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Sesavali 

 

programaTa paketi Microsoft Office 2007 aerTianebs 

yvelaze popularul redaqtorebs. maT Soris aris 

PowerPoint-i, prezentaciisaTvis gankuTvnili erT-erTi 

saukeTeso programa.  

PowerPoint 2007 martivia momxmareblisaTvis 

samuSaod da xelmisawvdomia yvelasaTvis, radgan Sedis 

programa Microsoft Office 2007-is paketis SedgenilobaSi. 

aqedan gamomdinare, is savsebiT Tavsebadia programa Word 

2007-Tan Excel 2007-Tan, Access 2007-Tan, da Microsoft 

Office 2007-is paketis nebismier sxva programasTan. 

PowerPoint-is axal versiaSi Sedegze 

orientirebuli momxmareblis interfeisi muSaobas 

mniSvnelovnad amartivebs. brZanebebi da saSualebebi, 

romlebic Zvel versiebSi damaluli iyo rTul meniuebsa 

da instrumentTa panelebSi, axla martivad SeiZleba 

movZebnoT logikur jgufebad gaerTianebul brZanebebsa da 

saSualebebs Soris. dialoguri fanjrebis umetesoba 

Secvlilia SesaZlo variantTa galereiT, romelic 

sasurvel variantTa SerCevis saSualebas iZleva. 

programis erT-erT umniSvnelovanes funqciur 

gafarToebas, romelic gankuTvnilia profesionale-

bisaTvis, PowerPoint-Si `CaSenebuli~ gamoyenebiTi 



 

8 

 

amocanebis amoxsnisaTvis gankuTvnili daprogramebis 

garemo Visual Basic (VBA) warmoadgens. amasTan, erT 

dokumentSi muSaobis procesSi drois ekonomiis mizniT 

SesaZlebelia qselis gamoyenebiT samuSaoTa gayofa da 

Sedegebis gaerTianeba.  

programa PowerPoint 2007-Si aris moxerxebuli 

daxmarebis qvesistema, romelic instrumentTa panelis 

nebismier RilakTan mausis maCveneblis miaxloebisTanave 

mokle informacias iZleva, xolo <F1> klaviSze xelis 

daWeriT SesaZlebelia ufro srulyofili informacia 

miviRoT  .  
 

 
sur. 1. aqtiuri klaviSebis mniSvnelobis gamotana 

 

Tu aucilebelia PowerPoint 2007-saTvis sxvadasxva 

brZanebis micema klaviaturis gamoyenebiT, saWiroa xeli 

davaWiroT <F6> an <Alt> klaviSs. Sesabamis Rilakebze 

gamoCndeba aqtiuri klaviSebis mniSvneloba (ix. sur. 1), 

romlis saSualebiTac SesaZlebelia Sesabamisi brZanebis 

Sesruleba. 
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1. PowerPoint 2007-is zogadi mimoxilva 

 

PowerPoint programas saprezentacio programas 

uwodeben. PowerPoint  2007 programis gaSveba sxva 

programebis gaSvebis msgavsad xdeba: Start  Programs  

Microsoft Office   Microsoft Office PowerPoint 2007 

(klasikuri sastarto menius SemTxvevaSi) an Start  All 

Programs  Microsoft Office   Microsoft Office 

PowerPoint 2007 (Windows XP sastarto menius 

SemTxvevaSi) brZanebiT an samuSao magidaze moTavsebul 

PowerPoint 2007-is  niSnakze mausiT orjer 

dawkapunebiT, romlis Semdeg PowerPoint 2007-is Sesabamisi 

fanjara gaixsneba (sur. 1.1).  

gamoZaxeba SeiZleba agreTve ganxorcieldes ukve 

adre Seqmnili da Senaxuli PowerPoint-is prezentaciis 

xelaxali gaxsnis saSualebiT an Start  Documents 

(klasikuri sastarto menius SemTxvevaSi) an Start  My 

Recent Documents (Windows XP sastarto menius 

SemTxvevaSi) brZanebiT da prezentaciis saxelze mausis 

dawkapunebiT. am dros PowerPoint2007 programis gaSveba 

moxdeba da masSi SerCeuli prezentacia CaitvirTeba. 
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 sur. 1.1. PowerPoint2007-is fanjara 

 

PowerPoint-is fanjris zeda marcxena kuTxeSi 

moTavsebulia Office Button  Rilaki, romelic cvlis 

File menius. am Rilakze mausis dawkapunebiT CamoiSleba 

meniu CvenTvis ukve nacnobi New, Open, Save, Save As, 

Print da Close brZanebebiT, Tumca aris kidev damatebuli 

Prepare (momzadeba), Send (gagzavna), Publish (gamocema) da 

PowerPoint Options (PowerPoint-is parametrebis momarTva) 

brZanebebi (sur. 1.2). programasTan samuSao sxvadasxva 

parametris momarTvis brZanebebma, romelTa Soris 

umravlesi adre SesaZlebeli iyo mogveZia misamarTze 
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Tools  Options, PowerPoint Options fanjaraSi 

gadainacvles, romlis gamoZaxebac SesaZlebelia Office 

Button menius PowerPoint Options Rilakze dawkapunebiT. 

Tumca, magaliTad, dokumentis Senaxvis dros Tu gvWirdeba 

sarezervo aslis Seqmnis CarTva, es alami axal versiaSi 

moTavsebulia CanarTSi `Advanced~ (sur. 1.3). 

 

 

sur. 1.2. Office Button RilakiT gaxsnili CamoSladi meniu 
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sur. 1.3. PowerPoint Options fanjris Advanced CanarTi 

 

Office Button menius CamoSlis dros pirvel gverdze, 

Recent Documents saTauris qveS CamoTvlilia adre ukve 

Seqmnili da Senaxuli PowerPoint-is dokumentebi. 

dokumentis saxelze mausis dawkapunebiT moxdeba maTi 

gaxsna. aq sasiamovno siaxlea is, rom PowerPoint-s SeuZlia 

daimaxsovros programaSi gaxsnili bolo ormocdaaTamde 

faili. SegaxsenebT, rom wina versiebSi es ricxvi cxras 

utoldeboda. failTa ricxvis gansazRvra momxmarebels 

SeuZlia PowerPoint Options  Advanced  Display velSi. 
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dasasrul, kidev erTi momarTva, romelzec Rirs 

yuradRebis gamaxvileba – es dokumentis Senaxvis 

formatia, romelic CumaTobis principiT xorcieldeba. 

PowerPoint 2007-Si gamoiyeneba axali formati. masSi 

Seqmnili failebi .pptx gafarToebiT inaxeba. aseTi 

failebis wakiTxva PowerPoint-is wina versiebSi 

SeuZlebelia, amitom Tu apirebT gadasceT dokumentebi 

partniorebs da kolegebs, romlebic jer kidev ar 

gadasulan PowerPoint 2007-ze, sjobs momarToT `Senaxvis~ 

ganyofilebaSi `PowerPoint Options~-s fanjaraSi 

dokumentebis Senaxvis sxva formati, rogoricaa, 

universaluri _ Rich Text Format formatis Sesabamisi .rtf 

gafarToeba an PowerPoint 97-2003 document-is Sesabamisi 

.ppt gafarToeba.  

PowerPoint-is programaSi muSaobis dasruleba xdeba 

Office Button RilakiT gaxsnil menius Exit PowerPoint 

brZanebiT an PowerPoint-is fanjris Close  Rilakze 

dawkapunebiT an <Alt>+<F4> klaviSebis kombinaciiT. 

PowerPoint-is fanjara Windows-is standartuli 

fanjaraa da aqvs misTvis damaxasiaTebeli yvela elementi: 

saTauris zoli. am zolis marcxena mxares 

gulisxmobis principiT aisaxeba Customize Quick Access 

Toolbar (swrafi wvdomis instrumentebis paneli), xolo 

centralur nawilSi im failis saxeli, romelTanac 

mocemul momentSi vmuSaobT da programis dasaxeleba – 
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Microsoft PowerPoint. zolis marjvena boloSi Cans 

Windows-is fanjris standartuli elementebi (sur. 1.1). 

swrafi wvdomis paneli da instrumentebis panelis 

zoli. swrafi wvdomis paneli da instrumentebis panelis 

zoli aris interfeisis ori elementi, romlebmac wina 

versiebis instrumentebis paneli Secvales. instrumentebis 

panelis zolis mTavari Taviseburebaa CanarTebis arseboba, 

romelTa meSveobiTac TvalTaxedvis areSi moqceulia 

mxolod brZanebebis nawili, danarCeni ki, erTi mxriv aseve 

xelmisawvdomia – iqvea, xolo meore mxriv ar tvirTaven 

samuSao ares.  

Tavad zolis zoma gacilebiT didia, vidre 

standartuli da daformatebis instrumentebis paneli, 

romlebic CumaTobis principiT Cndeboda PowerPoint-is 

adreul versiebSi da romlebic PowerPoint 2003-Si 

SesaZlebeli iyo erT striqonadac ganTavsebuliyo. magram, 

zoli SeiZleba gadavaxvioT, risTvisac sakmarisia menius 

zolze mausis marjvena klaviSiT dawkapuneba da gaxsnil 

konteqstur meniuSi amovirCioT Minimize the Ribbon 

brZaneba (sur. 1.4). 

 

 

sur. 1.4. menius zolze gaxsnili konteqsturi meniu 
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samuSao are gadiddeba, magram brZanebebTan 

wvdomisaTvis saWiro gaxdeba erTi zedmeti moqmedebis 

Sesruleba – menius saxelze dawkapuneba. amis Semdeg zoli 

gamoCndeba da samuSao areSi dabrunebis Semdeg isev gaqreba 

(sur. 1.5). 

 

 
sur. 1.5. PowerPoint-is fanjara akecili instrumentebis 

paneliT 

zols didi adgili ukavia ara marto simaRleSi, 

aramed siganeSic. misi zomebi gaTvlilia monitoris 1280 X 

1024 amoxsnadobis maCvenebelze, magram arafriT masze 

naklebiT. 1024 X 768 amoxsnadobis maCvenebelSi muSaobis 

dros zogierTi brZanebebi ar Cans, da maTTan wvdomisaTvis 

mausis zedmetad dawkapuneba gviwevs. 

ase aisaxeba CanarTis zogierTi brZanebebi 

monitoris 1024 X 768 amoxsnadobis maCvenebelSi:  
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xolo 1280 X 1024 amoxsnadobis maCvenebelSi yvela 

brZanebebi xilulia: 

 

imis xarjze, rom zoli didia, vidre Zveli 

instrumentebis paneli, masSi gamoCnda zogierTi brZaneba, 

romelic adre ar iyo an romlis damatebac xeliT 

gvixdeboda. magaliTad, Rilaki daformatebis 

parametrebis swrafad Secvlis mizniT, registris 

Sesacvlelad, teqstis gadasaxazad da a. S. 

zolis arsebiTi nakli misi Secvlis SeuZleblobaa 

– arsebuli brZanebebis amogdeba an axlis damateba. aseTi 

funqcia savsebiT logikuri iqneboda, amitom arsebobs 

yvela safuZveli imisa, rom is PowerPoint-is Semdeg 

versiaSi gamoCndeba. 

swrafi wvdomis instrumentebis panelze 

ganlagebuli Rilakebi imeoreben Office Button menius 

brZanebebs (zogjer gamartivebuli saxiT) da maTi 

daniSnulebaa momxmareblisaTvis saqmis gamartiveba. am 

Rilakebis CarTva-gamorTva SesaZlebelia Customize Quick 

Access Toolbar  Rilakze mausis dawkapunebiT CamoSlil 

fanjaraSi Sesabamisi brZanebis moniSvniT an moniSvnis 

moxsniT (sur. 1.6).  
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sur. 1.6. swrafi wvdomis instrumentebis panelis CamoSladi 

fanjara 

TumcaRa, arsebobs swrafi wvdomis panelis 

momarTvis SesaZlebloba. CumaTobis principiT masze 

amotanilia sami brZaneba: dokumentis Senaxvis, gauqmebis 

da moqmedebis ukan dabrunebis. 
 

 

 

instrumentTa panelis momarTva imave fanjaraSi 

More Commands ... brZanebiT xdeba an nebismier niSnakze 

mausis marjvena klaviSiT gaxsnili konteqsturi menius 

Customize Quick Access Toolbar ... brZanebiT. am dros 

PowerPoint Options damatebiTi fanjris Customize CanarTi 
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gaixsneba (sur. 1.8), romlis marcxena velSi mocemulia 

yvela SesaZlo instrumentebis CamonaTvali, xolo meore 

velSi – instrumentTa panelze ukve arsebuli 

instrumentebi.  Add Rilakis saSualebiT pirveli velidan 

Sesabamisi moniSnuli instrumenti SeiZleba instrumentTa 

panelze gadavitanoT, xolo Remove RilakiT panelidan 

amoviRoT.  Move Up da  Move Down RilakebiT xdeba 

panelze arsebuli Rilakebis gadaadgileba Sesabamisad 

marcxniv an marjvniv. instrumentTa panelidan 

instrumentis amoReba agreTve SesaZlebelia konteqsturi 

menius Remove from Quick Access Toolbar brZanebiT (sur. 

1.7). 

 

  
sur. 1.7. swrafi wvdomis instrumentebis panelis konteqsturi 

meniu 

Customize Quick Access Toolbar CamoSlili fanjris 

Show Below the Ribbon an konteqsturi menius Show Quick 

Access Toolbar Below the Ribbon brZanebiT xdeba swrafi 

wvdomis instrumentebis panelis gadatana instrumentTa 

panelis qvemoT, xolo ukan dabruneba Show Above the 

Ribbon an konteqsturi menius Show Quick Access Toolbar 

Above the Ribbon brZanebiT.  
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sur. 1.8. PowerPoint Options fanjris Customize CanarTi 

 

menius zoli. CumaTobis principiT menius zoli 

Sedgeba menius Svidi punqtisagan – Home, Insert, Design, 

Animations, Slade Show, Review, View. TiToeuli maTgani 

Seicavs logikur jgufebad gaerTianebul PowerPoint -is 

brZanebebsa da saSualebebs. amaT garda, sxvadasxva 

brZanebis Sesrulebis momentSi mas kidev SeiZleba daematos 

sxva meniu Sesabamisi instrumentTa panelebiT. menius 

zolis marjvena kuTxeSi moTavsebulia Microsoft Office 
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PowerPoint Help (F1)  Rilaki – momxmareblisaTvis 

nebismieri informaciis gasacemad. 

saxazavi. saxazavi aris ori: horizontaluri da 

vertikaluri. maTi CarTva-gamorTva SeiZleba View menius 

Show/Hide qvemenius Ruler fanjris moniSvniT (almis 

dayenebiT). Tavdapirvelad PowerPoint-Si orive saxazavis 

aTvlis wertili centrSi aris ganTavsebuli da mas Semdegi 

saxe aqvs: 

 

 

 

 

 rodesac kursori ganTavsebuli iqneba teqsturi 

`yuTis~ (Text Box) SigniT, maSin horizontaluri saxazavi 

Seicvlis saxes da igi  gankuTvnili iqneba furclisa da 

teqsturi `yuTis~ zomebis dasazusteblad, agreTve 

abzacisa da teqstis parametrebis regulirebisaTvis. 

saxazavis Ria feri gviCvenebs teqsturi `yuTis~ zomebs. 

 

 

 

 

horizontalur saxazavze marcxena mxares 

ganTavsebulia qveviT (First Line Indent) da zeviT (Hanging 

Indent) mimarTuli isari da patara marTkuTxedi (Left 

Indent), xolo marjvena kuTxeSi zeviT mimarTuli isari 

(Right Indent). marcxena qveviT mimarTuli isris 

gadaadgilebiT SeiZleba abzacis pirveli striqonis 

regulireba, zeviT mimarTuli isriT regulirdeba abzacis 
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momdevno striqonebis marcxena sazRvari. marTkuTxediT ki 

SesaZlebelia am orive isris erTdrouli regulireba ise, 

rom maT Soris arsebuli intervali ar dairRves. marjvena 

isriT regulirdeba teqstis marjvena sazRvari. 

PowerPoint-is ZiriTadi samuSao are. momxmareblis 

ZiriTadi samuSao area slaidi, sadac mas Seaqvs teqsti, 

adgens cxrilebs, diagramebs, sqemebs da sxv. PowerPoint-is 

fails sxvanairad prezentacia ewodeba. CumaTobis 

principiT PowerPoint-i dokuments Presentation1 (an 

Presentation2, Presentation3, …) saxels aniWebs. es saxeli 

aisaxeba dokumentis fanjris saTauris zolSi. 

Presentation1-i (an Presentation2, Presentation3, …) 

prezentacias hqvia manam, sanam mas Cven mier sasurvel, 

TemasTan axlos mdgom saxels ar davarqmevT.  

PowerPoint 2007-s saSualeba aqvs yoveli 

prezentacia Seinaxos, rogorc PowerPoint 2007-is sabazo 

formatiT (failis gafarToeba .ppsx), aseve PowerPoint 97-

2003-is formatiT (failis gafarToeba .pps). 

dokumentebs Soris gadaadgileba. Tu erTdroulad 

gaxsnilia PowerPoint-is ramdenime dokumenti, maSin 

programa TiToeuli dokumentisaTvis gaxsnis calk-calke 

fanjaras. rogorc viciT Windows-Si TiToeul gaxsnil 

dokuments amocanaTa panelze Seesabameba calke Rilaki. 

dokumentebs Soris gadarTva xdeba mausiT Sesabamis 
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Rilakze dawkapunebiT an <Alt>+<Tab> klaviSTa 

kombinaciiT.  

statusis zoli. slaidis stilis Secvla xdeba 

status zolSi arsebuli Normal  (normaluri), Slide 

Sorter    (slaidebis avtomaturi momwesrigebeli) da 

Slide Show   (slaidebis Cveneba) Rilakebis saSualebiT 

an View menius Presentation Views qvemenius Sesabamisi 

RilakebiT, sadac damatebiT kidev aris Notes Page  – 

slaidebis beWdvaze gamotanis Rilaki, Slide Master  – 

slaidebis ostati, Handout Master  – beWdvaze 

gamotanis ostati,  Notes Master  – SeniSvnebis 

ostati. 

PowerPoint 2007-is statusis zolis, mTavari siaxle 

Zoom rbia aris. is masStabis Sesacvlelad ixmareba, 

romelic SesaZlebelia vamoZraoT an davaWiroT `plus~ da 

`minus~ Rilakebs, rac masStabis aTi procentiT gazrdis an 

Semcirebis saSualebas gvaZlevs.  

 

 

 

 

zemoT ganxiluli furclis stilis Secvlis 

operaciebi agreTve sruldeba View menius Presentation 

Views qvemenius, xolo masStabis Secvla ki imave menius 

Zoom qvemenius Sesabamisi Rilakebis gamoyenebiT (sur. 1.9).  

 

http://www.itshop.ru/level3.asp?CodeLevel2=850&Type=soft
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sur. 1.9. View menius Prezentation Views, Show/Hide da Zoom 

qvemeniu 
 

View menius Zoom qvemenius Zoom RilakiT imave 

saxelwodebis dialoguri fanjara gaixsneba, sadac Zoom to 

velSi gadamrTvelebis saSualebiT SeiZleba dokumentis 

gverdebis Cvenebis reJimebi avirCioT RilakiT 33%-dan 

400%-mde masStabiT, an avirCioT Fit da dokuments 

vaCvenebT Tavisi sruli zomiT (sur. 1.10). 

 

 

sur. 1.10. Zoom dialoguri fanjara 

praqtikulad, mdgomareobis striqonSi yvela 

sainformacio blokebi Rilakebia, romelTa daniSnulebaa 

brZanebebis swrafi gamoZaxeba. magaliTad, gramatikuli 
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Secdomebis gasworebis mizniT mausi davawkapunoT 

mdgomareobis zolSi mdebare  niSnakze. moxdeba Spelling 

fanjris gaxsna, sadac Suggestions velSi teqstSi gamoCndeba 

SecdomasTan axlos mdgomi sityvebi da SesaZlebeli iqneba 

sityvis Semcvleli variantis amorCeva an orTografiis 

Semowmebidan misi gamoricxva (sur. 1.11).  

 

 
sur. 1.11. Secdomebis gasworebis Spelling fanjara 

 
 

 
sur. 1.12. Language fanjara 
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Tu davawkapunebT enis amsaxvel Rilakze, mimdinare 

dokumentSi enis amosarCevi fanjara gaixsneba (sur. 1.12), 

romlisTvisac Semowmdeba orTografia (mosaxerxebelia 

mxolod ucxo enasTan muSaobis dros).  

 

 
sur. 1.13. Customize Status Bar-is konteqsturi meniu 

 

status zolze mausis marjvena klaviSis 

dawkapunebiT xdeba misi momarTva gaxsnili Customize 

Status Bar konteqsturi menius saSualebiT (sur. 1.13).  

Tu Tqven mouxerxebeli ggoniaT masStabis Secvla 

rbias daxmarebiT an arasodes sargeblobT orTografiis 

Semmowmebeli RilakiT, SegiZliaT moaSoroT es blokebi 

mdgomareobis striqonidan. amonaTebul meniuSi mogecemaT 

ara marto usargeblo brZanebebis asaxvis gamorTvis, 
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aramed im brZanebebis CarTvis SesaZleblobac, romlebis 

araaqtiurni arian CumaTobis principiT, magram SesaZle-

belia TqvenTvis iyos sasargeblo. 

 

 

2. prezentaciis failis Seqmna, Senaxva da gaxsna 

 

prezentaciis axali failis Seqmna. PowerPoint-is 

amuSavebisas avtomaturad iqmneba prezentaciis axali 

faili. momxmarebels SeuZlia erTdroulad Seqmnas da 

gamoiyenos ramdenime prezentacia. prezentaciis axali 

failis Seqmna SeiZleba Semdegnairad ganxorcieldes: 

Office Button meniuSi New brZanebis SerCeviT, romlis 

Semdegac gaixsneba New Prezentation damatebiTi fanjara 

(sur. 2.1), romelic sami velisagan Sedgeba.  

pirveli velis Templates (Sablonebi) nawilSi Cven 

davinaxavT variantebs, romelic SeiZleba avirCioT, raTa 

SevqmnaT axali sufTa prezentacia, an prezentacia 

kompiuterSi arsebuli Sablonis an failis mixedviT. Tu 

kompiuteri internetSi CarTulia, Cven SeiZleba is 

Sablonebi movZebnoT, romlebic xelmisawvdomi iqneba imave 

velis Microsoft Office Online nawilis saSualebiT. 

gaxsnili damatebiTi fanjris meore nawilSi Sablonebis 

nimuSebi gamoCndeba, xolo mesame nawilSi ki SerCeuli 

Sabloni.  
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sur. 2.1. damatebiTi fanjara  New Prezentation 

 

prezentaciis axali failis Seqmna SeiZleba agreTve 

swrafi wvdomis instrumentTa panelze moTavsebuli New 

 Rilakze dawkapunebiT an <Ctrl>+<N> klaviSTa 

kombinaciiT.  

prezentaciis failis Seqmna. failis Seqmna 

SesaZlebelia ganvaxorcieloT ramdenime gziT: avirCioT 

Office Button meniuSi Save brZaneba, an swrafi wvdomis 

instrumentTa panelze Rilaki Save  an gamoviyenoT 

<Ctrl>+<S> klaviSTa kombinacia, romlis Semdegac gaixs-

neba Save As damatebiTi fanjara. gamonaTebuli dialogis 

File Name velSi SevitanoT failis saxeli. Tu fails 
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mimdinare My Documents katalogSi ar vqmniT, Save in 

velidan saWiro disko da katalogi avirCioT, xolo Save 

as type velSi Sesaqmneli failis tipi SevarCioT da xeli 

davaWiroT Save Rilaks an <Enter> klaviSs. 

 

 
sur. 2.2. Office Button RilakiT gaxsnili CamoSladi menius Save 

As brZaneba 

prezentaciis failis Senaxva axali saxeliT. 

avirCioT Office Button meniuSi Save As brZaneba da Save a 

copy of the document velSi Sesanaxi failis tipi avirCioT, 
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romlis Semdegac Save As damatebiTi fanjara gaixsneba 

(sur. 2.2). gamonaTebuli dialogis File Name velSi 

failis saxeli SevitanoT. Tu fails mimdinare 

My Documents katalogSi ar vqmniT, Save in velidan 

saWiro disko da katalogi avirCioT, xolo Save as type 

velSi SevarCioT Sesaqmneli failis tipi da xeli 

davaWiroT Save Rilaks an <Enter> klaviSs. 

igive operaciis Sesruleba SesaZlebelia <F12> 

klaviSis daxmarebiT. 

prezentaciis failis Senaxva cvlilebis Semdeg. 

mexsierebaSi ukve arsebul failSi Setanili cvlilebebis 

dafiqsireba xdeba Office Button menius Save brZanebiT an 

swrafi mimarTvis  instrumentTa panelis Save  

Rilakze daWeriT an klaviSTa kombinaciiT <Ctrl>+<S>. 

prezentaciis arsebuli failis gaxsna. ukve 

arsebuli prezentaciis failis gasaxsnelad avirCioT 

Office Button menius Open brZaneba an davaWiroT swrafi 

wvdomis  instrumentTa panelis Open  Rilaks an 

gamoviyenoT <Ctrl>+<O> klaviSTa kombinacia; 

gamonaTebuli dialogis fanjris CamonaTvalSi movniSnoT 

failis saxeli an avkrifoT File Name velSi failis axali 

saxeli. Tu faili mimdinare katalogSi ar imyofeba, misi 

adgilsamyofeli davazustoT Look in, xolo failis tipi 

Files of type velidan da xeli davaWiroT Open Rilaks an 

<Enter> klaviSs. 



 

30 

 

prezentaciis failis swrafi gaxsna. prezentaciis 

failis swrafad gasaxsnelad miviyvanoT mausi Office Button 

menius Recent Documents velSi moTavsebuli failebis 

CamonaTvalidan saWiro failis saxelTan da davawkapunoT.  

prezentaciis failis swrafi gaxsna SeiZleba 

agreTve, sastarto menius Start  Documents (klasikuri 

sastarto menius SemTxvevaSi) an Start  My Recent 

Documents (Windows XP-is sastarto menius SemTxvevaSi) 

kaskadSi saWiro failze daWeriT, sadac bolo 15 

dokumentis siaa moTavsebuli. 

prezentaciis failis daxurva. prezentaciis 

aqtiuri failis daxurva SeiZleba Office Button menius 

Close brZanebiT an PowerPoint-is Sesabamisi fanjris marj-

vena zeda kuTxeSi moTavsebul Close  Rilakze dawka-

punebiT an <Ctrl>+<F4> klaviSTa kombinaciiT. Tu doku-

menti masSi Setanili cvlilebebis Semdeg ar iyo diskoze 

Cawerili, maSin programa damatebiTi SekiTxvis saxiT am 

procesis Catarebis aucileblobas Segvaxsenebs. 

 

 

3. slaidebis Seqmna da daformateba 

 

slaidebSi teqstis Cawera. teqsturi tipis monacemi 

simboloTa nebismieri mimdevrobaa. PowerPoint-Si teqstis 

Cawera teqsturi `yuTSi~ xdeba. Tu teqsti striqonSi ar 
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eteva, is avtomaturad gadava axal striqonze. teqstis 

akrefvamde unda ganxorcieldes Sriftis daformateba. 

teqstis akrefvis dros axal abzacze gadasvla 

xorcieldeba <Enter> klaviSis saSualebiT. asomTavruli 

asoebis asakrefad saWiroa gamoviyenoT <Shift> klaviSi. 

rodesac CarTuli gvaqvs <Caps Lock> klaviSi, maSin 

asomTavruli asoebi pirdapir aikrifeba, xolo patara 

asoebi ki <Shift> klaviSis gamoyenebiT. sxva simboloebis 

akrefvis dros unda gvaxsovdes, rom is simboloebi, 

romelic klaviSze qvemoT aris dawerili pirdapir 

ikrifeba, xolo zemoT <Shift> klaviSis saSualebiT. 

klaviSi <Tab> gamoiyeneba tabulaciisaTvis an cxrilSi 

ujredebs Soris gadaadgilebisaTvis. 

dokumentSi gadaadgileba. dokumentSi swraf 

gadaadgilebas uzrunvelyofs klaviaturis kursoris 

gadasaadgilebeli klaviSebi da maTi kombinaciebi: <> – 

erTi simboloTi marjvniv, <> – erTi simboloTi 

marcxniv, <> – erTi striqoniT zemoT, <> – erTi 

striqoniT qvemoT, <Home> – striqonis TavSi, 

<Ctrl>+<Home> – teqsturi `yuTis~ farglebSi 

dokumentis TavSi, <End> – striqonis boloSi, 

<Ctrl>+<End> – teqsturi `yuTis~ farglebSi dokumentis 

boloSi, <Ctrl>+<> – erTi sityviT marjvniv, 

<Ctrl>+<> – erTi sityviT marcxniv, <Ctrl>+<> – erTi 
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abzaciT zemoT, <Ctrl>+<> – erTi abzaciT qvemoT, <PgUp> 

– erTi slaidiT zemoT, <PgDn> – erTi slaidiT qvemoT. 

fragmentis moniSvna. PowerPoint-Si muSaobisas jer 

xdeba fragmentis moniSvna, xolo Semdeg masze sxvadasxva 

operaciis Sesruleba. erTi fragmentis moniSvna misi 

gansxvavebuli feris CarCoTi gamoyofis tolfasia.  

fragmentis mosaniSnad saWiroa davayenoT mausis 

maCvenebeli fragmentis win da mausis marcxena klaviSze 

TiTis auReblad gadavataroT misi maCvenebeli am 

fragmentze. 

igives gakeTeba SeiZleba sxva xerxiTac: davayenoT 

mausis maCvenebeli fragmentis erT-erT mxares, davaWiroT 

xeli <Shift> klaviSs da Semdeg mausis maCvenebeli 

davawkapunoT fragmentis meore boloSi an davayenoT 

mausis maCvenebeli fragmentis erT-erT mxares, davaWiroT 

xeli <Shift> klaviSs da Semdeg TiTis auReblad kursoris 

gadaadgilebis klaviSebiT movniSnoT saWiro fragmenti. 

sityvis mosaniSnad sakmarisia mausiT orjer 

davawkapunoT am sityvaze, Tu zedized samjer davawka-

punebT am sityvaze, maSin mTeli abzaci moiniSneba.  

mTeli dokumentis mosaniSnad saWiroa SevasruloT 

Home menius Editing  qvemenius Select  Select All brZaneba an 

gamoviyenoT klaviSTa <Ctrl>+<A> kombinacia. 

Sriftis daformateba. Sriftis daformatebis 

mizniT Home menius Font qvemeniuSi (sur. 3.1)  isarze 
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mausis dawkapunebiT an <Ctrl>+<Shift>+<F> an 

<Ctrl>+<Shift>+<P> klaviSTa kombinaciiT gaixsneba 

dialoguri fanjara (sur. 3.2).  

 

       

sur. 3.1. Home menius Clipboard, Slides, Font, Paragraph, Drawing da 

Editing qvemeniuebi 
 

 
sur. 3.2. Font dialoguri fanjris Font CanarTi 
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am dialoguri fanjris Font CanarTidan xdeba 

monacemTa Sriftis daformateba. Sesabamis velebSi saWiro 

parametrebis dayenebis gziT SegviZlia SevarCioT CvenTvis 

saWiro Latin text font – Srifti, Font style – Sriftis 

stili, Size – zoma, Font color – Sriftis feri, Underline 

style – xazgasmis tipi, Underline color – xazgasmis feri, 

xolo Effects velSi SegviZlia avirCioT Sriftebis 

sxvadasxva efeqti: Strikethrough – xazgadasmuli, Double 

strikethrough – orxazgadasmuli, Superscript – zeda 

indeqsi, Subscript – qveda indeqsi, Small caps – patara 

asoebic asomTavruliT, All caps – yvela asoebi 

asomTavruliT da Equalize Character Height – yvela 

simbolo erTi simaRlis.  

Sriftis daformatebis zogierTi operacia SeiZleba 

warmatebiT ganvaxorcieloT Home menius Font qvemenius 

(sur. 3.1) Sesabamisi Rilakebis daxmarebiTac. esenia:  

(Bold) _ gamuqebuli simboloebi, igive operacia SeiZleba 

Sesruldes <Ctrl>+<B> klaviSTa kombinaciiT,   (Italic) 

_ daxrili simboloebi an <Ctrl>+<I> klaviSTa kombinacia, 

 (Underline) _ xazgasmuli simboloebi an <Ctrl>+<U> 

klaviSTa kombinacia.  (Strikethrough) _ xazgadasmuli, 

 (Text Shadow) _ Crdiliani teqsti,  (Character 

Spacing) _ simboloTa simWidrove,  (Font Color) _ 

Sriftis feris SerCeva,  (Increase Font Size) _ Sriftis 
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zomis erTi zomiT gazrda, igives ganvaxorcielebT 

<Ctrl>+<Shift>+< >> klaviSTa kombinaciiT,  (Increase 

Font Size) _ Sriftis zomis erTi zomiT Semcireba, an 

<Ctrl>+<Shift>+< <> klaviSTa kombinaciiT.  

 

 

sur. 3.3. Paragraph dialoguri fanjara 

 

teqstis sworeba, abzaci da striqonebs Soris 

intervali. teqstis akrefa abzacis daformatebiT iwyeba. 

abzacis daformateba SeiZleba SevasruloT rogor 

saxazavze ganTavsebuli isrebis saSualebiT,  aseve Home 

menius Paragraph qvemeniuSi (sur. 3.1)  isarze mausis 

dawkapunebiT gaxsnil dialoguri Paragraph fanjris 

Indents and Spacing CanarTis Indentation velis Special 
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CamonaTvalSi avirCioT abzacis pirveli striqonis 

dacilebis reJimi teqsturi `yuTis~ kidedan, manZili ki 

ganvsazRvroT By parametris miTiTebiT. Before text 

gadamrTveliT SegviZlia davayenoT teqsturi `yuTis~ 

kidedan teqstis dacilebis intervali (sur. 3.3). igive 

operaciis Sesruleba SeiZleba  Home menius Paragraph 

qvemeniuSi ganlagebuli  – Decrease List Level,  – 

Increase List Level Rilakebis saSualebiT. 

am CanarTis General velis Alignment CamonaTvalSi 

SegviZlia avirCioT teqstis sworebis reJimi Left – 

marcxena sazRvris mimarT, Right – marjvena sazRvris 

mimarT, Center – centris mimarT, Justify – teqstis sworeba 

rogorc marcxena, ise marjvena sazRvris mimarT sityvebs 

Soris arsebuli intervalis gazrdis xarjze da   

Distributed – arasruli striqonis sworeba rogorc 

marcxena, ise marjvena sazRvris mimarT asoebs Soris 

intervalis gazrdis xarjze. aRniSnuli reJimebis dayeneba 

agreTve SesaZlebelia Home menius Paragraph qvemeniuSi 

ganlagebuli Rilakebis  – AlignLeft,   – Center,  

– AlignRight da  – Justify saSualebiT. 

Spacing velis Line Spacing CamonaTvalis At 

parametris miTiTebiT SeiZleba davafiqsiroT intervali 

(Single –  1 intervali, 1,5 lines –  1,5 intervali,  Double –  

2 intervali da a. S.) striqonebs Soris. analogiuri 

qmedeba SeiZleba SevasruloT Home menius Paragraph 
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qvemeniuSi moTavsebuli  - Line Spacing Rilakis 

saSualebiT; Before da After parametrebis saSualebiT 

SeiZleba manZili davayenoT abzacebs Soris. 

formatis kopireba. daformatebis parametrebis 

sxva fragmentebze kopirebisaTvis Home menius Clipboard 

qvemenius  Format Painter Rilaki gamoiyeneba. es 

operacia Semdegnairad xorcieldeba: movniSnoT fragmenti, 

romlis formatis kopirebac gvsurs; mausis maCvenebeli 

Format Painter Rilakze erTxel davawkapunoT, mausis 

maCvenebeli miiRebs funjis formas da Semdeg mausis am 

maCvenebliT movniSnoT fragmenti, romelzec gvsurs 

gavrceldes aRniSnuli formati. Tu mausiT Format Painter 

Rilakze orjer davawkapunebT, maSin igive formati 

SeiZleba dokumentis sxvadasxva adgilze mravaljer 

gamoviyenoT, vidre aRniSnuli Rilakis amorTva ar moxdeba 

Sesabamis Rilakze mausis dawkapunebiT an <ESC> klaviSze 

TiTis daWeriT. grafikasTan muSaobis procesSi Format 

Painter-i saukeTeso saSualebaa formatis kopirebisaTvis. 

formatis kopireba SesaZlebelia suraTis CarCos kopirebis 

drosac. Format Painter Rilaki ar muSaobs WordArt-Si 

gamoyenebuli teqstebis Sriftis da Sriftis zomis 

kopirebis gansaxorcieleblad. 

mTeli teqstis daformatebis gasufTaveba. 

PowerPoint-Si SesaZloa martivad gavasufTaod 

daformateba (msxvili, xazgasmuli, daxrili Srifti, 
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Sriftis feri, xarisxis maCvenebeli, indeqsi da sxva 

mravali tipi) da davubrunoT mas CumaTobis principiT 

arsebuli daformatebis stili. am operaciis 

Sesasruleblad movniSnoT teqsti, romelsac gvsurs 

movaSoroT daformateba da Home menius Font qvemeniuSi 

davawkapunoT mausi Clear All Formatting  Rilakze. 

teqstSi asomTavruli asoebis stilis Secvla. Cven 

SegviZlia sityvebSi, winadadebebSi an paragrafSi 

asomTavruli asoebis stili SevcvaloT Semdegnairad: 

movniSnoT fragmenti romlis Secvlac gvinda da mausi 

davawkapunoT Home menius Font qvemeniuSi Change Case  

 Rilakze. CamoSlil siaSi CvenTvis sasurveli stili 

avirCioT: 

- Sentence case _ 

winadadebidan pirveli 

asos asomTavrulad 

Cawerisa da yvela 

danarCeni asoebis, 

simboloebis nusxur 

asoebad datoveba;  

- lowercase _ yvela aso an simbolo gadavakeToT 

patarad; 

- UPPERCASE _ yvela aso an simbolo gadavakeToT 

asomTavrulad; 
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- Capitalize Each Word _ yvela sityvis pirveli aso 

gadavakeToT asomTavrulad da yvela danarCeni aso 

nusxurad; 

- tOGGLE cASE _ yvela sityvis pirveli aso 

gadavakeToT nusxurad da yvela danarCeni aso ki 

asomTavrulad. 

siebisa da CamonaTvlebis Seqmna. siebisa da 

CamonaTvlebis Seqmnis brZanebebs ekuTvnis siebTan samuSao 

instrumentebi, romelic ganTavsebulia Home menius 

Paragraph qvemeniuSi  Bullets da Numbering 

Rilakebis saxiT. PowerPoint-is wina versiebSi danomrili 

an markirebuli siebis Sedgena SesaZlebeli iyo 

konteqsturi menius an instrumentebis panelze 

moTavsebuli Rilakebis meSveobiT. pirvel SemTxvevaSi 

ekranze Cndeboda fanjara, sadac aucilebeli iyo siis 

tipisa da misi formatis amorCeva. instrumentebis panelze 

daformatebis Rilakebis gamoyeneba cotaTi amartivebda 

amocanas _ standartuli momarTvebiT siebi iqmneboda 

momentalurad, magram numeraciisaTvis gamoyenebuli 

markeris an simboloebis Sesacvlelad, saWiro xdeboda 

dialogis fanjaraze mimarTva.  PowerPoint 2007-Si saqme 

ufro martivadaa:  markirebuli an gadanomrili siebis 

Sesaqmneli Rilakebi Seicavs damatebiT CamoSlad fanjrebs, 

saidanac SeiZleba numeraciisaTvis gankuTvnili markerebis 
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an simboloebis xSirad gamosayenebeli formatidan saWiros 

amorCeva (sur. 3.4).  

 

  

  
 

sur. 3.4. Home menius Paragraph qvemeniuSi Sesabamisad Bullets 

da Numbering RilakebiT gaxsnili damatebiTi CamoSladi 

fanjrebi 
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im SemTxvevaSi, Tu am variantebidan arc erTi ar 

gamodgeba, saWiro xdeba siis parametrebis dialogis 

fanjris gamoZaxeba Sesabamisad Bullet and Numbering 

brZanebis SerCeviT. am dros gaixsneba imave dasaxelebis 

dialoguri fanjara, sadac unda SeirCes saWiro simbolo, 

suraTi an ricxviTi formati (sur. 3.5, 3.6).  

 

   
sur. 3.5. Bullet and Numbering dialoguri fanjris Bulleted 

CanarTi 

 

instrumentebis mini-paneli. instrumentebis mini-

paneli Zalian hgavs PowerPoint-is Zveli versiis 

daformatebis instrumentebis panelis gamartivebul 
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variants. misi danaxva SesaZlebeblia or SemTxvevaSi – 

mausis marjvena klaviSze dawkapunebiT da teqstis 

moniSvnis dros. Tumca meore SemTxvevaSi is TiTqmis 

SeumCnevelia. is Cndeba gamoyofili teqstis zemoT, magram 

TiTqmis gamWvirvalea da gamoCndeba Tu masTan mausis 

kursors miviyvanT. 

 

 
sur. 3.6. Bullet and Numbering dialoguri fanjris Numbered 

CanarTi 

 

am panelze gamotanilia gacilebiT xSirad 

gamoyenebadi simboloebis da abzacebis daformatebis 

instrumentebi.  
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maTi gamoyeneba xelsayrelia feris, stilis da 

Sriftis garnituris Sesacvlelad, feris Casasxmelad, 

aseve moxazulobis Sesacvlelad, da nimuSis mixedviT 

kopirebis dros. ra Tqma unda igive brZanebebi Home menius 

zolzec aris moTavsebuli, magram imisaTvis, rom 

SevcvaloT daformatebis parametrebi, saWiroa Home 

meniuSi dabruneba, rac xSirad ar aris mosaxerxebeli 

maSin, roca mini-paneli yovelTvis iqvea. misi udidesi 

upiratesoba imaSi mdgomareobs, rom is malvadia ekranidan 

rogorc ki kursors movaSorebT. 

teqstis mimarTuleba da teqstis sworeba. teqstur 

`yuTSi~ teqstis mimarTulebis Sesacvlelad gamoiyeneba 

Home menius Paragraph qvemenius Text Direction Rilaki, 

romlis drosac CamoiSleba damatebiTi fanjara, sadac 

SeiZleba teqstis mimarTuleba SevarCioT (sur. 3.7a). es 

mimarTulebebia Horizontal – horizontaluri, Rotate all text 

90
0
 – mTeli teqstis 90

0

-iT mobruneba, Rotate all text 270
0
 – 

mTeli teqstis 270
0

-iT mobruneba, Stacked – vertikalurad 

simaRleze zemodan qveviT.  

Tu CamoSlad fanjaraSi avirCevT More Options 

brZanebas, maSin gaixsneba Format Text Effects dialoguri 
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fanjris Text Box CanarTi, romlis Text Direction velSi 

SeiZleba teqstis igive mimarTulebebi avirCioT (sur. 3.8). 

 

     

a)                                  b) 

sur. 3.7. Home menius Paragraph qvemeniuSi a) Text Direction da 

b) Align Text RilakebiT gaxsnili damatebiTi CamoSladi 

fanjrebi 

teqstis sworebis mizniT davawkapunoT Home menius 

Paragraph qvemenius Align Text Rilakze, romlis drosac 

CamoiSleba damatebiTi fanjara da teqstis mdebareobas 

SevarCevT: Top – zemoT, Middle – SuaSi an Bottom – qvemoT 

(sur. 3.7a). Tu More Options brZanebas avirCevT, maSin 

Format Text Effects dialoguri fanjris Text Box CanarTi 

gaixsneba, romlis Vertical alignment velSi SeiZleba 

teqstis sworebis sxvadasxva varianti avirCioT (sur. 3.8). 
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sur. 3.8. Format Text Effects dialoguri fanjris Text Box CanarTi 

slaidebis damateba da waSla. PowerPoint-Si axali 

prezentaciis gaxsnis dros pirvel slaidad CumaTobis 

principiT gamodis Title Slide – satitulo slaidi, xolo 

momdevno slaidebis SerCeva momxmareblis surviliT Home 

menius Slides qvemenius New Slide Rilakze dawkapunebiT 

xdeba. am dros CamoiSleba damatebiTi fanjara – slaidebis 

saofise Temebis galerea, sadac SeiZleba sasurveli 

slaidis stili SeirCes (sur. 3.9).  
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sur. 3.9. Home menius Slides qvemenius New Slide RilakiT 

gaxsnili damatebiTi CamoSladi fanjara 

Tu gvinda arsebuli slaidis analogiuri slaidis 

Camateba, maSin CamoSlil fanjaraSi avirCioT Dublicate 

Selected Slides brZaneba, Tu gvinda romelime sxva obieqtis 

Camateba, maSin Slides from Outline, xolo ukve arsebuli 

prezentaciidan romelime slaidis gadmowera, maSin Reuse 

Slides. am ukanasknelis dros marjvena mxares gaixsneba 

Reuse Slides damatebiTi fanjara prezentaciebisa da 

slaidebis mosaZebnad. 
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Tu SerCeuli slaidi sasurvel moTxovnebs ver 

akmayofilebs, maSin Home menius Slides qvemenius Layout 

Rilakis saSualebiT SegviZlia es slaidi axliT 

SevcvaloT. Tu slaidSi SevcvaleT teqsturi `yuTis~ 

zoma, adgilmdebareoba da sxva imave qvemenius Reset 

Rilakis saSualebiT SegviZlia mas CumaTobis principiT 

miniWebuli parametrebi davubrunoT, xolo imave qvemenius 

Delete RilakiT arasasurveli slaidi wavSaloT. 

SmartArt grafikuli redaqtori. dokumentebis 

gaformebis mizniT PowerPoint-is mocemul versiaSi 

Semotanilia SmartArt grafikuli redaqtori, romlis 

saSualebiTac SeiZleba swrafad da moxerxebulad Seiqmnas 

informaciis gadacemisa da moZraobis vizualuri 

warmodgena. es operacia SeiZleba ganvaxorcieloT, 

rogorc Home menius Paragraph qvemenius Convert to 

SmartArt brZanebiT, aseve Insert menius Illustrations  

SmartArt brZanebis daxmarebiT. pirvel SemTxvevaSi 

CamoiSleba damatebiTi fanjara, sadac gamotanilia 

ramdenime grafikis nimuSi (sur. 3.10).  

rodesac mocemuli nimuSebi ver akmayofileben 

momxmareblis moTxovnebs, maSin unda avirCioT More 

SmartArt Graphics brZaneba. am da SmartArt grafikuli 

redaqtoris gamoZaxebis meore variantis dros gaixsneba 

Choose a SmartArt Graphic fanjara, romelic sami 

nawilisagan Sedgeba (sur. 3.11). pirvel nawilSi mocemulia 
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SmartArt grafikebis saxeobaTa jgufebis dasaxeleba (All 

_ yvela, List _ sia, Process _ procesi, Cycle _ cikli, 

Hierarchy _ ierarqia, Relationship _ damokidebuleba, 

Matrix _ matrica, Pyramid _ piramida). meore nawilSi 

mocemulia Sesabamisi grafikebi, xolo mesameSi SerCeuli 

grafikis nimuSi. 

 

  

sur. 3.10. Home menius Paragraph qvemenius Convert to SmartArt 

RilakiT gaxsnili damatebiTi CamoSladi fanjara 

vidre SevqmniT SmartArt grafiks, vizualurad unda 

SevafasoT rogori tipis grafiki da misi Semadgeneli 

forma aris Cveni monacemebisaTvis saukeTeso. ra gvinda 

gadmovceT Cveni SmartArt grafikiT? gvinda gansazRvruli 

Sexeduleba? vinaidan SegviZlia swrafad da advilad 

gadavrToT formebi, vidre ar vipoviT imas, romelic 



 

49 

 

saukeTesod moaxdens Cveni Setyobinebis ilustrirebas. 

grafiki unda iyos naTeli da martivi.  

 

 
sur. 3.11. Choose a SmartArt Graphic fanjara 

garda amisa, ganixileba arsebuli teqstis 

raodenoba, radgan teqstis raodenoba gamoyenebul 

saxeobas da am saxeobaSi formaTa raodenobis saWiroebas 

gansazRvravs. saerTod, SmartArt grafiki aris yvelaze 

efeqturi saSualeba, roca formaTa ricxvi da teqstis 

raodenoba SezRudulia. didi raodenobis teqstma 

SesaZloa vizualuri mimarTvisagan yuradRebis gafantva 

gamoiwvios. Tumca zogierTi saxeoba, magaliTad, List 

tipSi trapeciuli sia _ Trapezoid List, didi raodenobis 

teqstebTan kargad muSaobs. 
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SmartArt grafikis zogierTi saxeobebi Seicavs 

formebis fiqsirebul ricxvs. magaliTad, Relationship 

tipSi urTierTsawinaaRmdegod mimarTuli isrebi (Arrow 

Ribbon, Counterbalance  Arrows, Opposing Arrows, 

Converging Arrows, Diverging Arrows) damuSavebulia raTa 

moxdes ori dapirispirebuli ideis an cnebis Cveneba. 

mxolod or formaSia SesaZlebeli teqstis arseboba da 

saxeobis Secvla ar aris SesaZlebeli. 

gaxsnil Choose a SmartArt Graphic fanjaraSi 

grafikis tipi da saxeoba SevarCioT, xolo Semdeg teqsti 

Semdegnairad SeviyvanoT:  

 davawkapuneT grafikis formaze da Semdeg saWiro 

teqsti CavweroT; 

 davawkapunoT [Text]-ze teqstis areSi da Semdeg 

saWiro teqsti CavweroT an CavsvaT; 

 gadmovakopiroT teqsti sxva programidan, 

davawkapunoT [Text]-ze da Semdeg teqstis areSi 

CavsvaT. 

Tu teqstis are ar aris xiluli, maSin SmartArt  

grafiki unda movniSnoT da Semdeg damatebiTi SmartArt 

Tools  Design menius Create Graphic qvemeniuSi 

davawkapunoT Text Pane-ze an saxatavi aris marcxena kideSi 

ganTavsebul isarze. am SemTxvevaSi Type your text here 

fanjara gaixsneba, romlis velebSi rigrigobiT Sesabamis 

teqstebs SeviyvanT (sur. 3.12). 
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sur. 3.12. Type your text here damatebiTi fanjara 

PowerPoint 2007-Si grafikebTan samuSao saSualebebi 

mxolod maSin Cndeba, roca dokumentSi emateba axali 

grafiki an moiniSneba arsebuli. rogorc ki kursori 

gadaadgildeba teqstis areSi, es CanarTi ukvalod qreba. 

SmartArt obieqtebTan samuSao yvela instrumenti 

gaerTianebulia calke damatebiT SmartArt Tools  Design 

da SmartArt Tools  Format meniuebSi, romlis qvemeniuTa 

Rilakebis saSualebiT SegviZlia grafikis stilisa da 

saxeobebis SerCeva, agreTve masSi Semavali formebis 

stilisa da dizainis SerCeva da am formebSi ganTavsebuli 

teqstis daformateba (sur. 3.13, 3.14). 

http://www.itshop.ru/level3.asp?CodeLevel2=850&Type=soft
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sur. 3.13. SmartArt Tools  Design damatebiTi meniu  

 

   

 

 
sur. 3.14. SmartArt Tools  Format damatebiTi meniu  

imis naxva, Tu rogor gamoiyureba grafiki efeqtis 

gamoyenebis Semdeg, SesaZlebelia misi gamoyenebis gareSec 

– kursoris miyvaniT efeqtis menius punqtze grafiki 

miiRebs Sesabamis saxes. rogorc ki miiyvanT kursors sxva 

efeqtze, is icvleba da Sedegi dafiqsirdeba mxolod 

mausis am efeqtze dawkapunebis Semdeg.  
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figurebis Casma. dokumentSi sxvadasxva figuris (es 

figurebia sxvadasxva saxis wrfeebi, isrebi,  wirebi, 

ZiriTadi geometriuli figurebi, gantolebis formebi, 

blok-sqemis figurebi, varskvlavebi, banerebi da sxva) 

Casasmelad SeiZleba gamoviyenoT rogorc Home menius 

Drawing qvemenius Insert Shapes  More RilakiT 

CamoSlili Sesabamisi damatebiTi fanjara _ avtofigu-

rebis sia, aseve Insert menius Illustrations qvemenius Shapes  

brZaneba an damatebiTi Drawing Tools  Format menius 

Insert Shapes  qvemenius More RilakiT CamoSlili 

avtofigurebis sia (sur. 3.15). aq mocemuli nimuSiT unda 

SeirCes Sesabamisi stilis figura da moxdes misi daxatva 

mocemuli slaidis saWiro adgilze mausis marcxena 

klaviSze xelis auReblad. agreTve figurebis daxatva 

SesaZlebelia Semdegnairad: saWiro figuraze mausis 

marjvena klaviSiT gaxsnil konteqstur meniuSi SevarCioT 

Lock Drawing Mode brZaneba, Semdeg mausis maCvenebeli 

davawkapunoT slaidis saWiro adgilze. amgvarad, SeiZleba 

erTi da igive figura ramdenimejer davxatoT, xolo 

Semdeg movaxdinoT maTi zomebis koreqtireba. figuris 

zomebis Secvla SesaZlebelia mausis saSualebiT, risT-

visac maCvenebeli miviyvanoT moniSnuli figuris garSemo 

arsebul CarCos markerTan da marcxena klaviSze xelis 

auReblad mausi gadavaadgiloT saWiro mimarTulebiT, 

xolo rodesac moniSnul obieqtze mausis maCvenebeli 
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miiRebs jvris formas , maSin mausis marcxena klaviSze 

xelis auReblad SesaZlebelia figuris gadaadgileba 

saWiro mimarTulebiT. figuris moniSvna xdeba masze mausis 

marcxena klaviSis dawkapunebiT, xolo ramdenime figuris 

erTdroulad mosaniSnad gamoviyenoT <Ctrl> klaviSi. 

 
sur. 3.15. Home menius Drawing qvemenius Insert Shapes  

More RilakiT da Insert menius Illustrations qvemenius Shapes  

brZanebiT CamoSlili avtofigurebis sia 
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figuris an suraTis erTi adgilidan meore adgilze 

gadatanis dros rom ar moxdes maTi proporciebis 

darRveva, es operacia unda SevasruloT <Shift> klaviSis 

gamoyenebiT, xolo Tu saWiroa figuris gasworeba 

horizontaluri xazis mimarT, maSin gamoiyeneba <Alt> 

klaviSi. wesieri figurebis an horizontaluri da 

vertikaluri wrfeebis ageba SesaZlebelia <Shift> 

klaviSis gamoyenebiT.  

figurebSi teqstis Casawerad saWiroa movniSnoT 

mocemuli figura da CavweroT teqsti, xolo teqstis 

redaqtirebisaTvis mausis marjvena klaviSiT gaxsnil 

konteqstur meniuSi SevarCioT Edit Text brZaneba da Semdeg 

movaxdinoT teqstis redaqtireba.  

 

 

 
 

sur. 3.16. damatebiTi Drawing Tools  Format menius 

instrumentTa paneli 

mniSvnelovania figurebisaTvis swrafi stilis 

gamoyeneba, risTvisac movniSnoT saWiro figura da 

Sesabamisi swrafi stili avirCioT damatebiTi Drawing 

Tools  Format menius Shape Styles  qvemenius More 
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RilakiT CamoSlili Sesabamisi stilebis fanjaraSi. amave 

qvemenius Shape Fill, Shape Outline da Shape Effects 

RilakebiT Sesabamisad SeiZleba SevcvaloT da 

davaformatoT figurebis fonisa da CarCos feri, an 

SevcvaloT TviT figuris formac. Arrange qvemenius 

RilakebiT irkveva figuraTa urTierTganlageba. igive 

operaciebi sruldeba Home menius Drawing qvemenius 

Arrange, Quick Styles,  Shape Fill, Shape Outline da Shape 

Effects RilakebiT. Drawing Tools  Format menius Size 

qvemenius saSualebiT ganisazRvreba figuris zomebi. 

WordArt Styles qvemenius More RilakiT CamoSlili 

Sesabamisi stilebis fanjaraSi xdeba figuraSi Cawerili 

teqstis stilis SerCeva, xolo amave qvemenius Text Fill, 

Text Outline da Text Effects RilakebiT Sesabamisad 

SeiZleba SevcvaloT da davaformatoT teqstis fonisa da 

garSemowerilobis xazis feri, teqstze ganvaxorcieloT 

sxvadasxva efeqti (sur. 3.16). 

figuris wasaSlelad, movniSnoT es figura da xeli 

davaWiroT <Delete> klaviSs. 
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4. PowerPoint-Si muSaobis efeqturi 

saSualebebi 

 

fragmentis gadatana da kopireba. buferis 

gamoyenebiT fragmentis gadatanisa da kopirebisaTvis 

movniSnoT fragmenti; mivceT Home menius Clipboard 

qvemenius Cut brZaneba, Tu sruldeba gadatanis operacia 

da Home menius Clipboard qvemenius Copy brZaneba, Tu 

gvinda kopireba; davayenoT kursori slaidSi im adgilas, 

sadac unda moTavsdes buferSi damaxsovrebuli fragmenti; 

mivceT Home menius Clipboard qvemenius Paste brZaneba. am 

operaciebis Sesruleba SesaZlebelia konteqsturi menius 

Cut, Copy, Paste brZanebebiT an Sesabamisad Cut – 

<Ctrl>+<X>, Copy – <Ctrl>+<C>, Paste – <Ctrl>+<V> 

klaviSTa kombinaciis saSualebiTac. 

fragmentis gadatana SeiZleba mausis Cavleba-

gadaTrevis teqnikis gamoyenebiT, risTvisac mausis 

maCvenebeli unda mivitanoT gamoyofil fragmentTan da 

roca is miiRebs marcxniv daxrili isris formas, marcxena 

klaviSze xelis auReblad gadavitanoT saWiro adgilas.  

Tu am operaciis dros gamoviyenebT <Ctrl> klaviSs, maSin 

mausis maCvenebeli fragmentze mitanis Semdeg miiRebs 

marcxniv daxrili isris formas, romlis qveda marjvena 

mxares gaCndeba plus niSani. am dros moxdeba gamoyofili 

fragmentis kopireba. 
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Home menius Clipboard 

qvemeniuSi  isarze mausis 

dawkapunebiT dokumentis marcxniv 

gaixsneba Clipboard fanjara (sur. 

4.1), sadac SesaZlebelia 24 

sxvadasxva fragmentis damaxsov-

reba. mausis kursori dokumentSi 

davayenoT sasurvel adgilze da 

Clipboard fanjaraSi saWiro 

fragmentze mausis dawkapunebiT 

moxdeba am fragmentis kopireba. 

Paste All Rilakze mausis 

dawkapunebiT moxdeba buferSi 

damaxsovrebuli yvela fragmentis 

erTdrouli kopireba im 

mimdevrobiT, ra mimdevrobiTac 

maTi damaxsovreba moxda. Clear All 

Rilakze mausis dawkapunebiT 

moxdeba buferis mTlianad 

gasufTaveba. 

bolo moqmedebis gauqmeba da gauqmebuli moqmedebis 

aRdgena. bolo moqmedebebis gauqmeba SeiZleba movaxdinoT 

swrafi mimarTvis  instrumentTa panelis Undo  

Rilakze daWeriT an <Ctrl>+<Z> klaviSTa kombinaciiT. am 

wesiT Cven SegviZlia bolo 16 moqmedebis gauqmeba. 

 
sur. 4.1. fanjara 

Clipboard 
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agreTve PowerPoint-Si gaTvaliswinebulia 

gauqmebuli operaciebis aRdgena, romelic SeiZleba 

SevasruloT swrafi mimarTvis  instrumentTa panelis Redo 

 Rilakze daWeriT an <Ctrl>+<Y> klaviSTa 

kombinaciiT. 

prezentaciaTa fanjrebi. Tu ekranze erTdroulad 

gaxsnilia ramdenime prezentacia, maSin View menius Window 

qvemenius Arrange All brZanebiT isini SegviZlia ekranze 

ganvalagoT vertikalurad (sur. 4.2).  

 

  

sur. 4.2. View menius Window  qvemeniu 

 

PowerPoint-Si SeiZleba erTi da imave prezentaciis 

ramdenime fanjaraSi gamoCena. es SeiZleba ganxorcieldes 

View menius Window qvemenius New Window brZanebiT, 

xolo Semdeg yvela gaxsnili fanjara ekranze SeiZleba 

erTdroulad gamovitanoT vertikalurad igive qvemenius 

Arrange All brZanebiT an kaskadurad igive qvemenius 

Cascade brZanebiT, am dros TiToeuli prezentacia 

gamoeyofa damoukidebeli fanjris saxiT (sur. 4.3).  

Tu ekranze erTdroulad gaxsnilia ramdenime 

dokumenti, maSin imave qvemenius Switch Windows Rilakis 
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saSualebiT SeiZleba gavaaqtiuroT nebismieri gaxsnili 

dokumenti. 

 

 

sur. 4.3. prezentaciis damoukidebeli fanjara 

komentari. PowerPoint-Si nebismier fragments 

SeiZleba komentari gavukeToT – axsna-ganmarteba am 

fragmentis Sesaxeb. amisaTvis, mausi davayenoT saWiro 

adgilze da Semdeg SevasruloT Review menius Comments 

qvemenius New Comment brZaneba (sur. 4.4). fragmentis 

gaswvriv marjvena mindorze gamoCndeba CarCoTi 

SemosazRvruli are teqstis Casawerad. teqstis Sriftis, 

zomis, feris, stilis arCeva SegviZlia Home menius Font 

qvemenius brZanebebis saSualebiT. komentaris teqstis 

akrefvis Semdeg davawkapunoT slaidis nebismier adgilze 

an davaWiroT xeli <Esc> klaviSs. komentaris adgilze 
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gamoCndeba niSnaki , Semdegi iqneba T2, T3 da a. S. 

mausis miaxloebis Semdeg mis gaswvriv SegviZlia 

wavikiTxoT Cawerili komentari. Tu mausiT davawkapunebT 

imave qvemenius Show Markup Rilakze es niSnakebi 

daimaleba, xolo masze ganmeorebiT dawkapunebis Semdeg 

kvlav gamoCndeba. komentaris redaqtireba SesaZlebelia 

Edit Comment Rilakis saSualebiT, xolo komentarebs 

Soris gadaadgileba ki Previous da Next RilakebiT. 

 

 
sur. 4.4. Review menius Comments qvemeniu 

 

gakeTebuli komentaris gasauqmeblad gavaaqtiuroT 

saWiro komentari da SevasruloT menius Review menius 

Comments qvemenius Delete an igive qvemenius Delete  

Delete brZaneba, slaidSi arsebuli yvela komentaris 

wasaSlelad Comments qvemenius Delete  Delete All Marcup 

on the Current Slide brZaneba, xolo mTel prezentaciaSi 

arsebuli yvela komentaris wasaSlelad Comments 

qvemenius Delete  Delete All Marcup in the Presentation 

brZaneba. 

fragmentis moZebna da Secvla. dokumentSi 

fragmentis mosaZebnad gamoviyenoT Home menius Editing 
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qvemenius Find brZaneba an <Ctrl>+<F> klaviSTa kombinacia; 

gaixsneba  Find dialoguri fanjara (sur. 4.5). dialogis 

Find what velSi SevitanoT saZebni monacemi; davaWiroT 

Find Next Rilaks. am Rilakze yoveli Semdgomi daWera 

moZebnis cxrilSi sxva msgavs monacems. Tu Zebnis procesSi 

gvinda, rom gaTvaliswinebul iqnes klaviaturis registri, 

maSin almiT movniSnoT Match case fanjara, xolo Tu 

gvinda mxolod sityva movZebnoT, maSin almiT movniSnoT 

Find whole words only fanjara. 

 

 
sur. 4.5. Find and Replace dialoguri fanjris Find CanarTi 

 

monacemis mosaZebnad gamoviyenoT Home menius 

Editing qvemenius Replace brZaneba an <Ctrl>+<H> klaviSTa 

kombinacia. gaixsneba Replace dialoguri fanjara, romlis 

dialogis Find what velSi SevitanoT saZebni monacemi, 

xolo Replace with velSi SevitanoT Semcvleli monacemi 

(sur. 4.6).  
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sur. 4.6. Find and Replace dialoguri fanjris Replace CanarTi 

Tu gvsurs yvela saZebni monacemis Secvla 

Semcvleli monacemiT davaWiroT Replace All. Tu vcvliT 

mxolod zogierT monacems, jer davaWiroT Find Next 

Rilaks, Semdeg ki yovel Sesacvlel monacemze davaWiroT 

Replace, xolo ucvlelad dasatovebel monacemze kvlav 

gamoviyenoT Find Next Rilaki. davxuroT dialogi Close 

Rilakze daWeriT. 

 

 
sur. 4.7. Replace Font dialoguri fanjara 

prezentaciaSi gamoyenebuli Sriftebis 

Sesacvlelad gamoiyeneba Home menius Editing qvemenius 

Replace  Replace Fonts brZaneba. gaixsneba Replace Font 
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dialoguri fanjara, romlis dialogis Replace velSi 

avirCioT arsebuli Srifti, xolo With velSi axali 

Srifti (sur. 4.7). 

 

 
sur. 4.7. dokumentis paroliT dacvis General Options 

damatebiTi fanjara 

dokumentis paroliT dacva. dokumentis paroliT 

dasacavad avirCioT Office Button meniuSi Save As brZaneba; 

dialogis fanjris instrumentTa panelze gavxsnaT Tools 

Rilakis CamonaTvali da avirCioT brZaneba General Options. 

gaixsneba imave dasaxelebis dialoguri fanjara (sur. 4.7). 

Tu gvsurs, rom sxvam ver gaxsnas Cven mier Senaxuli 

dokumenti da ver isargeblos masSi ganTavsebuli 
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monacemebiT, maSin gamonaTebuli dialogis Password to 

open velSi avkrifoT paroli, xolo Tu dokumentis dacva 

gvWirdeba mxolod masSi cvlilebebis Setanisagan, maSin 

gamonaTebuli dialogis Password to modify velSi 

avkrifoT paroli da davaWiroT OK Rilaks. gaixsneba 

parolis damowmebis dialogis fanjara Confirm Password, 

romlis Reenter password to open an Reenter password to 

modify velSi avkrifoT igive paroli da isev davaWiroT 

OK-s.  

Save As dialogur fanjaraSi davaWiroT Save 

Rilaks da davxuroT fanjara. dokumentisaTvis parolis 

mosaxsnelad General Options brZanebis dialogis 

Password to open an Password to modify velSi wavSaloT 

paroli da OK davaWiroT.  

 

 

 

5. furclis parametrebis, fonisa da Temis 

momarTva 

 

dokumentis Seqmnis win pirvel rigSi unda moxdes 

furclis parametrebis momarTva. am operaciis 

ganxorcieleba SeiZleba Design menius Page Setup qvemenius 

Rilakis saSualebiT (sur. 5.1).  
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sur. 5.1. Design menius Page Setup, Background da Themes 

qvemeniuebi 

furclis parametrebis momarTvis mizniT Design 

menius Page Setup qvemenius Page Setup RilakiT gaixsneba 

Page Setup dialoguri fanjara (sur. 5.2).  

 

 
sur. 5.2. Page Setup dialoguri fanjara 

Page Setup dialoguri fanjris Orientation velis 

Slides jgufis gadamrTveliT ganisazRvreba slaidis, xolo 

Notes, handouts & outline jgufis gadamrTveliT 

prezentaciis SeniSvnebis, gamotanisa da struqturis 

furclis: Portrait _ portretis stili da Landscape _ 
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peizaJis stili. slaidis orientacia agreTve 

ganisazRvreba Page Setup qvemenius Orientation RilakiTac.  

am fanjris Slides sized for velis CamoSlad fanjaraSi 

slaidis standartul zomebs (On-screen Show (4:3), On-

screen Show (16:9), On-screen Show (16:109), Letter, Ledger, 

A3, A4, B5 da sxva) Soris SegviZlia SevarCioT CvenTvis 

sasurveli zomebi an mivaniWoT sruliad gansxvavebuli 

zoma (Custom) Width da Height gadamrTvelebis saSualebiT. 

Number slides from gadamrTveliT slaidebis sawyisi nomris 

gansazRvra xdeba.  

slaidis feris Secvla. PowerPoint-is wina 

versiebisagan gansxvavebiT PowerPoint 2007-Si SesaZlebelia 

furclis feris Secvla an masze sxvadasxva efeqtis 

moxdena. slaidis feris Secvla SeiZleba Design menius 

Background qvemenius Background Styles RilakiT, romlis 

drosac ferTa galerea CamoiSleba da masSi slaidis feri 

an masze gansaxorcielebeli efeqti SeirCeva. Tu CamoSlil 

fanjaraSi avarCevT Format Background brZanebas an mausiT 

davawkapunebT Background qvemenius gverdiT  isarze, 

gaixsneba Format Background damatebiTi fanjara, sadac 

SeiZleba SeirCes slaidis fonis sxvadasxva efeqti an 

fonad suraTi SeirCes (sur. 5.3). 

slaidebis Tema. PowerPoint 2007-Si slaidebis 

swrafi daformatebisaTvis axali instrumenti gamoCnda – 

slaidebis Tema. Sinaarsobrivad, Tema aris sxvadasxva 

http://www.itshop.ru/level3.asp?CodeLevel2=850&Type=soft
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tipis stilebis koleqcia, romlebic erTmaneTs 

harmoniulad erwymian. 

 

 

sur. 5.3. Format Background dialoguri fanjris Fill CanarTi 

amitom slaidebis Temebi saSualebas iZleva swrafad 

SevcvaloT slaidebis elementebis daformatebis 

parametrebi. amasTan, yvela Semadgeneli nawili 

gaformebuli iqneba erTnair stilSi, Sesabamisad ar 
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mogviwevs dafiqreba uxdeba Tu ara slaidis esa Tu is 

elementi erTmaneTs. 

Microsoft Office PowerPoint 2007-Si Temis gamoyenebiT 

SesaZlebelia mTeli prezentaciis swrafad da martivad 

daformateba, raTa mas hqondes profesionaluri da 

Tanamedrove saxe. slaidebis Tema – es aris daformatebis 

mTeli rigi erTobliobis arCevani, romelic 

uzrunvelyofs slaidis saxes, ferTa sistemas, Sriftisa 

(saTaurebisa da ZiriTadi teqstis Sriftebs) da efeqtebis 

sqemas (xazebis da efeqtebis feriT Sevsebis CaTvliT).  

miuxedavad imisa, rom PowerPoint-i 

uzrunvelyofilia  ramdenime winaswar gansazRvruli 

slaidis TemiT, SesaZlebelia sakuTari Temis Seqmna da misi 

Senaxva Semdgomi gamoyenebis mizniT.  

 

 
sur. 5.4. Temebis sia 

slaidis Tema SesaZloa prezentaciis Seqmnis 

dawyebamde airCes, aseve SeiZleba misi gamoyeneba ukve 
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gamzadebuli prezentaciisaTvisac. amisaTvis, davawkapunoT 

Design menius Themes qvemeniu More Rilakze. gaixsneba 

Temebis sia (sur. 5.4). 

Tu Tema, romlis gamoyenebac gadavwyviteT ar aris 

CamonaTvalSi, davawkapunoT Browse for Themes, raTa misi 

mdebareoba kompiuterSi an qselSi moviZioT. qselSi 

dokumentis Temebis mosaZebnad avirCioT More Themes on 

Microsoft Office Online brZaneba. 

nebismieri cvlileba, romelsac movaxdenT feris, 

Sriftis an xazebis da slaidebis Temis efeqtebiT 

Sevsebebis mimarT, SesaZloa Senaxul iqnes rogorc 

individualuri slaidebis Tema da gamoyenebul iqnes sxva 

slaidebisTvisac. amisaTvis, CamoSlil fanjaraSi 

avirCioT Save Current Theme brZaneba; gaxsnili 

fanjris File Name velSi CavweroT Temis Sesabamisi 

saxeli. 

SeniSvna: momxmareblis mier Seqmnili slaidebis 

Tema dokumentis Temebis (Document Themes) saqaRaldeSi 

inaxeba da avtomaturad daemateba samomxmareblo Temebis 

sias. 

Cven slaidSi ferebis Secvla SegviZlia winasawar 

gansazRvruli ferTa Temis amorCevis gziT. roca virCevT 

axal ferTa Temas, PowerPoint-i avtomaturad aformatebs 

Cveni slaidis sxvadasxva nawils im ferebiT, romelic 

mocemulia Built-In CamoSlil velSi. amisaTvis, mausi 
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davawkapunoT Design menius Themes qvemenius Colors 

Rilakze.  

SeniSvna: Tu dokumentSi gsurT SecvaloT Srifti, 

feri da efeqtebi, Sesabamisad daawkapuneT Themes 

qvemenius Fonts da Effects Rilakebze.  

 

 
sur. 5.5. Create New Theme Colors damatebiTi fanjara 

momxmarebels SeuZlia Secvalos ferTa Tema Tavisi 

survilis mixedviT da is myisierad Seexeba aqtiur 

prezentacias, amasTan SesaZlebelia am cvlilebebis Senaxva 

sxva prezentaciaSi misi gamoyenebis mizniT. amisaTvis, Page 
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Layout menius Themes qvemenius Colors Rilakze 

dawkapunebis Semdeg, CamoSlil velSi avirCioT Create New 

Theme Colors brZaneba. gaixsneba Create New Theme Colors 

damatebiTi fanjara, sadac Theme colors velSi slaidis 

sxvadasxva nawilis ferebs davafiqsirebT da Sample velSi 

ganTavsebul nimuSSi Sesabamisi cvlileba moxdeba. Name  

velSi Cven mier Seqmnili axali ferTa Temis dasaxeleba 

CavweroT da Save RilakiT movaxdinoT misi Senaxva (sur. 

5.5). 

analogiurad, momxmarebels SeuZlia Secvalos 

Sriftis Temac risTvisac, Design menius Themes qvemenius 

Fonts Rilakze dawkapunebis Semdeg, CamoSlil velSi 

avirCioT Create New Theme Fonts brZaneba. gaixsneba 

Create New Theme Fonts damatebiTi fanjara, sadac Heading 

font velSi SevarCioT saTauris Srifti, Body font velSi 

ZiriTadi teqstis Srifti, xolo Name  zolSi CavweroT 

Cven mier Seqmnili axali Sriftis Temis dasaxeleba da 

Save RilakiT movaxdinoT misi Senaxva (sur. 5.6). 

 

  
sur. 5.6. Create New Theme Fonts damatebiTi fanjara 
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6. teqstis orTografiuli Semowmeba 

 

PowerPoint-i saSualebas iZleva prezentaciaSi 

inglisur enaze Cawerili teqstis orTografiuli nawilis 

Semowmeba ganvaxorcieloT, agreTve gamoviyenoT 

sinonimebis (Tezaurusebis) leqsikoni. amasTan, unda 

gvaxsovdes, rom eseni arian mxolod avtomaturi damxmare 

saSualebebi da teqstis literaturuli damuSavebis 

samuSaos Cven magivrad ver Seasrulebs. orTografiuli 

Semowmeba SeiZleba ganxorcieldes rogorc teqstis 

Setanis procesSi, aseve misi Setanis Semdegac. pirvel 

SemTxvevaSi saWiroa axali prezentaciis gaxsnisTanave 

Office Button  menius PowerPoint Options Rilakze 

dawkapunebiT gaxsnil PowerPoint Options fanjris Proofing 

CanarTSi almiT movniSnoT When correcting spelling in 

Microsoft Office programs velis Sesabamisi punqtebi. amis 

Semdeg orTografiuli Semowmeba ganxorcieldeba 

avtomaturad _ am dros Setanili sityvebis PowerPoint-is 

CaSenebuli leqsikonis sityvebTan Sedareba xdeba. ukve 

Setanil teqstis orTografiuli SemowmebisaTvis 

gamoiyeneba Review menius Proofing qvemenius Spelling 

brZaneba (sur. 6.1). orTografiuli Secdomebis mqone 

sityvebis qveS gasmuli iqneba wiTeli klaknili xazebi.  
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sur. 6.1. Review menius Proofing qvemeniu 

 

Tu xazgasmul sityvaze an winadadebaze mausis 

marjvena klaviSiT davawkapunebT, gaixsneba konteqsturi 

meniu, romelic saSualebas mogvcems maSinve SevasworoT 

Secdoma. Secdomebis garda orTografiuli Semowmebis 

sistema poulobs sityvebis gameorebas da asomTavruli da 

patara asoebis gamoyenebis siswores adgens. Tu arasworad 

gamoyenebuli sityva axlos dgas CaSenebuli leqsikonis 

erT an ramdenime sityvasTan, maSin programa Secdomiani 

sityvis Sesacvlelad SemogvTavazebs sxvadasxva variants. 

Cven aseve SgviZlia SevavsoT leqsikoni axali sityvebiT, 

Cveulebriv es xdeba specialuri daniSnulebis 

sityvebisaTvis, raTa SemdgomSi maTi ignorireba moxdes. 

xSirad Secdoma SeiZleba warmoiSvas maSin, rodesac 

prezentaciaSi gamoyenebulia sxvadasxva ena da Tu 

PowerPoint-i erTi enis sityvas miiRebs meore enis sityvad. 

aseTi Secdomis gamosworeba SeiZleba Language qvemenius 

saSualebiT. amasTan, unda vicodeT, rom orTografiuli 

Semowmebis dros winadadebis azrobrivi analizi ar xdeba. 

PowerPoint-Si agreTve aris avtomaturi koreqti-

rebis specialuri instrumenti. es instrumenti saSualebas 

gvaZlevs teqstSi cvlilebebi SevitanoT misi Setanis 
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procesSi. is gavrcelebul Secdomebs asworebs, agreTve 

iseT Secdomebs rogoricaa winadadebis dawyeba 

asomTavruli simboloTi. amis garda, avtomaturi Secvlis 

instrumenti maSinve reagirebs <Caps Lock> klaviSis 

araswor gamoyenebaze. 

 

 
sur. 6.2. Spelling dialoguri fanjara 

 

orTografiuli Semowmebis mizniT mausiT 

davawkapunoT Review menius Proofing qvemenius Spelling 

brZanebaze. gaixsneba Spelling dialoguri fanjara, romlis 

Not in Dictionary velSi Sesamowmebeli Secdomiani teqsti 

gamoCndeba (sur. 6.2). 

Suggestions velSi gamonaTdeba leqsikonSi arsebuli 

arasworad Cawerili sityvebis Sesacvleli sityvebis 

variantTa sia, saidanac momxmarebels saSualeba aqvs 

airCios erT-erTi maTgani da Change Rilakze xelis 

daWeriT araswori sityva Seicvleba misi Sesabamisi 

orTografiulad swori sityviT. Tu xels davaWerT 



 

76 

 

Change All Rilaks, maSin msgavsi araswori sityvebis 

Secvla mTel teqstSi moxdeba.  

Tu xels davaWerT Ignore Rilaks, maSin PowerPoint-i 

gamotovebs da ar moniSnavs mocemul sityvas, xolo Ignore 

All Rilakis gamoyenebis SemTxvevaSi mocemuli sityvis 

gamotoveba mTels prezentaciaSi moxdeba. Tu igive sityva 

SemdgomSi Segvxvdeba sxva prezentaciaSi, maSin PowerPoint-

i ukve aRar gamotovebs da isev am sityvas moniSnavs. 

 

 

sur. 6.3. AutoCorrect dialoguri fanjara 
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Tu moniSnuli sityva ar aris Cawerili SecdomiT da 

xSirad gvxvdeba mocemul dokumentSi, magram ar aris 

leqsikonSi, maSin es sityva Add Rilakis daxmarebiT 

SegviZlia leqsikonSi CavamatoT. amis Semdeg igi aRar 

aRiqmeba rogorc Secdoma. 

AutoCorrect Rilakis daxmarebiT Cven mier arCeuli 

Secvlis varianti avtomaturi cvlilebis siaSi ganTavs-

deba. Tu momavalSi msgavsi cvlileba kidev ganmeordeba 

teqstis akrefvis dros, maSin PowerPoint-i am Secdomas 

avtomaturad gaasworebs. avtomaturi koreqtirebis 

reJimis CarTva agreTve unda moxdes axali dokumentis 

gaxsnisTanave Office Button  menius PowerPoint Options 

Rilakze dawkapunebiT gaxsnil PowerPoint Options fanjris 

Proofing CanarTSi AutoCorrect Options Rilakis saSualebiT. 

am dros gaixsneba AutoCorrect dialoguri fanjara, sadac 

almiT koreqtirebis Sesabamisi punqtebi unda moiniSnos da 

OK Rilakze xelis daWeriT avtomaturi koreqtirebis 

reJimi CavrToT (sur. 6.3). 

Tezaurusi. Tezaurusis daxmarebiT dokumentis 

sityvebisaTvis SeiZleba sinonimebic da antonimebic 

SeirCes. es saSualebas mogvcems Tavidan aviciloT 

dokumentSi terminebis gameoreba da SevqmnaT sityvaTa 

didi maragis STabeWdileba. PowerPoint-is am funqciis 

gamoyenebiT martivad SegviZlia raime sityvis sinonimis 

moZebna. am operaciis ganxorcieleba SeiZleba Review 
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menius Proofing qvemenius Research, Thesaurus an Transleite 

brZanebiT an <Shift>+<F7> klaviSTa kombinaciaze xelis 

daWeriT. PowerPoint-is fanjris marjvena mxares gaixsneba 

Research damatebiTi fanjara (sur. 6.4).  
 

  

sur. 6.4. Research damatebiTi fanjara 
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sawyisi sityvis sxvadasxva mniSvneloba siaSi 

mocemulia muqi SriftiT, xolo Sesabamisi sinonimebi 

CamoTvlilia mis CamoSlad siaSi. sawyisi sityva Cawerilia 

am fanjris Search for velSi, sadac sityva SeiZleba 

xeliTac Caiweros. Sesabamisi sityvis qveS siis gaxsnis 

Semdeg Sesabamisi sinonimi SevarCioT da mausiT 

davawkapunoT Insert brZanebaze. axali sityva dokumentSi 

Caismeba. 

igive operaciis Sesruleba SeiZleba Tu sawyis 

sityvaze mausis marjvena klaviSiT gaxsnil konteqstur 

meniuSi brZanebas Synonyms avirCevT. am brZanebis gverdiT 

CamoiSleba igive sinonimebis sia, oRond aq isini maTi 

mniSvnelobebis mixedviT dalagebuli ar iqneba. 

Translate RilakiT moxdeba SerCeuli teqstis 

Targmna sxvadasxva enaze. Targmna SeiZleba erTi enidan 

meoreze ganxorcieldes. es enebia: inglisuri, germanuli, 

franguli, espanuri, italiuri, berZnuli, portugaliuri, 

holandiuri, rusuli, Sveduri, Cinuri (CineTis 

respublikis), Cinuri (taivani), koreuli, iaponuri, 

arabuli. 
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7. dokumentis gaformeba 

 

dokumentis gasaformeblad PowerPoint-Si arsebobs 

uamravi saintereso saSualebani. isini Tavmoyrilia Insert 

menius qvemeniuebSi Sesabamisi Rilakebis saxiT (sur. 7.1). am 

saSualebebiT prezentacia SeiZleba gavaformoT 

cxrilebiT, diagramebiT, suraTebiT, mxatvruli teqstiTa 

da sxvadasxva figuriT.  

 

 

 
sur. 7.1. Insert menius Tables, Illustrations, Links, Text da Media 

Clips qvemeniuebi 

 

 

7.1. cxrilis Casma da Seqmna 

 

cxrilis Seqmna meniuTi. Microsoft Office PowerPoint 

2007-Si cxrilis Sesaqmnelad kursori davayenoT 

dokumentis im adgilze, sadac gvsurs cxrilis Casma. mausi 

davawkapunoT Insert menius Tables  qvemenius Table Rilakze. 

CamoSlili menius Insert Tables velSi mausi gadavataroT 
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sasurveli raodenobis striqonebsa da svetebze da 

davawkapunoT mis marcxena klaviSze (sur 7.2). 

Tu cxrilis Sesaqmnelad gamoviyenebT Insert menius 

Tables  qvemenius Table RilakiT CamoSlili menius Excel 

Spreadsheet brZanebas, maSin moniSnul adgilze Seiqmneba 

Excel-is cxrili. 

 
sur. 7.2. Insert menius Tables  qvemenius Table RilakiT gaxsnili 

fanjara 

cxrilis Seqmna cxrilis Casmis brZanebebiT. 

cxrilis Sesaqmnelad SeiZleba visargebloT Insert menius 

Tables  qvemenius Table RilakiT CamoSlili menius Insert 

Tables ... brZanebiT. gaixsneba damatebiTi dialoguri 

fanjara Insert Table, sadac Number of columns da Number of 

rows velebSi davafiqsiroT cxrilSi striqonebisa da 

svetebis raodenoba (sur 7.3).  
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sur. 7.3. damatebiTi dialoguri fanjara Insert Table 

 

cxrilis daxatva. cxrilis Sesaqmnelad SeiZleba 

gamoviyenoT Insert menius Tables  qvemenius Table RilakiT 

CamoSlili menius Draw Table brZaneba. am dros mausis 

maCvenebeli fanqris formas miiRebs da misi saSualebiT 

SeiZleba saWiro cxrili daixatos. cxrilis gare 

sazRvrebis gansazRvris mizniT davxatoT marTkuTxedi, 

risTvisac mausis maCvenebeli miviyvanoT slaidis im 

adgilas, sadac gvsurs cxrilis Casma da mausis marcxena 

klaviSze xelis auReblad davxatoT marTkuTxedi. 

cxrilis gareTa konturis daxatvis Semdeg avtomaturad 

CairTveba Table Tools  Design da Table Tools  Layout 

damatebiTi meniuebi. garda amisa, imave wesiT gavavloT 

striqonebisa da svetebis xazebi oTxkuTxedis SigniT. 

cxrilis xatvis dasrulebis Semdeg xatvis reJimis 

gamorTva SeiZleba Table Tools  Design menius Draw 

Borders  qvemenius Draw Table brZanebis amorTviT an Table 

Tools  Layout menius Table  qvemenius View Gridlines 

RilakiT.  
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cxrilSi xazebis wasaSlelad gamoiyeneba Table 

Tools  Design menius Draw Borders  qvemenius Eraser 

brZaneba. mausis maCvenebeli miiRebs saSlelis formas. 

xazis waSlis mizniT daawkapuneT im xazze, romlis waSlac 

gindaT.  

cxrilis daxazvis daasrulebis Semdeg kursori 

CavayenoT ujraSi da daviwyoT monacemebis Setana. ujrebs 

Soris gadaadgileba SeiZleba <Tab> klaviSis an kursoris 

gadasaadgilebeli klaviSebis gamoyenebiT an mausis 

maCveneblis saSualebiT.  

 

   

 
sur. 7.4. Table Tools  Design damatebiTi meniu 

 

miRebuli cxrilis daformateba anu cxrilis 

stilis, CarCos xazis sisqisa da feris, ujris feris, 

ujris simaRlisa da siganis, cxrilis calkeuli 

elementebisa da TviT cxrilis Camatebisa da waSlis 

operaciebis Sesruleba, cxrilSi Cawerili monacemebis 

ujredis sazRvrebis mimarT sworeba, teqstis 

mimarTulebis SerCeva, monacemTa dalageba da sxva SeiZleba 

ganxorcieldes cxrilis moniSvnis dros gaxsnili Table 
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Tools  Design da Table Tools  Layout damatebiTi 

meniuebis qvemeniuebSi ganTavsebuli RilakebiTa da 

brZanebebiT (sur 7.4, 7.5). 

 

 

 
sur. 7.5. Table Tools  Layout damatebiTi meniu 

 

cxrilis Seqmna Sablonebis gamoyenebiT. Microsoft 

Office PowerPoint 2007-Si cxrilis Sesaqmnelad SeiZleba 

gamoyenebul iqnes Sablonebi, romelic moTavsebulia 

winaswar daformatebul cxrilebis galereaSi. cxrilis 

Sablonebi tipur monacemebs Seicavs, raTa dagvexmaros 

cxrilis vizualuri saxis SerCevaSi. amisaTvis, kursori im 

cxrilSi romlis daformatebac gvsurs da Table Tools  

Design damatebiTi menius Table Styles  qvemenius CamoSlil 

Sablonebis nimuSebs Soris mausis daxmarebiT avirCioT 

sasurveli Sabloni. 
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7.2. suraTis Casma da redaqtireba 

 

suraTis Casma. pirvel rigSi ganvixiloT dokument-

Si suraTis Casmis procedura. amisaTvis PowerPoint-s aqvs 

suraTebis sakmaod farTo speqtri. es aris pirvel rigSi 

suraTebi Microsoft Office-is biblioTekidan, daaxloebiT 

orasamde suraTi, romelic aris saerTo Word-is, 

PowerPoint-isa da Excel-isaTvis. es suraTebi winaswar aris 

dajgufebuli saqaRaldeebSi sxvadasxva Tematikis 

mixedviT da cnobilia Clip Art-is saxelwodebiT. 

momxmarebels agreTve saSualeba eZleva Tavisi survilis 

mixedviT suraTebis axali gadajgufeba ganaxorcielos.  

suraTebis SerCevisaTvis unda Sesruldes Insert me-

nius Illustrations  Clip Art brZaneba (sur. 7.1), ris 

Semdegac PowerPoint-is fanjris marjvena mxares Clip Art 

damatebiTi fanjara gaixsneba (sur. 7.6). suraTebis 

amorCevis mizniT unda moxdes mausiT dawkapuneba Go 

Rilakze an Organize Clips... brZaneba SeirCes. pirvel 

SemTxvevaSi aRniSnuli damatebiTi fanjris adgilze 

suraTebis CamonaTvali gaixsneba. maTi Casma dokumentSi 

SeiZleba suraTze mausis erTxel dawkapunebiT. meore 

SemTxvevaSi ekranze Microsoft Clip Organizer damatebiTi 

fanjara gaixsneba (sur. 7.7). aRniSnul fanjaraSi 

momxmarebelma saWiro Tematika unda aarCios, romlis 

Semdegac am fanjris marjvena mxares gaixsneba suraTebis 
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CamonaTvali. saWiro suraTis marjvena mxares mausis 

dawkapunebiT gaixsneba Sesabamisi konteqsturi meniu, 

romlis saSualebiTac dokumentSi moxdeba suraTis 

kopireba.  

 

  
sur. 7.6. Clip Art damatebiTi fanjara 
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PowerPoint-is wina versiebSi grafikul 

elementebTan samuSao instrumentebi gamotanili iyo 

instrumentebis `Drawing~ panelze. saWiro iyo misi xeliT 

gamonaTeba an gauCinareba. amrigad, Tu saSualebebi 

grafikuli obieqtebis redaqtirebisaTvis drodadro iyo 

saWiro, paneli `Drawing~, rogorc wesi rCeboda ekranze da 

Sesabamisad amcirebda samuSao ares. 

 

 
sur. 7.7. Microsoft Clip Organizer damatebiTi fanjara 

PowerPoint 2007-Si gamosaxulebasTan samuSao 

saSualebebi mxolod maSin Cndeba, roca slaidSi daemateba 

axali suraTi an moiniSneba arsebuli. rogorc ki kursori 

slaidis sxva areSi gadaadgildeba, suraTebTan samuSao 

CanarTi ukvalod qreba. obieqtebTan samuSao yvela 

http://www.itshop.ru/level3.asp?CodeLevel2=850&Type=soft
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instrumenti gaerTianebulia calke CanarTebSi, romlebic 

ar aisaxeba manam, sanam Sesabamisi elementi moniSnuli ar 

iqneba. 

yvela SesaZlo efeqtebi damalulia meniuSi, 

romlebic TiToeul Rilakze dawkapunebiT ixsneba. aq 

SeiZleba Crdilebis da moculobis momarTvis nacnobi 

efeqtebic ipovoT da sxva mravali. magaliTad, 

gamosaxulebis gadaRebvis saSualebebi, Crdilebis, 

anareklebis dasamatebeli nimuSebi da sxva mravali. 

imis danaxva, Tu rogor gamoiyureba suraTi efeqtis 

gamoyenebis Semdeg, SesaZlebelia misi gamoyenebis gareSec 

– kursoris miyvaniT efeqtis menius punqtze, imav wuTs 

Seefardeba suraTs. kursoris sxva efeqtze miyvanis Semdeg 

is icvleba.  

suraTis dokumentSi gadatanis Semdeg is mausiT 

SeiZleba dokumentis nebismier adgilze gadavitanoT, 

xolo maTi Semdgomi damuSavebisaTvis gamoiyeneba suraTis 

moniSvnis Sedegad gaxsnili damatebiTi Picture Tools  

Format menius instrumentTa panelze ganlagebuli 

Rilakebi (sur. 7.8).  

Tu gaixsna me-7.8. suraTze gamosaxuli meniu, maSin 

Adjust qvemenius Rilakebis saSualebiT SeiZleba 

vareguliroT: Brightness RilakiT – suraTis sikaSkaSe; 

Contrast – suraTis kontrasti; Recolor – SevcvaloT 

suraTis feri da mivceT mas avtomaturad sakuTari feri 
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(Automatic), an hqondes mas Cveulebrivi Sav-TeTri 

gamosaxulebis saxe (grayscale) an masSi gamorCeuli iyos 

mxolod Savi da TeTri ferebi (Black and White), 

gamoyenebul iqnes rogorc wylis niSani (Washout) an 

zogierT fers mieniWos gamWirvalis statusi (Set 

Transparent Color); Compres Pictures – movaxdinoT suraTis 

kompresia da Tu gamoyenebul iqna brZaneba Crop (CamoWra), 

maSin am CamoWrili aris waSla moxdeba; Change Picture – 

arsebuli suraTis Secvla, am dros gaixsneba Insert 

Picture fanjara axali suraTis SesarCevad; Reset Picture 

brZanebiT suraTs SeiZleba misi sawyisi mdgomareoba 

davubrunoT. 
 

 

 

 
sur. 7.8. damatebiTi Picture Tools  Format menius instrumentTa 

paneli   

Arrange qvemenius Bring to Front da Send to Back 

RilakebiT suraTis ganTavseba SesaZlebelia teqstze 

zemodan an teqstis qveS; Align – suraTis sworeba 
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furclis gverdebis mimarT; Group – dajgufeba da Rotate 

– suraTis mobruneba. Size qvemenius Crop RilakiT 

suraTis nawilebis CamoWra da misi aRdgena xdeba, Tu 

manamde ar iyo ganxorcielebuli Compres Pictures 

operacia. CamoWris operaciis gansaxorcieleblad saWiroa 

jer moiniSnos suraTi, Semdeg mausi davawkapunoT Crop 

Rilakze, maCvenebeli miviyvanoT moniSnuli suraTis 

garSemo arsebul CarCos markerTan da marcxena klaviSze 

xelis auReblad mausi gadavaadgiloT saWiro 

mimarTulebiT. analogiurad moxdeba suraTis aRdgenac. 

suraTis zomis Sesacvlelad SeiZleba gamoyenebul iqnes 

igive qvemenius Height da Width brZanebebi. 

Picture Styles qvemenius marjvena mxares aris 

ganlagebuli   _ Row an  _ More Rilakebi. Row 

Rilakze xelis daWeriT moxdeba fanjaraSi stilebis 

Secvla, xolo More Rilakze xelis daWeriT CamoiSleba 

fanjara (sur. 7.9), sadac mocemulia stilis nimuSebi. 

Picture Shape Rilakis saSualebiT CamoiSleba figurebis 

nimuSebi, romlis arCevis Semdeg suraTi miiRebs SerCeuli 

figuris formas. Picture Border RilakiT suraTs SeiZleba 

SevurCioT CarCo, xolo Picture Effects RilakiT CamoiSleba 

fanjara, sadac SevarCevT suraTis sasurvel efeqtebs (sur. 

7.10).  
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sur. 7.9. damatebiTi Picture Tools  Format menius Picture Styles 

qvemenius  stilebis CamoSladi fanjara 

 
sur. 7.10. damatebiTi Picture Tools  Format menius Picture Styles 

qvemenius Picture Effects CamoSladi fanjara 

 



 

92 

 

Tu CamoSlil siaSi SevarCevT Preset  3-D Options 

brZanebas, maSin gaixsneba Format Picture damatebiTi 

dialoguri fanjara, saidanac SeiZleba suraTis nebismieri 

parametri movmarToT (sur. 7.11). 

 

 
sur. 7.11. Format Picture damatebiTi dialoguri fanjara 

 

zemoT aRniSnuli wesiT suraTebi SeiZleba SeirCes 

da damuSavdes, romlebic ar Sedis zemoT moyvanil 

biblioTekaSi, magram ganTavsebulia mocemuli 



 

93 

 

kompiuteris romelime saqaRaldeSi, aseve suraTebi 

moiZebnos internetSi saWiro Tematikis mixedviT an moxdes 

maTi Setana skaneris an video kameris saSualebiT. 

kompiuterSi suraTebis mosaZebnad unda Sesruldes Insert 

menius Illustrations qvemenius Picture  brZaneba. am dros 

ekranze gaixsneba Insert Picture damatebiTi fanjara, sadac 

SeiZleba saWiro saqaRalde da faili moiZebnos, romlis 

Semdeg dokumentSi Insert Rilakis saSualebiT saWiro 

suraTi Caismeba. 

internetidan dokumentSi suraTebis gadmosatanad 

unda Sesruldes Insert menius Illustrations  Clip Art 

brZaneba ris Semdegac PowerPoint-is fanjris marjvena 

mxares gaxsnil Clip Art damatebiT fanjaraSi unda SeirCes 

Clips Art on Office Online niSnaki. am dros gaixsneba 

http://office.microsoft.com/en-us/clipart/default.aspx misamarTis 

mqone veb-gverdi. amis Semdeg, SegviZlia internetSi 

CvenTvis sasurveli suraTi moviZioT. davrwmundeT, rom es 

suraTi ar aris dakavSirebuli sxva veb-gverdTan. Tu iseT 

suraTs gadmovqaCavT romelic kavSirSia sxva veb-gverdTan, 

maSin igi gamosaxulebis magivrad Casmuli iqneba rogorc 

kavSiri da ara, rogorc suraTi. 

veb-gverdidan kavSiriani suraTis Casasmelad mausis 

marjvena klaviSiT konteqsturi meniu gavxsnaT da 

avirCioT brZaneba Copy, xolo Semdeg dokumentSi suraTis 

Casma ganvaxorcieloT Paste brZanebiT. 

http://office.microsoft.com/en-us/clipart/default.aspx
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7.3. fotoalbomis Seqmna da redaqtireba 

 

PowerPoint-s saSualeba aqvs Seqmnas fotoalbomi, 

risTvisac gamoiyeneba Insert menius Illustrations qvemenius 

Photo Album  brZaneba. am dros CamoiSleba fanjara, sadac 

unda avirCioT brZaneba New Photo Album. ekranze imave 

saxelwodebis damatebiTi fanjara gaixsneba, sadac 

File/Disk Rilakis saSualebiT SeiZleba kompiuterSi an 

diskze movZebnoT sasurveli suraTebi Cveni fotoalbomi-

saTvis da Create Rilakis daxmarebiT movaxdinoT am

 

sur. 7.12. Photo Album damatebiTi fanjara 
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albomis Senaxva. Picture in Album velSi Caiwereba albomSi 

gamoyenebuli suraTebi im mimdevrobiT, ra mimdevrobiTac 

moxda maTi Cawera. suraTebis mimdevroba SeiZleba 

Seicvalos Picture in Album velis qvemoT moTavsebuli 

zemoT da qvemoT mimarTuli isrebis saSualebiT. Album 

Layout velSi virCevT slaidze suraTebis ganTavsebis 

stils, CarCos stilsa da slaidis Temas (sur. 7.12). 

ukve arsebuli albomis redaqtireba xdeba Insert 

menius Illustrations qvemenius Photo Album  brZaneiT 

CamoSlil fanjaraSi Edit Photo Album brZanebis SerCevis 

Semdeg. ekranze imave saxelwodebis damatebiTi fanjara 

gaixsneba, romlis struqtura Photo Album  fanjris 

analogiuria. 

 

 

7.4. slaidis mxatvruli teqstiT gaformeba 

 

slaidis mxatvruli teqstiT gaformebis mizniT 

unda Sesruldes Insert menius Text qvemenius WordArt  

brZaneba, ris Semdegac WordArt-is damatebiTi fanjara 

mxatvruli teqstis nimuSTa galereiT CamoiSleba 

(sur. 7.13). CamoSlil fanjaraSi nimuSis mixedviT avirCioT 

CvenTvis sasurveli stili, romlis Semdegac slaidSi 

moniSnuli veli gaCndeba teqstiT Your Text Here 

(sur. 7.14).  
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sur. 7.13. WordArt-is damatebiTi CamoSladi fanjara 

Home menius Font qvemeniuSi SevarCioT 

teqstisaTvis sasurveli Srifti da Sriftis zoma, xolo 

am velSi Sesabamisi teqsti avkrifoT.  

 
sur. 7.14. Edit WordArt Text dialoguri fanjara 

 

aRniSinuli teqstis redaqtireba, koreqtireba da 

misi sxvadasxva efeqtiT gaformeba SesaZlebelia 
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damatebiTi Drawing Tools  Format menius instrumentTa 

panelebis qvemeniuebSi ganlagebuli Rilakebis saSualebiT 

(sur. 3.16). aq SeiZleba SevarCioT teqstis ganlagebis 

mimarTuleba, mxatvruli teqstis stili, fonisa da 

garSemowerilobis xazis feri, Crdilebisa da 

samganzomilebiani efeqtebi, zomebi da dokumentis 

ZiriTadi teqstis mimarT misi ganlageba. 

 

 

7.5. teqsturi `yuTi~ 

 

calke saubris Temaa warwerebi – veqtoruli 

grafikis obieqtebi, romelSic Casmulia teqsti. 

PowerPoint 2007-Si teqsturi `yuTi~ gamoiyeneba TiTqmis 

yvela tipis slaidSi, magram zogjer saWiroa slaidSi 

daematos obieqti, sadac xazi unda gavusvaT an gamovyoT 

teqsti, cxrili, diagrama, grafiki an sxva saxis 

informacia. teqsturi `yuTis~ Sesaqmnelad gamoiyeneba 

Insert menius Text qvemenius Text Box  brZaneba an 

damatebiTi Drawing Tools  Format menius Insert Shapes 

qvemenius Text Box  brZaneba. mausis maCvenebeli miiRebs 

jvris formas, romlis Semdeg mausis marcxena klaviSze 

xelis auReblad slaidis saWiro adgilze davxatoT 

marTkuTxedi. 

Text Box-is CarCosa da Sriftis stilis, teqstis 

mimarTulebis, formis, zomis, sxvadasxva Crdilisa da 
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sivrculi efeqtebisa da parametrebis SerCeva 

SesaZlebelia damatebiTi Drawing Tools  Format menius 

instrumentTa panelze ganlagebuli Rilakebis saSualebiT 

(sur. 3.16). 

 

 
7.6. slaidSi TariRisa da drois Casma 

 

slaidSi mimdinare TariRisa da drois Casasmelad 

gamoiyeneba Insert menius Text qveenius Date & Time brZaneba. 

am dros gaixsneba Date and Time damatebiTi fanjara (sur. 

7.15).  

 

 
sur. 7.15. Date and Time damatebiTi fanjara 
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mocemuli fanjris Available formats velSi 

momxmarebels saSualeba aqvs SearCios slaidSi Casaweri 

TariRis, drois an TariRisa da drois formati, xolo 

Language CamoSlad velSi misi Sesabamisi ena. Tu mocemul 

fanjaraSi almiT moniSnulia Update automatically veli, 

maSin prezentaciis yoveli Semdgomi gaxsnis dros masSi 

mimdinare TariRi da dro dafiqsirdeba, xolo Tu am velSi 

moniSvnis alami ar dgas, maSin prezentaciaSi dafiqsirdeba 

prezentaciaSi am rekvizitis Casmis TariRi da dro. 

Sesabamisi monacemebis arCevis Semdeg OK Rilaks 

davaWiroT xeli. 

 

 

7.7. slaidisa da furclis TavsarTi, 

bolosarTi da SeniSvna 

 

rogorc zemoT aRiniSna, Microsoft PowerPoint Office-

Si yovel slaids swrafad SeiZleba davumatoT bolosarTi, 

sadac ganTavsebuli iqneba momxmareblisaTvis sasargeblo 

informacia. amasTan, ra informacia iqneba masSi 

ganTavsebuli, es momxmareblis survilsa da gemovnebazea 

damokidebuli.  

PowerPoint 2007-s am mxriv gacilebiT meti 

SesaZlebloba gaaCnia, kerZod Insert menius Text qvemenius 

Header & Footer Rilakis saSualebiT Header and Footer 
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damatebiTi dialoguri fanjris Slide CanarTi gaixsneba, 

sadac Include on slide CanarTSi almiT unda moiniSnos Footer 

fanjara da mis qvemoT moTavsebul velSi slaidis 

bolosarTSi Casaweri momxmareblisaTvis sasurveli 

informacia Caiweros (sur 7.16).   

Tu gvsurs, rom slaidis bolosarTSi Cawerili iyos 

mimdinare TariRi da dro, maSin almiT movniSnavT Date and 

Time fanjaras. am dros avtomaturad gaaqtiurdeba Update 

automatically gadamrTveli da mis qvemoT moTavsebul velSi 

Caiwereba mimdinare TariRi. Language CamoSlad velSi 

momxmarebels saSualeba aqvs Sesabamisi ena SearCios, xolo 

Update automatically gadamrTvelis qvemoT moTavsebul 

velSi mimdinare TariRis warmodgenis formati. Tu 

mocemul fanjaraSi almiT moniSnulia Update automatically 

veli, maSin prezentaciis yoveli Semdgomi gaxsnis dros 

masSi dafiqsirdeba mimdinare TariRi da dro. Tu 

gavaaqtiurebT Fixed gadamrTvels, maSin mis qvemoT 

moTavsebul velSi mimdinare TariRi Caiwereba da 

prezentaciis yoveli Semdgomi gaxsnis dros masSi am 

rekvizitis Casmis TariRi da dro dafiqsirdeba. Tu  almiT 

movniSnavT Don’t show on title slide fanjaras, maSin es 

bolosarTi ar gamoCndeba satitulo slaidze. Tu 

gadawyvetileba mxolod moniSnul slaidze gvinda 

dafiqsirdes, maSin es unda davafiqsiroT Apply RilakiT, 
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xolo Tu mTlianad prezentaciaSi, maSin – Apply to All 

RilakiT.  

 

 
sur. 7.16. Header and Footer damatebiTi dialoguri 

fanjris Slide CanarTi 

prezentaciis SeniSvnebis, gamotanisa da 

struqturis furcelze TavsarTis an bolosarTis 

Casawerad unda gavxsnaT Header and Footer damatebiTi 

dialoguri fanjris Notes and Handouts CanarTi, sadac 

Include on page CanarTSi almiT unda moiniSnos Header an 

Footer fanjara da mis qvemoT moTavsebul velSi Caiweros 

gverdis TavsarTSi an bolosarTSi Casaweri 

momxmareblisaTvis sasurveli informacia (sur 7.17). imave 
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furcelze TariRisa da drois Cawera xdeba zemoT 

aRwerili wesis mixedviT. gadawyvetileba unda 

davafiqsiroT Apply to All Rilakze mausis dawkapunebiT. 

 

  
sur. 7.17. Header and Footer damatebiTi dialoguri 

fanjris Notes and Handouts CanarTi 

 

 

7.8. slaidebis numeracia 

 

slaidebis numeracia Insert menius Text qvemenius 

Slide Number Rilakis saSualebiT xorcieldeba. gaixsneba 

Header and Footer damatebiTi dialoguri fanjris Slide 
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CanarTi, sadac Include on slide CanarTSi almiT unda 

moiniSnos Slide Number fanjara (sur 7.16).  Tu 

momxmarebels surs, rom nomeri mxolod moniSnuli 

slaidze dafiqsirdes, maSin xeli davaWiroT Apply Rilaks, 

xolo Tu mTlianad prezentaciaSi, maSin Apply to All 

Rilaks.  

prezentaciaSi slaidebis numeracia avtomaturad 

erTianiT iwyeba.  

prezentaciis SeniSvnebis, gamotanisa da 

struqturis furcelze gverdebis numeraciis reJimis 

CasarTvelad unda gavxsnaT Header and Footer damatebiTi 

dialoguri fanjris Notes and Handouts CanarTi, sadac 

Include on page CanarTSi almiT unda moiniSnos Page Number 

fanjara (sur 7.17).  gadawyvetileba unda davafiqsiroT 

Apply to All Rilakze mausis dawkapunebiT.  

 

 

7.9. slaidSi sxvadasxva obieqtis Cadgma 

 

PowerPoint-i saSualebas iZleva furclis nebismier 

adgilze moxdes sxvadasxva obieqtis Cadgma, rogoricaa 

magaliTad, Adobe Acrobat Document, Adobe Photoshop 

Image, Microsoft Equation 3.0, Microsoft Office Word 

Document, Microsoft Office PowerPoint 97-2003 Slide, 
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Microsoft Office Excel Worksheet da mravali sxvadasxva 

tipis faili.  

 

  
sur. 7.18. damatebiTi Insert Object fanjris Create new CanarTi 

 

nebismieri obieqtis Cadgma moxdeba Insert menius 

Text qveenius Object  brZanebiT. am dros damatebiTi Object 

fanjris Create new CanarTi gaixsneba, romlis Object type 

velSi Casadgmeli obieqti unda SeirCes, xolo Create from 

file CanarTis File velSi SeiZleba SeirCes Casadgmeli faili 

(sur. 7.18).  

 

 

7.10. simbolos Camateba 

 

zemoT CamoTvlili dokumentTa gaformebis 

operaciebis garda SeiZleba saWiro gaxdes specialuri 
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daniSnulebis simboloebis (saavtoro uflebis simbolo, 

savaWro markis simbolo da sxva) an iseTi simboloebis 

Camateba, romelic ar aris klaviaturaze.  

simboloTa Camatebis operaciis Sesasruleblad 

mausis kursori sasurvel adgilze davayenoT da 

SevasruloT Insert menius Text qveenius Symbol  brZaneba. 

gaixsneba damatebiTi Symbol fanjara (sur. 7.19). am 

fanjris Font velSi Casamatebeli simbolos Srifti da 

TviT simbolo unda SeirCes. Insert Rilakze mausis 

dawkapunebiT SerCeuli simbolo Sesabamis adgilze 

Caemateba.  

 

 
sur. 7.19. damatebiTi Symbol fanjara 



 

106 

 

damatebiTi Symbol fanjris Character code velSi 

gamonaTdeba SerCeuli simbolos kodi from velSi 

miTiTebul formatSi.  

 

 

7.11. diagramebisa da grafikebis ageba 

informaciis aRqmisa da analizis gaadvilebis 

mizniT Tanamedrove informaciuli teqnologiis Seqmnisas 

didi yuradReba eTmoba damuSavebuli informaciis 

TvalsaCinoebis sakiTxs. grafikuli diagramebis saxiT 

PowerPoint-s aqvs monacemTa asaxvis mZlavri saSualeba. mas 

SeuZlia 11 sxvadasxva tipis diagrama SemogvTavazos, 

romelTagan TiToeuli ramdenime mza formats Seicavs.  

diagrama slaidSi iqmneba ganTavsebuli monacemebis 

safuZvelze da am monacemebis grafikuli asaxvisa da maTi 

Semdgomi analizisaTvis gamoiyeneba.  

diagramis Sesaqmnelad diagramaTa Seqmnis specia-

luri ostati gamoiyeneba, romlis gamoZaxeba SeiZleba 

Insert menius Illustrations qvemenius Chart RilakiT. gaxsnil 

Insert Chart damatebiT fanjaraSi SesaZlebelia Sesabamisi 

tipis diagramebis SerCeva (sur. 7.20).  
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sur. 7.20. Insert Chart damatebiT fanjara 

 

PowerPoint-s 11 sxvadasxva tipis diagrama aqvs. 

esenia:  

 Column – histograma, masSi Sedis agreTve cilin-

druli, konusuri, piramiduli diagramebi; 

 Line – grafiki; 

 Pie – wriuli diagrama; 

 Bar – xazovani diagrama; 

 Area – aris tipis diagrama; 

 XY(Scatter) – wertilovani diagrama; 

 Stock – sabirJo diagrama; 

 Surface – zedapiruli diagrama; 

 Doughnut – rgoli; 
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 Bubble – buStulebiani diagrama; 

 Radar – radari. 

diagramebis agebis mizniT paralelurad gaixsneba 

Microsoft Excel-is  davTris fanjara erTi furcliT 

saxelwodebiT Chart in Microsoft Office PowerPoint.  am 

furcelze ganTavsebulia pirobiTi cxrili, romlis 

redaqtirebis mixedviT Sesabamisad icvleba agebuli 

diagramac. diagramebi romelsac vqmniT Cadebuli iqneba 

Office PowerPoint 2007-Si, xolo diagramis monacemebi 

Senaxulia Excel-is samuSao furcelze, romelic 

PowerPoint-is  failebs SeuerTdeba. 

Cven aseve SegviZlia movaxdinoT Excel-dan diagramis 

PowerPoint-Si kopireba. roca xdeba diagramis kopireba is 

SeiZleba iyos an CaSenebuli, rogorc statikuri 

monacemebi an iyos dakavSirebuli samuSao davTarTan. roca 

moxdeba im diagramis Semcveli dokumentis gaxsna, romelic 

dakavSirebulia samuSao davTarTan, maSin is avtomaturad 

Semowmdeba samuSao davTarSi Setanili yoveli cvlilebis 

ganxorcielebis mizniT. PowerPoint-Si diagramas, romelic 

Sedgenilia tipuri monacemebiT Excel-is samuSao furcelSi 

Semdegi saxe eqneba: 
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imisaTvis, rom PowerPoint-is diagramasTan 

dakavSirebuli monacemebi SevinaxoT, saWiroa dokumentSi 

kursori davayenoT im adgilze, sadac diagramis Casma 

gvinda da mausiT davawkapunoT Insert menius Illustrations 

qvemenius Chart Rilakze. gaixsneba Insert Chart dialoguri 

fanjara (sur. 7.20). gaxsnil fanjaraSi diagramis tipi da 

stili SevarCioT da mausi davawkapunoT OK Rilakze. 

samuSao magidaze dokumentTan erTad vertikaluri 

dayofiT (split) gaixsneba Excel 2007-is fanjris saxiT da 

samuSao davTarze gviCvenebs monacemebis nimuSs:  
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Excel-is samuSao davTarSi tipuri monacemebi unda 

SevcvaloT sasurveli monacemebiT. aseve SeiZleba svetisa 

da striqonis dasaxelebaTa Secvla. mas Semdeg, rac 

ganaxldeba monacemebi cxrilSi, diagramac avtomaturad 

iqneba ganaxlebuli axali monacemebiT. 

 

 

 sur. 7.21. damatebiTi Chart Tools  Design meniu 

 

Excel-Si davawkapunoT Office Button  Rilakze da 

Semdeg Save As brZaneba avirCioT. Save As-is dialogis 

fanjaraSi, siaSi Save In, movniSnoT saqaRalde an gamSvebi 

diski, romelSic samuSao davTris Senaxva gvsurs. Tu 

samuSao davTris Senaxva gvinda axal saqaRaldeSi, maSin 

davawkapunoT Create New Folder  Rilakze. File name 

velSi avkrifoT failis axali saxeli da xeli davaWiroT 

Save Rilaks. amis Semdeg, isev davawkapunoT Office Button 

 Rilakze da Semdeg avirCioT Close brZaneba. 

Tu diagramis naCvenebi forma gvakmayofilebs, maSin 

misi calkeuli elementis mowyoba-redaqtireba 

SesaZlebelia damatebiTi Chart Tools  Design,  Chart Tools 
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 Layout da Chart Tools  Format meniuebis Sesabamis 

qvemeniuebSi ganTavsebuli Rilakebis saSualebiT (sur. 

7.21, 7.22, 7.23).  

 

  

sur. 7.22. damatebiTi Chart Tools  Layout meniu 

 

 

  

sur. 7.23. damatebiTi Chart Tools  Format meniu 

 

diagramis redaqtireba. diagramaze mausis daWeriT 

moxdeba misi moniSvna, ris Semdegac SeiZleba diagramis 

gadanacvleba an aslis miReba Cavleba-gadaTreviT, agreTve 

zomebis cvlileba kvadratuli markerebis meSveobiT. 

diagrama Sedgeba calkeuli elementebisagan (Chart Area – 

diagramis gare are, Plot Area – diagramis Siga are anu 

naxazis midamo, Chart Title – diagramis saTauri, Axis Title 
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– RerZebis saxelebi, Axes – RerZebze ganTavsebuli 

monacemTa mniSvneloba, Data Series – monacemTa mwkrivebi, 

Data Point – monacemTa punqti, Legend – aRniSvnaTa 

mniSvneloba da sxv.), romelTa moniSvna SeiZleba maTze 

mausis maCveneblis miyvaniT da dawkapunebiT. moniSnul 

elementze mausis marjvena klaviSiT CamoSlil konteqstur 

meniuSi SevarCioT Sesabamisi daformatebis brZaneba.  

 

 

sur. 7.24. diagramis redaqtirebis erT-erTi damatebiTi fanjara 
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gaixsneba imave dasaxelebis damatebiTi fanjara, romlis 

sxvadasxva CanarTis mixedviT SeiZleba momxmarebelma 

Tavisi survilis mixedviT diagramis TiToeuli elementi 

calk-calke moawyos. momxmarebels SesaZlebloba aqvs 

diagramis TiToeuli elementisaTvis SearCios feri, xazis 

sisqe, masStabi, Skalis stili, warweris mimarTuleba da 

Sesabamisi gadamrTvelebis saSualebiT gansazRvros saWiro 

parametrebi (sur. 7.24). 

agreTve, SesaZlebelia CavataroT diagramis gare 

(Chart Area) da Siga aris (Plot Area), sakuTriv diagramis 

calkeuli elementebis (figurebis, warwerebis, RerZebis, 

damyofi xazebis) redaqtireba. gamonaTebuli dialogis 

Sesabamis CanarTebSi SeiZleba SevcvaloT saredaqcio 

elementis feris gama, konturis xazebis tipi, warweris 

Srifti da diagramis elementTa gaformebis sxva 

parametrebi. 

 

 

7.12. hipermimarTvebi 

 

hipermimarTvis Seqmna. hipermimarTva es aris kavSiri 

dokumentidan sxva furcelTan an failTan. hipermimarTvis 

daniSnulebaa swrafad ganaxorcielos mimarTva sxva Web-

gverdTan, an suraTTan, an eleqtronuli fostis 

misamarTTan, an programasTan. TviTon hipermimarTva 
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ganTavsebulia slaidSi da igi SeiZleba iyos xazgasmuli 

teqsti an suraTi an grafika. hipermimarTvis Casma aseve 

SesaZlebelia diagramis gansazRvrul elementebSi.  

Microsoft Office PowerPoint-i qmnis hipermimarTvas 

maSin, roca CavwerT arsebuli veb-gverdis misamarTs, iseTs 

rogoricaa magaliTad, www.contoso.com da xels vaWerT 

<ENTER> an haris klaviSs. Tu hipermimarTvaze mausiT 

davawkapunebT, maSin moxdeba Sesabamisi veb-gverdis an 

dokumentis gaxsna.  

 

 

sur. 7.25. Insert Hyperlink dialoguri fanjara 

hipermimarTvis Seqmna dokumentis, failisa da veb-

gverdisaTvis. movniSnoT is teqsti an suraTi, romelic 

gvinda gamoviyenoT rogorc hipermimarTva da mausiT 

davawkapunoT Insert menius Links qvemenius  Hyperlink 

brZanebaze. gaixsneba Insert Hiperlink dialoguri fanjara 

http://www.contoso.com/
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(sur. 7.25). igive operaciis Sesruleba SegviZlia, Tu 

SerCeul obieqtze mausis marjvena klaviSiT gaxsnil 

konteqstur meniuSi avirCevT Hyperlink brZanebas.  

imisaTvis, rom ukve arsebul fails davukavSirdeT, 

Link to velSi avirCioT Existing File or Web Page brZaneba, 

xolo  Look in velSi Current Folder da Semdeg Address 

velSi CavweroT im obieqtis misamarTi, romelTanac gvsurs 

kavSiris damyareba. Tu failisaTvis misamarTi ar viciT, 

maSin daawkapuneT Look in velis isarze, CamoSlil 

CamonaTvalSi avirCioT saWiro obieqti da Semdeg mis 

qvemoT CamonaTvalSi avirCioT sasurveli faili.  

uaxloes droSi gamoyenebul failTan dakavSireba 

SeiZleba, Tu  Look in velSi avirCevT Recent Files da Semdeg 

gaxsnil siaSi avirCevT sasurvel obieqts. 

imisaTvis, rom gamoyenebul veb-gverds davukav-

SirdeT, Look in velSi avirCioT Browsed Pages da Semdeg 

gaxsnil siaSi avirCioT sasurveli misamarTi. 

 imisaTvis, rom davukavSirdeT fails romelic jer 

kidev ar Segviqmnia, Link to velSi avirCioT Create New 

Document brZaneba, Name of new document velSi SeviyvanoT 

axali failis saxeli da Semdeg  When to edit velSi 

avirCioT an Edit the new document later an Edit the new 

document now imis mixedviT axal dokuments SevqmniT 

maSinve Tu SemdegSi. 
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imisaTvis, rom movmarToT teqsti, romelic 

hipermimarTvis Tavze Cndeba mini-panelis saxiT, mausi unda 

davawkapunoT ScreenTip Rilakze. gaixsneba damatebiTi Set 

Hyperlink ScreenTip fanjara, romlis ScreenTip text velSi 

CavweroT sasurveli teqsti (sur. 7.26). Tu ar movmarTavT 

am teqsts, maSin PowerPoint-i gamoiyenebs failis vels an 

misamarTs rogorc saTaurs.  

 

 

sur. 7.26. Set Hyperlink ScreenTip damatebiTi fanjara 

hipermimarTvis Seqmna axali eleqtronuli fostis 

SetyobinebisaTvis. movniSnoT teqsti an suraTi da Insert 

Hiperlink dialoguri fanjara zemoT aRwerili erT-erTi 

wesiT gavxsnaT (sur. 7.25). Link to velSi avirCioT E-mail 

Address brZaneba. E-mail Address velSi CavweroT 

eleqtronuli fostis sasurveli misamarTi an igi 

SevarCioT Recently used E-mail Address siaSi. Subject velSi 

ki CavweroT eleqtronuli fostis Setyobinebis sagani. Tu 

ScreenTip text velSi ar CavwereT sasurveli teqsti (sur. 

7.26), maSin PowerPoint-i am velSi saTaurad gamoiyenebs 
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`mailto:~-s, romelsac mosdevs eleqtronuli fostis 

misamarTi. 

hipermimarTvis Seqmna mimdinare prezentaciaSi 

gadasasvlelad. imisaTvis, rom davukavSirdeT 

adgilmdebareobas prezentaciaSi, amisaTvis saWiroa 

movniSnoT teqsti an suraTi da Insert Hiperlink dialoguri 

fanjara zemoT aRwerili erT-erTi wesiT gavxsnaT (sur. 

7.25). Link to velSi avirCioT Place in This Document 

brZaneba. gadasvla SeiZleba Semdegi mimarTulebiT 

ganxorcieldes: First Slide _ pirvel slaidze, Last Slide _ 

pirvel slaidze, Next Slide _ momdevno slaidze, Previous 

Slide _ wina slaidze, Slide Titles _ miTiTebul slaidze 

(Slide 1, Slide 2 da a. S.) an Custom Shows _ miTiTebul 

adgilze. 

mimarTvis gaaqtiureba. mimarTvis gasaaqtiureblad 

movniSnoT  is teqsti an suraTi, romelic gvinda 

gamoviyenoT rogorc mimarTva da mausiT davawkapunoT 

Insert menius Links qvemenius Action brZanebaze. gaixsneba 

Action Settings dialoguri fanjris  Mouse Click CanarTi 

(sur. 7.27). aRniSnul CanarTSi SegviZlia SevarCioT 

Hyperlink To – hipermimarTvaze gadasvla, Run program – 

programis Sesruleba an Play sound – musikis dakvra, sadac 

aRniSnuli operacia Sesruldeba mausis marcxena klaviSiT 

mimarTvaze dawkapunebis Semdeg. xolo, Tu mocemul 

fanjaraSi avirCevT Mouse Over CanarTs, maSin zemoT 
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aRniSnuli moqmedebebi mausis maCveneblis mimarTvaze 

miyvanisTanave ganxorcieldeba. es moqmedebebi SeiZleba 

iyos pirvel, bolo, momdevno, wina slaidze gadasvla, sxva 

programaze gadasvla da sxva. 

 

  

sur. 7.27. Action Setting damatebiTi fanjara 
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7.13. media klipebi 

 

prezentaciebis gaformebis mizniT xSirad 

gamoiyeneba media klipebi: video da audio gaformeba. 

prezentaciis xmovani gaformebis mizniT gamoiyeneba Insert 

menius Media Clips qvemenius Sound brZaneba. CamoSlil 

fanjaraSi SeiZleba avirCioT Semdegi brZanebebi: Sound 

from File – xma failidan, am dros slaidze gaCndeba mcire 

zomis dinamiki  da gaixsneba Insert Sound damatebiTi 

fanjara, romelSic SegviZlia kompiuterSi Cawerili musika 

an sxva audio klipi CavsvaT slaidSi; Sound from Clip 

Organizer – xma audio klipebis galereidan, am drosac 

slaidze gaCndeba mcire zomis dinamiki  da ekranze, 

fanjris marjvena mxares gaixsneba Clip Art damatebiTi 

fanjara, sadac SegviZlia SevarCioT sasurveli audio 

klipi; Play CD Audio Track – musika kompaqt-diskidan, am 

drosac slaidze gaCndeba kompaqt-diskis   aRniSvna da 

gaixsneba Insert CD Audio damatebiTi fanjara (sur. 7.28).  

am dialoguri fanjris meSveobiT SegviZlia musika 

SevarCioT kompaqt-diskze, misi dawyebisa da damTavrebis 

dro da sxva parametrebi; Recors Sound – audio klipis 

Cawera.  

prezentaciis xmovani gaformebis dros gaixsneba 

damatebiTi Sound Tools  Options an CD Audio Tools  

Options meniuebi, romlis Sesabamis qvemeniuebSi 
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ganTavsebuli Rilakebis saSualebiT SeiZleba misi 

sxvadasxva parametris momarTva (sur. 7.29, 7.30). 

 

 

sur. 7.28. Insert CD Audio damatebiTi fanjara 

 

 

 

sur. 7.29. Sound Tools  Options damatebiTi meniu 
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sur. 7.30. CD Audio Tools  Options damatebiTi meniu 

 

 

 

sur. 7.31. Movie Tools  Options damatebiTi meniu 

prezentaciis video klipiT gaformebis mizniT 

gamoiyeneba Insert menius Media Clips qvemenius Movie 

brZaneba. CamoSlil fanjaraSi SeiZleba avirCioT Semdegi 

brZanebebi: Movie from File – filmi failidan, am dros 

gaixsneba Insert Movie damatebiTi fanjara, romelSic 

SegviZlia kompiuterSi Cawerili filmi an sxva video 

klipi CavsvaT slaidSi; Movie from Clip Organizer – filmi 

video klipebis galereidan, am drosa ekranze, fanjris 
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marjvena mxares gaixsneba Clip Art damatebiTi fanjara, 

sadac SegviZlia sasurveli video klipi SevarCioT. 

prezentaciis video gaformebis dros gaixsneba 

damatebiTi Movie Tools  Options meniu, romlis Sesabamis 

qvemeniuebSi ganTavsebuli Rilakebis saSualebiT SeiZleba 

misi sxvadasxva parametris momarTva (sur. 7.31). 

 

 

 

8. slaidebis animacia da gaSveba 

 

slaidebis warmodgenis erT-erTi efeqturi 

instrumentia animacia. yovel slaidze SeiZleba 

gamoviyenoT slaidebis gaxsnis sxvadasxva an erTi da igive 

efeqti, es damokidebulia mxolod momxmareblis survilze 

da gemovnebaze. am animaciuri efeqtebis SerCeva xdeba 

Animations menius Transition to This Slide qvemeniuSi 

ganlagebuli animaciuri efeqtebis Rilakebis saSualebiT 

(sur. 8.1).  

Transition to This Slide qvemenius marjvena mxares 

aris ganlagebuli   _ Row an  _ More Rilakebi. 

Row Rilakze xelis daWeriT moxdeba fanjaraSi efeqtebis 

Secvla, xolo More Rilakze xelis daWeriT CamoiSleba 

fanjara, sadac mocemulia efeqtebis nimuSebi (sur. 8.2).  
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sur. 8.1. Animations meniu 

romelime efeqtze mausis maCveneblis miyvanis dros 

es efeqti ganxorcieldeba moniSnuli slaidisaTvis. Tu 

animaciuri efeqti mocemuli slaidisaTvis Seesabameba Cven 

survils, maSin masze davawkapunoT mausiT, riTac 

dafiqsirdeba Cveni arCevani. 

animaciuri efeqtis SerCevis Semdeg slaidis nomris 

gverdiT gaCndeba mcire zomis xuTqimiani varskvlavi  . 

imave qvemenius Transition Sound CamoSlad velSi SeiZleba 

SeirCes slaidis gamotanis Tanamdevi xmovani efeqti, xolo 

Transition Speed velSi SeirCeva am animaciuri efeqtis 

siCqare (Slow – nela, Medium – saSualo, Fast – Cqara). Tu 

Advance Slide velSi almiT moniSnulia On Mouse Click, 

maSin mausis dawkapunebis Semdeg mocemuli slaidis Secvla 

momdevno slaidiT moxdeba, xolo Tu moniSnulia 

Automatically After, maSin mocemuli slaidis Secvla mis 

marjvniv ganTavsebul velSi momdevno slaidiT moxdeba 

miTiTebuli drois gasvlis Semdeg. rodesac almiT 

moniSnulia orive fanjara, maSin mocemuli slaidis 
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Secvla momdevno slaidiT drois gasvlamde SeiZleba 

moxdes mausis dawkapunebiTac. Tu mausiT davawkapunebT 

Apply To All Rilakze, maSin SerCeuli efeqtebi 

prezentaciis yvela slaids Seexeba. 

 

 

sur. 8.2. Animations meniu Transition to This Slide qvemenius 

animaciuri efeqtebis CamoSladi fanjara 
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Tu slaidze ganTavse-

bulia ramdenime obieqti 

(teqsturi `yuTi~, suraTi, 

diagrama, siebi da sxva), maSin 

SegviZlia maTi gamonaTebis 

sxvadasxva animaciuri efeqte-

bis SerCeva, risTvisac movniS-

noT es obieqti da Animations 

menius Animations qvemenius 

Animate CamoSlad velSi 

sasurveli animacia avarCioT. 

xolo Tu arsebuli nimuSebi 

Cven moTxovnebs ar akmayofi-

lebs, maSin mausi davawkapu-

noT Custom Animation 

Rilakze, ris Semdegac 

fanjris marjvena mxares 

gaixsneba imave dasaxelebis 

damatebiTi fanjara (sur. 8.3). 

mocemuli fanjris Add Effect 

RilakiT CamoSlil meniuSi 

efeqtebis stili SevarCioT, 

xolo Modify effect velSi misi dawyebis meTodi, siCqare, 

rigiToba da sxva. imave fanjris Play RilakiT slaidze 

 

sur. 8.3. Custom Animation 

damatebiTi fanjara 
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moxdeba ganxorcielebuli efeqtebis Cveneba, xolo 

Slide Show RilakiT mTlianad prezentaciis Cveneba. 

Animations menius Preview qvemenius Preview RilakiT 

xdeba SerCeuli efeqtebis winaswari Cveneba da Tu, 

romelime efeqti Cven moTxovnebs ar daakmayofilebs, maSin 

SesaZlebelia maTi redaqtireba. 

 

 

 

8.1. prezentaciis Cveneba 

 

prezentaciis Cveneba pirveli slaididan bolomde 

SeiZleba ganxorcieldes Slide Show menius Start Slide Show 

qvemenius From Beginning RilakiT an status zolSi 

ganTavsebuli Slide Show   (slaidebis Cveneba) Rilakis 

an <F5> klaviSis saSualebiT. prezentaciis Cveneba 

moniSnuli slaididan bolomde SeiZleba ganxorcieldes 

Slide Show menius Start Slide Show qvemenius From Current 

Slide Rilakis saSualebiT, xolo slaidebis Cveneba 

amorCeviT imave qvemenius Custom Slide Show RilakiT (sur 

8.4). am ukanaskneli moqmedebis dros gaixsneba Custom 

Shows damatebiTi fanjara, sadac New Rilakze xelis 

daWeriT gaixsneba meore Define Custom Show damatebiTi 

fanjara (sur 8.5, 8.6).  
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sur. 8.4. Slide Show meniu 

am fanjris Slides in presentation velSi aris 

mocemuli prezentaciaSi Semavali slaidebis sia 

Cveulebrivi mimdevrobiT. rig-rigobiT movniSnoT 

slaidebi da Add Rilakis saSualebiT gadavitanoT Slides in 

custom show velSi im mimdevrobiT, ra mimdevrobiTac 

gvsurs misi Cveneba momavali prezentaciis dros. 

 

sur. 8.5. Custom Shows damatebiTi fanjara 
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 sur. 8.6. Define Custom Show damatebiTi fanjara 

 

slaidebis Cvenebis momarTva. slaidebis Cvenebis 

momarTva xdeba Slide Show menius Set Up qvemenius Set Up 

Slide Show RilakiT, romliTac gaixsneba Set Up Show 

damatebiTi dialoguri fanjara (sur. 8.7). am fanjara Show 

type velSi ganTavsebuli gadamrTvelebiT SegviZlia 

SevarCioT slaidebis Cvenebis tipi: Presented by a speaker 

(full screen) – slaidebis Cveneba gaSlili mTel ekranze; 

Browsed by an individual (window) – slaidebis Cveneba 

individualurad fanjaraSi gafurcvlis zolisa da rbias 

CvenebiT; Browsed at a kiosk – mxolod erTi slaidis 

Cveneba. Show slides velSi Tu moniSnulia All gadamrTveli, 

maSin mTeli prezentaciis srulad Cveneba moxdeba, xolo 

Tu moniSnulia From-To gadamrTveli, maSin, ki – mxolod 

prezentaciis im slaidebis Cveneba romelic miTiTebulia am 

velebSi. 
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 sur. 8.7. Set Up Show damatebiTi fanjara 

 

imave fanjris Show type velSi Tu almiT moniSnulia 

Loop continuously until 'Esc' fanjara, maSin uwyvetad 

gagrZeldeba Cveneba, vidre <Esc> klaviSs xels ar 

davaWerT; Tu almiT moniSnulia Show without narration 

fanjara, maSin Cveneba yovelgvari Setyobinebis gareSe 

gagrZeldeba; Tu almiT moniSnulia Show without animation 

fanjara, maSin Cveneba animaciis gareSe moxdeba. imave 

fanjris Advance slides velSi ganTavsebuli 
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gadamrTvelebiT SegviZlia SevarCioT slidebis gadarTva 

ganxorcieldes xeliT – Manually Tu taimeris gamoyenebiT 

– Using timings, if present. 

moniSnuli slaidi SeiZleba davmaloT Slide Show 

menius Set Up qvemenius Hide Slide RilakiT. 

prezentacias SeiZleba Tan sdevdes teqsti, romlis 

Cawerac SeiZleba kompiuterTan mierTebuli mikrofoniT. am 

operaciis Sesruleba xdeba Slide Show menius Set Up 

qvemenius Record a narration RilakiT, romlis Semdeg imave 

saxelwodebis damatebiTi fanjara gaixsneba. am fanjridan 

xmisa da diskis monacemTa regulireba sruldeba, raTa 

miRweul iqnes sasurveli xarisxi.  

prezentaciaSi slaidebis Cvenebis taimeris dayeneba 

Animations menius garda SesaZlebelia Slide Show menius 

Set Up qvemenius Rehearse Timings RilakiT, romlis Semdeg 

Cven SegviZlia prezentaciis gaSvebis interpretacia 

movaxdinoT. am dros ekranis zeda marcxena kuTxeSi mcire 

zomis Rehearsal damatebiTi fanjara gaCndeba, romlis 

saSualebiTac SegviZlia vareguliroT TiToeuli slaidis 

ekranze yofnisa da misi TiToeuli elementis gamonaTebisa 

da Secvlis dro. amasTan, gamovTvaloT mTeli 

prezentaciis Cvenebis droc (sur. 8.8). 

 

 

sur. 8.8. Rehearsal damatebiTi fanjara 
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Slide Show menius Monitors qvemenius fanjrebisa da 

Rilakebis saSualebiT SeiZleba monitoris amoxsnadobis 

maCveneblebisa da parametrebis momarTva. 

 

 

 

9. beWdva 

 
slaidebis beWdviswinaswari daTvalierebis reJimi. 

imisaTvis, rom slaidebi an maTi qaRaldze gamotanis 

reJimebi davaTvalieroT, Office Button  RilakiT 

CamoSlil meniuSi SevarCioT Print  Print Preview brZaneba 

an swrafi mimarTvis instrumentebis panelze davaWiroT 

  – Print Preview Rilaks. gamonaTdeba moniSnuli 

slaidi da reJimis instrumentTa paneli (sur. 9.1), romlis 

RilakebiTac moxdeba Semdegi operaciebis Sesruleba:  

 

 
sur. 9.1. Print Preview  meniu 
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Print qvemenius Print RilakiT xdeba gadasvla Print 

(beWdvis) brZanebis dialogSi, xolo Options RilakiT 

moxdeba beWdvis parametrebis momarTva.  

Page Setup qvemenius Print What CamoSlad velSi 

SeiZleba SevarCioT slidebis beWdvaze gamotanis reJimebi: 

Slides – slaidebis beWdva, Handouts – slaidebis gamotana 

dasarigebel furclebze (TiToeul furcelze SeiZleba 

gamotanil iqnes 1, 2, 3, 4, 6 an 9 slaidi); Notes Pages – 

slaidebis gamotana prezentaciis SeniSvnebis, gamotanisa 

da struqturis furcelze; Outline Pages – furclis 

struqtura. Orientation RilakiT xdeba furclis 

mimarTulebis parametrebis momarTva. 

Zoom qvemenius Zoom RilakiT gaixsneba imave 

saxelwodebis dialoguri fanjara, sadac Zoom to velSi 

gadamrTvelebis saSualebiT SeiZleba avirCioT dokumentis 

gverdebis Cvenebis reJimebi; Fit – erTi furceli mTlianad 

ekranis simaRleze, 33%, 50%, 66%, 100%, 200% da 400% 

zomiT, xolo Percent velSi SegviZlia SevarCioT CvenTvis 

sasurveli zoma (sur. 9.2). Zoom qvemenius Fit to Window 

RilakiT erT furcels mTlianad gamoitans ekranis 

simaRleze. 
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sur. 9.2. Zoom  dialoguri fanjara 

 

Next Page RilakiT xdeba momdevno gverdze 

gadasvla, xolo Previous Page RilakiT wina gverdze 

dabruneba; Close Print Preview RilakiT winaswari 

daTvalierebis reJimidan gamosvla.  

slaidebis dabeWdva. slaidebis dasabeWdad Office 

Button  RilakiT CamoSlil meniuSi SevarCioT Print  

Print brZaneba an gamoviyenoT klaviSTa kombinacia 

<Ctrl>+<P>. gaixsneba Print dialoguri fanjara (sur. 9.3).  

dialogis All gadamrTvelis CarTva gamoiwvevs 

mTeli prezentaciis dabeWdvas. Slides gadamrTveli gamoi-

yeneba konkretuli slidebis an maTi diapazonis 

dabeWvdisas. am SemTxvevaSi mis gverdiT mdebare velSi 

unda mieTiTos diapazoni an slaidis nomeri.  
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 sur. 9.3. Print dialoguri fanjara 

 

magaliTad, 5-17 – Tu dasabeWdia slaidebis 

garkveuli diapazoni mexuTe slaididan meCvidmete slaidis 

CaTvliT, 12 – Tu dasabeWdia mxolod erTi meTormete 

slaidi, -9 – Tu dasabeWdia slaidebi dasawyisidan mecxre 

slaidis CaTvliT, 25- – Tu dasabeWdia slaidebi 
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ocdamexuTe slaididan bolomde, 7,12,25-32 – Tu 

amosabeWdia slaidebi meSvide, meTormete da 25-dan 32-mde.  

Number of copies velSi SeirCeva dasabeWdi aslebis 

raodenoba. Tu printeri mzadyofnaSia, beWdva daiwyeba OK 

Rilakze daWeriT.  

Print What CamoSlad velSi SeiZleba SevarCioT 

slidebis beWdvaze gamotanis reJimebi: Slides – slaidebis 

beWdva, Handouts – slaidebis gamotana dasarigebel 

furclebze; Notes Pages – slaidebis gamotana 

prezentaciis SeniSvnebis, gamotanisa da struqturis 

furcelze; Outline Pages – furclis struqtura.  

Handouts velis Slides per page fanjaraSi ki erT 

furcelze gamosatani slaidebis raodenoba.  

slaidebis dasabeWdad SeiZleba swrafi mimarTvis 

instrumentebis panelze   – Quick Print Rilakis 

gamoyeneba an Office Button  RilakiT CamoSlil meniuSi 

Print  Quick Print brZaneba SevarCioT. am dros Print 

dialoguri fanjara ar gaixsneba. beWdva moxdeba im 

parametrebiT, romlebic PowerPoint-s aqvs gulisxmobis 

principiT. 
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10. Office Button menius Prepare, Send da Publish 

brZaneba 

 

Microsoft Office PowerPoint 2007-Si wina 

versiebisagan gansxvavebiT Office Button meniuSi 

damatebuli aqvs zogierTi axali brZaneba, rogoricaa 

Prepare (momzadeba), Send (gagzavna) da Publish (gamocema). 

mokled ganvixiloT TiToeuli maTganis daniSnuleba: 

1. Prepare – am brZanebiT xdeba dokumentis momzadeba 

ganawilebisaTvis. am brZanebis arCevis Semdeg Prepare the 

document for distribution velSi Tu avirCevT: 

 Properties (Tvisebebi) brZanebas, menius instrumentebis 

panelis qveS gaixsneba Document Properties damatebiTi 

fanjara, sadac SeiZleba samuSao davTris zogierTi 

parametrebis warmodgena da redaqtireba. rogoricaa, 

samuSao davTris avtori, dasaxeleba, sagasaRebo 

sityva, komentari da sxva; 

 Inspect Document (dokumentis Semowmeba) brZanebas, 

maSin gaixsneba Document Inspector damatebiTi 

dialoguri fanjara, sadac Sesabamisi punqtebis 

moniSvnis gziT SeiZleba Semowmdes samuSao davTris 

damaluli metamonacemebi da piradi informacia;  
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 Encrypt Document (dokumentis daSifvra anu paroliT 

dacva) brZanebas, maSin gaixsneba Encrypt Document 

damatebiTi fanjara, romlis Password velSi avkrifoT 

paroli da davaWiroT OK Rilaks, gaixsneba parolis 

damowmebis dialogis fanjara Confirm Password, 

romlis Reenter Password velSi avkrifoT igive 

paroli da isev davaWiroT OK-s. 

 Restrict Permission (dokumentze mimarTvis SezRudva) 

brZanebas, maSin gverdiT CamoiSleba fanjara, romlis 

mixedviTac momxmarebels dokumentze mimarTva 

(redaqtirebis, kopirebis, dabeWdvis da sxva) ezRudeba; 

 Add a Digital Signature (cifruli xelmoweris damateba) 

brZanebas, maSin is iZleva samuSao davTris mTlianobis 

garantias da dokuments emateba uxilavi cifruli 

xelmowera; 

 Mark as Final (finaluri marka) brZanebas, maSin 

dokuments mieniWeba finaluri marka, moxdeba misi 

Senaxva da SemdgomSi mas mieniWeba atributi faili 

mxolod wakiTxvisaTvis; 

 Run Compatibility Checker (Tavsebadobis Semowmeba) 

brZanebas, maSin dokumentis Semowmeba moxdeba, 

Tavsebadia Tu ara igi PowerPoint-is wina versiebTan.  
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2. Send – am brZanebiT dokumentis gagzavna xdeba sxva 

momxmareblebisaTvis. am brZanebis arCevis Semdeg Send a 

copy of the document to other people velSi Tu avirCevT: 

 E-mail (eleqtronuli fosta) brZanebas, maSin 

dokumentis aslis gagzavna SegviZlia eleqtronuli 

fostiT, werilze failis mibmis saSualebiT; 

 Internet Fax (internet-faqsi) brZanebas, maSin 

dokumentis gasagzavnad unda gamoviyenoT internet-

faqsis momsaxurebis reJimi. 

3. Publish – am brZanebiT dokumentis ganawileba sxva 

momxmareblebisaTvis SeiZleba. am brZanebis arCevis Semdeg 

Distribute the document to other people velSi Tu avirCevT: 

 Blog brZanebas, maSin SegviZlia SevqmnaT arsebuli 

dokumentis blog-posti internet-brauzeris 

gamoyenebiT; 

 Document Management Server (dokumentis marTvis 

serveri) brZanebas, maSin samuSao dokumenti SeiZleba 

gavyoT da SevinaxoT is dokumentis marTvis serverze; 

 Create Document Workspace (dokumentis samuSao aris 

Seqmna) brZanebas, maSin SeiZleba SevqmnaT am samuSao 

dokumentis saiti (are) da iq gvqondes misi 

sinqronizebuli lokaluri asli. 


