu aRniSnuli bmuliT isargeblebs. 

klaviS CTRL-is daWerisas Tagvis mimaniSnebeli, romelic hiperbmulis Tavze mdebareobs, 
formas icvlis da xelisgulis saxes iRebs, win gamowvdili saCvenebeli TiTiT. hiperbmulze 
dawkapuneba am momentSi iwvevs miznobriv dokumentTan an veb-gverdTan gadasvlas. gadasvlis 
Semdeg hiperbmulis feri icvleba. Tu hiperbmuli mimdinare dokumentis sxva ganyofilebisTvis 
aris gamiznuli, ukugadasvla SeiZleba Sesruldes klaviSTa kombinaciiT SHIFT + F5.  

hiperbmulebTan operireba mosaxerxebelia konteqsturi menius daxmarebiT, romelic ixsneba 
Tagvis marjvena Rilakze dawkapunebiT hiperbmulze. is saSualebas iZleva:  

• Seicvalos hiperbmuli (Seicvalos hiperbmulis teqsti, misi misamarTi da motivtive mo-
karnaxis teqsti); 

• moiniSnos hiperbmuli (momzaddes kopirebis an gadaadgilebisTvis);  
• gaixsnas hiperbmuli (gaixsnas dokumenti, romelzec mianiSnebs hiperbmuli, an mimdinare 

dokumentis ganyofileba); 
• kopirdes hiperbmuli (kopireba xdeba gacvlis buferSi); 
• waiSalos hiperbmuli (teqsti, romelic hiperbmulis safuZvelSi devs, ar iSleba). 

 

 
nax. 24.10. hiperbmulis gamoyeneba 

striqonqveSa SeniSvnebi 

ZiriTadi teqstis gamomxatveloba rom ar dairRves, damxmare da damatebiTi masalebis gamo-
tana miRebulia mis farglebs gareT da calke iqneba warmodgenili. am dros ZiriTad masalasa 
da ganmartebebs, komentarebs, SeniSvnebs Soris kavSiri xorcieldeba striqonqveSa SeniSvnebis 
daxmarebiT. striqonqveSa SeniSvna Sedgeba urTierTdakavSirebuli elementebisgan: striqonqveSa 
SeniSvnis niSnisgan da teqstisgan.  

Insert Footnote-striqonqveSa SeniSvnis niSani mimaniSneblis rols TamaSobs. striqonqveSa Se-
niSvnis niSnis saxiT gamoiyeneba cifruli an simboluri aRniSvna, romelic formatisa da 
mniSvnelobis mixedviT emTxveva ZiriTad teqstSi da SeniSvnebis Caweris ubanSi.  

Insert Footnote-striqonqveSa SeniSvnis teqsti Seicavs cnobebs, romelTaTvisac aris Seqmnili 
striqonqveSa SeniSvna. misi adgilmdebareoba damokidebulia striqonqveSa SeniSvnis tipze. asx-
vaveben striqonqveSa SeniSvnis or tips: Cveulebrivs (gverdebisas) da saboloos. 

Insert Footnote-Cveulebrivi striqonqveSa SeniSvnebi, Cveulebriv, Seicaven ganmartebebs da ko-
mentarebs. Cveulebrivi striqonqveSa SeniSvnis teqsti ganTavsdeba gverdis qveda nawilSi da 
dokumentis ZiriTadi teqstisgan horizontaluri xaziT gamoiyofa.  

Insert Endnote-saboloo striqonqveSa SeniSvnebi Seicaven ganmartebebs, komentarebs, biblio-
grafiul cnobebs. saboloo striqonqveSa SeniSvnis teqsti dokumentis boloSi an dokumentis 
ganyofilebis boloSi Tavsdeba.  

striqonqveSa SeniSvnebis tipebs Soris arCevans avtori akeTebs. es arCeva xdeba striqonqve-
Sa SeniSvnis teqstis Sinaarsobrivi Taviseburebebis Sesabamisad. Tu dokumentis striqonqveSa 
SeniSvnebi upiratesad dokumentis konkretul obieqtebs (Setyobinebebs, abzacebs, ilustraciebs) 
exeba, maSin upiratesobas aniWeben Cveulebriv, gverdebis striqonqveSa SeniSvnebs. xolo Tu 
striqonqveSa SeniSvnebi ZiriTad Seicaven damatebiT masalas, romelic mTeli dokumentis Te-
masTan aris axlos, maSin upiratesoba unda mianiWoT saboloo striqonqveSa SeniSvnebs.  
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Cveulebrivi striqonqveSa SeniSvnis Seqmna 

1. kursori teqstis im adgilas daayeneT, romelSic apirebT striqonqveSa SeniSvnis niSnis 
moTavsebas. 

2. instrumentul lentze gaxseniT CanarTi Refereces-bmulebi. 
3. jgufSi Footnotes-striqonqveSa SeniSvnebi daaWireT Rilaks Insert Footnotes-striqonqveSa Se-

niSvnis Casma _ teqstSi gaCndeba striqonqveSa SeniSvnis niSani, xolo gverdis qveda nawilSi 
gaixsneba teqnikuri ubani SeniSvnebis Casawerad. 

4. SeiyvaneT SeniSvnis teqsti. 

  
Cveulebriv striqonqveSa SeniSvnebi efeqturad Caismeba klaviSTa kombinaciiT ALT + CTRL + F. 
 

 
nax. 24.11. Cveulebrivi striqonqveSa SeniSvnis Seqmna 

saboloo striqonqveSa SeniSvnis Seqmna 

saboloo striqonqveSa SeniSvna zustad iseve iqmneba, rogorc Cveulebrivi, ori nakleb 
mniSvnelovani detalis garda. jer erTi, es moqmedeba sruldeba RilakiT Insert Endnotes-
saboloo striqonqveSa SeniSvnis Casma, da ara RilakiT Insert Footnote-striqonqveSa SeniSvnis 
Casma, da meorec, SeniSvnebis Caweris ubani ixsneba ara gverdis boloSi, aramed mimdinare ga-
nyofilebis boloSi.  

  
saboloo striqonqveSa SeniSvnebi efeqturad Caismeba klaviSTa kombinaciiT ALT + CTRL + D. 

striqonqveSa SeniSvnebis redaqtireba 

redaqtirebas eqvemdebareba mxolod striqonqveSa SeniSvnis teqsturi nawili, striqonqveSa 
SeniSvnis niSani avtomaturad Caismeba da ar eqvemdebareba xeliT Secvlas. Tu dokumentTan mu-
Saobis msvlelobisas striqonqveSa SeniSvnis rigiTi nomeri raRac mizezebis gamo icvleba, es 
cvlileba avtomaturad xdeba.  

1. striqonqveSa SeniSvnis teqstis redaqtirebisTvis daayeneT mimaniSnebeli SeniSvnebis 
ubanSi da daawkapuneT ZiriTadi RilakiT. 

2. arasaWiro striqonqveSa SeniSvnis wasaSlelad, moniSneT dokumentSi misi niSani da daa-
WireT klaviSs DELETE. striqonqveSa SeniSvnis teqsti am dros avtomaturad nadgurdeba, sxva 
striqonqveSa SeniSvnebis numeracia ki avtomaturad koreqtirdeba.  

3. striqonqveSa SeniSvnebis kopireba da gadaadgileba SesaZlebelia. es operaciebi efeqtu-
rad sruldeba gacvlis buferis saSualebiT. Tavdapirvelad moniSneT dokumentSi striqonqveSa 
SeniSvnis niSani da daakopireT is (CTRL + C) gacvlis buferSi an gadaitaneT (CTRL + X), mere ki 
CasviT (CTRL + V) axal adgilas. striqonqveSa SeniSvnasTan erTad striqonqveSa SeniSvnis teqs-
tic ismeba. Tu operacia dokumentSi striqonqveSa SeniSvnebis numeraciis mimdevrobis cvlile-
bas iwvevs, maSin es cvlileba avtomaturad sruldeba.  

striqonqveSa SeniSvnebis numeraciis marTva 

teqsturi procesori dokumentebis striqonqveSa SeniSvnebs avtomaturad nomravs. erTi tipis 
yvela striqonqveSa SeniSvnisTvis numeraciis erTiani meTodi gamoiyeneba. striqonqveSa SeniSv-
nebis numeraciis marTvas emsaxureba dialoguri fanjara Footnote and Endnote-striqonqveSa Se-
niSvnebis saSualebebi (nax. 24.12 CanarTze References-bmulebi. 
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nax. 24.12. striqonqveSa SeniSvnebis parametrebis momarTva 

 
1. numeraciis momarTvas iwyeben striqonqveSa SeniSvnebis tipisa da maTi ganTavsebis  arCe-

viT. striqonqveSa SeniSvnebis tips irCeven panel Location-mdebareobis gadamrTvelebis meSveobiT.  
2. striqonqveSa SeniSvnebis arCeuli tipisTvis ganTavsebis adgils miuTiTeben gaSladi 

siis meSveobiT. 
3. striqonqveSa SeniSvnebis numeraciis mimdevrobas miuTiTeben panelze Format-formati. 
4. yvelaze iolia isargebloT avtomaturi numeraciiT. am SemTxvevaSi striqonqveSa SeniSv-

nebis niSnebisTvis aRniSvnas irCeven gaSlad siaSi Number Format-nomris formati. 
5. pirveli striqonqveSa SeniSvnis nomers miuTiTeben mindorSi Start at dawyeba ...-dan. am Se-

saZleblobas iyeneben ramdenime dokumentSi striqonqveSa SeniSvnebis gamWoli numeraciisas, ma-
galiTad wignis calkeul TavebSi.  

6. striqonqveSa SeniSvnebis avtomaturi numeraciis reJims irCeven gaSlad siaSi Numbering-
numeracia. SesaZlebelia gamWoli numeracia mTel dokumentSi an TiToeul ganyofilebaSi. 
Cveulebrivi striqonqveSa SeniSvnebisTvis numeracia SeiZleba Tavidan daiwyos TiToeul 
gverdze. 

7. grafikuli niSnis asarCevad iyeneben Rilaks Symbol-simbolo. striqonqveSa SeniSvnebis 
avtomaturi numeracia am SemTxvevaSi ar moqmedebs. 

8. parametrebis gamoyenebis ubans miuTiTeben gaSlad siaSi Apply changes to-gamoyeneba. Tu 
dokumenti ramdenime ganyofilebisgan Sedgeba, striqonqveSa SeniSvnebis Tvisebebi TiToeuli 
ganyofilebisTvis SeiZleba individualurad mieTiTos. 

9. parametrebis momarTvis Semdeg unda daaWiroT Rilaks Insert-Casma axali striqonqveSa Se-
niSvnis Sesaqmnelad. 

10. xolo Tu laparakia ara axali striqonqveSa SeniSvnis Seqmnaze, aramed striqonqveSa Se-
niSvnebis Tvisebebis Secvlaze mimdinare ganyofilebaSi, daaWireT Rilaks Apply-gamoyeneba. 

  striqonqveSa SeniSvnebis niSnebis gaformeba 

teqsturi procesori striqonqveSa SeniSvnebis niSnebs avtomaturad aformatebs. es iZleva 
mTel dokumentSi striqonqveSa SeniSvnebis gaformebis erTianobis garantias. ufro metic, 
striqonqveSa SeniSvnis niSnis gaformebis individualurad Secvla SeuZlebelia. is SeiZlea 
mieTiTos mxolod stilis meSveobiT. am gaformebaze pasuxs ageben Casmuli stilebi Insert Foot-
note-striqonqveSa SeniSvnis niSani da Insert Endnote-saboloo striqonqveSa SeniSvnis niSani. 
striqonqveSa SeniSvnis garegnuli saxis Sesacvlelad Sesabamis stilSi SeitaneT cvlilebebi. 

Tu dokumentSi striqonqveSa SeniSvnebi jer ar gamoyenebula, maSin stilebi Insert Footnote-
striqonqveSa SeniSvnis niSani da Insert Endnote-saboloo striqonqveSa SeniSvnis niSani gamoyene-
buli stilebis siaSi jer ar iqneba. maT misaRebad upirveles yovlisa, am stilebs rekomende-
buli stilebis statusi unda mianiWoT, mere ki rekomendebuli stilebis asaxva CarToT, gamo-
sayenebeli stilebis nacvlad. 

1. jgufSi Styles-stilebi CanarTze Home-mTavari daaWireT damatebiTi parametrebis momarT-
vis Rilaks _ programis fanjaraSi gaixsneba damatebiTi paneli Styles-stilebi (nax. 24.13). 

2. panel Styles-stilebis qveda nawilSi daaWireT hiperbmuls Options-parametrebi _ gaixsneba 
dialoguri fanjara stilebis ubnis parametrebi. 

3. siaSi Select styles to show-asaxuli stilebi airCieT mniSvneli Recommended-rekomendebulebi 
_ stilebis sia panelze Styles-stilebi am dros SeiZleba Seicvalos. Tu masSi Zveleburad ar 
aris stilebi Insert Footnote-striqonqveSa SeniSvnis niSani da Insert Endnote-saboloo striqonqve-
Sa SeniSvnis niSani, e.i. es stilebi jer ar arian rekomendebulebi. 
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nax. 24.13. striqonqveSa SeniSvnebis niSnebis stiluri gaformebis momarTvis mimdevroba 

 
4. panel Styles-stilebis qveda nawilSi daaWireT Rilaks Manage Styles-stilebis marTva _ 

gaixsneba amave saxelwodebis dialoguri fanjara. 
5. fanjaraSi Manage Styles-stilebis marTva gaxseniT CanarTi rekomendaciebi. 
6. CanarTze Recommend-rekomendaciebi warmodgenilia dokumentSi gamosayeneblad xelmi-

sawvdomi stilebis yvelaze sruli sia. sia vrcelia, amitom muSaobis gasamartiveblad gaSlad 
siaSi Sort order-daxarisxebis mimdevroba airCieT daxarisxebis reJimi Font-anbanis mixedviT. 

7. ipoveT siaSi stilebi Insert Footnote-striqonqveSa SeniSvnis niSani da Insert Endnote-
saboloo striqonqveSa SeniSvnis niSani, moniSneT isini saTiTaod da TiToeuli maTganisTvis 
daaWireT Rilaks Show-Cveneba. 

8. Tu gsurT, rom ganxorcielebuli momarTva yvela dokumentze aisaxos, romlebic mimdi-
nare Sablonis bazaze iqmneba, is SablonSi SeitaneT, amisaTvis CarTeT gadamrTveli New docu-
ment based on the template-axal dokumentebSi, romlebic am Sablons gamoiyeneben. 

9. daxureT dialoguri fanjara Manage Styles-stilebis marTva Rilak OK-ze daWeriT, 
10. striqonqveSa SeniSvnebis nomrebis gasaformebeli stilis Tvisebebis Sesacvlelad daaw-

kapuneT stilis saxelze Tagvis marjvena RilakiT da gaxsnil konteqstur meniuSi airCieT 
punqti Modify-Secvla. 

11. striqonqveSa SeniSvnebis niSnebis gaformeba momarTeT fanjaraSi Change Styles-stilis 
Secvla. imis Sesaxeb, Tu rogor unda isargebloT am fanjriT, moTxrobilia ganyofilebaSi 10.3.  

gakveTili-11. maCveneblebi, sarCevi, samuSao siebi 
sxvadasxvagvari maCveneblebi da samuSao cxrilebi, rogorc sarCevi, samuSao aparatis saSu-

alebebis funqciebs asrulebs da dokumentTan muSaobis gaiolebas emsaxureba. am komponentebis 
saxasiaTo Tavisebureba imaSi mdgomareobs, rom isini cvalebad SemadgenlobasTan dinamikur 
SesabamisobaSi arian. magaliTad, rodesac dokumentTan muSaobis msvlelobisas masSi axali ga-
nyofilebebi iqmneba, xolo Zvelebi Tavis struqturas icvlian, sarCevi kvlav agrZelebs kavSi-
ris uzrunvelyofas dokumentis logikur struqturasa da fizikuri gverdebis numeraciasTan. 
msgavsi kavSirebis uzrunvelyofa avtomaturi saSualebebiT xdeba. 

sagnobrivi maCvenebeli 

sagnobrivi, anu anbanuri maCvenebeli (saZiebeli) dokumentSi Tematuri informaciis swraf 
Ziebas emsaxureba. am dros Zieba eyrdnoba dokumentSi gamoyenebuli terminologiis specifikas. 

sagnobrivi maCvenebeli _ dokumentSi arsebuli terminebis, sakvanZo sityvebisa da sityvaT-
SeTanxmebebis mowesrigebuli sia, im gverdebis nomrebis miTiTebiT, romlebzec isini gvxvdeba. 

maCveneblis elementi. sagnobriv maCvenebelSi CarTuli terminebi, sakvanZo sityvebi da sity-
vaTSeTanxmebebi maCveneblis elementebad iwodeba.  

anbanuri maCvenebeli _ sagnobrivi maCvenebeli, romlis elementebic anbanis mixedviT aris 
mowesrigebuli,  

maCveneblebis Seqmnisa da momsaxurebis saSualebebi ganTavsebulia jgufSi sagnobrivi maCve-
nebeli CanarTze bmulebi. 

maCveneblis formirebis mimdevroba 

maCveneblebi or etapad formirdeba. pirvel etapze xorcieldeba terminebis SerCeva, rom-
lebic unda Sevides maCvenebelSi. SerCeva xdeba dokumentis SemadgenlobaSi maCveneblis elemen-
tebis moniSvnis (markirebis) gziT. arsebobs markirebis ori meTodi: xelis da avtomaturi. avto-
maturi markireba leqsikonis safuZvelze xdeba.  
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meore etapze sagnobrivi maCvenebeli iqmneba da dokumentSi ismeba. maCveneblis Semadgenlo-
baSi CarTulia ori winaswar moniSnuli elementi. es operacia, iseve rogorc maCveneblis Semd-
gomi ganaxleba, sruliad avtomatizirebulia. 

maCveneblebis elementebis markireba xeliT 

xeliT markirebisas maCveneblis elementebs uSualod dokumentis teqstSi niSnaven. 
1. airCieT da moniSneT sakvanZo sityva an sityvaTSeTanxmeba, romelzec unda Seiqmnas maCve-

nebelSi bmulis Seqmna.  
2. jgufSi Index-sagnobrivi maCvenebeli CanarTze References-bmulebi daaWireT Rilaks Mark 

Entry-elementis moniSvna _ gaixsneba dialoguri fanjara Mark Index Entry-maCveneblis elementis 
gansazRvra, romelic warmodgenilia naxatze 25.1. 

  
dialoguri fanjris Mark Index Entry-maCveneblis elementis gansazRvra-s gaxsna mosaxerxe-

belia klaviSTa kombinaciiT ALT + SHIFT + X. 
 
3. maCveneblis elementis Semadgenloba SeiyvaneT mindorSi Main entry-ZiriTadi. gulisxmobis 

mixedviT aq warmodgenilia dokumentSi moniSnuli teqsti. Tu aucilebelia, SeasworeT is _ 
termini warmodgenili unda iyos mxolobiTi ricxvis saxelobiT brunvaSi. 

4. mindorSi Subentry-damatebiTi miuniSneT elementis damatebiTi daxasiaTeba. sagnobriv maC-
venebelSi is qmnis Casmul qvepunqts. 

5. umravles SemTxvevaSi sagnobrivi maCvenebeli elementebs akavSirebs dokumentis Semad-
genlobasTan gverdebis nomrebis miniSnebis saSualebiT. am SemTxvevaSi panelze Options-
parametrebi  CarTeT gadamrTveli Current  page-mimdinare gverdi. 

6. Tu termini dokumentSi araerTxel gvxvdeba, rekomendebulia gansakuTrebulad moiniSnos 
im gverdis nomeri, romelic aRniSnuli terminisTvis upiratesia. Cveulebriv es is gverdia, ro-
melze aris mocemuli terminis gansazRvreba. nomers moniSnaven almis dayenebiT Page number for-
mat-gverdis nomris formati. SesaZlo variantebia: naxevrad msxvili moxazuloba da daxra.  

7. mzadebis dasrulebis Semdeg daaWireT Rilaks Mark-moniSvna _ moniSnuli termini maCve-
neblisTvis iqneba moniSnuli. 

8. Tu daaWerT Rilaks Mark All-yvelafris moniSvna, dokumentSi arsebuli yvela  ganmarte-
bisaTvis, Seiqmneba maniSnebeli.  

zemoT aRweril proceduras imeoreben maCveneblis yvela elementisTvis. am dros programa 
ar iTvaliswinebs, rom sityvam SeiZleba miiRos sxvadasxva forma. magaliTad, Tu sagnobriv maC-
venebelSi CasarTvelad arCeulia sityva `dokumenti~, saWiro gaxdeba calke aRiniSnos misi yve-
la gramatikuli forma: `dokuments~, `dokumentebs~, `dokumentebiT~ da sxva.  

 

 
nax. 25.1. maCveneblis elementebis moniSvnis momarTva 

maCveneblis elementebis avtomaturi markireba 

maCveneblis elementebis markireba avtomatizirdeba leqsikonis failis daxmarebiT, romel-
sac xeliT qmnian. leqsikoni unda Seicavdes terminebis nakrebs, romlebic sagnobriv maCvene-
belSi unda Sevides. terminebi leqsikonSi cxrilis saxiT aris warmodgenili.  

cxrili leqsikonis failSi unda Seicavdes or svets. pirveli svetis ujredebi Seicaven 
maCvenebelSi CarTul terminebs, im formiT, romelSic isini dokumentSi gvxvdeba. saWiro sity-
vebi da sityvaTSeTanxmebebi SeiZleba xeliT iqnas Seyvanili an kopirdes uSualod dokumenti-
dan. terminis TiToeuli gramatikuli forma aucileblad calke unda iyos miTiTebuli. asomTa-
vruli da nusxuri asoebi aseve ganirCeva. 
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meore sveti Seicavs maCveneblis im elementebs, romlebic leqsikonSi CarTul terminebs 
Seesabameba. Tu aucilebelia elementis damatebiTi daxasiaTebis miTiTeba, mas ZiriTadi elemen-
tisgan orwertiliT gamoyofen (nax. 25.2). meore svetis ujredebis Semadgenloba erTnairia erTi 
terminis yvela formisTvis. 
 

 
nax. 25.2. teqsti avtomaturi moniSvna maCveneblisTvis xorcieldeba cxrilis meSveobiT 

 
leqsikonis failis arsebobisas maCveneblis elementebis markireba avtomaturad xorciel-

deba. 
1. jgufSi Index-sagnobrivi maCvenebeli CanarTze References-bmulebi daaWireT Rilaks Insert 

Index-sagnobrivi maCvenebeli _ gaixsneba dialoguri fanjara Index-maCvenebeli, romelic war-
modgenilia naxatze 25.3. 

2. CanarTze Index-maCvenebeli daaWireT Rilaks AutoMark-avtomoniSvna. 
3. gaxsnil dialogur fanjaraSi maCveneblis leqsikonis gaxsna airCieT leqsikonis faili 

da daaWireT Rilaks gaxsna. 

  
fanjaraSi mimaniSneblis leqsikonis gaxsna CarTulia filtri, romelic teqsturi proce-

soris failebs warmoadgens formatSi Word 97_2003. Tu Tqveni leqsikoni Sesrulebulia for-
matSi Word 2007, filtris momarTva SecvaleT. 

 
teqsturi procesori dokuments gadaxedavs leqsikonis cxrilis pirvel svetSi arsebuli 

sityvebisa da sityvaTSeTanxmebebis ZiebaSi. Tu aseTi teqsti napovnia, is moiniSneba rogorc 
sagnobrivi maCveneblis elementi, amavdroulad elementis Tvisebebi ganisazRvreba cxrilis 
meore svetis SemadgenlobiT. erTi abzacis farglebSi aRniSvnebi ar iqmneba. 
 

 
nax. 25.3. sagnobrivi maCveneblis gaformebis momarTva 

  
avtomaturi moniSvnis leqsikonis Seqmna _ sakmaod Sromatevadi RonisZiebaa. umravles 

SemTxvevaSi ufro ioli da efeqturia xeliT moniSvnis Sesruleba, vidre avtomaturi 
monSvnisTvis leqsikonis Seqmna. gamonaklisia mxolod is SemTxvevebi, rodesac samuSao adgilas 
regularulad iqmneba rTuli Tematikis dokumentebi, magaliTad perioduli biuletenebi.  
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sagnobrivi maCveneblis Seqmna 

dokumentisTvis, romelSic Sesrulebulia terminebis markireba, sagnobrivi maCvenebeli av-
tomaturad iqmneba. teqsturi procesori SearCevs moniSnul terminebs, ganaTavsebs maT anbanuri 
mimdevrobiT da amatebs gverdebis nomrebs. raki maCveneblis elementebi xSirad ramdenime svetSi 
aris ganTavsebuli, maCveneblis gansaTavseblad avtomaturad iqmneba axali ganyofileba. sagno-
brivi maCveneblis gaformebis marTvas emsaxureba dialoguri fanjris Index-maCveneblis CanarTi 
Insert Index-maCvenebeli. 

1. kursori dokumentis im adgilas daayeneT, sadac aucilebelia sagnobrivi maCveneblis 
Casma. 

2. jgufSi Index-sagnobrivi maCvenebeli CanarTze References-bmulebi daaWireT Rilaks Index-
sagnobrivi maCvenebeli _ gaixsneba dialoguri fanjara Index-maCvenebeli, romelic warmodgeni-
lia naxatze 25.3.  

3. airCieT maCveneblis elementebis gaformebis standartuli saSualeba gaSlad siaSi For-
mats-formati. 

4. Tu aucilebelia maCveneblis elementebis gaformeba garkveuli stiliT, airCieT gaSlad 
siaSi Formats-formatebi punqti Templates-Sablonidan. 

5. maCveneblis elementebis gaformebis stilis arCevasa da momarTvas emsaxureba Rilaki 
Modify-Secvla. 

6. sagnobrivi maCveneblis saxe momarTeT CanarTis Index-maCvenebeli marTvis sxva elemente-
bis daxmarebiT. 

7. maCveneblis saxe akontroleT panelze Print Preview-sabeWdi dokumentis nimuSi. 
8. momarTvis dasrulebisas maCvenebeli CasviT dokumentSi RilakiT OK.  

sarCevi 

dokumentis sarCevi or ZiriTad funqcias asrulebs. jer erTi, is saSualebas aZlevs mkiTx-
vels, zogadi warmodgena Seiqmnas dokumentis Sinaarsisa da struqturis Sesaxeb, meorec, is 
amartivebs da aCqarebs dokumentis Semadgeneli nawilebis Ziebas: Tavebis, paragrafebis, cald-
keuli statiebisa da sxva ganyofilebebis. Tavisi bunebiT sarCevi _ mimaniSnebelia. is akavSi-
rebs ganyofilebebis saxelwodebebs gverdebis nomrebTan, romlebzec es ganyofilebebi Tavsde-
ba. 

sarCevis Seqmna gacilebiT ukeT meqanizirdeba, vidre sagnobrivi maCveneblis Seqmna, radgan 
is ar moiTxovs winaswari moniSvnis operaciebs. marTlac, ra saWiroa saTaurebis moniSvna, Tu 
isini ukve aRniSnulia stilebiT formatirebis dros, magram es stilebi saStato unda iyos, 
programaSi Casmuli. xolo Tu apirebT sasaTaures saxiT romelime nebismieri stilis gamoyene-
bas, misi momarTvis dros saWiroa misTvis donis daniSvna.  

sarCevis Seqmna 

sarCevis Seqmnisa da momsaxurebis saSualebebiT ganTavsebulia jgufSi Table of Contens-
sarCevi CanarTze References-bmulebi. 

1. kursori dokumentis im adgilas daayeneT, sadac saWiroa sarCevis Casma. 
2. jgufSi Table of Contens-sarCevi CanarTze References-bmulebi daaWireT Rilaks Table of Con-

tens-sarCevi _ gaixsneba sarCevis Sablonebis koleqcia (nax. 25.4). 
 

 
nax. 25.4. Sablonebis koleqcia sarCevisTvis 
 

3. gaxsnil dialogur fanjaraSi airCieT brZaneba Insert Table of Contents…sarCevis Casma. 
(nax.25.5) 
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4. mricxvelis Show leveles-doneebis daxmarebiT airCieT saTaurebi, romlebic aucileblad 
unda CarToT sarCevSi. sarCevis SemadgenlobaSi iqneba mxolod miTiTebuli donisa da ufro 
maRali doneebis saTaurebi.  

5. gaSlad siaSi Formats-formatebi airCieT sarCevis punqtebis gaformebis standartuli sa-
Sualeba.  

6. Tu aucilebelia sarCevis punqtebis gaformeba gansazRvruli stiliT, airCieT gaSlad 
siaSi Formats-formatebi punqti Templates-Sablonidan. 

7. sarCevis punqtebis gaformebis stilis arCevisa da momarTvisTvis aris mowodebuli Ri-
laki Modify-Secvla. 

8. Tu dokumenti sabeWdia, maSin gverdebis nomrebis sayovelTaod miRebuli gaformebisTvis 
aRmarTeT almebi Show page numbers-gverdebis nomrebis Cveneba da Right align page numbers-gverdebis 
nomrebi marjvena napiris mixedviT. 

9. gaSlad siaSi Tab leader-Semvsebi airCieT sarCevis punqtis teqstsa da gverdis nomers So-
ris probeluri masalis Sevsebis saSualeba.  
 

 
nax. 25.5. sarCevis Semadgenlobisa da gaformebis momarTva 
 

10. akontroleT sarCevis saxe panelze Print Preview-sabeWdi dokumentis nimuSi, 
11. momarTvis dasrulebisas, sarCevi CasviT dokumentSi RilakiT OK. mza sarCevis magaliTi 

warmodgenilia naxatze 25.6.  
 
 

 
nax. 25.6. avtomaturad formirebuli sarCevis magaliTi 

sarCevis gaformeba 

rogorc Cveulebriv teqsts, sarCevsac aformeben stilebis formatirebis daxmarebiT. am miz-
nisTvis programaSi Casmulia saStato stilebi Heading 1-saTauri 1, Heading 2-saTauri 2 da a.S. am 
dros dokumentis saTaurebis TiToeul stils Seesabameba sarCevis garkveuli stili, magaliTad 
stils Heading 1-saTauri 1 Seesabameba stili Table- 1sarCevi 1, xolo stils Heading 2-saTauri 2 _ 
stili Table 1-sarCevi 2 da a.S.  

1. SeqmeniT sarCevi, rogorc zemoT aris miTiTebuli.  
2. gaxseniT CanarTi Home-mTavari. 
3. jgufSi Styles-stilebi daaWireT damatebiTi parametrebis momarTvis Rilaks (an daaWireT 

klaviSTa kombinacias ALT + CTRL + SHIFT + S) _ gaixsneba paneli Styles-stilebi. 
4. Tu sarCevis stilebi am panelze aisaxeba, airCieT mosamarTi stili da daawkapuneT masze 

Tagvis marjvena RilakiT _ gaixsneba stilis konteqsturi meniu.  
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 stilis konteqstur meniuSi airCieT punqti Modify-Secvla _ gaixsneba dialoguri fanja-
ra Modify Style-stilis Secvla. 

 am fanjris saSualebebiT isargebleT, rogorc aRwerilia ganyofilebaSi 10.3, momarTeT 
sarCevis stili Tqveni Sexedulebebisamebr.  

 analogiurad momarTeT sarCevis sxva stilebi.  
5. Tu panelze Styles-stilebi raime mizeziT sarCevis stilebi ar aisaxeba, daawkapuneT hi-

perbmulze Options-parametrebi _ gaixsneba dialoguri fanjara Style Pane Options-stilebis ubnis 
parametrebi. 

 am fanjris siaSi Select Styles to show-asasaxi stilebi airCieT mniSvneli In use-
gamoyenebulebi (an mniSvneli All styles-yvela). amis Semdeg sarCevis stilebi aisaxeba stilebis 
panelze da isini SeiZleba moimarTos.  

6. sarCevis gaformebis magaliTi tabulaciis daxmarebiT poziciebSi 30 mm da 35 mm warmod-
genilia naxatze 25.6.  

sarCevis ganaxleba 

sarCevis avtomaturi SerCevis umaRlesi arsi imaSi mdgomareobs, rom rogor avtomaturadac 
formirdeba isini, iseve avtomaturad ganaxldeba. dokumentTan muSaobis msvlelobisas misi ga-
nyofilebebi SeiZleba nebismieri mimarTulebiT icvlides saxelwodebebsa da adgilmdebareobas. 
yvela cvlileba, romelic ganyofilebebs Seexeba, Seucdomlad da avtomaturad aisaxeba doku-
mentis sarCevSi, magram misi ganaxlebis brZaneba xeliT unda gasceT. 

1. Tagvis mimaniSnebeli SeiyvaneT avtomaturad formirebuli sarCevis farglebSi da rode-
sac sarCevis foni cisfrad Seifereba, ZiriTadi RilakiT daawkapuneT _ sarCevi erTiani blokiT 
moiniSneba.  

2. CanarTze References-bmulebi jgufSi Table of Contens-sarCevi  airCieT brZaneba  Update Table-
cxrilis ganaxleba (nax. 25.7).  

3. brZaneba Update Table-cxrilis ganaxleba xsnis mcire dialogur fanjaras Update Table Of 
Contens-sarCevis ganaxleba. 

4. airCieT ganaxlebis reJimi. ori reJimi ganirCeva: Semadgenlobis ganaxleba da gverdebis 
numeraciis ganaxleba. umravles SemTxvevaSi unda ganaxldes rogorc erTi, ise meore, Tumca 
StatgareSe situaciebic aris, rodesac Semadgenlobis ganaxleba ar Rirs. magaliTad, is ar un-
da ganaxldes sarCevis xeliT Sesworebis Semdeg. 

5. sarCevi ganaaxleT Rilakze OK-ze daWeriT. 

 
nax. 25.7. sarCevis ganaxleba 

sarCevis elementebis xeliT Sesworeba 

Cveulebriv pirobebSi sarCevis Sesworeba ar xdeba saWiro. Tu dokumentis redaqtirebis 
procesSi ganyofilebebis saTaurebSi xdeba cvlilebebi, isini avtomaturad unda aisaxos sar-
CevSi misi ganaxlebisas. Tumca arsebobs StatgareSe situaciebi, rodesac teqsti sarCevSi raime 
mizeziT unda gansxvavdebodes saTaurebis teqstisgan. am SemTxvevaSi ubralod daayeneT kurso-
ri sarCevis farglebSi da misi teqsti ise SecvaleT, rogorc es aucilebelia. sarCevis xeliT 
Sesworeba arafriT ar gansxvavdeba Cveulebrivi teqstis Sesworebisgan.  

  
sarCevis xeliT Sesworebis Semdeg ar ganaaxloT misi Semadgenloba. mxolod gverdebis nu-

meracia ganaaxleT. 

sarCevis elementebis xeliT Seyvana 

Cveulebriv sarCevis struqtura avtomaturad formirdeba dokumentis saTaurebis struqtu-
ris srul SesabamisobaSi. nebismieri teqsti, romelic sasaTauri stiliT aris gaformebuli, 
avtomaturad xvdeba sarCevis nakrebSi, magram aris situaciebi, rodesac sarCevSi sasurvelia 
CairTos raRac teqsti, romelic nebismieri (arasasaTaure) stiliT aris gaformebuli. arsebi-
Tad, saxelmZRvaneloebSi es SeiZleba iyos magaliTebi, amoxsnebi, damoukidebeli da labora-
toriuli samuSaoebi, aseve sakontrolo pasuxebi. ZiriTadi struqturis saTaurebiT am ganyo-
filebebs ar aformeben meToduri mosazrebebiT, magram mkiTxvelisTvis maTi adgilmdebareoba 
SeiZleba mniSvnelovani iyos da sasurvelia maTi asaxva SemadgenlobaSi. 

1. airCieT abzaci, romelic sarCevSi unda SeiyvanoT, da daayeneT masSi kursori. abzacis 
teqsti sarCevSi srulad Sedis. Tu es is ar aris, rac Tqven gWirdebaT, elementis teqsti mog-
vianebiT SeasworeT, rodesac struqturasTan muSaoba dasruldeba. 

2. gaxseniT CanarTi References-bmulebi. 
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3. jgufSi Table of contents-sarCevi daaWireT Rilaks Edd Text- teqstis damateba _ gaixsneba 
meniu. 

4. airCieT danarTis done, romelzec ganTavsdeba dasamatebeli elementi. 
5. sarCevi ganaaxleT brZanebiT References-bmulebi ► Table of contents-sarCevi ► Update Table-

cxrilis ganaxleba.   

naxatebisa da sxva obieqtebis nusxis Seqmna 

naxatebi da cxrilebi xSirad aris faseuli ilustrirebuli masala, romelTanac swrafi 
miwvdomaa saWiro. zogierT dokumentSi aseTi miwvdomis saSualebas iZleva ilustraciebis, 
cxrilebis an sxva obieqtebis nusxa im gverdebis nomrebis miTiTebiT, romlebzec es obieqtebia 
ganTavsebuli. 

teqsturi procesori Seicavs Casmuli obieqtebis nusxebis avtomaturi Seqmnis saSualebebs, 
magram unda aRiniSnos, rom siebis formirebisTvis gamoiyeneba ara TviT obieqtebi, aramed war-
werebi, romlebiTac isini aris aRWurvili14. 

obieqtebis nusxis avtomaturi Seqmna 

Casmuli obieqtebis nusxebis Seqmnisa da momsaxurebis saSualebebi ganTavsebulia jgufSi 
Captions-saxelwodebebi CanarTze References-bmulebi. 

1. kursori dokumentis im adgilas daayeneT, sadac saWiroa obieqtebis nusxis ganTavseba. 
2. gaxseniT CanarTi References-bmulebi. 
3. jgufSi Captions-saxelwodebebi daaWireT Rilaks Insert Table of Figures-ilustraciebis sia _ 

gaixsneba dialoguri fanjara Table of Figures-ilsutraciebis sia, romelic warmodgenilia nax-
atze 25.8. ilustraciebi mocemul SemTxvevaSi Casmuli obieqtebis kerZo SemTxvevaa. yvelaferi, 
rac SemdgomSi aris Tqmuli ilustraciis siis Sesaxeb, Tanabrad exeba Casmuli obieqtebis sxva 
saxeebsac, magaliTad, cxrilebs.  

4. gaSlad siaSi Caption label-saxelwodeba airCieT obieqtebis kategoria, romlebic siaSi Se-
satanad aris gankuTvnili. gulisxmobis mixedviT SesaZlebelia naxatebis, cxrilebisa da for-
mulebis arCeva, magram xelmisawvdomi kategoriebis sia SeiZleba gafarTovdes momxmareblis 
mier daniSnuli kategoriis xarjze. imis Sesaxeb, Tu rogor unda Sesruldes aseTi gafarTove-
ba, moTxrobilia zemoT ganyofilebaSi 24.2.  

5. gaSlad siaSi Formats-formatebi airCieT nusxis elementebis gaformebis standartuli 
saSualeba. 

6. Tu aucilebelia nusxis elementebis gaformeba garkveuli stiliT, airCieT gaSlad siaSi 
Formats-formatebi punqti From templates-Sablonidan. 

7. nusxis elementebis stilis mosamarTad daaWireT Rilaks Modify-Secvla _ gaixsneba di-
aloguri fanjara Style-stili. 

8. saWiro stils irCeven siidan da momarTaven Rilakis Modify-Secvlis meSveobiT.  
9. stilis momarTvis dasrulebisTanave daaWireT Rilaks OK.  
10. daaWireT Rilaks OK dokumentSi obieqtebis siis Casasmelad. 

 

 
nax. 25.8. Casmuli obieqtebis siis Semadgenlobisa da gaformebis momarTva 

                                                 
14 obieqtebisTvis warwerebis Seqmnis ileTebi ilustraciis magaliTze ganxiluli iyo ganyofi-
lebaSi 24.2. 



 

სასწავლო სტუდია PARADOX+, ტელ: 822-18-19-18 189

pirvelwyaroebTan muSaoba 

pirvelwyaroebze bmulebis gareSe warmoudgenelia seriozuli samecniero gamokvleva, sapa-
suxismgeblo saswavlo samuSao. pirvelwyaroebTan samuSaod teqsturi procesori Word 2007 
warmoadgens specialur saSualebebs. teqnikurad, isini sakmaod hgavs saboloo bmulebis Sesaqm-
nel saSualebebs, magram pirvelwyaroebze bmulebs mivyavarT ara SeniSvnebTan da komentarebTan, 
aramed dokumentSi Casmul citatebs akavSireben dokumentis boloSi arsebul literaturis 
siasTan. 

umartivesi bibliografiuli saZieblis Seqmna savsebiT ar iqneboda rTuli xeliT, rom ara 
specifikuri moTxovnebi, romlebic mas waredgineba mecnierebisa da teqnikis sxvadasxva sfero-
Si. arsebiTad, umaRles skolaSi Cveulebriv moqmedebs moTxovnebi, literaturis siis elemente-
bi anbanuri mimdevrobiT ganlagdes15. moculobiTi dokumentebisTvis, romlebic aTobiT citata-
sa da pirvelwyaroebze bmulebs iTvlian, am moTxovnebis Sesruleba sakmaod iolia. dokumentSi 
pirvelwyaroze bmulis damatebisas, romelic aso `a~-ze iwyeba, icvleba siaSi adgilmdebareoba, 
Sesabamisad numeraciac siis elementebis umravlesobisTvis. sabednierod, Word 2007 saSualebas 
iZleva gadailaxos es da bevri sxva problema. saSualebebi, romlebic aucilebelia pirvelwya-
roebze bmulis Casasmelad, ganTavsebulia jgufSi Citations & Bibliography-literaturis bmulebi 
da siebi da literaturis siebi CanarTze References-bmulebi. 

pirvelwyaroebTan muSaobis organizacia 

pirvelwyaroebTan muSaoba organizebulia ZiriTadad samecniero muSakebze gaTvliT, rom-
lebic aTwleulobiT specializdebian erT Temaze da SesaniSnavad ician misi fuZemdeblebisa 
da kolegebis Sromebi. isini Rirseulad afaseben im efeqturobas, romelsac uzrunvelyofen 
bibliografiul aparatTan muSaobisTvis gankuTvnili programis Sida meqanizmebi.  

bibliografiuli baraTi. patiosnad vaRiaroT: programaSi es termini ar gamoiyeneba, 
magram im terminebTan, romlebic programaSi gamoiyeneba, imis garkveva, Tu rogor muSaobs pir-
velwyaroebze bmulebis meqanizmi, savsebiT SeuZlebelia. maS ase, pirvelwyaroebTan muSaoba im-
iT iwyeba, rom bibliografiuli siis TiToeul elementze amoqmeddeba Canaweri programis Sida 
monacemTa bazaSi. am Canawers pirobiTad vuwodebT `bibliogrfiul baraTs~.  

bibliografiuli aRwera. bibliografiuli baraTi Seicavs standartuli mindvrebis 
nakrebs: gamocemis tipi, avtori, gamocemis weli, gamomcemeli da a.S. am mindvrebis erToblioba 
uzrunvelyofs pirvelwyaros bibliografiul aRweras. 

mTavari sia. bibliografiuli baraTebi bibliografiuli aRwerebiT inaxeba programaSi 
calke mimdinare dokumentisgan da warmoqmnis e.w. `mTavar bibliografiul sias~. is xelmisawv-
domia axali dokumentebis Seqmnisas. anu, Tu erTxel SeadgineT pirvelwyaroebis sia Tqveni sa-
kurso naSromis Temaze, maSin SegiZliaT is SemdgomSi gamoiyenoT (aseve SeavsoT) diplomze, 
disertaciaze da disertaciis Temaze statiebze muSaobisas. 

mimdinare sia. im ros, rodesac mTavari bibliografiuli sia programasTan aris Sekav-
Sirebuli, mimdinare bibliografiuli sia SekavSirebulia calkeul dokumentTan. es sia _ mTa-
vari siis nawilia. rodesac dokumentTan muSaobisas axal bibliografiul baraTs avamoqmedebT, 
is mimdinare siaSic miewodeba da mTavar siaSic. mTavari sia ase TandaTanobiT ivseba dokumen-
tebis mimdinare siebSi CasarTveli pirvelwyaroebis xarjze.  

bibliografiuli baraTis Seqmna 

bibliografiuli bmulis Sesaqmnelad, unda gadaiWras sami sakiTxi. ras CavsvamT, sad Cavs-
vamT da ra saxiT. meore da mesame sakiTxebi `adgilze~ wydeba: sadac aris saWiro, iq vsvamT. sa-
magierod pirvel sakiTxze pasuxisTvis winaswar unda moemzadoT: adridanve unda SemoiRo bib-
liografiuli baraTi pirvelwyaroze. SemdgomSi misgan programa gamoitans monacemebs wyaroze 
bmulis Sesaqmnelad, aseve gamoyenebuli literaturis siis Sesaqmnelad.  

1. instrumentul lentze gaxseniT CanarTi References-bmulebi. 
2. jgufSi Citations & Bibliography-literaturis bmulebi da siebi daaWireT Rilaks Insert Cita-

tion-bmulis Casma _ gaixsneba meniu bibliografiul bmulebTan samuSaod.  
3. gaxsnil meniuSi airCieT brZaneba Add New Source-axali wyaros damateba _ gaixsneba di-

aloguri fanjara Create Source-wyaros Seqmna. is warmoadgens formas bibliografiuli baraTis 
Sesavsebad (ix. nax. 25.9).  
 

                                                 
15 es imiT aixsneba, rom literaturis siebi xSirad aris damoukidebeli faseulobis saswavlo-
meToduri dokumentebi 
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nax. 25.9. pirvelwyarosTvis bibliografiuli baraTis Sevseba 

 
4. baraTis Sevsebisas ganaskuTrebul rols TamaSobs mindori Type of Source-wyaros tipi. 

wyaros xasiaTis mixedviT icvleba danarCeni mindvrebis Semadgenloba. yvelaze gavrcelebuli 
wharoebia: Book-wigni, Jurnal Article-saJurnale statia, Report-angariSi, Conference Proceeding-
konferenciis masalebi, Web Site-veb-kvanZi da a.S. magaliTis saxiT naxatze 25.9 warmodgenilia 
bibliografiuli baraTi sagamomcemlo saxlis `piteris~ veb-gverdisTvis.  

5. gulisxmobis mixedviT Sesavsebad SemoTavazebulia bibliografiuli baraTis Semokle-
buli varianti, romelic yovelTvis ar aris sakmarisi srulfasovani bibliografiuli aRweris 
Sesaqmnelad. baraTis gafarToebuli warmodgenis gasaxsnelad, daayeneT alami Show All Bibiliogra-
phy Filds-literaturis siis yvela mindvris Cveneba.  

6. mindvrebis SevsebisTanave baraTi SeinaxeT RilakiT OK.  
7. wyaros Sesaxeb Senaxuli monacemebi Seva rogorc mTavar bibliografiul siaSi, ise do-

kumentis mimdinare bibliografiul siaSi. ukanaskneli faqti aisaxeba menius Semadgenlobaze, 
romelic ixsneba brZanebiT Add New Source-axali wyaros damateba. axla am meniuSi Sedis Cven 
mier pirvelad Seqmnil wyaroze miTiTeba. 

pirvelwyaroze bmulis Casma 

rodesac bibliografiuli baraTebi Seqmnilia da pirvelwyaroebi daregistrirebulia pro-
gramis monacemTa bazaSi, maTze bmulebis Seqmna martiv formalobad gadaiqceva. erTaderTi 
problemaa _ sworad SearCioT formati. jguf Citations & Bibliography-literaturis bmulebi da 
siebi gaSlad siaSi Style-stili moyvanilia arc ise mcire formati bibliografiuli bmulebisT-
vis, magram umravlesobas dasavluri warmomavloba aqvs. Tu arc erTi maTgani ar gakmayofi-
lebT, umartivesi formati gamoiyeneT, romelic standartizaciis saerTaSoriso institutis 
mier aris damtkicebuli: ISO 690 – Numerical Reference-cifruli bmuli.  

1. Seyvanis kursori daayeneT pirvelwyaroze bmulis Casmis poziciaSi. 
2. daaWireT Rilaks Insert  Citation-bmulis Casma jgufSi Citations & Bibliography-literaturis 

bmulebi da siebi _ gaixsneba bmulis Casmis meniu, romelic warmodgenilia naxatze 25.10. 
3. Tu saWiro pirvelwyaro ukve CarTulia mimdinare dokumentis pirvelwyaroebis siaSi, 

ubralod airCieT is Casmis meniuSi. 
4. Tu pirvelwyaro jer ar aris registrirebuli, magram misi registraciisTvis saWiro 

yvela cnoba ukve Segrovebulia, gaeciT brZaneba Add New Source-axali wyaros damateba _ is 
gaxsnis CvenTvis ukve nacnob dialogur fanjaras Create Source-wyaros Seqmna. 

5. Tu pirvelwyaro jer ar aris registrirebuli da cnobebi misi registraciisTvis ar 
aris Segrovebuli, bmulis nacvlad SegiZliaT gamoiyenoT droebiTi Canacvlebadi3 saxeli. es 
keTdeba brZanebiT Add New Placeholder-axali Semvsebis damateba. am dros ixsneba dialoguri fan-
jara Name Placeholder-saxeli-Semvsebi. masSi SeiyvaneT wyaros droebiTi saxelwodeba.  
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nax. 25.10. pirvelwyaroze bmulis Casma 

literaturis siis Casma 

roca yvela aucilebeli bibliografiuli baraTi ukve Seqmnilia, xolo pirvelwyaroebze 
bmulebi dokumentis teqstSi ganawilebulia, literaturis siis Seqmna da dokumentSi misi Casma 
avtomaturad xorcieldeba.16 

1. kursori im adgilas daayeneT, sadac varaudobT literaturis siis Casmas. Cveulebriv mas 
aTavseben dokumentis boloSi calke ganyofilebaSi.  

2. instrumentul lentze gaxseniT CanarTi References-bmulebi. 
3. jgufSi Citations & Bibliography-literaturis bmulebi da siebi daaWireT gamxsnel Rilaks 

Bibliography-literaturis sia _ gaixsneba stilebis koleqcia bibliografiuli siebisTvis.  
4. airCieT siis gaformebis stili, da is avtomaturad iqneba formirebuli, rogorc naCvene-

bia naxatze 25.11.  

 
nax. 25.11. literaturis sia avtomaturad formirdeba. misi formati bmulebis warmodgenis 

arCeuli stiliT ganisazRvreba 

pirvelwyaroebis dispetCeri 

rodesac literaturis sia matulobs, masTan muSaoba arc ise ioli xdeba. amavdroulad, mu-
Saobis efeqturi organizebisas is unda izrdebodes. adre vambobdiT, rom literaturis mimdi-
nare siis garda, romelic dokumentSia Casmuli, programa globalur monacemTa bazas awarmoebs 
yvela pirvelwyarosTvis, romlebic masSi iyo daregistrirebuli. 

am bazasTan muSaoba specialur programul saSualebas saWiroebs, da aseTi saSualeba arse-
bobs. es aris wyaroebis dispetCeri. is amoqmeddeba brZanebiT References-bmulebi ► Citations & Bib-
liography literaturis bmulebi da siebi ► Manage Sources-wyaroebis marTva, misi fanjara ki 
warmodgenilia naxatze 25.12.  

1. wyaroebis dispetCeris fanjaras ori paneli aqvs. es mosaxerxebelia wyaroebis genera-
lur da mimidinare siebs Soris efeqturi gacvlis organizaciisTvis. 

                                                 
16 programis terminebSi Canacvlebad saxelebs `Semvsebebi~ ewodeba. es ubralod araadekva-

turi Targmania inglisuri sityvisa placeholder. samwuxarod, es Targmani brZanebebisa da marTvis 
elementebis saxelwodebebSic SeiWra, magaliTad, gamoyenebulia brZaneba Add New Placholder-axali 
Semvsebis damateba nacvlad mniSvnelobiT adekvaturi brZanebisa Canacvlebadi saxelis daniSvna. 
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2. marcxena panelze warmodgenilia wyaroebis generaluri sia _ e.w. Master List-Tavari sia. es 
aris wyaroebis sia, romlebic programaSia registrirebuli. gulisxmobis mixedviT is inaxeba 
failSi Sources.xml, romelic aris saqaRaldeSi C:\Users\{User name}\Roaming\Microsoft\Bibliography\.  

3. Tu Tqveni pirvelwyaroebis generalur sias sxva adgilas inaxavT an Tu ramdenime gene-
raluri sia gaqvT, saWiro faili airCieT Rilak Browse…-mimomxilvelis daxmarebiT.  

4. marjvena panelze warmodgenilia dokumentSi gamoyenebuli literaturis mimdinare siis 
Semadgenloba. es sia formirdeba an axali pirvelwyaroebis pirdapiri SeyvaniT, rogorc zemoT 
aris aRwerili, an generaluri siidan elementebis kopirebiT.  

5. generaluri siidan mimdinareSi elementis kopirebisTvis, moniSneT es elementi marcxena 
panelze da daaWireT Rilaks Copy-kopireba. 

 
nax. 25.12. pirvelwyaroebis siis momsaxureba 

 
6. wasaSlelad moniSneT elementi mimdinare an generalur siaSi da daaWireT Rilaks Delete-

waSla. yuradRebiT iyaviT: operaciis gauqmebis brZaneba CTRL + Z aq ar moqmedebs da daSvebuli 
Secdomis gamosworeba ar iqneba ioli.  

7. wyaroebis marTvaSi uSvelebel rols TamaSobs Rilaki Edit-Secvla. is xsnis dialogur 
fasnjaras Edit Source-wyaros Secvla, romelic bibliografiuli baraTebis redaqtirebis Ziri-
Tadi saSualebaa. am saSualebas isev davubrundebiT.  

8. Rilaki New-Seqmna emsaxureba pirvelwyaroebis mimdinare siaSi axali Canawerebis Setanas. 
generalur siaSi isini avtomaturad Sedis.  

9. panelze Preview-nimuSi warmodgenilia pirvelwyaroze bmulis nimuSi da pirvelwyaroebis 
siis nimuSi. am warmodgenis formati ganisazRvreba stiliT, romelic daniSnulia gaSlad siaSi 
Style-stili jgufisa ► Citations & Bibliography-literaturis bmulebi da siebi. 

10. teqnikuri TvalsazrisiT wyaroebis dispetCeri monacemTa bazis marTvis saSualebaa. mo-
nacemTa bazebTan muSaobis Tavisebureba is aris, rom maTSi yvela cvlileba maTSi avtomaturad 
da dauyovnebliv Sedis. amitom dispetCeris fanjara ar saWiroebs Rilaks OK, romelic ganxor-
cielebul momarTvebs adasturebs. yvelaferi ukve dadasturebulia da fanjara ixureba Rila-
kiT Close-daxurva. 

    literaturis siis redaqtireba 

raki literaturis sia avtomaturad generirdeba, misi redaqtirebac jobs xeliT ar ga-
keTdes. amas emsaxureba dialoguri fanjara wyaros Secvla. 

1. aamoqmedeT wyaroebis dispetCeri brZanebiT References-bmulebi ► Citations & Bibliography-
literaturis bmulebi da siebi ► Manage Sources-wyaroebis marTva. 

2. airCieT wyaro marcxena an marjvena panelze (nax. 25.12).  
3. daaWireT Rilaks Edit-Secvla _ gaixsneba dialoguri fanjara Edit Source-wyaros Secvla, 

romelSic warmodgenilia pirvelwyaros bibliografiuli baraTis Semadgenloba. 
4. Tu aucilebelia, gaxseniT mindvrebis gafarToebuli sia, almis dayenebiT Citations & Bibli-

ography-literaturis siis yvela mindvris Cveneba. 

Canacvlebadi saxelebis Secvla 

Canacvlebadi saxelebi realur pirvelwyaroebze miTiTebebis droebiT Secvlis rols Tama-
Soben. rodesac am pirvelwyaroebis registraciisTvis aucilebeli monacemebi Segrovebulia, 
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Canacvlebadi saxelebi unda Seicvalos realuri cnobebiT. es xdeba imave saSualebebiT, rom-
lebiTac sruldeba pirvelwyaroebis redaqtireba. 

1. aamoqmedeT wyaroebis dispetCeri brZanebiT References-bmulebi ► Citations & Bibliography- 
literaturis bmulebi da siebi ► Manage Sources-wyaroebis marTva. 

2. Canacvlebadi saxelebi aisaxeba mimdinare dokumentSi gamoyenebuli pirvelwyaroebis 
marjvena panelze. maTi saxasiaTo Tavisebureba imaSi mdgomareobs, rom es saxelebi kiTxvis niS-
niT iwyeba. 

3. airCieT Canacvlebadi saxeli. 
4. daaWireT Rilaks Edit-Secvla _ gaixsneba fanjara Edit Source-wyaros Secvla. 
bibliografiuli baraTi SeavseT momzadebuli monacemebiT. 

gakveTili-12. efeqturi redaqtirebis saSualebebi 

redaqtirebis umartivesi saSualebebi me-6 TavSi ganvixileT. isini Seicaven dokumentSi navi-

gaciis saSualebebs, moniSvnis saSualebebsa da Sesworebis meqanizmebs, am TavSi ganvixilavT 

redaqtirebis gafarToebul saSualebebs, romlebsac miekuTvneba monacemTa Ziebisa da Secvlis 

saSualebebi, aseve orTografiisa da gramatikis Sesworebis avqomatizirebuli meqanizmi. amis 

Semdeg Cven isRa dagvrCenia, redaqtirebis specialuri saSualebebi ganvixiloT, romlebic kor-

poratiul wreSi dokumentebTan jgufur muSaobas emsaxureba. es gakeTdeba 31-e Tavis ganyofi-

lebebSi.  

monacemTa Zieba Word-is dokumentebSi 

Ziebisa da Secvlis saSualebebi teqstur procesorebsa da redaqtorebSi maTi pirveli ga-

moCenis momentidan arsebobs. albaT ar iqneba gadametebuli imis Tqma, rom es pirveli avtoma-

turi meqanizmia, programaSi teqstTan samuSaod danergili. mas mere aTwleulebi gavida, magram 

Ziebisa da Secvlis saSualebebi ZiriTad avtomatizaciad rCeba dokumentebis redaqtirebisas. 

Ziebis reJimebi 

programaSi Ziebis oTxi reJimia realizebuli: ZiriTadi reJimi, gafarToebuli reJimi, spe-

cialuri reJimi da Casmuli obeiqtebis Ziebis reJimi. pirveli sami reJimi formirebuli saZiebo 

davalebis safuZvelze moqmedebs. misi Tvisebebi Sedardeba dokumentis teqsturi elementebis 

TvisebebTan da Tanxvedris SemTxvevaSi Setyobineba gamodis. meoTxe reJimi _ Casmuli obieqtebis 

Ziebis reJimi _ realizdeba sabrZanebo meqanizmiT. 

Ziebis ZiriTadi reJimi emsaxureba dokumentis teqstSi simboloebis miTiTebuli Tan-

mimdevrulobis Ziebas. saZiebo davalebis formirebas emsaxureba dialoguri fanjara Find and 
Replace-Zieba da Secvla (nax. 9.1), romelic ixsneba RilakiT Find-povna CanarT Home-mTavaris 

jgufSi Editing-redaqtireba. 

 
nax. 9.1. teqstis Ziebis saSualeba 

Ziebis gafarToebuli reJimi warmoadgens saZiebo davalebis moqnili formirebis Se-
saZleblobebs. am dros gaTvaliswinebulia damatebiTi informacia, magaliTad cnobebi monacem-
Ta saZiebo elementis formatirebis Sesaxeb. saZiebo davaleba formirdeba gafarToebuli fan-
jris meSveobiT _ Find and Replace-Zieba da Secvla (nax. 9.2). Ziebis saSualebis fanjara farTov-
deba Rilak More-metze dawkapunebiT, romelic gafarToebis Semdeg icvleba RilakiT Less-
naklebi. 
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nax. 9.2. gafarToebuli Ziebis marTvis elementebi 

Ziebis specialuri reJimi emsaxureba specialuri simboloebis Ziebas, magaliTad 
gauyofeli probelebis da fiqsirebuli siganis probelebis. specialuri simboloebis Casasme-
lad saZiebo davalebaSi gamoiyeneba meniu, romelic ixsneba RilakiT Special-specialuri (nax. 9.3).  

 

nax. 9.3. specialuri niSnebis arCeva saZiebo davalebaSi Casasmelad 
 
am reJims damoukidebeli navigaciuri mniSvneloba ar aqvs, magram mniSvnelovania, rogorc 

avtomaturi SecvliTurT Ziebis ZiriTadi nawili. mas eyrdnoba redaqtirebis moqnili avtomati-
zaciis ileTebi, romelTa magaliTebs qvemoT ganvixilavT. 

obieqtebis Ziebis reJimi emsaxureba dokumentSi Casmuli obieqtebis Ziebas: naxatebis, 
cxrilebis, formulebis, bmulebis. is aseve saSualebas iZleva ipovoT ganyofilebebi, gverdebi, 
striqonebi da dokumentis sxva struqturuli an teqnikuri elementebi. miTiTebuli obieqtis 
Ziebis brZaneba formirdeba imave dialoguri fanjris Find and Replace-povna da Secvla CanarTze 
Go To-gadasvla. misi gaxsnis umartivesi saSualebaa _ klaviS F5-is daWera.  

teqstis Ziebis ZiriTadi reJimi 

ufro zustad rom vTqvaT, teqsturi simboloebis miTiTebuli kombinaciis Zieba ar miekuTv-
neba dokumentebis redaqtirebas. es aris dokumentis sivrceSi navigaciis tipiuri ileTi. Tumca 
rCeuli fragmentis avtomaturi Zieba _ es aris teqstis avtomaturi Senacvlebis safuZveli, anu 
redaqtirebis. Zieba da Secvla urTierTdakavSirebulia: es aris erTi programuli saSualebis 
ori funqcia. 

Ziebis saSualebis amoqmedeba xorcieldeba Rilak Find-povnaze daWeriT CanarT Home-
mTavaris jgufSi Editing-redaqtireba. am Rilakze dawkapuneba xsnis dialoguri fanjris Find and 
Replace-povna da Secvla CanarTs Find-povna (nax. 9.1). maT ki, vinc klaviaturiT sargeblobas am-
jobinebs, vurCevT daimaxsovron klaviSi F5. is xsnis imave dialogur fanjaras Find and Replace-
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povna da Secvla, Tumca sxva CanarTze _ Go To-gadasvla. SemdgomSi gamoiyeneT Tagvi an klaviS-
Ta kombinacia Ctrl + F17. 

Ziebis saSualeba Semdegnairad muSaobs. 
1. mindorSi Find what-povna vaxdenT teqsturi striqonis Ziebis davalebis formirebas: Seviy-

vanT simboloebis saZiebo Tanmimdevrulobas. aseve mosaxerxebelia saZiebo davalebis formireba 
saZiebo striqonis CasmiT gacvlis buferidan.  

2. Tu aRniSnuli striqoni adre ukve iZebneboda, is SeiZleba ar SeiyvanoT, aramed airCioT 
mierTebul siaSi (gaxseniT is gaSlad Rilakze dawkapunebiT). 

3. Cveulebriv, saZiebo elementebi rigrigobiT iZebneba. Tumca aucileblobis SemTxvevaSi 
SeiZleba ipovoT da maSinve warmoadginoT yvela saZiebo elementi. aseTi agregirebuli Zieba 
sruldeba RilakiT Find in-povna ...-Si. am dros ixsneba Ziebis ubnis arCevis sia. umravles 
SemTxvevaSi Ziebis ubani ZiriTadi dokumentia, magram Tu dokumentSi damatebiTi ubnebia, maga-
liTad kolontitulebi, sqolioebi da sxva elementebi, isini aseve SeiZleba gamocxaddes Ziebis 
ubnad. arsebiTad, Tu dokumentSi moniSnuli teqstia, moniSvnis ubani warmodgeba Ziebis ubnebis 
siaSi rogorc Current Selection-mimdinare fragmenti. 

4. Tu aucilebelia, napovni elementebi fonuri feriT iniSneba. es reJimi irTveba RilakiT 
Reading Highlight-wakiTxvis dros moniSvna. operaciis azria _ teqstis winaswari referireba wa-
kiTxvamde. saSualebas iZleva mniSvnelovnad daizogos dro kiTxvis dros, gansakuTrebiT grZe-
li dokumentebis. 

5. Ziebis procedura amoqmeddeba RilakiT Find Next-SemdgomSi povna. 

teqstis gafarToebuli Zieba 

gafarToebuli Ziebis saSualebebi SesaZlebels xdian ganisazRvros ara mxolod is, ris 
povnac aris saWiro, aramed isic, rogor unda ipovoT (nax. 9.2). am saSualebebTan miwvdoma xsnis 
Rilaks More-meti Ziebis ZiriTadi saSualebis fanjaraSi. 

gafarToebuli Ziebis marTvis elementebi warmodgenilia almebis jgufiT, romlebic mdeba-
reobs fanjris Find and Replace-povna da Secvla qveda nawilSi. almebis garda iq aris gaSladi 
sia Search-Ziebis mimarTuleba da sabrZanebo Rilakebi Format-formati da Special-specialuri. 

Ziebis mimarTuleba Ud-win, Down-ukan an All-yvelgan gamoiTvleba kursoris mimdinare mdeba-
reobidan. im mimarTulebiT isargebleT, romelic ufro swraf Sedegs gpirdebaT. xolo Tu upi-
ratesobebi ar gaqvT, nebismieri mimarTulebiT isargebleT: dokumentis dasrulebis Sesaxeb Se-
tyobinebasTan erTad programa mainc gamoitans winadadebas, gaagrZelos Zieba meore bolodan. 

informaciuli TvalsazrisiT, saZiebo davaleba _ es programuli obieqtia, iseTive, magali-
Tad, rogoricaa abzaci an saTauri. rogorc obieqti, is flobs Tvisebebs, maT Soris formati-
rebis Tvisebebsac. Ziebis saSualebebTan miwvdoma, formatirebis parametrebiTurT, xsnis Rilaks 
Format-formati. Tavis mxriv, Rilaki Special-specialuri xsnis menius specialuri niSnebis Sesay-
vanad, magaliTad gauyofeli probelebis da fiqsirebuli siganis probelebis.  

gafarToebuli Ziebis marTva 

gafarToebul Ziebas marTaven almebis sistemis meSveobiT gafarToebuli fanjris Find and 
Replace-povna da Secvla qveda nawilSi. am almebis daniSnuleba da maTi moqmedeba moyvanilia 
cxrilSi 9.1. 

 
cxrili 9.1. gafarToebuli Ziebis marTvis saSualebebi 
 
alami moqmedeba SeniSvna 

Match case-
registris 
gaTvaliswineba 

Tu CamoSvebulia, sxvadasxva registris 
amave saxelwodebis simboloebi 
erTnairebad iTvleba 

davaleba: virusi 
Sedegi: virusi, virusi, virusi 

Find whole words 
only-mxolod 
sityva 
mTlianad 

Tu CamoSvebulia, nebadarTulia saZiebo 
striqonis gamoCena sityvebis SigniT 

davaleba: virusi 
Sedegi: antivirusi, virusebi, 
virusuli 

Use wildcards-
Canacvlebadi 
niSnebi 

nebas rTavs gamoyenebul iqnas 
Canacvlebadi niSnebi moTxovnis 
formirebisas 

Canacvlebadi niSnebis 
gamoyenebis wesebi moyvanilia 
cxrilSi 9.2 

Sound like 
(English)-
warmoiTqmeba 
rogorc 

iZebneba sityvebi miaxloebuli 
warmoTqmiT 

mxolod inglisur enaze 
moyvanili teqstebisTvis 

Sind all word forms iZebneba sityvaformebi, moTxovnaSi mxolod inglisur enaze 

                                                 
17 aq inglisuri aso F aris sityvidan Finde (povna)  
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alami moqmedeba SeniSvna 
(Emglish)-yvela 
sityvaformebi 

miTiTebuli sityvidan warmoebuli moyvanili teqstebisTvis 

Match prefix-
prefiqsis 
gaTvaliswineba 

saZiebo striqoni iZebneba mxolod sityvis 
dasawyisSi 

davaleba: vi 
Sedegi: virusi, video 

Match suffix-
sufiqsis 
gaTvaliswineba 

saZiebo striqoni iZebneba mxolod sityvis 
boloSi 

davaleba: usi 
Sedegi: virusi, bonusi 

Ignore punctuation 
characters-ar 
iqnas 
gaTvaliswinebu
li sasveni 
niSnebi 

ignorirdeba sasveni niSnebi, magram ara 
yvela, aramed mxolod defisebi da 
apostrofebi 

davalebi: virusi 
Sedegi: vi-rusi, vi’rusi 

Ignore White-space 
characters-ar 
iqnas 
gaTvaliswinebu
li probelebi 

ignorirdeba probelebi 
davaleba: nimo 
Sedegi: striqoni moZebnilia 

Canacvlebadi niSnebis gamoyeneba 

Ziebis saSualebis moqniloba imas emyareba, rom saZiebo teqsti aucilebeli ar aris, rom 
erTmniSvnelovnad iyos gansazRvruli. isec xdeba, rom saZiebo striqonis zusti forma ar aris 
garkveuli. xandaxan saWiroa nebismieri striqonis povna, romelic nawilobriv hgavs miTiTe-
buls. msgavs SemTxvevaSi saZiebo davaleba formirdeba Canacvlebadi simboloebis gamoyenebiT 
(cxrili 9.2).  

 
cxrili 9.2. Canacvlebadi niSnebi, romlebic Ziebisa da Secvlis dros gamoiyeneba 
 

niSani aRniSvna magaliTi 

kiTxvis niSani erTi TviTneburi simbolo 
davaleba: b?ri 
Sedegi: bari, beri, bori 

asteriqsi 
(varskvlavi) 

simboloebis TviTneburi Tanmimdevroba 
probelebis gareSe 

davaleba: s*ni 
Sedegi: seni, suni, saloni 

niSani `nakle-
bia~ 

sityvis dasawyisi 
davaleba: <deda 
Sedegi: dedaqalaqi, dedamiwa, 
dedaboZi 

niSani `metia~ sityvis dasasruli 
davaleba: >ada 
Sedegi: balada, karada 

kvadratuli 
brWyalebi 

erT-erTi miTiTebuli niSani 
davaleba: li[gr]a 
Sedegi: liga, lira, magram ara 
lika 

diapazonis niSnebidan erT-erTi 
davaleba: li[k-u]a 
Sedegi: lika, lira, magram ara 
liga 

diapazonis niSnebis akrZalva 
davaleba: li[!r-h]a 
Sedegi: liga, lika, magram ara 
lira an lica 

figuruli 
brWyalebi 

niSani brWyalebamde, gameorebuli miTi-
Tebuli raodenobiT 

davaleba: 2{3} 
Sedegi: 222 

miTiTebulia ganmeorebebis minimaluri da 
maqsimaluri ricxvi 

davaleba: 23{1,3} 
Sedegi: 23, 233, 2333 

ganmeorebebis maqsimaluri raodenoba ar 
aris miTiTebuli 

davaleba: 31{2,} 
Sedegi: 311, 3111, 3111 da ase Sem-
deg 

niSani `@~ 
winamorbedi niSani, gameorebuli TviTne-
buri raodenobiT 

davaleba: 5@ 
Sedegi: 5, 55, 555 da ase Semdeg 

mrgvali 
brWyalebi 

marTaven sxva niSnebis dajgufebasa da 
moqmedebebis Tanmimdevrobas 

davaleba: <(ba)*(an)> 
Sedegi: banani, barabani, balaga-
ni 
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formatis mixedviT Zieba 

formatis mixedviT Ziebis meqanizmi saSualebas iZleva moZebnoT teqsturi monacemebis ele-
mentebi, romlebic formatirebis garkveul Tvisebebs floben. am Tvisebebis srul sias SegiZ-
liaT gaecnoT meniuSi, romelic ixsneba Rilak Format-formatze daWeriT. am meniuSi aris iseTi 
egzotikuri Tvisebebic ki, rogoricaa teqstis CarCoSi Casmis parametrebi da feradi gaformebis 
momarTvebi, magram praqtikaSi, Cveulebriv, Semoifarglebian teqstis ZiebiT, romelsac Sriftis 
saxasiaTo Tvisebebi aqvs: gansazRvruli garnituruli nakrebi, miTiTebuli moxazuloba an mi-
TiTebuli zoma. formatis mixedviT Ziebis moTxovnad funqciebs aseve miekuTvneba teqstis Zieba 
ucxour (an aragansazRvrul) enaze. Ziebis es meqanizmi gamoiyeneba maSin, rodesac saWiroa teqs-
tis ucxoenovani elementebis moniSvna gansakuTrebuli formatirebiT, magaliTad daxrili mox-
azulobiT. 

formatis mixedviT Ziebisas saZiebo davalebas maqsimalurad farTod qmnian: ayeneben alams 
Use wildcards-Canacvlebadi niSnebi da Ziebis striqonSi SehyavT niSani `*~. 

  
ar dagaviwydeT formatis mixedviT Ziebis reJimis gamorTva Ziebis dasrulebis Semdeg, To-

rem Cveulebrivi Ziebis Semdgomi moTxovnebi arakoreqtulad imuSaveben. gamorTva xorcieldeba 
RilakiT No Formatting-formatirebis moxsna fanjris Find and Replace-Zieba da Secvla gafarToe-
bul nawilSi. 

specialuri niSnebis Seyvana saZiebo davalebis striqonSi 

specialur niSnebs, erTi mxriv, miekuTvneba Canacvlebadi niSnebi, romelTa gamoyeneba zemoT 
ganvixileT, xolo meore mxriv _ specialuri simboloebi, romlebic dokumentis formatirebaSi 
monawileoben, magaliTad, dauyofeli probeli, msubuqi gadatana, ganyofilebis wyveta. Canac-
vlebadi niSnebis Seyvana ar aris rTuli moTxovnis formirebis striqonSi klaviaturuli akre-
fiT, magram specialur niSnebTan odnav ufro rTuladaa saqme. maTi Seyvana xorcieldeba sabr-
Zanebo meqanizmiT: simbolos arCeviT meniuSi, romelic ixsneba Rilak Special-specialurze daWe-
riT.  

am dros yuradRebiT iyaviT. elementebis Semadgenloba specialuri simboloebis siaSi damo-
kidebulia imaze, aris Tu ara dayenebuli alami Use wildcards-Canacvlebadi niSnebi. Tu es alami 
dayenebulia, siaSi aris Canacvlebadi niSnebis nimuSebi, magram TviT sia moklea. rodesac alami 
Use wildcards-Canacvlebadi niSnebi CamoSvebulia, specialuri simboloebis sia ufro warmomad-
genlobiTia (nax. 9.3).  

Casmuli obieqtebis Zieba 

Ziebis saSualebebi yvelaze ufro xSirad gamoiyeneba teqstis saZieblad, Tumca programas 
SeuZlia dokumentis sxva elementebis povnac. gaeciT brZaneba Home-mTavari ► Editing-
redaqtireba ► Find-povna ► Go To-gadasvla an daaWireT klaviSs F5  an klaviSTa kombinacias 
CTRL + G _ gaixsneba CanarTi Go To-gadasvla dialoguri fanjrisa Find and Replace-povna da Sec-
vla, romelic warmodgenilia naxatze 9.4. airCieT dokumentis elementi siaSi Go to what-
gadasvlis obieqti. es SeiZleba iyos striqoni, gverdi, ilustracia, SeniSvna. imave kategoriis 
Semdeg obieqtTan gadasasvlelad daaWireT Rilaks Go To-Semdeg, winamorbedTan gadasasvlelad 
_ Rilaks Previous-ukan. 

programa obieqtebis Sida numeracias axdens. obieqtis asarCevad misi nomris mixedviT, saWi-
ro ricxvi SeiyvaneT mindorSi Enter table number-SeiyvaneT nomeri da daaWireT Rilaks Go To-
gadasvla. konkretuli obieqtis nomris garkveva SeiZleba mxolod Tanmimdevruli gadaTvliT, 
amitom nomris mixedviT xelmisawvdomia mxolod yvelaze pirveli obieqti, zogierT SemTxvevaSi 
ki ukanasknelic (nax. 9.4).  
 

 
nax. 9.4. obieqtTan gadasvla misi nomris mixedviT mosaxerxebeli gamosayenebelia makrosebis 

Casawerad 
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Ziebisa da Secvlis meqanizmi 

monacemTa avtomaturi Senacvleba _ redaqtirebis efeqturi ileTia. is efuZneba monacemTa 
Ziebis zemoT ganxilul meqanizms. pirvel etapze sruldeba monacemTa Zieba, meoreze _ Secvla. 

Secvlis ZiriTadi meqanizmi 

Ziebisa da Secvlis saSualebis fanjara ixsneba RilakiT Replace-Secvla jgufSi Editing-
redaqtireba CanarTze Home-mTavari. es igive fanjaraa, rogoricaa Ziebis saSualebis fanjara, 
magram ixsneba sxva CanarTze _ Replace-Secvla. (nax. 9.5) 
 

 
nax. 9.5. teqstis Ziebisa da Secvlis meqanizmis momarTva 

 
1. Sesacvlel simbolur striqons Seiyvanen mindorSi Find what-povna. 
2. Tu aRniSnuli striqoni adre ukve iZebneboda, is SegiZliaT ar SeiyvanoT, aramed air-

CioT mierTebul siaSi, romelic gaSlad Rilakze dawkapunebiT ixsneba. 
3. Semcvlel striqons Seiyvanen mindorSi Replace with-Seicvalos ...-iT. 
4. Ziebis procedura amoqmeddeba RilakiT Find Next-SemdgomSi Zieba. 
5. saZiebo striqonis napovni egzemplari mzaddeba Sesacvlelad. Secvlas vaxorcielebT 

Rilak Replace-Secvlaze daWeriT. Tu aRniSnuli egzemplari Secvlas ar saWiroebs, kidev erT-
xel daaWireT Rilaks Find Next-SemdgomSi Zieba.  

6. Secvla SeiZleba avtomaturad ganxorcieldes, saZiebo striqonis TiToeul egzemplar-
Tan gadawyvetilebis miRebis aucileblobis gareSe. avtomaturi Secvlis meqanizmi amoqmeddeba 
Rilak Replace All-yvelafris Secvlaze daWeriT. 

marTlweris Semowmebis reJimebi 

yvela adamiani uSvebs Secdomebs. zogierTebs es uyuradRebobiT mosdiT, sxvebs ki enis ara-
sakmarisi codnis gamo, sxvebTan Secdomebis ZiriTadi mizezia _ beWdviTi Secdoma. sabednierod, 
nebismier am SemTxvevaSi programas ZaluZs dagvazRvios da droulad migviTiTos saeWvo Cana-
werze. TumcaRa ver vityviT, rom marTlweris Semowmebis Casmuli saSualebebi _ es yvela Sec-
domis panaceaa. ase ar aris. programas SeuZlia rogorc gaataros gakeTebuli Secdoma, ise pi-
riqiTac, miuniSnos Secdomaze, romelic sinamdvileSi ar aris. saboloo gadawyvetilebas mainc 
iRebs ara programa, aramed adamiani. programas SeuZlia mxolod signali misces SesaZlo Sec-
domis Sesaxeb, mis signalebze reagireba an maTi uyuradRebod datoveba _ es momxmareblis saq-
mea. 

  
rogorc ukve viciT, programaSi arsebobs marTlweris avtomaturi Semowmebis meqanizmi _ 

avtoSecvla, magram misi gamoyeneba SeiZleba mxolod umartives SemTxvevebSi, romlebic eWvs ar 
iwvevs. 

fonuri da SekveTili Semowmeba 

programa marTlweris Semowmebis or reJims warmoadgens: avtomaturs da xelis. xandaxan maT 
kidev uwodeben fonuri Semowmebis reJimsa da SekveTiT (moTxovniT) Semowmebis reJims. sruli 
suraTisTvis aseve aRvniSnavT, rom kidev arsebobs arCeviTi Semowmebis SesaZlebloba, magram es 
ar aris damoukidebeli reJimi, aramed Semowmebis kerZo SemTxveva moTxovnis mixedviT. ubralod, 
amoqmedebamde unda airCioT (moniSnoT) Sesamowmebeli fragmenti.  
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fonur reJimSi Semowmeba moqmedebs uwyvetad da interaqtiulad. potenciuri Secdomis indi-
katori xazgasmaa. Tu sityvaSi ivaraudeba orTografiuli Secdoma, is wiTeli talRovani xaziT 
gamoiyofa. mwvane xaziT gamoiyofa frazebi, romlebic saeWvoa gramatikis TvalsazrisiT.  

bevri Civis, rom xazgasma muSaobisgan acdens da xels uSlis SinaarsTan muSaobaze yura-
dRebis koncentrirebaSi. bevri amtkicebs, rom gramatikuli Secdomis an beWdvis Secdomis Ti-
Toeuli gamosworebis Semdeg didxans uwevT dakarguli azris aRdgena. msgavs SemTxvevebSi fo-
nuri Semowmeba jobia gamorToT da moTxovnis mixedviT SemowmebiT isargebloT. mTavaria, ar 
dagaviwydeT amis gakeTeba. 

  
Cven girCevT, fonuri Semowmebis reJimi gamoiyenoT saqmiani werilebis, samsaxurebrivi bara-

Tebis, aRricxvebis da sxva operatiuli dokumentebis momzadebisas, romlebic SeqmnisTanave 
ibeWdeba. statiebis, referatebis, angariSebis, wignebis da sxva proeqtebis momzadebisas, rom-
lebic yuradRebis koncentrirebas moiTxoven, fonuri Semowmeba jobs gamorToT, misi SecvliT 
marTlweris viTarebiTi SemowmebiT dokumentTan muSaobis dasrulebis Semdeg. 

marTlweris Semowmebis marTva 

Microsoft Office-is danarTebSi marTlweris Secdomebis or saxeobas ganarCeven: orTografiuli 
da gramatikuli Secdomebi. programis terminologiaSi orTografiul Secdomad iTvleba sityva, 
romelic ar aris im enis leqsikonSi, ra enazec teqstia Cawerili. orTografiul Secdomebs 
avlenen teqstis sityvebis leqsikonTan SedarebiT. rodesac programa xvdeba sityvas, romelic 
leqsikonSi ar aris, is mas moniSnavs, rogorc saeWvos. 

orTografiis Semowmeba SeiZleba marToT teqstis Sesabamisi leqsikonis CarTviT. Tu teqsti 
specialur sagnobriv sferos miekuTvneba, specializebuli leqsikoni CarTeT, Torem mTel spe-
cialur terminologias programa moniSnavs rogorc saeWvos. amaSi araferia sagangaSo, magram 
Sromis warmoebadoba zaralobs, radgan TiToeul gafrTxilebaze giwevT reagireba da raRac 
gadawyvetilebebis miReba.  

Secdomebis yvela sxva kategoria gramatikulad iTvleba. maT miekuTvneba punqtuaciisa da 
metyvelebis nawilebis SeTanxmebis darRvevebi, stilisa da keTilxmovanebis Secdomebi, aseve 
marTlweris normebidan sxva gadaxrebi. gramatikuli Secdomebi vlindeba evristikuli algo-
riTmebis daxmarebiT, romlebic moimarTeba wesebis garkveuli sistemebis formirebiT. wesebi 
CairTveba da gamoirTveba Sesabamisi almebis dayenebiT.  

marTlweris avtomaturi Semowmebis gamorTva 

gulisxmobis mixedviT programaSi CarTulia avtomaturi Semowmebis reJimi, es ki yvelas 
rodi moswons. aris mravali mizezi, romelTa gamoc adamianebs muSaobis Sewyveta da Secdome-
bisTvis yuradRebis mipyroba maSin ki ar surT, roca amas programa moiTxovs, aramed maSin, ro-
ca es TviTon sWirdebaT. amitom bevrisTvis avtomaturi Semowmebis reJimis gamorTva lamis 
upirvelesi amocanaa.  

 
nax. 9.6. marTlweris Semowmebis gamorTvis mimdevroba 
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1. daaWireT Rilaks Office _ gaixsneba programis mTavari meniu (nax. 9.6). 
2. daaWireT Rilaks Word Options-Word-is parametrebi _ gaixsneba amave saxelwodebis di-

aloguri fanjara.  
3. kategoriebis panelze airCieT kategoria Proofing-marTlwera. 
4. marjvena panelze gaSaleT ganyofileba When correcting apelling and gramma in Word-

marTlweris Sesworebisas Word-Si. 
5. CamouSviT alami Check spelling as you type-orTografiis avtomaturi Semowmeba. 
6. CamouSviT alami Mark gramar errors as you type-gramatikis avtomaturi Semowmeba. 
7. Rilak OK-ze daWeriT aamoqmedeT momarTvebi da daxureT dialoguri fanjara Word Op-

tions-Word-is parametrebi. 

marTlweris avtomaturi Semowmebis CarTva 

orTografiisa da gramatikis avtomaturi Semowmebis CarTvis uku operacia sruldeba alme-
bis Check spelling as you type-orTografiis avtomaturi Semowmeba da Mark gramar errors as you type-
gramatikis avtomaturi Semowmeba dayenebiT dialoguri fanjris Word Options-Word-is parametre-
bis gverdze Proofing-marTlwera, romelic warmodgenilia naxatze 9.6. 

aseve scadeT daayenoT alami Use contextual spelling-orTografiis konteqsturi Semowmebis ga-
moyeneba. rodesac CairTveba konteqsturi Semowmeba, programa leqsikonSi sityvis arsebobas ar 
unda dasjerdes, aramed damatebiTi Semowmeba Sesruldes. konteqsturma Semowmebam unda gaanad-
guros pank-leqsikis SemTxvevebic. Tumca samwuxarod, es jer ar xdeba. vvaraudobT, rom qarTul 
enaze orTografiis Semowmebisas konteqsti jer ar aris gaTvaliswinebuli. 

marTlweris Semowmebis saSualebebis globaluri momarTvebi 

am kategoriis momarTvebs `globalurs~ vuwodebT, radgan isini miekuTvneba ara mxolod 
Cven mier gansaxilvel teqstur procesors Microsoft Word 2007-s, aseve Microsoft Office-is paketis 
yvela danarTs. garda amisa, isini erTnairad exeba rogorc avtomaturi Semowmebis reJims, ise 
moTxovnis mixedviT Semowmebis xelis reJims. es momarTvebi xorcieldeba ganyofilebaSi When 
correcting spelling in Microsoft Office programs-orTografiis gamosworebisas Microsoft Office-is progra-
mebSi (nax. 9.7).  
 

 
nax. 9.7. marTlweris Semowmebis globaluri momarTvebi 

 
aq warmodgenili almebi piradi Sexedulebebisa da amosaxsneli amocanebis xasiaTis mixed-

viT daayeneT. maTi umravlesoba Semowmebidan terminebis, saxelwodebebis, Semoklebebis, misa-
marTebisa da specialuri daniSnulebis sxva monacemebis gamoricxvas emsaxureba.  

marTlweris avtomaturi Semowmeba 

Tu avtomaturi Semowmeba CarTulia, programa uwyvetad adevnebs Tvals marTlweras. Semow-
meba xorcieldeba Seyvanili sityvebis leqsikonTan SedarebiT. orTografiis Semowmebis brZane-
ba probelis Seyvanaa, romelic sityvas amTavrebs, gramatikis Semowmebis ki _ sasveni niSnis Sey-
vana, romelic winadadebas amTavrebs. savaraudo Secdomebs xazi gaesmeba. orTografiuls _ wi-
Teli talRovani xazi, gramatikuls _ mwvane. 

orTografiis avtomaturi Semowmeba 

sityvaSi Secdomis aRmoCenisas teqsturi procesori axal obieqts qmnis _ savaraudo Secdo-
mas. es obieqti saxasiaTo Tvisebebsa da meTodebs flobs. maTTan miwvdoma konteqsturi menius 
saSualebiT ixsneba. 

1. Tagvis mimaniSnebeli miitaneT sityvaze, romelic wiTeli talRovani xaziT aris gamoyo-
fili da Tagvis marjvena Rilaks daaWireT _ gaixsneba orTografiis Semowmebis konteqsturi 
meniu, romelic naxatze 9.8 aris warmodgenili. 
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nax. 9.8. orTografiuli Secdomis konteqsturi meniu 
 

2. konteqsturi menius zeda nawils Secvlis ganyofileba ikavebs. aq warmodgenilia SesaZ-
lo Secdomis savaraudo Sesworebebis sia. Tu masSi aris sityvis marTebuli daweriloba, air-
CieT. 

Secvlebis sia warmodgenilia im mimdevrobiT, romelic Sesworebis albaTobas Seesabameba. 
yvelaze savaraudo Sesworeba, Cveulebriv, siis TavSi ganTavsdeba. amavdroulad unda aRiniS-
nos, rom Secdomis xasiaTi gavlenas axdens Secvlis siis formirebaze. arsebiTad, Tu sityvaSi 
ramdenime Secdomaa daSvebuli, savaraudo Secvlebis sia carieli iqneba. am SemTxvevaSi Seswo-
rebebis nacvlad siaSi komentarebis striqoni iqneba (No spelling Suggestions-ar aris Sesworebebi). 

3. programis mier moniSnuli yoveli sityva rodia sinamdvileSi mcdari. SesaZloa, es iyos 
specialuri termini, romelic ar aris generalur leqsikonSi, an SeiZleba specifikuri sityva-
formaa an sityva, dawerili sxva enaze (magaliTad qarTuli). Tu sityva Sesworebas ar saWi-
roebs, mieciT brZaneba Ignore-gatareba. am SemTxvevaSi is Caiwereba im sityvebis koleqciaSi, 
romlebic Semowmebidan iqnebian gamoricxuli. 

4. Tu Semowmebidan gamoricxuli sityva dokumentSi bevrjer gxvdebaT, brZaneba Ignore All-
yvelas gatareba saSualebas iZleva gamoricxuli sityvebis koleqciaSi misi yvela egzemplari 
CarToT. yuradRebiT iyaviT am mZlavri brZanebis gamoyenebisas. gaiTvaliswineT, rom is moqme-
debs ara mxolod aqtiur dokumentze, aramed yvela dokumentzec, romlebic drois mimdinare 
momentSi teqstur procesorSia gaxsnili18. 

  
Tu brZaneba Ignore All-yvelas gatareba SecdomiT iqna gacemuli, mogiwevT, gamoricxuli sity-

vebis koleqcia gaasufTavoT da Semowmeba gaimeoroT. es xdeba RilakiT Rechek Document-
ganmeorebiTi Semowmeba (Office ► Word Options-Word-is parametrebi ► Proofing-marTlwera ► When cor-
recting apelling and gramma in Word-marTlweris Sesworebisas Word-Si). 

 
5. brZaneba Add to Diconary-leqsikonSi damateba moniSnul sityvas programis leqsikonSi Sei-

tans. am momentidan is Secdomad ar iTvleba. unda aRiniSnos, rom generaluri leqsikoni, ro-
melsac efuZneba marTlweris Semowmebis saSualeba, cvlilebebisgan daculia. axali sityvebi 
Sedis ara masSi, aramed mierTebul samomxmareblo leqsikonSi, ufro zustad rom iTqvas, mier-
Tebuli leqsikonebidan imaSi, romelic gulisxmobis mixedviT miRebuli leqsikonis mier aris 
daniSnuli.  

Tu sityva leqsikonSi mcdarad aris Setanili, is SeiZleba iqidan waiSalos. leqsikonebTan 
muSaobas da maT momsaxurebas Semdeg ganyofilebaSi ganvixilavT.  

6. brZaneba AutoCorrect-avtoSecvla xsnis Casmul menius, romelic SemoTavazebuli Secvlis 
sityvebis sias Seicavs. SemadgenlobiT es igive siaa, rogoricaa sityvebis sia Cven mier zemoT 
ganxilul  Secvlis ganyofilebaSi. sityvebi am siidan, romlebic amoirCeva, Seva ara mxolod 
dokumentSi Secdomis Semcvlelad, aramed avtoSecvlis siaSic, anu momavalSi aseTive Secdomas 
Tu Sexvdeba, programa mas avtomaturad Seasworebs. 

                                                 
18 piriqiT, gamoricxvebis siis gasufTaveba moqmedebs mxolod aqtiur dokumentze, da ara yvela 
dokumentze, romlebic mocemul momentSia gaxsnili. anu sityvis SecdomiT gamoricxvisas Se-
mowmebidan brZanebiT Ignore All-yvelas gatareba, mere ki gadawyvetilebis gauqmebiT RilakiT Ri-
lakiT Rechek Document-ganmeorebiTi Semowmeba, SeiZleba gaataroT Secdomebi sxva dokumentebSi, 
romlebic mocemul momentSi programaSia gaxsnili. albaT es SemmuSaveblebis Secdomaa. es ki-
dev erTi safuZvelia, rom Sesaferisi sifrTxiliT isargebloT brZanebiT Ignore All-yvelas gata-
reba. 
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7. brZaneba Language-ena saSualebas iZleva aSkarad mieniSnos, ra enaze aris Cawerili saeW-
vo sityva. xandaxan es sakmarisi xdeba xolme, rom sityvidan mcdari dawerilobis yvela eWvi 
moixsnas.  

8. brZaneba Spelling-orTografia xsnis amave saxelwodebis dialogur fanjaras. Cven mas mog-
vianebiT ganvixilavT, rodesac visaubrebT marTlweris Semowmebis ara avtomatur, aramed Sekve-
Til meqanizms. 

gramatikis avtomaturi Semowmeba 

yvela Secdomas, romelic orTografiulia, programa pirobiTad miakuTvnebs gramatikulis 
kategoriebs. gramatikuli Secdomebi vlindeba ara leqsikonis mixedviT SemowmebiT, aramed wi-
nadadebis struqturis SemowmebiT winaswar miTiTebuli wesebis sistemis Sesabamisad. wesis aR-
moCenisas, romelic ar sruldeba, programa mwvane feris talRovani xaziT moniSnavs teqstis 
fragments gramatikuli SecdomiT.  

rogorc orTografiuli SecdomisTvis, gramatikuli SecdomisTvisac programa droebiT ob-
ieqts qmnis. mis TvisebebTan da meTodebTan miwvdoma ixsneba naxatze 9.9 warmodgenili konteqs-
turi menius saSualebiT.  

1. Tagvis mimaniSnebeli miitaneT mwvane talRovani xaziT moniSnul fragmentze, da Tagvis 
marjvena RilakiT daaWireT _ gaixsneba gramatikis Semowmebis konteqsturi meniu. 

2. menius zeda ganyofilebaSi aris Secdomis mokle aRwera. gaecaniT mas. Tu eTanxmebiT Se-
niSvnas, romelic programis mier aris miRebuli, CaaqreT konteqsturi meniu da defeqti moici-
leT. ar aris gamoricxuli, rom erT winadadebaSi marTlweris ramdenime wesis darRveva iyos. 
am SemTxvevaSi ganmeorebiT gaecaniT programis SeniSvnas da Sesabamisi zomebi miiReT, 

3. Tu darwmunebuli xarT, rom programa araadekvatur signalebs iZleva da sinamdvileSi 
aranairi Secdoma ar aris, gaeciT brZaneba Ignore Once-winadadebis gatareba. 

4. saeWvo SemTxvevebSi gaeciT brZaneba Grammar-gramatika. is xsnis amave saxelwodebis di-
alogur fanjaras, romelSic SegiZliaT gaecnoT Secdomis ufro dawvrilebiT aRweras da da-
matebiTi ganmartebebi miiRoT. 
 

 
nax. 9.9. gramatikuli Secdomis konteqsturi meniu 

marTlweris SekveTili Semowmeba 

visac did da araformalur dokumentebTan muSaoba uwevs, amjobineben avtomaturi Semowme-
bis gamorTvas. bevrs TavisTvis ufro efeqturad miaCnia, yuradReba ar miaqcios Secdomebs da 
isini dokumentTan muSaobis dasrulebis Semdeg specialuri operaciis msvlelobisas moicilos. 

moTxovnis mixedviT Semowmebis momarTva 

xeliT Semowmebis reJimis momarTva xorcieldeba dialoguri fanjris Word Options-Wor-is 
parametrebis imave ganyofilebaSi, rogorc avtomaturi Semowmebis reJimis momarTva (nax. 9.6). 
pirvel yovlisa, sasurvelia inicializirdes marTlweris Semowmebis saSualebebis mdgomareoba, 
Rilak Rechek Document-ganmeorebiT Semowmebaze daWeriT. es xdeba imisTvis, rom winamorbedi Se-
mowmebis dros miRebuli gadawyvetilebebi ukuigdos, Tu isini iqna miRebuli. Rilak Rechek Doc-
ument-ganmeorebiT Semowmebaze daWera asufTavebs monacemTa bufers da saSualebas iZleva Se-
sruldes Semowmeba `sufTa furclidan~.  

aqve unda ganagoT alami Check grammar with spelling- orTografiasTan erTad gramatikac Se-
mowmdes. Tu es alami gamorTulia, xeliT Semowmebisas mxolod orTografia mowmdeba. xolo 
Tu is CarTulia, orTografiasTan erTad gramatikac mowmdeba. 
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moTxovnis mixedviT Semowmebis amoqmedeba 

marTlweris xeliT Semowmebamde sasurvelia (Tumca ki ara aucilebeli) kursoris dayeneba 
dokumentis dasawyisSi (CTRL + HOME). amoqmeddeba xeliT Semowmeba klaviS F7-ze daWeriT an 
Rilak Spelling & Grammar-marTlweraze dawkapunebiT CanarT Review-recenzirebis jgufSi Proofing-
marTlwera. 

SekveTili Semowmebisas orTografia yovelTvis mowmdeba, xolo Semomwdeba Tu ara gramati-
ka, zemoT ganxiluli almis Check grammar with spelling- orTografiasTan erTad gramatikac Se-
mowmdes mdgomareobazea damokidebuli. Tu es alami CamoSvebulia, gramatika ar Semowmdeba, ma-
gram amis gamosworeba advilia: rodesac orTografiuli Secdomebis aRmoCenisas ekranze ga-
moCndeba dialoguri fanjara Spelling & Grammar-marTlwera, masSi SegiZliaT daayenoT alami 
Chek Grammar-gramatika (naxati 9.10). 

orTografiuli Secdomebis xeliT Sesworeba 

dialoguri fanjris Spelling & Grammar-marTlweris Semadgenloba imazea damokidebuli, ro-
meli Secdomaa napovni: orTografiuli Tu gramatikuli. Sesabamisad, orjer ganvixilavT momx-
mareblis moqmedebebs marTlweris SekveTili Semowmebisas: cal-calke moqmedebebs orTografi-
uli da gramatikuli Secdomebis aRmoCenisas. daviwyoT orTografiuli SecdomebiT. 

1. orTografiuli Secdomebis aRmoCenisas marTlweris Semowmebis sistema xsnis dialogur 
fanjaras Spelling & Grammar-marTlwera, romlis magaliTi naCvenebia naxatze 9.10. 

2. sityva, romelic savaraudo Secdomas Seicavs, moniSnulia wiTeli feriT panelze Comma 
Use-ar aris leqsikonSi. 

3. pirvel rigSi darwmundiT, rom programam sworad moaxdina im enis identificireba, ro-
melzec Cawerilia problemuri sityva. magaliTad, Tu is qarTul sityvas inglisurad miiRebs, 
maSin rasakvirvelia, ver ipovis mas inglisur leqsikonSi da moniSnavs, rogorc mcdars. teqs-
tebSi, romlebic ucxo enaze Caweril bevr sityvas Seicavs, programa araiSviaTad dezorientir-
deba. Seyvanis enis swori miTiTeba aseT SemTxvevebSi exmareba swrafad gamoasworon uwesrigoba. 
 

 
nax. 9.10. qmedebebis mimdevroba orTografiis xeliT Semowmebisas 

  
4. Tu enasTan dakavSirebiT yvelaferi wesrigSia, magram ar eTanxmebiT SeniSvnas, romelic 

programam gaakeTa, daaWireT Rilaks Ingore Once-gatareba. Tu am SeniSvnas sistematuri xasiaTi 
aqvs, daaWireT Rilaks Ignore All--yvelas gatareba. 

5. Tu absoluturad darwmunebulni xarT sityvis marTlweraSi da SemdgomSic apirebT mis 
farTo moxmarebas, magaliTad, Tu es terminia, gonivrulia misi CarTva moqmed leqsikonSi _ ma-
Sin marTlweris Semowmebis sitema Sewyvets signalis mocemas am sityvaSi Secdomis Sesaxeb. 

6. Tu sityvaSi mainc aris Secdoma, gaecaniT misi gamosworebis SemoTavazebul variantebs. 
Tu saWiro varianti maT Soris ar aris, SegiZliaT Sesworeba xeliT SeitaneT uSualod pa-
nelze Comma Use-ar aris leqsikonSi. 

7. sityvis dawerilobis marTebuli variantis arCevis Semdeg, daaWireT Rilaks Change-
Secvla an Rilaks Change All-yvelas Secvla, Tu Secdomas sistematuri xasiaTi aqvs da mraval-
jeradad meordeba. 

8. damatebiTi momarTvebis gasatareblad, magaliTad, CarTuli samomxmareblo leqsikonis 
Sesacvlelad, daaWireT Rilaks Options-parametrebi. is xsnis kategorias Proofing-marTlwera 
CvenTvis ukve nacnobi programis momarTvebis fanjrisa Word Options-Word-is parametrebi. 
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9. Tu orTografiis Semowmebis garda saWiroa aseve gramatikis Semowmebis Sesruleba, 
daayeneT alami Chek Grammar-gramatika. 

orTografiuli leqsikonis Sesworeba 

generaluri leqsikoni, romelic orTografiis Sesamowmeblad gamoiyeneba, programasTan er-
Tad aris mowodebuli da cvlilebebs ar eqvemdebareba. orTografiis Semowmebis sistemis au-
cilebeli momarTva xorcieldeba samomxmareblo leqsikonebis CarTvisa da Sesworebis saSua-
lebiT. es operaciebi sruldeba dialoguri fanjris Custom Dictionaries-damxmare leqsikonebis 
saSualebebis daxmarebiT (nax. 9.11). 

1. gaxseniT dialoguri fanjara Custom Dictionaries-damxmare leqsikonebi. 
 daaWireT Rilaks Office  _ gaixsneba programis mTavari meniu. 
 gaeciT brZaneba Word Options-Word-is parametrebi _ gaixsneba amave saxelwodebis dialo-

guri fanjara. 
 kategoriebis panelze airCieT kategoria Proofing-marTlwera. 
 marjvena panelze daaWireT Rilaks Custom Dictionaries-damxmare leqsikonebi _ gaixsneba 

amave saxelwodebis dialoguri fanjara. 
2. panelze Dictionary List-leqsikonebis sia gaecaniT, romeli samomxmareblo leqsikonebia 

mierTebuli programasTan mocemul momentSi. 
3. mierTebuli leqsikonebidan erT-erTi aqtiuria _ is moniSnulia rogorc leqsikoni, mi-

Rebuli gulisxmobis mixedviT. swored masSi miedineba axali sityvebi, rodesac Segvaqvs isini 
marTlweris Semowmebisas. 

4. samomxmareblo leqsikonebi, generalurisgan gansxvavebiT, SeiZleba redaqtirdes. Tu 
leqsikonSi Setanili sityva Secdomas Seicavs, is unda gaswordes. Tavdapirvelad waSaleTv 
mcdari sityva, mere ki SeiyvaneT igi sworad. 
 

 
nax. 9.11. orTografiis leqsikonis momsaxurebis saSualebebi 

 
 moniSneT Sesasworebeli leqsikoni. 
 daaWireT Rilaks Edit Word List-sityvebis siis Secvla. am dros gaixsneba axali dialogu-

ri fanjara, romelic leqsikonis Semadgenlobas warmoadgens. 
 panelze Dictionary-leqsikoni moniSneT sityva, romelic Secdomas Seicavs da daaWireT 

Rilaks Delete-waSla. 
 moniSneT sityvis marTebuli Canaweri mindorSi Word(s)-sityvebi. 
 daaWireT Rilaks Add-damateba. 
 daxureT leqsikoni RilakiT OK. 
5. Tu xSirad giwevT iseT teqstebTan muSaoba, romlebsac mkveTrad gamoxatuli Tematuri 

Seferiloba aqvT, SeiZleba dagWirdeT specializebuli leqsikonebi. axali leqsikonis Sesaqm-
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nelad daaWireT Rilaks New-Seqmna da SeiyvaneT leqsikonis saxeli standartul dialogur 
fanjaraSi Create Custom Dictionaries-damxmare leqsikonis Seqmna. 

6. brZaneba Add-damateba xsnis dialogur fanjaras Add Custom Dictionaries-damxmare leqsiko-
nis damateba, romelic saSualebas iZleva airCioT da asaxoT adre Seqmnili damxmare leqsiko-
nebi, Tu aseTebi arsebobs. samomxmareblo leqsikonebis Senaxvis standartuli adgili, gulisx-
mobis mixedviT miRebuli, aris _ saqaRalde C:\momxmareblebi\{momxmareblis sax-
eli}\AppData\Roaming\Microsoft\UProof. 

7. adre Seqmnili leqsikonebi uqmdeba RilakiT Remove-waSla. leqsikoni waiSleba mxolod 
siidan fanjaraSi Custom Dictionaries-damxmare leqsikonebi. leqsikonis faili kompiuterze rCba 
zemoaRniSnul saqaRaldeSi \UProof da survilis mixedviT SegiZliaT kvlav aRadginoT siaSi 
brZanebiT Add-damateba. 

samomxmareblo leqsikonis cvla 

Tu samuSao adgilas muSaoba giwevT sxvadasxva Tematuri mimarTulebis teqstebTan, goni-
vrulia ramdenime specializebuli leqsikonis Seqmna da maTi gamoyeneba aucileblobis mixed-
viT. es dakavSirebulia imasTan, rom codnis sxvadasxva sfero sxvadasxva terminologias iye-
nebs da sityvebi teqstebidan biologiis dargSi wyvilCliqosani ZuZumwovrebis Sesaxeb SeiZleba 
arc ise adekvaturi iyos saqmian werilebSi. 

1. gaxseniT dialoguri fanjara Custom Dictionaries-damxmare leqsikonebi, rogorc miTiTebu-
lia winamorbed ganyofilebaSi. 

2. panelze Dictionary List-leqsikonebis sia airCieT saWiro samomxmareblo leqsikoni. Tu iq 
is ar aris, gaxseniT leqsikonebis sia RilakiT Add-damateba. Tu aseTi leqsikoni saerTod ar 
aris kompiuterze, SeqmeniT is RilakiT New-Seqmna. 

3. gaaaqtiureT arCeuli leqsikoni. es xdeba RilakiT Change Default-gulisxmobis mixedviT 
(naxati 9.11). leqsikoni, romelic gulisxmobis mixedviT aris miRebuli, gadainacvlebs moqmedi 
leqsikonebis siis TavSi. 

gramatikis xeliT Sesworeba 

moqmedebebis mimdevroba gramatikuli Secdomebis aRmoCenisas bevriT hgavs moqmedebebis mim-
devrobas orTografiis Secdomebis gamosworebisas. ZiriTadi sxvaoba mxolod imaSi mdgoma-
reobs, rom gramatikis Semowmeba ar eyrdnoba leqsikons, e.i. ar aris saSualebebis saWiroeba 
misi koreqtirebisa da momsaxurebisTvis. 

1. garamtikuli Secdomebis aRmoCenisas marTlweris Semowmebis sistema xsnis dialogur 
fanjaras Spelling & Grammar-marTlweras, romlis magaliTi naCvenebia naxatze 9.12. 
 

 
nax. 9.12. moqmedebebis mimdevroba gramatikis xeliT Semowmebisas 

 
2. fanjris zeda nawilSi warmodgenilia saeWvo winadadeba. misi fragmenti, romelSic Sec-

domis arseboba ivaraudeba, moniSnulia naxevrad msxvili moxazulobiT. 
3. upirveles yovlisa, SeamowmeT, sworad aris Tu ara identificirebuli teqstis ena. Tu 

ar aris sworad, miuTiTeT Seyvanis marTebuli ena.  
4. Tu ena sworad aris SerCeuli, gaecaniT Secdomis aRweras qveda panelze. 

5. SeamowmeT, ra informacias iZleva brZaneba Explain-ganmarteba. gramatikis zogierTi wesis 
darRvevisas is iZleva sasargeblo damatebiT cnobebs. 
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6. Tu darwmunebuli xarT, rom sinamdvileSi araviTari Secdoma ar aris, daaWireT Rilaks 

Ignore Once-gatareba. xolo Tu SeniSvna sistematur xasiaTs atarebs, isargebleT RilakiT Ignore 
All(Ignore Rule) -yvelas gatareba. 

7. Tu Secdoma sinamdvileSi ar aris, Sesworeba SeiZleba Sevides uSualod fanjris Spelling 
& Grammar-marTlweris zeda panelze. Sesworebis Semdeg daaWireT Rilaks Change-Secvla. sxva 

variantia _ Sesworebis Setana ara fanjaraSi Spelling & Grammar-marTlwera, aramed uSualod 
dokumentSi. amgvarad moqmedeba ufro mosaxerxebelia, Tu Secdomis Sesworeba teqstis mniSvne-
lovan cvlilebebs iTxovs. rogorc ki Seyvanis kursori dadgindeba dokumentis mindorSi, fan-

jaraSi Spelling & Grammar-marTlwera gaCndeba marTvis axali elementi _ Rilaki Resume-
ganaxleba. teqstis Sesworebis dasrulebisTanave, daaWireT mas Semowmebis gasagrZeleblad. 

8. damatebiTi momarTvebis gasatareblad, magaliTad, wesebis sistemis momarTvebis Sesac-

vlelad, daaWireT Rilaks Options-parametrebi. is xsnis kategorias Proofing-marTlwera CvenTvis 

ukve nacnobi programis momarTvebis fanjrisa Word Options-Word-is parametrebi. 

gramatikisa da stilistikis Semowmebis wesebis sistemis momarTva 

im dros rodesac orTografiis Semowmeba sityvebis marTlweris leqsikons eyrdnoba, grama-
tikis, stilistikis, keTilxmovanebisa da marTlweris sxva elementebis Semowmeba wesebis, e.w. 
evristikebis sistemas eyrdnoba. am evristikebis moqmedebis arsi ori sityviT gamoixateba prin-

cipiT If-Tu... Or-maSin... . Tu garkveul wesTan winadadebis Sesabamisobis Semowmebisas Secdomis 
niSnebi aRmoCndeba, formirdeba obieqti `gramatikuli Secdoma~ da warmodgenilia saSualebebi 
masTan samuSaod. xolo Tu aseTi niSnebi ar aRmoCndeba, marTlweris Semowmebis saSualeba mo-
rig wesTan gadadis. 

wesebis sistema momarTvadia. wesebis saerTo raodenoba asze metia. isini SeiZleba CairTos 
da gamoirTos, zogierTi ki _ modificirdes. ase magaliTad, winadadebaSi sityvebis zRvruli 
raodenoba _ mosamarTi sidide. zRvari saqmiani mimowerisTvis _ 50 sityva, piradisTvis ki _ 55 
sityva. xolo Tu CarTulia wesebis yvelaze mkacri nakrebi, mravalsityvianobis dasaSvebi zRva-
ria _ 45 sityva.  

1. gaxseniT dialoguri fanjara Grammar Settings-gramatikuli Semowmebis momarTva, romelic 
warmodgenilia naxatze 9.13. 
 

 
nax. 9.13. gramatikisa da stilis Semowmebis parametrebis momarTva 
 daaWireT Rilaks Office _ gaixsneba programis mTavari meniu. 
 gaeciT brZaneba Word Options-Word-is parametrebi _ gaixsneba amave saxelwodebis dialo-

guri fanjara. 
 kategoriebis panelze airCieT kategoria Proofing-marTlwera. 
 marjvena panelze daaWireT Rilaks Settings-momarTva ganyofilebaSi When correcting spelling 

an grammar in Word-Word-Si marTlweris Sesworebisas _ gaixsneba dialoguri fanjara Grammar 
Settings-gramatikuli Semowmebis momarTva. 
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2. momarTvis umartivesi ileTi imaSi mdgomareobs, rom mosamzadebeli dokumentis daniSv-
nasTan Sesabamisad airCes wesebis damzadebuli nakrebi gaSlad siaSi Writing style-wesebis gamoye-
nebadi nakrebi. 

3. daayeneT almebi im wesebisTvis, romlebic Semowmebas eqvemdebarebian. 
4. zogierTi wesi moiTxovs damatebiTi parametrebis momarTvebs. momarTeT es parametrebi 

gaSlad siebSi panelze Require-Semowmdes. 
5. marTlweris Semowmebis sistemis sawyis mdgomareobasTan dabrunebis saSualebas iZleva 

Rilak Reset All-sawyisi dayenebis daWera. gamoiyeneT is Secdomis SemTxvevaSi. 
6. aamoqmedeT momarTvebi da daxureT dialoguri fanjara Rilak OK-ze dawkapunebiT. 

redaqtirebis teqnikuri mxardaWera 

redaqtirebis procesSi farTod aris gavrcelebuli ramdenime dokumentTan erTdroulad 
muSaobis praqtika. rasakvirvelia, rogorc Windows-is danarTebis umravlesoba, teqsturi proce-
sori Microsoft Word saSualebas iZleva operatiul mexsierebaSi gaixsnas erTdroulad ramdenime 
dokumenti da gadaerToT maT Soris brZanebiT View-xedi ► Switch Windows-sxva fanjaraSi gadas-
vla, magram es yovelTvisa ar aris sakmarisi. 

magaliTad, Tu aucilebelia ori dokumentis erTmaneTTan Sedareba, sasurvelia, rom isini 
erTdroulad gaixsnas ara mxolod mexsierebaSi, aramed ekranzec. ekranze erTdroulad ori 
dokumentis an erTi dokumentis ori fragmentis arseboba aucilebelia aseve masalebis ur-
TierT SeTanxmebisas. 

programaSi realizebulia ori meqanizmi, romlebic ramdenime dokumentTan paralelur mu-
Saobas uWers mxars: fanjris gayofis meqanizmi da fanjrebis urTierTqmedebis meqanizmi. 

pirveli meqanizmi saSualebas iZleva mogvardes erTi dokumentis or adgilas paraleluri 
muSaoba. 

meore meqanizmi amis garda saSualebas iZleva organizdes ramdenime dokumentTan muSaoba. 
es meqanizmi irTveba jguf Window-fanjris saSualebebis daxmarebiT, romelic warmodgenili 
CanarTze instrumentuli lentis View-xedi (nax. 9.14).  
 

 
nax. 9.14. redaqtirebis mxardaWeris teqnikuri saSualebebi 

fanjris operatiuli gayofa 

vertikaluri gadaxvevis Tavze mdebareobs saxazavis marTvis Rilaki. kidev odnav zemoT 
ganTavsebulia nakleb SesamCnevi markeri mokle horizontaluri xazis saxiT. es e.w. fanjris 
gayofis markeria. is saSualebas iZleva erTi moqmedebiT gaiyos samuSao fanjara or panelad, 
romelTagan TiToeuls Tavisi wyvili gadaxvevis zoli aqvs da dokumentis sakuTar nawils 
asaxavs, imisgan damoukideblad, ra aris gamosaxuli momijnave panelze. 

am markerze Tagvis mimaniSneblis mitanisas es ukanaskneli formas icvlis. Tu am momentSi 
Tagvis ZiriTad Rilaks daaWerT da qvemoT gaWimavT, mimaniSnebelTan erTad gaiWimeba mTliani 
nacrisferi xazi _ fanjris gayofis xazi. iq, sadac am xazs daayenebT, Tagvis RilakisTvis xe-
lis aSvebisas, moxdeba fanjris gayofa vertikalurad or panelad, romelic zogad SemTxveveb-
Si araTanabaria (nax. 9.15). 

fanjris orive panelze warmodgenilia erTi da igive dokumenti. ara erTi dokumentis ori 
egzemplari, aramed swored erTi da igive dokumenti. romel panelSic ar unda xdebodes Seswo-
reba, cvlilebebi erT mimdinare dokumentSi aisaxeba. Tumca unda iTqvas, rom fanjaras or pa-
nelad sulac ar yofen imisTvis, rom TiToeul maTganSi dokumentis Sesworeba ganaxorcielon. 
Cveulebriv erT panels dokumentis erTi nawilis gadasaxedad iyeneben, im dros, rodesac meore 
paneli misi meore nawilis Sesasworeblad aris mowodebuli. 

gayofis mosaxsnelad, Tagvis mimaniSnebeli miitaneT gamyof sazRvarze da rodesac is for-
mas Seicvlis, ZiriTad Rilaks daaWireT da xazi waiReT zemoT zRvramde. rodesac mimaniSnebe-
li dokumentis ubans datovebs, SegiZliaT Rilaks xeli auSvaT. mimaniSnebelTan erTad doku-
ments tovebs gamyofi sazRvaric. is aRar aris, Tumca aucileblobis SemTxvevaSi iolad aRdge-
ba fanjris gayofis markeris daxmarebiT. 
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nax. 9.15. fanjris gayofis meqanizmis muSaoba 

fanjris gayofis ZiriTadi meqanizmi 

fanjris gayofis operatiuli meqanizmis garda, romelic sul axlaxan ganvixileT, arsebobs 
ZiriTadi meqanizmi, romelic instrumentuli lentis saSualebebs eyrdnoba. 

1. instrumentul lentze gaxseniT CanarTi View-xedi. 
2. jgufSi Window-fanjara daaWireT Rilaks Split-gamyofi _ dokumentis mindorSi gaCndeba 

gamyofi xazi. 
3. vertikalis mixedviT gadataniT gadaaadgileT gamyofi xazi dokumentis saWiro adgilas 

da daayeneT dawkapunebiT. am dros Rilaki Split-gayofa Seicvleba RilakiT Remove Split-gayofis 
moxsna. 

4. dokumentTan muSaobis dasrulebisas gayofa moxseniT Rilak Remove Split-gayofis moxs-
naze dawkapunebiT. gayofa SeiZleba aseve moixsnas gamyofi xazis gadataniT dokumentis samuSao 
ubnis farglebs gareT. 

dokumentebis damatebiTi fanjrebi 

fanjris gayofis reJimis erTaderTi SezRudva imaSi mdgomareobs, rom is saSualebas iZle-
va, mxolod erT dokumentTan imuSaoT, Tumca ki mis sxvadasxva ubanTan. xolo Tu aucilebelia 
or dokumentTan paralelurad muSaoba, es reJimi ar gamodgeba. aseT SemTxvevaSi unda gaxsnaT 
meore fanjara, rac xdeba brZanebiT View-xedi ► Window-fanjara ► New Window-axali fanjara.  

Tavdapirvelad damatebiTi fanjara ixsneba: a) mTel ekranze da b) mimdinare dokumentTan. 
Tu yuradRebas ar miaqcevT imas, rom saTauris striqonSi mimdinare dokumentis saxelwodeba 
Seicvala (iyo: name.docx, gaxda: name.docx1 da name.docx2), maSin SeiZleba saerTod ar SeamCinoT, 
rom raRac moxda. xolo zustad rom darwmundeT, programis ramdeni fanjaraa gaxsnili moce-
mul momentSi, maTSi romeli dokumentebia warmodgenili da romeli fanjaraa aqtiuri, daaWi-
reT Rilaks Switch Windows-sxva fanjaraSi gadavsla CanarT View-xedis jgufSi fanjara. am Ri-
lakze dawkapuneba xsnis mimdinare fanjris arCevis menius. aqtiuri fanjara am meniuSi moniS-
nulia. 

ramdenime fanjris erTdrouli warmodgena 

erT-erT ekranze SeiZleba erTdroulad gamoisaxos dokumentebis ramdenime gaxsnili fan-
jara. es xdeba Rilak Arrange All-yvelas mowesrigebaze daWeriT CanarT View-xedis jgufSi Win-
dow-fanjara. gulisxmobis mixedviT ekrani horizontalurad iyofa Tanabar ubnebad _ 
erTdroulad gaxsnili fanjrebis raodenobis mixedviT. 

  
sanam erT ekranze ramdenime fanjaras ganaTavsebdeT, instrumentuli lenti SekeceT. marT-

vis es grafikuli elementi metismetad bevr adgils ikavebs vertikalurad. 
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ukumoqmedebaa _ dokumentebis fanjrebis srulekranuli zomis aRdgena sruldeba Windows-is 
standartuli saSualebebiT _ fanjris zomis marTvis RilakebiT zeda marjvena kuTxeSi. 

ori fanjris paraleluri warmodgena 

sul ramdenime wlis win sruliad ueWveli iyo is sakiTxi, Tu rogor unda gaiyos sworad 
ekrani or fanjaras Soris. TavisTavad ivaraudeboda, rom mxolod horizontalurad: swored 
aseT gayofas viRebT brZanebiT Arrange All-yvelas mowesrigeba. marTlac, Zveli droidan civili-
zacia mieCvia sruli striqonis Sefasebas siganis mixedviT da moTminebiT mokidebas grZeli 
xveulebis vertikaluri gadaxvevisadmi. Tumca bolo wlebSi monitorebis bazari waleka far-
Toformatianma Txevad-kristalurma panelebma, da axla ekranis gayofis sakiTxi axleburad 
SeiZleba gadawydes. arsebiTad, ekrani 1920X1200 gadawyvetiT (gafarToebiT) ufro mosaxerxebe-
lia gaiyos ara horizontalurad, aramed vertikalurad. es saSualebas iZleva erTad gan-
Tavsdes Word-is ori srulformatiani dokumenti da TiToeul maTganSi striqonis komfortuli 
sigrZe iqnas miRebuli.  

  
Tu gsurT or dokumentTan paraleluri muSaobis organizeba, magram ekranis arasakmarisi 

sigane ar gaZlevT saSualebas es komfortulad gaakeToT, gadaiyvaneT dokumentebi veb-gverdis 
warmodgenis reJimSi, da striqonis sigrZe Tqvens SesaZleblobebs aRar SezRudavs. 

 
fanjrebis paraleluri warmodgena irTveba RilakiT View Side by Side-gverdigverd CanarT 

View-xedis jgufSi Window-fanjara. Tu programaSi am momentSi ori fanjaraa gaxsnili, isini 
ise ganTavsdeba, rogorc naCvenebia naxatze 9.16. xolo Tu gaxsnilia didi raodenobis fanjrebi, 
gamoCndeba dialoguri fanjara damazustebeli moTxovniT, Tu konkretulad romeli wyvili 
fanjara unda ganTavsdes gverdigverd. 
 

 
nax. 9.16. erTi dokumentis or egzemplarTan paraleluri muSaoba 

ori fanjris Semadgenlobis sinqronuli gadaxveva 

sinqronul gadaxvevas iyeneben ori dokumentis an dokumentis ori versiis Sesadareblad. 
sabrZanebo RilakiT View Side by Side-gverdigverd dokumentebis fanjrebis paraleluri ganTavsebi-
sas, sinqronuli gadaxveva avtomaturad irTveba. yvela danarCen SemTxvevaSi is SeiZleba CairTos 
sabrZanebo RilakiT Synchronous Scroolling-sinqronuli gadaxveva CanarT View-xedis jgufSi Window-
fanjara. amave RilakiT xorcieldeba sinqronuli gadaxvevis reJimis gamorTva. 

 


