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Sesavali 

 

programaTa paketi Microsoft Office 2007 aerTianebs yvelaze 

popularul redaqtorebs. maT Soris aris Excel-i, eleqtronul 

cxrilebTan samuSaod gankuTvnili erT-erTi saukeTeso programa, 

romelic ricxviTi monacemebis analizis saSualebas iZleva.  

Excel 2007 martivia momxmareblisaTvis samuSaod da 

xelmisawvdomia yvelasaTvis, radgan Sedis programa Microsoft Office 

2007-is paketis SedgenilobaSi. aqedan gamomdinare, igi savsebiT 

Tavsebadia programa Word 2007-sTan da nebismier dros SeiZleba 

misi gamoZaxeba Word-idanac. 

Excel-is axal versiaSi Sedegze orientirebuli 

momxmareblis interfeisi mniSvnelovnad gaamartivebs muSaobas. 

brZanebebi da saSualebebi, romlebic Zvel versiebSi damaluli 

iyo rTul meniuebsa da instrumentTa panelebSi, exla martivad 

SeiZleba movZebnoT logikur jgufebad gaerTianebul brZanebebsa 

da saSualebebs Soris. mravali dialoguri fanjara Secvlilia 

SesaZlo variantTa galereiT, romelic saSualebas iZleva SeirCes 

sasurveli varianti. 

axal versiaSi Zvel versiebTan SedarebiT mniSvnelovnad 

gazrdilia furcelSi striqonebisa da svetebis raodenoba, Excel-

is mier kompiuteris mexsierebis moculobisa da ferTa palitris 

raodenobis gamoyenebis SesaZlebloba. garkveuli Temisa da 

stilis gamoyenebiT samuSao furcelze swrafad SeiZleba 

monacemTa daformateba. agreTve, SesaZlebelia monacemTa 

mowesrigeba ferisa da samze meti (64-mde) donis, xolo monacemTa 

filtracia feris, TariRisa da 1000-ze meti punqtis mixedviT. 

programis erT-erT umniSvnelovanes funqciur gafarToebas, 

romelic gankuTvnilia profesionalebisaTvis, Excel-Si 

`CaSenebuli~ gamoyenebiTi amocanebis amoxsnisaTvis gankuTvnili 
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daprogramebis garemo Visual Basic (VBA) warmoadgens. amasTan, erT 

cxrilze muSaobis procesSi drois ekonomiis mizniT SesaZlebeli 

aris qselis gamoyenebiT samuSaoTa gayofa da Sedegebis 

gaerTianeba.  

programa Excel 2007-Si aris moxerxebuli daxmarebis 

qvesistema, romelic instrumentTa panelis nebismier RilakTan 

mausis maCveneblis miaxloebisTanave iZleva mokle informacias, 

xolo <F1> klaviSze xelis daWeriT SesaZlebelia miviRoT  ufro 

srulyofili informacia.  

Tu aucilebelia Excel 2007-Tvis sxvadasxva brZanebebis 

micema klaviaturis gamoyenebiT, saWiroa xeli davaWiroT <F6> 

klaviSs. Sesabamis Rilakebze gamoCndeba aqtiuri klaviSebis 

mniSvneloba (ix. sur. 1), romlis saSualebiTac SesaZlebelia 

Sesabamisi brZanebis Sesruleba. 

 

 

 

 

sur. 1. aqtiuri klaviSebis mniSvnelobis gamotana 

 

 

1. EXCEL 2007-is zogadi mimoxilva 

Excel programas uwodeben eleqtronul cxrils. misi 

daxmarebiT SeiZleba cxriluri monacemebis Sefaseba da 

damuSaveba, mravali maTematikuri formulis gamoyeneba, 

grafikebisa da diagramebis ageba, monacemTa bazis Seqmna. 
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sur. 2. Excel 2007-is fanjara 

 

 

Excel 2007 programis gaSveba xdeba sxva programebis gaSvebis 

msgavsad: Start ⇒ Programs ⇒ Microsoft Office  ⇒ Microsoft Office Excel 

2007 (klasikuri sastarto menius SemTxvevaSi) an Start ⇒ All 

Programs ⇒ Microsoft Office  ⇒ Microsoft Office Excel 2007 (Windows XP 

sastarto menius SemTxvevaSi) brZanebiT an samuSao magidaze 

moTavsebul Excel 2007-is  niSnakze mausiT orjer dawkapunebiT 

(sur. 2). 
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sur. 3. Office Button RilakiT gaxsnili 
CamoSladi meniu 

    gamoZaxeba SeiZle-

ba agreTve ganxor-

cieldes adre ukve 

Seqmnili da Senaxuli 

Excel-is sabuTis xela-

xali gaxsnis saSu-

alebiT an Start -

⇒ Documents (klasiku-

ri sastarto menius 

SemTxvevaSi) an Start -

⇒ My Recent Documents 

(Windows XP sastarto 

menius SemTxvevaSi) 

brZanebiT da sabuTis 

saxelze mausis dawka-

punebiT. am dros gaiS-

veba Excel 2007 programa 

da masSi CaitvirTeba SerCeuli sabuTi. 

Excel-is fanjris zeda marcxena kuTxeSi moTavsebulia Office 

Button  (Office meniu) Rilaki, romelic cvlis File menius. am 

Rilakze mausis dawkapunebiT CamoiSleba meniu adre cnobili New, 

Open, Save, Save As, Print da Close brZanebebiT, Tumca aris kidev 

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

da Excel Options (Excel-is parametrebis momarTva) brZanebebi (sur. 3). 

programasTan samuSao sxvadasxva parametrebis momarTvis 

brZanebebma, romelTa Soris umravlesi adre SesaZlebeli iyo 

mogveZia misamarTze Tools ⇒ Options, Excel Options fanjaraSi 
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gadainacvles, romlis gamoZaxebac SesaZlebelia Office menius Excel 

Options Rilakze dawkapunebiT.  

Office menius CamoSlis dros pirvel gverdze, Recent 

Documents saTauris qveS CamoTvlilia adre ukve Seqmnili da Sena-

xuli Excel-is davTari. davTris saxelze mausis dawkapunebiT 

moxdeba maTi gaxsna. aq sasiamovno siaxles warmoadgens is, rom 

Excel-s SeuZlia daimaxsovros programaSi gaxsnili bolo 

ormocdaaTamde faili. SegaxsenebT, rom wina versiebSi es ricxvi 

cxras utoldeboda. failTa ricxvis gansazRvra momxmarebels 

SeuZlia Excel Options ⇒ Advanced ⇒ Display velSi. 

Excel-is programaSi muSaobis dasruleba xdeba Office Button 

RilakiT gaxsnil menius Exit Excel brZanebiT an Excel-is fanjris 

Close ⌧ Rilakze dawkapunebiT an <Alt>+<F4> klaviSebis 

kombinaciiT. 

Excel-is fanjara Windows-is 

standartuli fanjaraa da aqvs 

misTvis damaxasiaTebeli yvela 

elementi: 

 

sur. 4. swrafi wvdomis 
instrumentebis panelis 

CamoSladi fanjara 

 

saTauris zoli. am zolis 

marcxena mxares gulisxmobis 

principiT aisaxeba Customize Quick 

Access Toolbar (swrafi wvdomis 

instrumentebis paneli), xolo 

marjvniv im failis saxeli, 

romelTanac mocemul momentSi 

vmuSaobT da programis dasa-

xeleba – Microsoft Excel. zolis 

marjvena boloSi Cans Windows-is 

fanjris standartuli elementebi.  
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swrafi wvdomis paneli da instrumentebis panelis zoli. 

swrafi wvdomis paneli da instrumentebis panelis zoli aris 

interfeisis ori elementi, romlebmac Secvales wina versiebis 

instrumentebis paneli. instrumentebis panelis zolis mTavari 

Taviseburebaa CanarTebis arseboba, romelTa meSveobiTac 

TvalTaxedvis areSi moqceulia mxolod brZanebebis nawili, 

danarCeni ki, erTis mxriv aseve xelmisawvdomia – iqvea, xolo 

meores mxriv ar tvirTaven samuSao ares.   

 

 

 
 

sur. 5. menius zolze gaxsnili konteqsturi meniu 

Tavad zolis zoma gacilebiT didia, vidre standartuli 

da daformatebis instrumentebis paneli, romlebic gulisxmobis 

principiT Cndebodnen Excel-is adreul versiebSi da romlebic 

Excel 2003-Si SesaZlebeli iyo ganTavsebuliyo erT striqonadac. 

magram, zoli SeiZleba gadavaxvioT, risTvisac sakmarisia menius 

zolze mausis marjvena klaviSiT dawkapuneba da gaxsnil 

konteqstur meniuSi amovirCioT Minimize the Ribbon brZaneba (sur. 5). 

samuSao are gadiddeba, magram brZanebebTan wvdomisaTvis 

saWiro gaxdeba erTi zedmeti moqmedebis Sesruleba – CanarTis 

saxelze dawkapuneba. amis Semdeg zoli gamoCndeba da samuSao 

areSi dabrunebis Semdeg isev gaqreba (sur. 6). 

zols ukavia didi adgili ara marto simaRleSi, aramed 

siganeSic. misi zomebi gaTvlilia monitoris 1280 X 1024 

amoxsnadobis maCvenebelze, magram arafriT masze naklebi. 1024 x 
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768 amoxsnadobis maCvenebelSi muSaobis dros zogierTi brZanebebi 

ar Cans, da maTTan wvdomisaTvis gviwevs Tagvis zedmetad 

dawkapuneba. 

 
 
   sur. 6. Excel-is fanjara akecili instrumentebis paneliT 

ase aisaxeba CanarTis zogierTi brZanebebi monitoris 

1024x768 amoxsnadobis maCvenebelSi:  

 
xolo 1280X1024 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 
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iqneboda savsebiT logikuri, amitom arsebobs yvela safuZveli 

imisa, rom is gamoCndeba Word-is Semdeg versiaSi. 

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. 4).  

TumcaRa arsebobs swrafi wvdomis panelis momarTvis 

SesaZlebloba. gulisxmobis principiT masze amotanilia sami 

brZaneba: dokumentis Senaxvis, bolo moqmedebis gauqmebis da 

gauqmebuli moqmedebis aRdgenis. 

 

instrumentTa panelis momarTva xdeba imave fanjaraSi More 

Commands ... brZanebiT an nebismier niSnakze mausis marjvena 

klaviSiT gaxsnili konteqsturi menius Customize Quick Access Toolbar 

... brZanebiT. am dros gaixsneba Excel Options damatebiTi fanjris 

Customize CanarTi, romlis marcxena velSi mocemulia yvela 

SesaZlo instrumentebis CamonaTvali, xolo meore velSi – inst-

rumentTa panelze ukve arsebuli instrumentebi. Add Rilakis 

saSualebiT pirveli 

velidan Sesabamisi mo-

niSnuli instrumenti 

SeiZleba gadavitanoT 

instrumentTa panelze, 

xolo Remove RilakiT 

amoviRoT panelidan.  

Move Up da  Move 

 
sur. 7. swrafi wvdomis instrumentebis 

panelis konteqsturi meniu 
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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. 7). 

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 

qvemoT, formulis zolis zemoT, xolo ukan dabruneba Show Above 

the Ribbon an konteqsturi menius Show Quick Access Toolbar Above the 

Ribbon brZanebiT. Minimize the Ribbon brZanebis moniSvniT xdeba 

menius zolis qveS ganTavsebuli instrumentTa panelebis 

droebiTi akecva, riTac furclis samuSao veli gaizrdeba, xolo  

moniSvnis moxsniT ki misi kvlav 

gamoCena. 

sur. 8. Customize Status Bar-is  
     konteqsturi meniu 

menius zoli. gulisxmobis 

principiT menius zoli Sedgeba 

Svidi meniusagan – Home, Insert, Page 

Layout, Formulas, Data, Review, View. 

TiToeuli maTgani Seicavs 

logikur jgufebad gaerTianebul 

Excel-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 Excel 

Help (F1)  Rilaki – 

momxmareblisaTvis nebismieri 
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informaciis gasacemad da Windows-is fanjris standartuli 

elementebi davTris fanjarasTan samuSaod. 

formulis zoli. gamoiyeneba ujredebsa da diagramebSi 

monacemebis an formulebis Cawerisa da redaqtirebisaTvis, 

ujredis SigTavsis dasaTvaliereblad, ujredis an ujredTa 

diapazonis saxelis gamosaCenad an Sesacvlelad. formulis zoli 

yovelTvis Cans ekranze.  

statusis zoli. masSi gamoisaxeba cnobebi samuSao arisa da 

klaviaturis mmarTveli klaviSebis mimdinare mdgomareobis (Caps 

Lock, Num Lock, Scroll Lock da sxv.), gverdis nomrebis (Page Number), 

furclis sxvadasxva stilis, parametrebisa da zomis Sesaxeb da 

furclisa da davTris sxva maxasiaTeblebi. igi mudam Cans ekranze. 

misi momarTva xdeba status zolze mausis marjvena klaviSis 

dawkapunebiT gaxsnili Customize Status Bar konteqsturi menius 

saSualebiT (sur. 8). 

am zolSia moTavsebuli agreTve e.w. `kalkulatori~, 

romelic saSualebas gvaZlevs gamovTvaloT: 

1. saSualo ariTmetikuli (Average); 

2. mniSvnelobaTa raodenoba (Count); 

3. ricxvebis raodenoba sxvadasxva tipis Canawerebs Soris 

(Numerical Count); 

4. umciresi mniSvneloba (Minimum); 

5. udidesi mniSvneloba (Maximum); 

6. mniSvnelobaTa jami (Sum). 

gamoTvlebis Casatareblad saWiroa avirCioT Sesabamisi 

funqcia konteqsturi meniudan, xolo Semdeg movniSnoT Sesabamisi 

ujredebi. Sedegi miiReba statusis zolSi.  

furclis stilis Secvla xdeba status zolSi arsebuli 

Normal  (standartuli stilis), Page Layout  (dasabeWdi 
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stili) da  Page Break Preview  (mxolod aqtiuri ujrebis 

CvenebiT) Rilakebis saSualebiT. furclis warmodgenis zomebis 

masStabis Sesacvlelad ki gamoiyeneba status zolis marjvena 

kuTxeSi moTavsebuli Zoom  veli. 

masStabis Secvla SeiZleba ganxorcieldes rbias gadaadgilebiT 

mausis saSualebiT, xolo `minus~ da `plus~ Rilakebi masStabs 

amcirebs an zrdis 10%-iT. 

zemoT ganxiluli furclis stilis Secvlis operaciebi 

agreTve sruldeba View menius Workbook Views qvemenius, xolo 

masStabis Secvla ki imave menius Zoom qvemenius Sesabamisi 

Rilakebis gamoyenebiT (sur. 9). 

 

davTris fanjara momxmareblis ZiriTadi samuSao area, 

sadac mas Seaqvs monacemebi, formulebi, adgens cxrilebs, 

diagramebs da sxv. Excel-is fails sxvanairad davTari ewodeba. igi 

gamoiyeneba monacemTa Sesanaxad da maT dasamuSaveblad. davTris 

fanjara `Cadgmulia~ Excel-is fanjaraSi da misi nawilia. 

gulisxmobis principiT Excel-i davTars Book1-s (an Book2, Book3, …) 

uwodebs. es saxeli aisaxeba davTris fanjris saTauris zolSi. 

Tu davTris fanjaras maqsimalur zomaze gavSliT, maSin davTris 

saxeli Excel-is fanjris saTauris zolSi gadainacvlebs. Book1 (an 

Book2, Book3,…) davTars hqvia manam, sanam mas Cven mier arCeul 

saxels davarqmevT.  

   
sur. 9. View menius Workbook Views da Zoom qvemenius 
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davTris fanjarac Windows-is standartuli fanjaraa da 

aqvs misTvis damaxasiaTebeli elementebi. Tu davTris fanjris 

Maximize  Rilakze mausiT davawkapunebT, maSin davTris fanjara 

`Seerwymeba~ Excel-is fanjaras da fanjris standartuli 

elementebi gadainacvlebs menius zolSi, xolo Tu am zolis 

Restore Down  Rilakze mausiT davawkapunebT, maSin davTris 

fanjara kvlav gamoeyofa Excel-is fanjaras. Minimize  Rilakis 

saSualebiT ki davTris fanjara Caikeceba Excel-is fanjris qveda 

marcxena kuTxeSi da miiRebs Semdeg saxes . 

Excel 2007-s saSualeba aqvs yoveli dokumenti Seinaxos 

rogorc Excel 2007-is sabazo formatiT (failis gafarToeba .xlsx) 

aseve Excel 97-2003-is formatiT (failis gafarToeba .xls). 

furclis struqtura. gulisxmobis principiT davTari 

Sedgeba 3 furclisagan. maTi saxelebia Sheet1, Sheet2, Sheet3, 

romelic Cans ekranis qveda nawilSi. furclis saxeli da 

davTarSi furclebis raodenoba SeiZleba Seicvalos 

momxmareblis survilis mixedviT. furclebis raodenobis Secvla 

xdeba Office Button menius Popular CanarTis Include this many sheets 

velSi arsebuli gadamrTvelebis saSualebiT. furclis saxelze 

dawkapunebiT SeiZleba davTris gadafurcvla, e.i. saWiro furclis 

ekranze gamotana anu gaaqtiureba. aqtiuri furclis saxeli 

gamoikveTeba, xolo misi foni gaTeTrdeba. sxvadasxva furclis 

gaaqtiureba SesaZlebelia klaviaturiTac (<Ctrl>+<Page Up> – wina 

furclis gaaqtiureba, <Ctrl>+<Page Down> – momdevno furclis 

gaaqtiureba). furclebis raodenoba samiT ar SemoisazRvreba. 

momxmarebels SeuZlia daamatos an gamoaklos saWiro raodenobis 

furclebi. davTarSi furclebis raodenoba SeiZleba gaizardos 1-

dan 255-mde. Tu furclebis raodenoba bevria da yvelas saxeli ar 
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eteva maTTvis gankuTvnil adgilze, maSin saxelebis gamosaCenad 

gamoiyeneba am saxelebis win moTavsebuli oTxi  

Rilaki. 

furceli aris badiT dafaruli specialuri cxrili, 

romelic Sedgeba 16384 svetisa da 1048576 striqonisagan, romelTa 

daformatebis 4 aTasi tipis nacvlad SeiZleba gamoviyenoT 

nebismieri raodenobis tipi da ujredidan ujredze mimarTvebis 

raodenoba 8 aTasis nacvlad nebismier raodenoba. Excel-is 

muSaobis gaumjobesebis mizniT mexsierebis marTvis SesaZlebloba 

gaizarda 1 gb mexsierebidan 2 gb-mde. Excel 2007-Si agreTve 16 

milionamde gaizarda gamoyenebuli ferTa palitra.  

svetebi danomrilia laTinuri asoebiTa da maTi 

kombinaciebiT: A, B, C, …, Z, AA, AB, …, AZ, BA, …, AAA, …, XFD. stri-

qonebi danomrilia rigiTi nomrebis Sesabamisi ricxvebiT. svetis 

Sesabamisi inglisuri terminia Column, striqonis – Row, xolo 

maTi gadakveTiT miRebuli ujredisa – Cell. furclis yovel 

ujreds aqvs misamarTi, romelic ganisazRvreba svetis asosa da 

striqonis nomris kombinaciiT. 

furclis saxelis Secvla. imisaTvis, rom advilad 

gavarCioT Tu ra informaciaa mocemul furcelze, amisaTvis 

SeiZleba furcels SevucvaloT saxeli. saxelis Secvla 

SesaZlebelia Home menius Cells qvemenius Format ⇒ Rename Sheet 

brZanebiT an furclis saxelze mausis marjvena klaviSis 

dawkapunebiT gaxsnili konteqsturi menius Rename punqtis 

saSualebiT. Sesabamisi brZanebis arCevis Semdeg furclis saxeli 

gamoiyofa muqi feriT. avkrifoT axali saxeli (saxeli SeiZleba 

Seicavdes 31 simbolos) da davaWiroT xeli <Enter> klaviSs. Tu 

swrafad gvsurs saxelis Secvla maSin mausis maCvenebeli orjer 

davawkapunoT furclis saxelze, Semdeg avkrifoT axali saxeli 
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da operacia davasruloT <Enter> klaviSiT an fanjris nebismier 

adgilze mausis dawkapunebiT. 

davTarSi furclis Camateba an waSla. davTarSi furclis 

Camateba sruldeba Home menius Cells qvemenius Insert ⇒ Insert Sheet 

brZanebiT an furclis dasaxelebis gverdiT moTavsebuli Insert 

Worksheet  RilakiT. pirvel SemTxvevaSi furceli Caemateba 

aqtiuri furclis win, xolo meore  SemTxvevaSi bolo furclis 

Semdeg. furclis Camateba agreTve SeiZleba furclis saxelze 

gaxsnili konteqsturi menius Insert ... brZanebis saSualebiT. am 

dros gaxsnil Insert dialogur fanjaraSi avirCioT Casamatebeli 

furclis saxeoba da davaWiroT xeli OK Rilaks. samuSao 

furclis swrafi Camateba SesaZlebelia <Shift>+<F11> klaviSTa 

kombinaciiTac. 

davTarSi furclis waSla sruldeba Home menius Cells 

qvemenius Delete ⇒ Delete Sheet brZanebiT an furclis saxelze 

gaxsnili konteqsturi menius Delete brZanebis saSualebiT.  

furclebis iarliyebis mimdevrobis Secvla SeiZleba mausis 

saSualebiT. amisaTvis mausis maCvenebeli davayenoT saWiro 

furclis dasaxelebaze da marcxena klaviSze xelis auReblad 

gadavitanoT igi saWiro adgilze. amis garda, SesaZlebelia 

mocemuli furclis aslis miReba, risTvisac gadatanis dros xeli 

davaWiroT <Ctrl> klaviSs. 

 

 

 

1.1. cxriluri dokumentis Senaxva da gaxsna 

 

axali davTris Seqmna.  Excel-is amuSavebisas avtomaturad 

iqmneba axali davTari. momxmarebels SeuZlia Seqmnas da 

erTdroulad gamoiyenos ramodenime davTari. axali davTris 
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Seqmna SeiZleba Semdegnairad ganxorcieldes: Office Button meniuSi 

New brZanebis SerCeviT, romlis Semdegac gaixsneba New Workbook 

damatebiTi fanjara (sur. 10), romelic sami velisagan Sedgeba. 

pirveli velis Templates (Sablonebi) nawilSi Cven davinaxavT 

variantebs, romelic SeiZleba avirCioT, raTa SevqmnaT axali 

sufTa dokumenti, an dokumenti kompiuterSi arsebuli Sablonis 

an failis mixedviT. Tu kompiuteri CarTulia internetSi, Cven 

SeiZleba movZebnoT is Sablonebi, romlebic xelmisawvdomi iqneba 

imave velis Microsoft Office Online nawilis saSualebiT. gaxsnili 

damatebiTi fanjris meore nawilSi gamoCndeba Sablonebis 

nimuSebi, xolo mesame nawilSi ki SerCeuli Sabloni.  

 

                               

                                         sur. 10. damatebiTi fanjara  New Workbook  

axali davTris Seqmna SeiZleba agreTve swrafi wvdomis  

instrumentTa panelze moTavsebuli New  Rilakze dawkapunebiT 

an <Ctrl>+<N> klaviSTa kombinaciiT.  
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davTris failis Seqmna.  avirCioT Office Button meniuSi Save 

brZaneba, an swrafi wvdomis  instrumentTa panelis Save  

Rilakze daWeriT an klaviSTa kombinaciiT <Ctrl>+<S>, romlis 

Semdegac gaixsneba Save As damatebiTi fanjara. gamonaTebuli 

dialogis File Name velSi SevitanoT failis saxeli. Tu fails ar 

vqmniT mimdinare My Documents katalogSi, Save in velidan avirCioT 

saWiro disko da katalogi, xolo Save as type velSi SevarCioT 

Sesaqmneli failis tipi 

da davaWiroT xeli Save 

Rilaks an <Enter> klaviSs. 

davTris failis 

Senaxva axali saxeliT.  

avirCioT Office Button 

meniuSi Save As brZaneba da 

Save a copy of the document 

velSi avirCioT Sesanaxi 

failis tipi, romlis 

Semdegac gaixsneba Save As 

damatebiTi fanjara (sur. 

11). gamonaTebuli dialo-

gis File Name velSi 

SevitanoT failis saxeli. 

Tu fails ar vqmniT 

mimdinare My Documents katalogSi, Save in velidan avirCioT 

saWiro disko da katalogi, xolo Save as type velSi SevarCioT 

Sesaqmneli failis tipi da davaWiroT xeli Save Rilaks an <Enter> 

klaviSs. 

sur. 11. Office Button RilakiT gaxsnili
CamoSladi menius Save As brZaneba 

igive operaciis Sesruleba SesaZlebelia <F12> klaviSis 

daxmarebiT. 
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davTris Senaxva cvlilebis Semdeg. mexsierebaSi ukve 

arsebul failSi Setanili cvlilebebis dafiqsireba xdeba Office 

Button menius Save brZanebiT an swrafi wvdomis  instrumentTa 

panelis Save  Rilakze daWeriT an klaviSTa kombinaciiT 

<Ctrl>+<S>. 

arsebuli davTris gaxsna. 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 ar imyofeba mimdinare katalogSi, misi adgilsamyofeli 

davazustoT Look in, xolo failis tipi Files of type velidan da 

xeli davaWiroT Open Rilaks an <Enter> klaviSs. 

dokumentis swrafi gaxsna. miviyvanoT mausi Office Button 

menius Recent Documents velSi moTavsebuli failebis 

CamonaTvalidan saWiro failis saxelTan da davawkapunoT.  

dokumentis 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 Tavsdeba 

bolo 15 dokumentis sia. 

davTris daxurva. aqtiuri davTris daxurva SeiZleba Office 

Button menius Close brZanebiT an davTris fanjris marjvena zeda 

kuTxeSi moTavsebul Close  Rilakze dawkapunebiT an klaviSTa 

kombinaciiT <Ctrl>+<F4>. Tu davTari masSi Setanili cvlilebebis 

Semdeg ar iyo diskoze Cawerili, maSin programa damatebiTi 

SekiTxvis saxiT Segvaxsenebs am procesis Catarebis Sesaxeb. 
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2. monacemebis Cawera ujredebSi 

 

mimdinare ujredi. mimdinared iTvleba ujredi romelic muq 

oTxkuTxedSia moTavsebuli. es is ujredia, romelzec mocemul 

momentSi unda Sesruldes Sevsebis, redaqtirebis an sxva romelime 

operacia. Tavdapirvelad mimdinarea cxrilis A1 ujredi. 

ujredebis moniSvna. Excel-Si muSaobisas jer xdeba 

ujredebis moniSvna, xolo Semdeg operaciis Sesruleba. erTi 

ujredis moniSvna misi CarCoTi gamoyofis tolfasia. ujredis 

mosaniSnad masze unda davawkapunoT mausiT. am dros misi 

misamarTi gamoCndeba formulis zolis marcxena nawilSi 

ganlagebuli misamarTebis velSi. 

ujredTa diapazonis anu ujredTa garkveuli jgufis 

mosaniSnad saWiroa davayenoT mausis maCvenebeli diapazonis erT-

erTi kuTxis ujredze da mausis marcxena klaviSze TiTis 

auReblad gadavitanoT misi maCvenebeli diagonalurad 

mopirdapire kuTxis ujredze. 

igives gakeTeba SeiZleba sxva xerxiTac: gavaaqtiuroT 

diapazonis erT-erTi kuTxis ujredi, davaWiroT xeli <Shift> 

klaviSs da Semdeg mausis maCvenebeli davawkapunoT diagonalurad 

mopirdapire kuTxis ujredze an gavaaqtiuroT diapazonis erT-

erTi kuTxis ujredi, davaWiroT xeli <Shift> klaviSs da Semdeg 

TiTis auReblad kursoris gadaadgilebis klaviSebiT movniSnoT 

saWiro diapazoni. 

ramodenime diapazonis erTdroulad mosaniSnad saWiroa 

jer movniSnoT erT-erTi diapazoni, Semdeg xeli davaWiroT <Ctrl> 

klaviSs da TiTis auReblad rigrigobiT movniSnoT saWiro 

diapazonebi. 

mTeli svetis an striqonis mosaniSnad sakmarisia mausis 

dawkapuneba svetis dasaxelebaze an striqonis nomerze. 
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mTeli cxrilis mosaniSnad saWiroa mausis dawkapuneba 

svetebisa da striqonebis dasaxelebTa zolebis gadakveTaze 

marcxena zeda kuTxeSi moTavsebul cariel Rilakze an klaviSTa 

<Ctrl>+<A> kombinaciis gamoyenebiT. 

cxrilSi gadaadgileba. cxrilSi swraf gadaadgilebas 

uzrunvelyofs klaviaturis kursoris gadasaadgilebeli 

klaviSebi da maTi kombinaciebi: <→>, <←>, <↑>, <↓>, <Home>, 

<Ctrl>+<Home>, <End>, <Ctrl>+<End>, <Ctrl>+<→>, <Ctrl>+<←>, 

<Ctrl>+<↑>, <Ctrl>+<↓>, <PgUp>, <PgDn>. 

cxrilis ujredTa Sevseba. movniSnoT Sesavsebi ujredi; 

klaviaturaze avkriboT cxrilis monacemebi – teqsti an ricxvi; es 

informacia aisaxeba formulaTa striqonSi. monacemebis 

dafiqsireba SeiZleba ganvaxorcieloT oTxi gziT: 

a) <Enter> klaviSze xelis daWeriT;  

b) formulaTa striqonSi 9 Rilakze mausis dawkapunebiT;  

g) mausiT nebismier sxva ujredze dawkapunebiT;  

d) klaviaturaze sasurveli mimarTulebis kursoris 

gadaadgilebis klaviSze xelis daWeriT. 

ricxvebis Cawera ujredebSi. Excel-Si ricxviTi monacemebi 

SeiZleba moTavsebuli iyos  SualedSi, 

xolo ricxvis niSnad cifrTa raodenoba ar SeiZleba 

aRematebodes 15-s. ricxvebis Caweris dros SesaZlebelia mxolod 

Semdegi simboloebis gamoyeneba:  

307307 1067,11067,1 ⋅⋅− …

              0 1 2 3 4 5 6 7 8 9 + - ( ) , / $ % ..  

aTwiladi niSnebis gamosayofad gamoiyeneba wertili, xolo 

mravalniSna ricxvebis aRqmis gasaadvileblad SeiZleba sam-sami 

cifris erTmaneTisagan mZimiT gamoyofa. uaryofiTi ricxvis Cawera 

an ` - ~-iT unda daviwyoT an es ricxvi movaTavsoT mrgval 

frCxilebSi. simbolo E  an  e gamoiyeneba ricxvebis mcuravmZimiani 
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saxiT warmodgenisaTvis. mcuravmZimiani saxiT iwereba mravalniSna 

ricxvebi, romlebic ujredSi ar eteva.  

Cveulebrivi wiladis Casawerad gamoiyeneba ` / ~ simbolo, 

xolo mTeli da wiladi nawili erTmaneTisagan intervaliT 

gamoiyofa. Tu mTeli nawili nulis tolia, is mainc aucileblad 

unda mivuTiToT, rom ar moxdes wiladis TariRad an teqstad 

aRqma. monacemebis dafiqsirebis momentSi arawesieri wiladi 

avtomaturad gadaiqceva wesier wiladad, xolo kvecadi wiladi – 

Seikveceba. 

yovel calkeul ujreds SeiZleba mieniWos sxvadasxva 

ricxviTi formati, romelTac Semdgom ganvixilavT, gulisxmobis 

principiT ki eniWeba General (zogadi) formati. ricxvebi ujredSi 

ganlagdeba marjvena kidesTan, xolo ekranze gamoCndeba mxolod 

11 Tanrigi. Tu ricxvis win avkrebT `$~ simbolos, ricxvs fuladi 

formati eqneba, xolo Tu ricxvis Semdeg avkrebT `%~ simbolos, 

maSin igi warmodgeba procentuli formatiT. 

teqstis Cawera ujredebSi. teqsturi tipis monacemi 

simboloTa nebismieri mimdevrobaa. Tu ujredSi teqsti ar eteva, 

klaviaturis <Alt>+<Enter> brZanebiT ujredSi gaixsneba axali 

striqoni. Tu amgvari ujredis Sevsebis win Home menius Number 

qvemeniuSi  isarze mausis dawkapunebiT gaxsnili dialoguri 

fanjris Alignment CanarTSi CavrTavT Wrap Text reJims, ujredis 

Semcvelobis akrebili teqsti avtomaturad gadaitaneba momdevno 

striqonze da Sesabamisad gaizrdeba striqonis simaRlec. analo-

giuri operaciis ganxorcieleba SesaZlebelia Alignment qvemeniuSi 

Wrap Text  Rilakze dawkapunebiT. Tu akrebili teqstis sigane 

aRemateba ujredis siganes, maSin igi gadafaravs mezobel 

ujredebs, Tumca teqsti mainc erT ujredSi inaxeba. xolo Tu 

gadafarul ujredSi sxva teqsts SevitanT, maSin pirveli teqstis 
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mxolod nawils davinaxavT, Tumca igi ar dakargula da svetis 

siganis gafarToebis SemTxvevaSi mTlianad gamoCndeba.  

Tu ujredSi teqstis saxiT gvinda CavweroT ricxvi, maSin 

Cawera unda daviwyoT ` ‘ ~ simboloTi. 

TariRisa da drois Cawera ujredSi. TariRi da dro 

naCvenebia ricxvebiT, amitom maTze SeiZleba ariTmetikuli 

operaciebis Catareba. TariRis Casawerad gamoiyeneba ` / ~ simbolo, 

xolo drois Casawerad oriwertili. am stiliT Caweril 

monacemebs Excel-i amoicnobs da mianiWebs Sesabamis formatebs. 

mimdinare TariRis ujredSi Casawerad gamoiyeneba klaviSebis 

<Ctrl>+<;> kombinacia, xolo drois Casawerad klaviSebis 

<Ctrl>+<Shift>+<:> kombinacia. erTsa da imave ujredSi TariRisa da 

drois Setanis SemTxvevaSi isini erTmaneTisagan intervaliT unda 

gamovyoT. Excel-Si SeiZleba gamoyenebul iqnes TariRebi 1900 wlis 

1 ianvridan 2099 wlis 31 dekembris CaTvliT. 

 

2.1. ujredis Semcvelobis redaqtireba 

 

ujredis Semcvelobis redaqtirebisaTvis movniSnoT 

ujredi; davawkapunoT mausi formulaTa zolis marjvena nawilSi 

an orjer davawkapunoT mausi saWiro ujredze an xeli davaWiroT 

<F2> klaviSs. pirvel SemTxvevaSi kursori gaCndeba formulaTa 

striqonSi, xolo meore da mesame SemTxvevaSi TviT ujredSi; 

SevcvaloT ujredis Semcveloba; davafiqsiroT ujredis 

Sesworebuli Semcveloba. 

ujredis Semcvelobis axliT Secvla. avirCioT ujredi, 

romlis Semcveloba icvleba axliT; avkrifoT axali monacemi; 

davafiqsiroT ujredis axali Semcveloba. 

ujredis Semcvelobis waSla. avirCioT ujredi, romlis 

Semcvelobac unda wavSaloT da xeli davaWiroT <Del> klaviSs. es 
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operacia SeiZleba Sesruldes Home menius Editing  qvemenius  

Clear ⇒ Clear Contents brZanebiT an konteqsturi menius Clear Contents 

brZanebiTac. zemoT aRwerili wesiT ujredSi waiSleba mxolod 

SigTavsi, xolo formati ucvleli darCeba. Tu gvinda wavSaloT 

mxolod formati, maSin unda gamoviyenoT Editing  qvemenius  Clear ⇒ 

Clear Formats brZaneba, xolo Tu gvinda ujredi mTlianad 

gavasufTavoT, maSin unda gamoviyenoT Editing  qvemenius  Clear ⇒ 

Clear All brZaneba. 

svetis Semcvelobis dalageba. gamovyoT sveti, romlis 

Semcvelobis dalagebac gvinda. imis mixedviT, Tu rogoria 

dalagebis mimarTuleba –  aRmavali Tu daRmavali, unda avirCioT 

erT-erTi Home menius Editing  qvemenius Clear ⇒  Sort Smallest to 

Largest an  Sort Largest to Smallest brZaneba. igive operaciis 

Sesruleba SesaZlebelia Data menius Sort & Filter  qvemenius  Sort 

Smallest to Largest an  Sort Largest to Smallest brZanebiT. imisaTvis, 

rom ar dairRves urTierTdakavSirebuli svetebis monacemTa 

Sesabamisoba, unda gamovyoT urTierTdakavSirebuli svetebi da 

Semdeg mivceT dalagebis brZaneba. am dros dalageba moxdeba 

pirveli svetis mixedviT, xolo monacemebi avtomaturad 

gadaewyoba. 

ujredis an ujredTa jgufis amoReba. movniSnoT amosaRebi 

ujredebi. Home menius Cells qvemenius  Delete ⇒ Delete Cells ... 

brZanebiT moxdeba maTi Sesabamisi striqonis mTliani amoReba 

cxrilidan. am SemTxvevaSi ujredebi mTlianad `gaqreba~ TavianT 

misamarTebTan erTad, xolo darCenili sicariele Seivseba qveda 

an marjvena mezobeli ujredebiT. ujredTa gadanacvlebis 
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mimarTuleba ganisazRvreba momxmareb-

lis mier gaxsnili Delete dialoguri 

fanjris saSualebiT (sur. 12). maT 

mieniWebaT axali misamarTebi. igive 

operaciiT SeiZleba ganxorcieldes  

striqonebisa an svetebis amoReba 

furclidan.  

striqonebisa da svetebis 

amoReba. movniSnoT amosaRebi 

striqonebi an svetebi an erT-erTi 

ujredi. mTeli furclidan striqonis 

(svetis) amosaRebad SevasruloT Home menius Cells qvemenius  Delete ⇒ 

Delete Sheet Rows (Delete Sheet Columns), xolo cxrilidan striqonis 

(svetis) amosaRebad SevasruloT Home menius Cells qvemenius  Delete ⇒ 

Delete Table Rows (Delete Table Columns) brZaneba. striqonebis amoRebis 

SemTxvevaSi qveda striqonebi avtomaturad wainacvlebs zemoT, 

xolo svetebis SemTxvevaSi – marjvena svetebi marcxniv 

gadainacvlebs.  

sur. 12. Delete 
dialoguri  
fanjara 

aqve SevniSnoT, rom axali ujredebis monacemebis gamoyeneba 

formulebSi avtomaturad ar moxdeba. formulaSi, romelic 

mimarTavda amoRebul ujredebs, maTi misamarTebis nacvlad 

gamoCndeba Secdomis mauwyebeli #REF! Canaweri. 

axali ujredebis Casma. movniSnoT ujredi an ujredTa 

diapazoni, SevasruloT Home menius Cells qvemenius  Insert ⇒ Insert 

Cells ... brZaneba.  

axali striqonebisa da svetebis Camateba. movniSnoT is 

striqoni (sveti) an ujredi am striqonSi (svetSi), romlis winac 

unda Caisvas striqoni (sveti). Tu es Camateba unda moxdes mTel 

furcelSi, maSin  SevasruloT Home menius Cells qvemenius  Insert ⇒ 

Insert Sheet Rows (Insert ⇒ Insert Sheet Columns)  brZaneba. Tu Camateba 
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unda moxdes mxolod erT-erT cxrilSi, maSin SevasruloT Home 

menius Cells qvemenius  Insert ⇒ Insert Table Rows Above (Insert ⇒ Insert 

Table Columns to the Left)  brZaneba an konteqsturi menius Insert ⇒ Table 

Rows Above (Insert ⇒ Table Columns to the Left)  brZaneba. 

 

 

2.2. cxrilis avtomaturi Sevseba monacemebiT 

 

monacemebis gameoreba mezobel ujredebSi.  romelime 

ujredSi (magaliTad, A1-Si ) SevitanoT monacemi (ricxvi an sityva) 

da davafiqsiroT (A1 – 2); mausis daWeriT gamovyoT es ujredi; 

movaTavsoT mausis maCvenebeli gamoyofili ujredis qveda 

marjvena kuTxeSi moTavsebul wertilovan markerze, da roca igi 

miiRebs Savi jvris formas, CavavloT da Rilakze xelis auReblad 

gadavataroT mausi Sesavseb ujredebze; bolo Sesavsebi ujredis 

miRwevis Semdeg avuSvaT xeli Rilaks.  

analogiuri wesiT SeiZleba ganmeordes mezobel ujredebSi 

pirveli ori ujredis Semcveloba: SevavsoT monacemebiT pirveli 

ori ujredi (magaliTad, A2 – Text  da B2 – Number); fragmentis 

saxiT gamovyoT Sevsebuli ujredebi; CavavloT mausi gamoyofili 

fragmentis qveda marjvena kuTxeSi moTavsebul markers da 

gadavataroT igi Sesavseb ujredebze (miiReba C2 – Text, D2 – Number, 

E2 – Text da a. S.). mezobel ujredebSi analogiuri wesiT SeiZleba 

gavimeoroT orze meti ujredis Semcveloba. 

ujredebis avtomaturi Sevseba cvalebadi monacemebiT. 

mezobeli ujredebis avtomaturi Sevsebisas garkveuli 

kanonzomierebiT cvlilebas eqvemdebareba iseTi monacemebi, 

rogoricaa ricxviTi intervalebi, TariRebi, Tveebis aRmniSvneli 

sityvebi, teqstebi boloSi miwerili ricxviT da a. S. 
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SevitanoT monacemebi pirvel or ujredSi, Semdeg gamovyoT 

isini fragmentis saxiT, CavavloT markers da gadavataroT mausi 

mezobel ujredebze. pirvel or monacemSi Cadebuli 

kanonzomierebis mixedviT gamoiTvleba da avtomaturad moTavsdeba 

mezobel ujredebSi Sesabamisi ricxvebi.  

arsebobs agreTve ujredTa Sevsebis sxva meTodic, 

risTvisac SevitanoT monacemi pirvel ujredSi da mausis 

saSualebiT movniSnoT is momdevno ujredebi, romelic unda 

Seivsos. amis Semdeg 

amovirCioT Home menius Editing  

qvemenius  Fill ⇒ Series ... 

brZaneba. gaixsneba Series 

dialoguri fanjara  (sur. 13), 

sadac SegviZlia SevarCioT 

Linear – ariTmetikuli, Growth 

– geometriuli, Date – TariRi 

an AutoFill – avtomaturi 

Sevsebis mwkrivis tipi. 

ganisazRvros agreTve bijisa da mwkrivis elementis maqsimaluri 

mniSvneloba. 

sur. 13. dialoguri fanjara Series 

avtomatur Sevsebas eqvemdebareba ara marto striqonebi, 

aramed svetebic. 

 

 

2.3. siebis (mwkrivebi) gamoyeneba da Seqmna 

 

Excel-Si arsebuli siebis (mwkrivebi) gamoyeneba 

SesaZlebelia Semdegi wesiT: romelime ujredSi SevitanoT siis 

erT-erTi wevris mniSvneloba da davafiqsiroT (magaliTad, 

ianvari); mausis daWeriT gamovyoT es ujredi; movaTavsoT mausis 
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maCvenebeli gamoyofili ujredis qveda marjvena kuTxeSi 

moTavsebul wertilovan markerze, da roca igi miiRebs Savi jvris 

formas, CavavloT mausis maCvenebeli da klaviSze xelis auReblad 

gadavataroT mausi Sesavseb ujredebze; bolo Sesavsebi ujredis 

miRwevis Semdeg avuSvaT xeli klaviSs. mocemul ujredebSi 

mimdevrobiT ganTavsdeba siis elementebi (momdevno ujredebSi 

ganTavsdeba Tebervali, marti da a. S.). 

Excel-Si nebismieri axali siis Sedgena Zalze martivia da 

igi SeiZleba ganxorcieldes ori gziT: Tu sia moklea, is 

SeiZleba aikribos pirdapir Custom Lists dialogur fanjaraSi, 

xolo Tu sia grZelia, maSin SeiZleba misi importireba 

cxrilidan. 

dialogur fanjaraSi siis Sesatanad saWiroa Office Button 

 RilakiT gaxsnil meniuSi davawkapunoT mausi Excel Options 

Rilakze. gaixsneba Excel Options dialoguri fanjris Popular 

      
sur. 14. Custom Lists dialoguri fanjara 
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CanarTi, sadac gavaaqtiuroT Edit Custom Lists ... Rilaki. gaixsneba 

Custom Lists dialoguri fanjara (sur. 14). CavayenoT kursori List 

entries velSi da klaviaturis saSualebiT avkrifoT saWiro sia da 

Semdeg mausi davawkapunoT Add Rilakze; sia Caiwereba Custom lists 

velSi.  

Tu sia ukve Sedgenilia da arsebobs Cven dokumentSi, maSin 

kursori CavayenoT Import list from cells: velSi, movniSnoT sia da 

mausi davawkapunoT Import Rilakze. siis wasaSlelad Custom lists: 

velSi movniSnoT saWiro sia da Delete Rilakze dawkapunebiT 

wavSaloT igi. 

 

 

3. monacemTa daformateba 

ujredebi SeiZleba Seicavdes sxvadasxva tipis monacemebs. 

Excel-s aqvs 12 kategoriis formati. gulisxmobis principiT yvela 

ujreds aqvs zogadi General formati. ujredebisaTvis raime sxva 

kategoriis formatis misaniWeblad jer movniSnoT saWiro ujredi, 

Semdeg SevasruloT Home menius Number qvemeniuSi (sur. 15)  

isarze mausis dawkapunebiT gaixsneba Format Cells dialoguri 

fanjara.  

miRebul dialogur fanjaraSi gavaaqtiuroT Number 

CanarTi (sur. 16). Category velSi avarCioT CvenTvis saWiro 

formati, ris Semdegac davawkapunoT am fanjris OK Rilakze. 

 
sur. 15. Home menius Clipboard, Font, Alignment da Number qvemeniuebi 
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      sur. 16. Format Cells dialoguri fanjris Number CanarTi 

 

monacemTa kategoriebia:  

− Number – ricxviTi. Number CanarTSi ganisazRvreba mZimis 

Semdeg cifrebis raodenoba, cifrTa jgufebis gamyofi 

simbolo mravalniSna ricxvebisaTvis da uaryofiTi ricxvebis 

gamosaxvis forma; 

− Currency – valuta. es igive ricxviTi formatia, mxolod 

ricxvTan erTad ujredSi mieTiTeba valutis niSani. valutis 

niSnis SerCeva xdeba imave fanjris Symbol CamonaTvalis 

velidan (magaliTad, $ – English (U.S.), £ – English (U.K.) da sxva); 

− Accounting – finansuri. fuladi formatisagan gansxvavdeba 

mxolod imiT, rom svetSi monacemebis sworeba moxdeba 

valutis simbolosa da aTobiTi mZimis mixedviT; 

− Date – TariRi. TariRis aTobiT mniSvnelobas gamosaxavs 

TariRisaTvis miRebuli formiT. formas momxmarebeli irCevs 

imave fanjris Type CamonaTvalis velidan (magaliTad, 03.14.01, 

14-Mar-01 da sxva); 

− Time – dro. drois aTobiT mniSvnelobas gamosaxavs 

droisaTvis miRebuli formiT. formas momxmarebeli irCevs 
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imave fanjris Type CamonaTvalis 

velidan (magaliTad, 14:01, 14:01:45 PM da 

sxva); 

− Percentage – procentuli. ujredSi 

Setanil ricxvs miewereba procentis 

niSani; 

− Fraction – wiladuri. ujredSi Setanili 

ricxvi gamoCndeba Cveulebrivi wiladis 

saxiT. misi gamosaxvis forma airCeva 

imave fanjris Type CamonaTvalis 

velidan (magaliTad, Up to one digit (1/4), 

Up to two digit (21/25) da sxva); 

− Scientific – ricxvis mcuravmZimiani 

warmodgena. am formatiT Caweril 

ricxvebs eqnebaT Semdegi saxe 

<mantisa>E<aTis xarisxis maCvenebeli>. 

igi mosaxerxebelia Zalian didi da 

Zalian mcire ricxvebis Casawerad; 

 
 
 

sur. 17. Home 
menius Number 

qvemenius Number 
Format CamoSladi 

veli 

− Text – teqsturi. es formati nebismier informacias ganixilavs 

rogorc teqsts da mas ujredis marcxena kideSi aTavsebs; 

− Special – specialuri. Excel-s aqvs oTxi saxis damatebiTi 

formati, maT Soris: ori – safosto indeqsebis da TiTo 

telefonisa da satabelo nomrebisaTvis; 

− Custom – samomxmareblo formati. yvela adre ganxilul 

formatSi gamoyenebuli Sablonebis sruli sia mocemulia am 

fanjris Type CamonaTvalis velSi. am kategoriis saSualebiT 

SegviZlia SevqmnaT axali an gavauqmoT adre Cven mier 

Seqmnili formatebi. 

igive operacia SeiZleba ganxorcieldes Tu imave qvemenius 

Number Format CamoSlad velSi (sur. 17) avirCevT More Number 
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Formats ... brZanebas, xolo Tu ujredisaTvis gvsurs mxolod 

formatis miniWeba da ar aris savaldebulo monacemTa gamosaxvis 

formis SerCeva aRniSnul velSi SeiZleba SeirCes TiTqmis yvela 

zemoT CamoTvlili formati (garda specialuri da samomxmareblo 

formatisa). 

ujredisaTvis zogierTi kategoriis formatis misaniWeblad 

SeiZleba imave qvemenius instrumentTa panelze ganlagebuli 

Rilakebis gamoyeneba:  – Accounting Nomber Format (fuladi 

formati),  – Percent Style (procentuli formati) igive SeiZleba 

ganxorcieldes <Ctrl>+<Shift>+<%> klaviSTa kombinaciiT,  – 

Comma Style (ricxviTi formatis cifrTa jgufis gamyofi simbolo 

mravalniSna ricxvebisaTvis),  – Increase Decimal (aTwiladi 

cifrebis raodenobis erTiT gazrda) an  – Decrease Decimal 

(aTwiladi cifrebis raodenobis erTiT Semcireba). 

 samomxmareblo formatis SablonSi SeiZleba gamoyenebul 

iqnes Semdegi simboloebi: # ekranze asaxavs ricxvis mniSvnelobas, 

am dros araniSnadi nulebi ekranze ar gamoCndeba; 0 

uzrunvelyofs saTanado raodenobis niSnadi cifrebis gamotanas 

ekranze rogorc mZimis win, aseve mis Semdeg; ? araniSnadi nulebis 

adgilze mZimis orive mxares Casvams cariel simbolos.  
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monacemTa ganTavseba 

ujreds SigniT. Format Cells 

dialoguri fanjris 

Alignment CanarTidan (sur. 18) 

xdeba monacemTa ganTavseba 

ujredis SigniT da maTi 

daxra horizontisadmi 

garkveuli kuTxiT. am 

CanarTis Horizontal da Vertical 

CamonaTvalTa velebSi Se-

gviZlia mivuTiToT ujredeb-

Si monacemTa horizonta-

luri an vertikaluri 

ganTavsebis adgili.  

dialoguri fanjris 

Indent velSi SegviZlia 

mivuTiToT ujredis marcxena kididan monacemTa dacilebis 

sidide. zemoT CamoTvlili brZanebebis nawili SeiZleba 

SevasruloT Home menius Alignment qvemenius (sur. 15) instrumentTa 

panelze ganTavsebuli Rilakebis saSualebiTac.  

Text Control jgufSi moTavsebulia sami CamrTveli: 

 
sur. 18. Format Cells dialoguri  

fanjris Alignment CanarTi 

− Wrap Text. misi CarTvis Semdeg didi moculobis teqsti 

ujreds SigniT daiyofa striqonebad da mTeli striqonis 

simaRle gafarTovdeba ise, rom ujredSi ikiTxebodes mTeli 

teqsti. igive brZaneba SeiZleba SevasruloT Home menius 

Alignment qvemenius Wrap Text –  Rilakis saSualebiT; 

− Shrink to fit. teqstis zoma mcirdeba ise, rom igi mTlianad 

Caetios ujredSi; 
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− Merge cells. moniSnuli ujredebi erT ujredad gaerTiandeba. 

analogiuri brZaneba SeiZleba SevasruloT imave qvemenius 

Merge and Center –  Rilakis saSualebiTac. 

dialoguri fanjris Orientation ganyofilebidan xdeba 

monacemTa daxra horizontisadmi garkveuli kuTxiT, risTvisac 

mausiT unda davayenoT transportiris maCvenebeli saWiro 

poziciaze an Degrees velSi mivuTiToT Sesabamisi daxris kuTxe. 

msgavsi operaciebi SeiZleba ganxorcieldes Home menius Alignment 

qvemenius Orientation–  Rilakis saSualebiT, xolo Text Rilakis 

saSualebiT teqsti ganvaTavsoT vertikalurad an davabrunoT isev 

horizontalur mdgomareobaSi; 

svetis siganisa da striqonis simaRlis Secvla. svetebis 

siganis Sesacvlelad saWiroa movniSnoT Sesabamisi svetebi, 

SevasruloT Home menius Cells qvemenius Format ⇒ Column Width ... 

brZaneba da gaxsnil dialogur fanjaraSi Column Width velSi 

mivuTiToT svetis siganis aRmniSvneli ricxvi 0-dan 255-mde; 

striqonis simaRlis Sesacvlelad saWiroa movniSnoT 

Sesabamisi striqonebi, SevasruloT imave qvemenius Format ⇒ Row 

Height ... brZaneba da gaxsnil dialogur fanjaraSi Row Height 

velSi mivuTiToT striqonis simaRlis aRmniSvneli ricxvi 0-dan 

409,5-mde; 

svetis sigane rom SevusabamoT masSi Cawerili maqsimaluri 

sigrZis monacems SevasruloT Format ⇒ Autofit Column Width brZaneba, 

xolo striqonis simaRlis Sesacvlelad – Format ⇒ Autofit Row 

Height brZaneba. 

svetis siganisa da striqonis simaRlis Secvla SeiZleba 

movaxdinoT mausis saSualebiTac. 
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Sriftis daformateba. Format Cells dialoguri fanjris Font 

CanarTidan xdeba monacemTa Sriftis daformateba. Sesabamis 

velebSi saWiro parametrebis dayenebis gziT SegviZlia SevarCioT 

CvenTvis saWiro Font –Srifti, Font style – Sriftis stili, Size – 

zoma, Underline – xazgasmis tipi, Color – simboloTa feri, xolo 

Effects velSi SegviZlia avirCioT Strikethrough – xazgadasmuli, 

Superscript – zeda indeqsi da Subscript – qveda indeqsis efeqtebi.  

Sriftis daformatebis zogierTi operacia SeiZleba 

warmatebiT ganvaxorcieloT Home menius Font qvemenius (sur. 14) 

Sesabamisi Rilakebis daxmarebiTac.  

Normal font CamrTvelis CarTva Font dialogis yvela 

cvlilebas gaauqmebs da davubrundebiT gulisxmobis principiT 

gaTvaliswinebul Srifts. gulisxmobis principiT ki Excel 2007-Si 

gamoiyeneba 11 zomis Srifti `Calibri~. 

CarCosa da feris daformateba. CarCo da feri gamoiyeneba 

cxrilebis gasaformeblad. maTi saSualebiT gamoiyofa 

mniSvnelovani ujredebi da maTSi Setanili monacemebi, rac 

sasiamovnos xdis cxrilTan muSaobas da aadvilebs mis aRqmas. 

cxrilis CarCoSi Casasmelad gamoiyeneba Format Cells 

dialoguri fanjris Border CanarTi, sadac SegviZlia avirCioT 

aris Semoxazvis stili, Line velSi SegviZlia avarCioT xazis 

stili da feri. 

ujredebis CarCoSi Casma SesaZlebelia agreTve Home menius 

Font qvemenius instrumentTa panelze ganTavsebuli Borders  

Rilakis saSualebiTac. 

sur. 19. Home menius Styles, Cells da 
 Editing qvemeniuebi

           ujredebis fonisa 

da iersaxis Sesacvle-

lad gamoiyeneba Format 

Cells dialoguri fa-
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njris Fill CanarTi, sadac Background Color ganyofilebis velSi 

SevarCevT fonis fers, xolo Pattern Color  da Pattern Style  velebSi 

– iersaxis fersa da stils. igive operacia gamartivebuli saxiT 

SeiZleba ganxorcieldes Home menius Styles qvemenius (sur. 19) Cell 

style brZanebiT an Home menius Font qvemenius Fill Color  Rilakis 

saSualebiTac. 

daformatebis kopireba. daformatebis parametrebis sxva 

ujrebze kopirebisaTvis gamoiyeneba Home menius Clipboard qvemenius 

 Format Painter Rilaki. es operacia Semdegnairad xorcieldeba: 

movniSnoT ujredi, romlis formatis kopirebac gvsurs; 

davawkapunoT mausis 

maCvenebeli Format 

Painter Rilakze da 

Semdeg movniSnoT is 

ujredi an ujredTa 

diapazoni romelzec 

gvsurs gavrceldes 

aRniSnuli formati. Tu 

mausiT Format Painter 

Rilakze orjer 

davawkapunebT, maSin 

igive formati SeiZleba 

dokumentis sxvadasxva 

adgilze mravaljer 

gamoviyenoT, vidre ar 

moxdeba aRniSnuli 

Rilakis amorTva. 

sur. 20. Home menius Styles qvemenius 
Format As Table brZanebis CamoSladi 

fanjara 

avtoformati. 

avtoformati es aris 
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SesaniSnavi damxmare, romelic gagvaTavisuflebs cxrilebis xel-

iT gaformebisagan. programis monacemTa bazaSi Cadebulia teqs-

tisa da cxrilebis sxvadაsxvanairi kombinacia. erT-erTis arCeviT 

SeiZleba mTlianad Seicvalos cxrilis saxe.  

  avtoformatis fanjris gamotana SeiZleba Home menius Styles 

qvemenius Format As Table brZanebiT (sur. 19). ekranze gamoCndeba 

CamoSladi fanjara formatis sxvadasxva variantebiT (sur. 20). 

amasTan, Tu moniSnulia cxrilis erTi ujredi mainc, programa 

TviTon gamoyofs moniSnuli ujredis garSemo myof masTan 

dakavSirebul cxrils da igi miiRebs mausiT arCeuli sxvadasxva 

nimuSis saxes. cxrilis tipis arCevis Semdeg davawkapunoT arCeul 

fanjaraze. cxrili momentalurad gardaiqmneba da miiRebs zustad 

arCeuli cxrilis saxes. 

zemoT aRniSnuli avtoformatis garda Excel 2007-Si 

gamoiyeneba ujredTa pirobiTi daformatebis brZaneba, romlis 

gamotana SeiZleba Home menius Styles qvemenius Conditional Formating 

brZanebiT. pirobiTi daformateba saSualebas iZleva gavamartivoT 

monacemTa analizi, win wamovwioT CvenTvis saintereso ujredi an 

ujredTa diapazoni, movaxdinoT maTi vizualuri gamoyofa 

ferebisa da sxvadasxva gamosaxulebaTa saSualebebiT. pirobiTi 

formati pirobis (an kriteriumis) mixedviT cvlis ujredTa 

diapazonis saxes.  pirobiT formatSi Cven SeiZleba mivmarToT 

mxolod imave samuSao furcelze ganTavsebul ujredebs. 

 

 

3.1. dokumentis gaformeba 

 

cxrilebisa da diagramebis gasaformeblad Excel-Si 

arsebobs uamravi saintereso saSualebani. isini Tavmoyrilia Insert 

menius Illustrations da Text qvemeniuebSi Sesabamisi Rilakebis saxiT 
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(sur. 21). am saSualebebiT dokumenti SeiZleba gavaformoT 

suraTebiT, mxatvruli teqstiTa da sxvadasxva figurebiT.  

 

                 
                     sur. 21. Insert menius Illustrations da Text qvemeniuebi 

 
pirvel rigSi ganvixiloT dokumentSi suraTis Casmis 

procedura. amisaTvis Excel-s aqvs suraTebis sakmaod farTo 

speqtri. es aris pirvel rigSi suraTebi 

Microsoft Office-is biblioTekidan, daaxloe-

biT orasamde suraTi, romelic aris 

saerTo Word-isa da Excel-isaTvis. es 

suraTebi winaswar aris dajgufebuli 

saqaRaldeebSi sxvadasxva Tematikis 

mixedviT da cnobilia Clip Art-is saxelwo-

debiT.  

momxmarebels agreTve saSualeba 

eZleva Tavisi survilis mixedviT 

ganaxorcielos suraTebis axali 

gadajgufeba.  
suraTebis SerCevisaTvis unda 

Sesruldes Insert menius Illustrations ⇒ Clip 

Art brZaneba (sur. 21), ris Semdegac Excel-is 

fanjris marjvena mxares gaixsneba Clip Art 

damatebiTi fanjara (sur. 22). suraTebis 

amorCevis mizniT unda moxdes mausiT daw-

kapuneba Go Rilakze an SeirCes Organize 

Clips... niSnaki. pirvel SemTxvevaSi 

aRniSnuli damatebiTi fanjris adgilze 

    sur. 22. Clip Art  
damat ebiTi fanjara 
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gaixsneba suraTebis CamonaTvali. maTi Casma dokumentSi SeiZleba 

suraTze mausis erTxel dawkapunebiT. meore SemTxvevaSi ekranze 

gaixsneba Microsoft Clip Organizer damatebiTi fanjara (sur. 24). 

aRniSnul fanjaraSi momxmarebelma unda aarCios saWiro Tematika, 

romlis Semdegac am fanjris marjvena mxares gaixsneba suraTebis 

CamonaTvali. saWiro suraTze mausis dawkapunebiT gaixsneba 

Sesabamisi konteqsturi meniu, romlis saSualebiTac moxdeba 

suraTis gadatana dokumentSi.  

               
                     sur. 23. damatebiTi Picture Tools ⇒ Format menius instrumentTa paneli 

suraTis dokumentSi gadatanis Semdeg igi mausiT SeiZleba 

gadavitanoT dokumentis nebismier adgilze, xolo maTi Semdgomi 

 
sur. 24. Microsoft Clip Organizer damatebiTi fanjara 
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damuSavebisaTvis gamoiyeneba suraTis moniSvnis Sedegad gaxsnili 

damatebiTi Picture Tools ⇒ Format menius instrumentTa panelze 

ganlagebuli Rilakebis saSualebiT (sur. 23).  

analogiuri wesiT SeiZleba SeirCes suraTebi, romlebic ar 

Sedis zemoTmoyvanil biblioTekaSi, magram ganTavsebulia 

mocemuli kompiuteris romelime saqaRaldeSi, aseve suraTebi 

moiZebnos internetSi saWiro Tematikis mixedviT an moxdes maTi 

Setana skaneris an video kameris saSualebiT. suraTebis 

mosaZebnad kompiuterSi unda Sesruldes Insert menius Illustrations ⇒ 

Picture  brZaneba. am dros ekranze gaixsneba Insert Picture damatebiTi 

fanjara, sadac SeiZleba moiZebnos saWiro saqaRalde da faili, 

romlis Semdeg Insert Rilakis saSualebiT Caismeba dokumentSi 

saWiro suraTi.  

internetidan dokumentSi suraTebis gadmosatanad unda 

Sesruldes Insert menius Illustrations ⇒ Clip Art brZaneba ris Semdegac 

Excel-is fanjris marjvena mxares gaxsnil Clip Art damatebiTi 

fanjris See also velSi unda SeirCes Clips Art on Office Online niSnaki.  

                    
                   sur. 25. damatebiTi Drawing Tools ⇒ Format menius instrumentTa paneli 

 

furcelze an dokumentSi sxvadasxva figurebis Casamateb-

lad unda Sesruldes Insert menius Illustrations ⇒ Shapes  brZaneba an 

damatebiTi Drawing Tools ⇒ Format menius Insert Shapes  qvemenius 

saSualebiT, ris Semdegac CamoiSleba Sesabamisi damatebiTi 

fanjara, avtofigurebis sia. aq mocemuli nimuSiT unda SeirCes 

Sesabamisi stilis figura da moxdes misi daxatva mocemuli 

dokumentis saWiro adgilze.  
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sur. 26. Choose a SmartArt Graphic damatebiTi fanjara 

figurebis zomebis Sesacvlelad gamoiyeneba mausiT 

`gadaTrevis~ principi. figuris an suraTis erTi adgilidan meore 

adgilze gadatanis dros rom ar moxdes maTi proporciebis 

darRveva, unda moxdes <Shift> klaviSis gamoyeneba, xolo Tu 

saWiroa figuris gasworeba cxrilis badis mimarT, maSin 

gamoiyeneba <Alt> klaviSi. 

wesieri figurebis an horizontaluri da vertikaluri 

wrfeebis ageba SesaZlebelia <Shift> klaviSis gamoyenebiT.  

figurebis mosabruneblad, maTze feris, Crdilebis an 

moculobiTi efeqtebis dasamateblad gamoiyeneba damatebiTi 

Drawing Tools ⇒ Format menius instrumentTa panelze ganlagebuli 

 
 

 
sur. 27. damatebiTi SmartArt Tools ⇒ Design  da SmartArt Tools ⇒ Format  

 menius instrumentTa panelebi 
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Rilakebi (sur. 25).  

dokumentebis gaformebis mizniT Excel-is mocemul versiaSi 

Semotanilia SmartArt grafikuli redaqtori, romlis saSualebiTac 

SeiZleba swrafad da moxerxebulad Seiqmnas informaciis 

gadacemisa da moZraobis vizualuri warmodgena. es operacia 

SeiZleba ganvaxorcieloT Insert menius Illustrations ⇒ SmartArt 

brZanebis daxmarebiT, romlis drosac gaixsneba Choose a SmartArt 

Graphic damatebiTi fanjara (sur. 26), sadac SeiZleba SeirCes 

grafikis tipi da stili, xolo misi Semdgomi damuSaveba SesaZle-

belia damatebiTi SmartArt Tools ⇒ Design da SmartArt Tools ⇒ Format  

menius instrumentTa panelebze ganlagebuli Rilakebis 

saSualebiT (sur. 27).  

dokumentis mxatvruli teqstiT gaformebis mizniT unda 

Sesruldes Insert menius Text ⇒ WordArt  brZaneba, ris Semdegac 

gaixsneba WordArt-is damatebiTi fanjara (sur. 28). am fanjaraSi 

mocemuli nimuSiT SevarCioT 

Sesabamisi stili da avkrifoT 

Sesabamisi teqsti. aRniSinuli 

teqstis redaqtireba da koreq-

tireba SesaZlebelia damate-

biTi Drawing Tools ⇒ Format 

menius instrumentTa panelze 

ganlagebuli Rilakebis saSu-

alebiT. 

Tu saWiroa dokuments 

daematos obieqti, sadac xazi 

unda gavusvaT an gamovyoT 

teqsti, cxrili, diagrama, 

grafiki an sxva saxis 

informacia, maSin SeiZleba es operacia SevasruloT Insert menius 

sur. 28. WordArt-is damatebiTi 
fanjara 
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Text ⇒ Text Box  brZanebiT, xolo CarCosa da Sriftis stilis, 

formis, zomisa da sxva parametrebis SerCeva SesaZlebelia 

damatebiTi Drawing Tools ⇒ Format menius instrumentTa panelze 

ganlagebuli Rilakebis saSualebiT (sur. 25). 

Microsoft Excel Office-Si samuSao furcelis amonabeWds 

swrafad SeiZleba davumatoT TavsarTi da bolosarTi, sadac 

ganTavsebuli iqneba momxmareblisaTvis sasargeblo informacia. 

TavsarTsa da bolosarTSi SeiZleba 

ganTavsedes gverdis nomeri, TariRi 

da dro, saqaRaldisa da failis 

saxeli da sxva. amis Sesruleba 

SesaZlebelia Insert menius Text ⇒ 

Header & Footer brZanebis saSualebiT. 

sasurveli informaciis ganTavseba da 

misi redaqtireba SesaZlebelia 

damatebiTi Header & Footer Tools ⇒ 

Design menius instrumentTa panelze 

ganlagebuli RilakebiT (sur. 29). 

 

 
sur. 29. damatebiTi Header & Footer Tools ⇒ Design menius  

instrumentTa paneli 

dokumentSi xelmosaweri xazis, 

sadac ganisazRvreba mocemul 

dokumentze xelis momweri pirovneba, 

Seqmna SesaZlebelia Insert menius Text ⇒ Signature Line brZanebis 

saSualebiT. am brZanebis SesrulebiT gaixsneba Signature Setup 

 

 
         sur. 30. Signature Setup  
          damatebiTi fanjara 
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damatebiTi fanjara, sadac Caiwereba xelismomweri pirovneba, misi 

Tanamdeboba da eleqtronuli fostis misamarTi (sur. 30).  

Excel 2007-i saSualebas iZleva furclebi gavaformoT winas-

war mocemuli Temebis mixedviT. Temebi, feri, Sriftebi da 

sxvadasxva efeqtebi SeiZleba SeirCes Page Layout menius Themes 

qvemeniuSi (sur. 52) ganTavsebuli Sesabamisi Themes, Colrs, Fonts da 

Effects Rilakebis gamoyenebiT. 

Excel-Si SesaZlebeblia furclis nebismier adgilze moxdes 

sxvadasxva obieqtis Cadgma, rogoricaa magaliTad, Adobe Acrobat 

Document, Adobe Photoshop Image, Microsoft Equation 3.0, Microsoft Office 

PowerPoint Slide, Microsoft Office Word Document da mravali sxva 

nebismieri faili. nebismieri obieqtis Cadgma moxdeba Insert menius 

Text ⇒ Object  brZanebiT. am dros gaixsneba damatebiTi Object 

fanjris Create New CanarTi, romlis Object type velSi unda SeirCes 

Casadgmeli obieqti, xolo Create from File CanarTis File Name velSi 

SeiZleba SeirCes Casadgmeli faili (sur. 31).  

 
sur. 31. damatebiTi Object fanjris Create New CanarTi 
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zemoT CamoTvlili dokumentTa gaformebis operaciebis 

garda SeiZleba saWiro gaxdes iseTi simboloebis, romelic ar 

aris klaviaturaze an specialuri daniSnulebis simboloebis 

(saavtoro uflebis simbolo, savaWro markis simbolo da sxva) 

Camateba. simboloTa  Camatebis operacia sruldeba Insert menius 

Text ⇒ Symbol  brZanebiT. am dros gaixsneba damatebiTi Symbol 

fanjris Symbols CanarTi, romlis Font velSi unda SeirCes 

Casamatebeli Srifti da simbolo, xolo Special Character CanarTis 

Character velSi Casamatebeli specialuri daniSnulebis 

simboloebi da Insert Rilakze mausis dawkapunebiT is Caemateba 

Sesabamis adgilze (sur. 32). 

 

 
sur. 32. damatebiTi Symbol fanjris Symbols CanarTi 
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4. formulebi da funqciebi 

 

4.1. formulebi 

 

formulis Cawera iwyeba ` = ~ simboloTi. formulebis 

Casawerad gamoiyeneba ricxvebi, ujredTa misamarTebi, ujredTa 

diapazonebi, maTematikuri operaciis niSnebi, frCxilebi da 

funqciaTa dasaxelebebi. ariTmetikuli operaciebia: + – Sekreba; - 

– gamokleba; * – gamravleba; / – gayofa; ^ – axarisxeba; % – 

procentad gardaqmna. <, >, <>, <=, >=, = – Sedarebis operaciebia. ` 

& ~ teqsturi operaciis aRmniSvneli simboloa. igi aerTianebs 

operandebis simboloTa mimdevrobas erT mimdevrobad. operaciaTa 

Sesrulebis prioriteti Semdegia: %, ^, * da /, + da -, & da bolos 

Sedarebis operaciebi. pirvel rigSi sruldeba mrgval frCxilebSi 

moTavsebuli gamosaxulebebi; erTnairi prioritetis mqone 

operaciebi sruldeba mimdevrobiT – marcxnidan marjvniv (ix. 

danarTi #1). 

formulebis Setana da Sedegebis gamoTvla. movniSnoT 

ujredi, romelSic unda moTavsdes formuliT gamoTvlis Sedegi; 

avkriboT simbolo ` = ~ da daviwyoT formulis teqstis Setana. 

formulis teqsti aisaxeba formulaTa striqonSi, sadac 

saWiroebis SemTxvevaSi SesaZlebelia misi redaqtireba; 

davasruloT formulis Setana <Enter> klaviSze xelis daWeriT an 

formulaTa striqonSi 9 Rilakze mausis dawkapunebiT. ujredSi 

gaCndeba formuliT gamoTvlis Sedegi.  

mimarTva. formulis Cawerisas masSi gamoiyeneba romelime 

ujredis an ujredTa diapazonis misamarTi, ris Semdegac 

formulis gamoTvlis Sedegi damokidebuli iqneba maT 

Semcvelobaze. mimarTvebis daxmarebiT formulebSi SeiZleba 

gamoviyenoT furclis sxvadasxva adgilze ganTavsebuli 
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monacemebi, davTarSi Semavali sxvadasxva furclis monacemebi da 

sxvadasxva davTrebis monacemebi, magaliTad: 

 

mimarTva mimarTvis diapazoni 

B2 mimarTva aqtiuri furclis B2 ujredze 

A5:C8 mimarTva A5-dan C8-mde diapazonis ujredebze 

3:3 mimarTva mesame striqonis yvela ujredze 

4:8 
mimarTva meoTxedan merves CaTvliT yvela 
striqonis ujredTa diapazonze 

D:D mimarTva D svetis yvela ujredze 

Sheet2!B2 mimarTva Sheet2 furclis B2 ujredze 

Sheet2!A1:C5 mimarTva Sheet2 furclis A1:C5 diapazonze 

Sheet1:Sheet3!D2 mimarTva Sheet1, Sheet2, Sheet3 furclebis D2 
ujredebze 

[Book2]Sheet1!$A$5 mimarTva Book2 davTris Sheet1 furclis A5 
ujredze 

 

formulis Setanis dros misamarTis akrebva SeiZleba 

rogorc klaviaturidan, aseve mausis Sesabamis ujredze 

dawkapunebiT. am dros formulaSi, iq sadac kursori cimcimebda, 

Caiwereba fardobiTi misamarTi. 

formulebis kopirebisa da gadanacvlebis gamartivebis 

mizniT Excel-Si Semotanilia e. w. fardobiTi misamarTis cneba. 

monacemis fardobiTi misamarTis qveS igulisxmeba ara mimarTva 

maT mudmiv adgilmdebareobaze, aramed mimarTva maT fardobiT 

adgilmdebareobaze. fardobiTi misamarTis momdevno ujredebSi 

gavrcelebis, kopirebis, Camatebis an waSlis dros misamarTi 

icvleba da formula imeorebs formulis Semcveli ujredidan 

mimarTvis ujredamde moZraobis marSruts. magaliTad, Tu A svetis 

pirvel oTx ujredSi Cawerilia Semdegi monacemebi: 

A1: 18 
A2: 27 
A3: 3 
A4: =(A1+A2)/A3 
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maSin A4-Si moTavsebul formulasTan muSaobis dros Excel-i 

amas gaigebs ara rogorc `aiRe ricxvebi A1 da A2 ujredebidan da 

jami gayavi A3 ujredSi mdgom ricxvze~, aramed rogorc `aiRe 

ricxvi romelic dgas imave 

svetSi sami striqoniT zemoT, 

daumate ricxvi imave svetidan 

ori striqoniT zemoT da Sedegi 

gayavi erTi striqoniT zemoT 

mdgom ricxvze~. amasTan, am 

formulis sxva ujredSi 

gavrcelebis an kopirebis dros 

monacemTa SerCevis principi 

SenarCunebuli iqneba: `aiRe 

ricxvi romelic Cawerilia imave 

svetSi sami striqoniT zemoT, daumate ricxvi ...~. 

 
sur. 33. New Name  

    damatebiTi fanjara 

Tu formulis Caweris dros yovelTvis unda mivmarToT 

erTi da imave ujreds, maSin es mimarTva formulis momdevno 

ujredebSi gavrcelebis an kopirebis dros ar unda Seicvalos. am 

dros unda gamoviyenoT ujredis absoluturi misamarTi. 

absoluturi misamarTis misaTiTeblad striqonisa da svetis 

dasaxelebaTa win saWiroa dolaris niSnis miTiTeba an ujreds 

SeiZleba davarqvaT saxeli Formulas menius Defined Names qvemenius 

Define Name brZanebiT (sur. 35), Semdeg ki gamoviyenoT gamoTvlebis 

dros, rogorc absoluturi misamarTi. am dros gaixsneba New Name 

damatebiTi fanjara (sur. 33), romlis Name velSi unda Caiweros 

ujredis axali saxeli, Scope velSi mivuTiTebT axali saxelis 

moqmedebis ares, Comment velSi Tu saWiroa Sesabamisi komentari, 

xolo Refers to velSi avtomaturad Caiwereba ujredis mimdinare 

misamarTi da OK RilakiT davamowmoT miRebuli gadawyvetileba. 

axali miniWebuli saxelis Secvla, redaqtireba an waSla SesaZle-
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belia imave qvemenius Name Manager brZanebiT an <Ctrl>+<F3> 

klaviSTa kombinaciiT, romlis Semdegac gaixsneba Name Manager 

damatebiTi fanjara. 

 
sur. 34. Name Manager damatebiTi fanjara 

formulaTa kopirebis dros absoluturi mimarTvis 

daxmarebiT SeiZleba SevcvaloT mimarTvebi svetze, magram 

SevinarCunoT mudmivi mimarTva striqonze an SevcvaloT mimarTvebi 

striqonze, magram SevinarCunoT mudmivi mimarTva svetze an 

SevinarCunoT mudmivi mimarTva konkretul ujredze, magaliTad: 

$A1 – mudmivad mimarTavs A svets, xolo striqonTan 

mimarTva SeiZleba Seicvalos; 

A$1 – mudmivad mimarTavs pirvel striqons, xolo svetTan 

mimarTva SeiZleba Seicvalos; 

$A$1 – yovelTvis mimarTavs A1 ujreds. 

A1 tipis mimarTvebs ewodebaT fardobiTi, $A$1 – 

absoluturi, xolo $A1 an A$1 – Sereuli. 

imisaTvis, rom formulaSi SevitanoT ujredis absoluturi 

misamarTi, amisaTvis saWiroa: 
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_ movniSnoT ujredi, romelSic unda moTavsdes formuliT 

gamoTvlis Sedegi da avkrifoT ` = ~ simbolo; 

_ davawkapunoT mausi ujredze, romlis absoluturi 

misamarTis Cawerac gvsurs aRniSnul formulaSi; 

_ davaWiroT xeli <F4> klaviSs, ujredis misamarTis 

striqonisa da svetis dasaxelebaTa win gaCndeba dolaris 

niSani. niSani ` $ ~ SeiZleba SevitanoT xeliTac; 

_ <F4> klaviSze xelis ganmeorebiTi daWera gamoiwvevs 

misamarTebis tipebis rigrigobiT Secvlas. magaliTad, <F4> 

klaviSze xelis ganmeorebiTi daWeris Semdeg miviRebT $A$1, 

A$1, $A1, A1 tipis misamarTebs. 

Setyobinebebi SecdomaTa Sesaxeb. formulis arasworad 

Caweris SemTxvevaSi Excel-i gvaZlevs Semdegi tipis Setyobinebebs: 

                   
sur. 35. Formulas menius Function Library, Defined Names,  

Formula Auditing da Calculation qvemeniu 

− #### – formulis mier miRebuli gamoTvlis Sedegi ar 

eteva ujredSi. saWiroa am ujredis Sesabamisi svetis 

siganis gafarToeba; 

− #DIV/0! – formulis realizaciis procesSi gvxvdeba 

nulze gayofa; 

− #NAME? – formulaSi gamoyenebuli saxeli ar aris 

davTris saxelebis siaSi an teqsturi cvladi ar aris 

Casmuli brWyalebSi; 

− #VALUE! – maTematikuri formula mimarTavs teqstur 

cvlads; 
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− #REF! – formula mimarTavs ujredTa ararsebul 

diapazons; 

− #N/A – miTiTebul ujredSi ar aris gamoTvlisaTvis 

saWiro monacemebi; 

− #NUM! – argumenti ar ekuTvnis funqciis gansazRvris 

ares; 

− #NULL! – formulaSi miTiTebulia iseT areTa TanakveTa, 

romelTac saerTo wertili ar aqvT. 

 

 

4.2. funqciebi 

 

gamoTvlebis gasaadvileblad Excel-s aqvs mza funqciebis 

sakmaod didi raodenoba. isini saSualebas gvaZleven swrafad da 

advilad SevasruloT rTuli gamoTvlebi. maT ganekuTvneba: 

finansuri, logikuri, teqsturi, TariRisa da drois, maTematikuri 

da trigonometriuli da sxv. funqciebis gamoZaxebis mizniT unda 

mivmarToT Formulas menius Function Library qvemenius Sesabamis 

Rilakebs (sur. 35) Tematikis mixedviT an mausi davawkapunoT imave 

qvemenius – Insert Function Rilakze an formulaTa zolis  

Rilaze an instruentTa panelis 

xf xf

∑ Auto-Sum Rilakზe an gamo-

viyenoT <Shift>+ <F3>     klaviSTa kombinacia. meore, mesame da bolo 

SemTxvevaSi pirdapir gamonaTdeba funqciaTa ostatis fanjara 

(sur. 36); meoTxe SemTxvevaSi ki Tu mauss davawkapunebT Rilakis 

marcxena nawilze an gamoviyenebT <Alt>+<=> klaviSTa kombinacias, 

maSin avtomaturad moxdeba arCeul ujredSi jamis funqciis 

Cawera, xolo Tu marjvena nawilze davawkapunebT, maSin ekranze 

gaixsneba fanjara, sadac CamonaTvalSi gveqneba Semdegi funqciebi: 

Sum – mniSvnelobaTa jami, Average – saSualo ariTmetikuli, Count 
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Numbers – ricxviTi mniSvnelobebis raodenoba, Max – udidesi 

mniSvneloba, Min – umciresi mniSvneloba da More Functions – sxva 

funqciebi; Tu avirCevT bolo reJims gaixsneba funqciaTa ostatis 

Insert Function fanjara (sur. 36). funqciaTa ostatis pirveli 

fanjris gaxsnis SemTxvevaSi gamonaTdeba dialogi, romlis Or 

select a category velSi SegviZlia avirCioT funqciis Tematika, xolo 

Select a function velSi misi dasaxeleba. TematikaSi All gvaqvs yvela 

funqciis CamonaTvali, xolo Most Recently Used-Si xSirad 

gamoyenebuli funqciaTa CamonaTvali. Semdeg etapze 

gadasasvlelad davawkapunoT OK Rilakze an xeli davaWiroT 

<Enter> klaviSs. 

ekranze gaixsneba funqciaTa ostatis meore fanjara. es 

fanjara Seicavs yvela saWiro cnobas arCeuli funqciis 

gamoyenebis Sesaxeb. argumentebis mniSvnelobebis Setana xdeba am 

fanjris teqstur velSi rogorc klaviaturiT, aseve saTanado 

sur. 36. funqciaTa ostatis Insert Function 
fanjara 
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ujredze mausis dawkapunebiT an mausiT ujredTa jgufis 

moniSvniT. TiToeul arguments calke teqsturi veli eTmoba. im 

SemTxvevaSi, rodesac funqcias cvladi raodenobis argumentebi 

aqvs, argumentis SetanasTan erTad dialoguri fanjara izrdeba 

da ekranze Cndeba damatebiTi teqsturi velebi. 

TiToeul teqstur vels ujredis misamarTis Caweris Semdeg 

marjvniv avtomaturad miewereba am ujredis SigTavsis 

mniSvneloba. maT qveS ki gamoCndeba funqciis ukve gamoTvlili 

mniSvneloba. funqciaTa ostatis meore fanjris qveda nawilSi 

moTavsebulia funqciis mokle ganmarteba da informacia 

argumentTa SesaZlo mniSvnelobaTa Sesaxeb. funqciaTa ostatTan 

muSaoba mTavrdeba OK Rilakze dawkapunebiT an <Enter> klaviSze 

xelis daWeriT an formulaTa zolis 9 Rilakze dawkapunebiT. 

formulebsa da funqciebTan muSaobis zogadi wesebi. 1. 

formulis Cawera iwyeba tolobis niSniT; 2. formula SeiZleba 

Seicavdes erT an ramodenime funqcias; 3. funqciis dasaxelebis 

Semdeg mrgval frCxilebSi iwereba misi argumentebis sia, 

romlebic erTmaneTisagan mZimiT an wertil-mZimiT gamoiyofa; 4. Tu 

funqcia argumentebs ar Seicavs, mrgvali frCxilebi mainc 

saWiroa; 5. funqcias ar SeiZleba hqondes 30-ze meti argumenti; 6. 

argumentad Cawerili diapazoni iTvleba erT argumentad; 7. 

formulis sigrZe ar unda aWarbebdes 1024 simbolos. 

 

4.3. EXCEL-is ZiriTadi funqciebi 

 

kategoriebis mixedviT xSirad gamosayenebeli funqciebia: 

finansuri – Financial: FV, NPER, PMT, PV, RATE – bankis 

kreditis saprocento ganakveTis sxvadasxva pirobis gamoTvla. 

TariRisa da drois – Date & Time: DATE – TariRis 

Sesabamisi aTobiTi mniSvnelobis gamoTvla; TODAY – mimdinare 
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TariRi; NOW – mimdinare TariRi da dro; WEEKDAY – TariRis 

Sesabamisi kviris dReebi; TIME – drois Sesabamisi aTobiTi 

mniSvnelobis gamoTvla da sxva. 

maTematikuri da trigonometriuli – Math & Trig: SUM – 

mniSvnelobaTa jami; SUMIF – pirobiTi jami; SQRT – kvadratuli 

fesvis amoReba; EXP – eqsponencialuri funqcia; LN – naturaluri 

logariTmi; PRODACT – namravli; SIN, COS, TAN, ASIN, ACOS, 

ATAN – trigonometriuli funqciebi.  

statistikuri – Statistical: MAX – maqsimaluri mniSvneloba; 

MIN – minimaluri mniSvneloba; AVERAGE – saSualo 

ariTmetikuli; COUNT – ricxvebis Semcveli ujredebis raodenoba; 

COUNTA – aracarieli ujredebis raodenoba moniSnuli 

diapazonis ujredebs Soris. 

logikuri – Logical: AND – logikuri `da~; OR – logikuri 

`an~; IF – pirobiTi funqcia. 

dawvrilebiT funqciebis Sesaxeb informacia ixileT danarT 

2-Si. 

gamoTvlebi pirobaTa mixedviT. IF funqciis sintaqsi 

Semdegia: 

          IF (piroba; mniSvneloba 1; mniSvneloba 2) 

es funqcia logikuri testia, romelic amowmebs pirobas. Tu 

piroba WeSmaritia (True), maSin funqciis mniSvneloba toli iqneba 

mniSvneloba 1-is, xolo Tu mcdaria (False) – mniSvneloba 2-is. 

logikuri gamosaxuleba SeiZleba Seicavdes mudmivebs, 

mimarTvebs ujredebze an ujredTa diapazonze, funqciebs, 

Sedarebis operaciebs. 

pirobiTi funqciis meore da mesame argumentebis saxiT 

SeiZleba isev IF pirobiTi funqciis gamoyeneba. saerTod Excel-Si 

SeiZleba maqsimum Svidi donis Cadgmuli funqciebis gamoyeneba. 
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4.4. formulebis auditi 

 

rodesac samuSao furcelze ganlagebulia didi 

raodenobis monacemebi da formulebi, SeiZleba saWiro gaxdes 

ujredTa urTierTkavSirebis TvalnaTliv danaxvis moTxovnileba. 

am operaciaTa Sesruleba SesaZlebelia Formulas menius Formula 

Auditing qvemenius Sesabamisi Rilakebis saSualebiT.  

samuSao furcelze ujredebi iyofa zemoqmed da 

damokidebul ujredebad. mocemuli ujredis zemoqmedia (Precedent) 

is ujredebi, romelTa mniSvnelobebi gamoiyeneba am ujredSi 

Caweril formulaSi, xolo mocemul ujredze damokidebulia 

(Dependent) is ujredebi, romelTa mniSvnelobebi gamoiyeneba sxva 

ujredSi Caweril formulaSi. 

movniSnoT is ujredi, romlis zemoqmedi ujredebis 

moZebnac gvWirdeba da mausi davawkapunoT Formulas menius Formula 

Auditing qvemenius Trace Precedents Rilakze. furcelze gaCndeba 

zemoqmedi ujredidan moniSnuli ujredisaken mimarTuli lurji 

isrebi. mocemul ujredze damokidebuli ujredis mosaZebnad ki 

movniSnoT ujredi da mausi davawkapunoT Formulas menius Formula 

Auditing qvemenius Trace Dependents Rilakze. furcelze gaCndeba 

moniSnuli ujredidan damokidebuli ujredisaken mimarTuli 

lurji isrebi. am Rilakebze ganmeorebiTi dawkapunebebi 

furcelze gamoiwvevs Sedgomi donis isrebis gamoCenas.  

am isrebis gaqroba samuSao furclidan SesaZlebelia imave 

qvemenius Remove Arrows ⇒ Remove Precedent Arrows an Remove Arrows 

⇒ Remove Dependent Arrows brZanebiT, am brZanebis yoveli 

Sesruleba isrebis TiTo donis gaqrobas gamoiwvevs, xolo 

erTianad yvela donis isrebis waSla SesaZlebelia Remove Arrows 

⇒ Remove Arrows brZanebiT. 
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im SemTxvevaSi, rodesac romelime ujredSi aRmoCndeba 

Secdomis mauwyebeli informacia, Formulas menius Formula Auditing 

qvemenius Error Checking Rilakis brZanebebi dagvexmareba Secdomis 

wyaros povnaSi. furcelze gaCndeba wiTeli feris isrebis trasa, 

rac gagviadvilebs am ujredis formulaSi daSvebuli Secdomis 

gasworebas. 

zogjer saWiroa samuSao furcelze ujredebSi Sedegebis 

nacvlad gamovaCinoT gamoyenebuli formulebi, risTvisac 

gamoiyeneba Formulas menius Formula Auditing qvemenius Show Formulas 

Rilaki. am Rilakze ganmeorebiT mausis dawkapunebiT formulebi 

Seicvleba Sesabamisi SedegebiT. 

xolo Formulas menius Formula Auditing qvemenius Evaluate 

Formula Rilaki saSualebas gvaZlevs Tvali mivadevnoT formulis 

nabij-nabij Sesrulebas gaxsnil Evaluate Formula dialogur 

fanjaraSi. 

 

 

5. EXCEL-Si muSaobis efeqturi saSualebebi 

 

fragmentis gadatana da kopireba. buferis gamoyenebiT 

fragmentis gadatanisa da kopirebisaTvis gamovyoT fragmenti; 

mivceT Home menius Clipboard qvemenius Cut brZaneba, Tu sruldeba 

gadatanis operacia da Home menius Clipboard qvemenius Copy 

brZaneba, Tu gvinda kopireba; gamovyoT ujredi, 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. 
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fragmentis gadatana SeiZleba mausis 

Cavleba-gadaTrevis teqnikis gamoyenebiT, 

risTvisac mausis maCvenebeli unda 

mivitanoT gamoyofili fragmentis 

sazRvarze, da, roca igi miiRebs isrebiani 

jvrisa da marcxniv daxrili isris formas, 

marcxena klaviSze xelis auReblad 

gadavitanoT saWiro adgilas.  Tu am 

operaciis dros gamoviyenebT <Ctrl> 

klaviSs, maSin mausis maCvenebeli 

fragmentis sazRvarze mitanis Semdeg 

miiRebs marcxniv daxrili isris formas, 

romlis qveda marjvena mxares gaCndeba 

plus niSani. am dros moxdeba gamoyofili 

fragmentis kopireba. 

monacemTa kopireba mezobeli 

ujredebidan SesaZlebelia Home menius 

Editing qvemenius  Fill Sesabamisi brZanebebiT:  – 

zemodan qveviT,  – marjvnidan marcxniv,  – 

qvevidan zeviT da  – marcxnidan marjvniv. 

Tu gvsurs monacemebis gadatana ujredebs Soris unda 

SevasruloT mausiT gadatanis operacia <Shift> klaviSTan 

kombinaciaSi, xolo Tu gvsurs monacemebis kopireba ujredebs 

Soris unda SevasruloT mausiT zemoT aRwerili operacia 

<Ctrl>+<Shift> klaviSTan kombinaciaSi. gadaadgilebis dros 

warmoqmnili mqrali maCvenebeli gviCvenebs svetebs Soris moxdeba 

Casma Tu striqonebs Soris. 

imisaTvis, rom aqtiur ujredSi swrafad gadmovitanoT zeda 

mezobel ujredSi Cawerili monacemi, davaWiroT <Ctrl>+<D> 

 
sur. 37. fanjara 

Clipboard 
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klaviSTa, xolo marcxena mezobel ujredSi Cawerili monacemis 

aqtiur ujredSi gadmosatanad – <Ctrl>+<R> klaviSTa kombinacia. 

kopirebis an gadatanis operaciis Semdeg sawyis diapazonze 

darCenili moZravi wyvetili CarCos gasaqrobad davaWiroT <Esc> 

klaviSs. 

Home menius Clipboard qvemeniuSi  isarze mausis 

dawkapunebiT samuSao furcelis marcxniv gaixsneba Clipboard 

fanjara (sur. 37), sadac SesaZlebelia 24 sxvadasxva fragmentis 

damaxsovreba. gamovyoT ujredi 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 moxda maTi damaxsovreba. Clear All 

Rilakze mausis dawkapunebiT moxdeba buferis mTlianad 

gasufTaveba. 

formulis gadatana da kopireba. formulis ujredSi 

Caweris Semdeg SeiZleba misi sxva ujredSi gadatana an kopireba 

zemoT aRwerili gadatanis da kopirebis analogiuri moqmedebebis 

SesrulebiT. gadatanis SemTxvevaSi formulaSi gamoyenebuli 

misamarTebi (arc fardobiTi da arc absoluturi) axal adgilze 

ar icvleba. 

rogorc zemoT aRvniSneT, formulis kopirebisas 

fardobiTi misamarTebi Seicvleba ise, rom formulis Semcveli 

ujredidan, mimarTvis ujredamde moZraobis maT mier 

gansazRvruli marSruti ucvleli darCes, xolo absoluturi 

misamarTi ar Seicvleba. im SemTxvevaSi, rodesac fardobiTi 

misamarTis mniSvneloba scildeba furclis sazRvrebs, Sesabamisi 

mimarTvis adgilze formulaSi gamoCndeba Setyobineba Secdomis 

Sesaxeb #REF!. 
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Tu mezobel ujredebSi unda miviRoT erTi da igive 

formuliT gamoTvlis Sedegi, viyenebT formulaTa avtomaturi 

gavrcelebis operacias. amisaTvis, formula CavweroT pirveli 

ujredisaTvis da davafiqsiroT Sedegi; amis Semdeg gamovyoT es 

ujredi, miviyvanoT mausis maCvenebeli mis marjvena qveda kuTxeSi 

moTavsebul Sav markerze, ise rom igi Savi feris jvrad gadaiqces; 

mausis marcxena klaviSze xelis auReblad maCvenebeli 

gadavataroT Sesavseb ujredebze. operandTa misamarTebis 

cvlileba ganxorcieldeba avtomaturad da ujredebi Seivseba 

mocemuli formulis gamoTvlis SedegebiT. 

furclis gadanacvleba an aslis miReba. movniSnoT 

CamonaTvalSi saWiro furceli da mivceT Home menius Cells 

qvemenius Format ⇒ Move or Copy Sheet ... brZaneba an konteqsturi 

menius Move or Copy ... brZaneba. gaixsneba Move or Copy damatebiTi 

fanjara da gamonaTebuli dialogis To book velis CamonaTvalSi 

avirCioT Tu sad gvsurs furclis gadatana – imave Tu axal 

davTarSi (sur. 38). Tu furceli unda gadavitanoT imave davTarSi, 

maSin Before sheet velis CamonaTvalSi avirCioT im furclis dasaxe-

leba, romlis win unda moTavsdes mocemuli furceli da 

davaWiroT OK Rilaks. Sesrul-

deba gadanacvlebis operacia. Tu 

gvsurs furclis aslis miReba 

winaswar davayenoT alami Create a 

Copy CamrTvelze. 

bolo moqmedebis gauqmeba 

da gauqmebuli moqmedebis aRdge-

na. bolo moqmedebebis gauqmeba 

SeiZleba movaxdinoT swrafi 

wvdomis  instrumentTa panelis  
sur. 38. Move or Copy damatebiTi  
                       fanjara 
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Undo  Rilakze daWeriT an <Ctrl>+<Z> klaviSTa kombinaciiT. am 

wesiT Cven SegviZlia bolo 16 moqmedebis gauqmeba. 

Excel-Si agreTve gaTvaliswinebulia gauqmebuli operaciebis 

aRdgena, romelic SeiZleba SevasruloT swrafi wvdomis  

instrumentTa panelis Redo  Rilakze daWeriT an <Ctrl>+<Y> 

klaviSTa kombinaciiT an <F4> klaviSis daxmarebiT. 

furclis dayofa samuSao areebad. monacemTa grZel an 

ganier siebTan muSaobisas xSirad mosaxerxebelia furclis 

vertikalur da horizontalur an erTdroulad orive samuSao 

areebad dayofa. am moqmedebis Sesruleba SeiZleba Sesruldes 

View menius Window qvemenius Split brZanebiT (sur. 39). am dros 

yovel samuSao ares aqvs Tavisi daTvalierebis zolebi. furclis 

areebad dayofis gasauqmeblad saWiroa ganmeorebiT SevasruloT 

igive brZaneba an mausiT orjer davawkapunoT gayofis sazRvarze. 

furclis samuSao areebad 

dayofa SeiZleba Sesruldes ise, rom 

daTvalierebis zoli yvela ares ar 

hqondes. monacemebi erT samuSao 

areSi iqneba dafiqsirebuli, xolo 

meoreSi SeiZleba furclis 

sxvadasxva nawilis gamoCena. View menius Window qvemenius Freese 

Panes ⇒ Freese Panes brZanebis Sesrulebis Semdeg furceli daiyofa 

da moxdeba aqtiuri ujredis zeda da marcxena areTa fiqsacia. am 

brZanebis gasauqmeblad ganmeorebiT unda SevasruloT igive 

brZaneba. igive pirobebiT SeiZleba gamoyofili iyos furclis 

rogorc pirveli striqoni, aseve pirveli sveti igive qvemenius 

Freese Panes ⇒ Freese Top Row da Freese Panes ⇒ Freese First Column 

brZanebiT Sesabamisad. 

 
sur. 39. View menius Window  
                    qvemeniu 
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davTris fanjrebi. Tu ekranze 

erTdroulad gaxsnilia ramodenime 

davTari, maSin View menius Window 

qvemenius Arrange All brZanebiT isini 

SegviZlia ganvalagoT ekranze moza-

ikurad, horizontalurad, verti-

kalurad da kaskadurad.  saWiro 

poziciebis arCeva SegviZlia dialo-

guri fanjris Arrange Windows 

gadamrTvelebis saSualebiT (sur. 40).  

Excel-Si SeiZleba erTi da imave 

davTris ramodenime fanjaraSi gamoCena. es SeiZleba 

ganxorcieldes View menius Window qvemenius New Window brZanebiT, 

xolo Semdeg yvela gaxsnili fanjara ekranze SeiZleba 

erTdroulad gamovitanoT igive qvemenius Arrange All brZanebiT. 

ujredis komentari. Excel-Si nebismier ujreds SeiZleba 

gavukeToT komentari – axsna-ganmarteba ujredis SigTavsis 

Sesaxeb. amisaTvis gavaaqtiuroT saWiro ujredi da Semdeg 

SevasruloT Review menius Comments qvemenius New Comment brZaneba 

(sur. 41) an davaWiroT klaviSTa <Shift>+<F2> kombinacias. aqtiuri 

ujredis gverdiT gamoCndeba CarCoTi SemosazRvruli are teqstis 

Casawerad. teqstis Sriftis, zomis, feris, stilis arCeva 

SegviZlia Home menius Font qvemenius brZanebebis saSualebiT. 

 
sur. 40. dialoguri 

fanjara Arrange Windows 

 

 
       sur. 41. Review menius Comments da Changes qvemeniu 
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komentaris teqstis akrebvis Semdeg davawkapunoT furclis sxva 

ujredze an  davaWiroT xeli <Esc> klaviSs. komentariani ujredi 

kuTxeSi patara wiTeli samkuTxediT moiniSneba. Tu mausis 

maCvenebels am ujredze movaTavsebT an 

ujreds gavaaqtiurebT komentaris 

teqsti maSinve gamoCndeba ujredis 

gverdiT. 

imisaTvis, rom yvela ujredis 

komentari erTdroulad (cal-calke) 

gamoCndes an daimalos unda 

SevasruloT Review menius Comments 

qvemenius Show All Comments (Show/Hide 

Comments) brZaneba. 

ujredze gakeTebuli komentaris 

gasauqmeblad gavaaqtiuroT saWiro 

ujredi da SevasruloT menius Review 

menius Comments qvemenius Delete 

brZaneba. 

monacemis moZebna da Secvla. monacemis Zebnis mizniT 

gamoviyenoT Home menius Editing qvemenius Find & Select ⇒ Find ... 

brZaneba (sur. 42) an gamoviyenoT <Ctrl>+<F> klaviSTa kombinacia; 

dialogis Find what velSi SevitanoT saZebni monacemi; davaWiroT 

Find Next Rilaks (sur. 43). am Rilakze yoveli Semdgomi daWera 

moZebnis cxrilSi sxva msgavs monacems. Tu gvsurs Zebnis 

ganxorcieleba mTel cxrilSi, maSin cxrilis dasawyisSi 

gadavinacvloT <Ctrl>+<Home> brZanebiT. 

sur. 42. Home menius 
   Editing qvemenius  

Find & Select brZanebebi
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monacemis mosaZebnad da mis Sesacvlelad mivceT Home 

menius Editing qvemenius Find & Select ⇒ Replace ... brZaneba an gamo-

viyenoT <Ctrl>+<H> klaviSTa kombinacia da dialogis Find what 

velSi SevitanoT saZebni monacemi, xolo Replace with velSi 

SevitanoT Semcvleli monacemi. Tu gvsurs yvela saZebni monacemis  

 
sur. 43. Find and Replace dialoguri fanjris Find CanarTi 

Secvla Semcvleli monacemiT davaWiroT Replace All (sur. 44). Tu 

vcvliT mxolod zogierT monacems, jer davaWiroT Find Next 

Rilaks, Semdeg ki yovel Sesacvlel monacemze davaWiroT Replace, 

xolo ucvlelad dasatovebel monacemze Find Next Rilaks. 

davxuroT dialogi Close RilakiT.  

Options CanarTis CarTvis Semdeg Tu Match entire cell contents 

alams CavrTavT, monacemi moiZebneba mxolod im SemTxvevaSi Tu is 

ujredis sruli Semcvelobaa, xolo Match case almis CarTvis 

SemTxvevaSi ki monacemi iZebneba im SemTxvevaSic Tu is ujredis 

Semcvelobis nawilia. imave qvemenius Find & Select ⇒ Go To ... 

brZanebiT an <Ctrl>+<G> klaviSTa kombinaciiT swrafad SeiZleba 

gadavideT miTiTebuli cxrilis, misamarTis an saxelis mqone 

ujredze. 
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sur. 44. Find and Replace dialoguri fanjris Replace CanarTi 

davTris dacva da damalva. romelime gaxsnili davTris 

dasamalad gavaaqtiuroT Sesabamisi fanjara da SevasruloT View 

menius Window qvemenius Hide, xolo damaluli davTris kvlav 

ekranze gamosaCenad unda gamoviyenoT igive qvemenius Unhide 

brZaneba. 

furclis, striqonisa da svetebis damalva. furclis an 

maTi zogierTi elementis dasamalad gavaaqtiuroT saWiro 

furceli, striqonebi an svetebi da SevasruloT Sesabamisad Home 

menius Cells qvemenius Format ⇒ Hide & Unhide ⇒ Hide Sheet,  Format 

⇒ Hide & Unhide ⇒ Hide Rows,  Format ⇒ Hide & Unhide ⇒ Hide Columns  

brZaneba (sur. 19). damaluli Semcvelobis kvlav gamonaTebisaTvis 

gavimeoroT igive procedura, oRond CamonaTvalSi avirCioT Unhide 

Sheet, Unhide Rows, Unhide Columns. 
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paroliT dokumentis dacva. dokumentis paroliT dasacavad 

avirCioT Office Button meniuSi Save As brZaneba; dialogis fanjris 

instrumentTa panelze gavxsnaT Tools Rilakis CamonaTvali da 

avirCioT brZaneba General Options. Tu gvsurs, rom sxvam ver gaxsnas 

Cvens mier Senaxuli dokumenti da ver isargeblos masSi 

ganTavsebuli monacemebiT, maSin gamonaTebuli dialogis Password 

to open velSi avkriboT paroli, xolo Tu dokumentis dacva 

gvWirdeba mxolod masSi cvlilebebis Setanisagan, maSin 

gamonaTebuli dialogis Password to modify velSi avkriboT paroli 

da davaWiroT OK Rilaks, gaixsneba parolis damowmebis dialogis 

fanjara Confirm Password, romlis Reenter Password to proceed velSi 

avkriboT igive paroli da isev davaWiroT OK-s. Save As dialogSi 

davaWiroT Save Rilaks da davxuroT fanjara. dokumentisaTvis 

parolis mosaxsnelad General Options brZanebis dialogis Password 

    
  sur. 45. dokumentis paroliT dacvis General Options da Protect Sheet  
                                                        damatebiTi fanjrebi 
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to open an Password to modify velSi wavSaloT paroli da davaWiroT 

OK  (sur. 45).  

Excel 2007 damatebiT saSualebas iZleva paroliT davicvaT 

davTris TiToeuli furceli cal-calke, risTvisac SevasruloT 

Home menius Cells qvemenius Format ⇒ Protect Sheet (sur. 19) an Review 

menius Changes qvemenius Protect Sheet brZaneba (sur. 41), ris 

Semdegac gaixsneba Protect Sheet damatebiTi fanjara (sur. 45), 

romlis Password to unprotect sheet velSi SevitanoT paroli, xolo 

Allow all users of this worksheet to velSi movniSnoT momxmareblis is  

uflebebi, romelic SeiZleba ganaxorcielos man parolis codnis 

gareSe. 

furclis xedis zogierTi maxasiaTeblis Secvla. furclis 

xedis zogierTi maxasiaTeblis Secvla SeiZleba Office Button 

meniuSi Excel Options dialoguri fanjris Advanced CanarTis 

saSualebiT. Display options for this Workbook ganyofilebaSi CvenTvis 

sasurveli, qvemoT CamoTvlili parametrebidan romelimes CarTva 

gamoiwvevs Semdeg qmedebebs:  

− Show Horizontal scroll bar – horizontaluri daTvalrebis 

bilikis gamoCena-damalva; 

− Show Vertical scroll bar – vertikaluri daTvalierebis bilikis 

gamoCena-damalva; 

− Show Sheet tabs – furclebis iarliyebis gamoCena-damalva. 

Display options for this Worksheet ganyofilebaSi CvenTvis 

sasurveli, qvemoT CamoTvlili parametrebidan romelimes CarTva 

gamoiwvevs Semdeg qmedebebs:  

− Show Row & column headers – svetebisa da striqonebis 

dasaxelebaTa gamoCena-damalva; 
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− Show Formulas in cells instead of their calculated results – CarTul 

mdgomareobaSi ujredSi gamoCndeba Tavad formula, xolo 

gamorTulSi – gamoTvlis Sedegi;  

− Show Page breaks – sabeWdi gverdebis gamyofi xazebis gamoCena-

damalva;  

− Show a zero in cells that have zero value – ujredis nulovani 

mniSvnelobis asaxva _ ar asaxva: 

− Show Gridlines – furclis badis gamoCena-damalva. badis feri 

SegviZlia avirCioT Gridlines color CanarTis velidan. 

− svetebisa da striqonebis dasaxelebaTa da furclis badis 

gamoCena-damalva SesaZlebelia Page Layout menius Sheet Options 

qvemenius Sesabamisi CamrTvelebiTac, xolo sabeWdi gverdebis 

gamyofi xazebis gamoCena-damalva ki imave menius Page Setup 

qvemenius Breaks brZanebiT. 

 

 

 

6. diagramebisa da grafikebis ageba 

 

informaciis aRqmisa da analizis gaadvilebis mizniT 

Tanamedrove informaciuli teqnologiis Seqmnisas didi yuradReba 

eTmoba damuSavebuli informaciis TvalsaCinoebis sakiTxs. 

grafikuli diagramebis saxiT Excel-s aqvs monacemTa asaxvis 

mZlavri saSualeba. mas SeuZlia SemogvTavazos 11 sxvadasxva tipis 

diagrama, romelTagan TiToeuli ramodenime mza formats Seicavs.  

diagrama iqmneba davTris furcelSi ganTavsebuli monaceme-

bis safuZvelze da gamoiyeneba am monacemebis grafikuli asaxvisa 

da maTi Semdgomi analizisaTvis.  
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diagrama SeiZleba Seiqmnas rogorc imave furcelze, 

romelzec asaxulia misi sawyisi monacemebi, agreTve calke 

furcelze, romelsac diagramis furceli ewodeba. es ukanaskneli 

SeiZleba ganxorcieldes mxolod diagramis tipis arCevis Semdeg 

damatebiTi Chart Tools ⇒ Design  menius instrumentTa panelis 

Location qvemenius Move Chart Rilakis saSualebiT. am dros gaix-

sneba Move Chart damatebiTi fanjara, romlis New Sheet 

gadamrTvelis CarTvis Semdeg diagrama gadava diagramis furcel-

ze (sur. 46). 

 

      

sur. 46. Move Chart damatebiTi fanjara 
 

diagramis Sesaqmnelad gamoiyeneba diagramaTa Seqmnis 

specialuri ostati, romlis gamoZaxeba SeiZleba Insert menius 

Charts qvemenius sxvadasxva tipis diagramebis Sesabamisi RilakebiT 

an Charts qvemeniuSi  isarze mausis dawkapunebiT (sur. 48). 

gaxsnil Insert Chart damatebiT fanjaraSi SesaZlebelia Sesabamisi 

tipis diagramebis SerCeva (sur. 47). 
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sur. 47. Insert Chart damatebiT fanjara 

 

Excel-s 11 sxvadasxva tipis diagrama aqvs. esenia:  

− Column – histograma, masSi Sedis agreTve cilindruli, 

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; 

− Bubble – buStulebiani diagrama; 

− Radar – radari.AAAAAAA 

 69



diagramis Seqmna. diagramebis ageba Semdegi zogadi sqemiT 

xdeba: gamovyoT cxrilSi fragmentis saxiT grafikulad 

dasamuSavebeli ricxviTi mo-

nacemebi. Tu diagrama mTeli 

cxrilisaTvis aigeba da 

gvsurs mis gaformebaSi gamo-

yenebul iqnes svetebisa da 

striqonebis dasaxelebebi, un-

da gamovyoT mTeli cxrili; avirCioT Insert menius Charts 

qvemeniuSi erT-erTi tipis diagrama da CamoSlil velSi am tipis 

diagramebs Soris avarCioT CvenTvis misaRebi stili an Charts 

qvemeniuSi  isarze mausis dawkapunebiT gavxsnaT Insert Chart 

damatebiT fanjara da iq SevarCioT Sesabamisi tipisa da stilis 

diagrama. 

Tu diagramis naCvenebi forma gvakmayofilebs, maSin misi 

calkeuli elementis mowyoba-redaqtireba SesaZlebelia damate- 

biTi Chart Tools ⇒ Design,  Chart Tools ⇒ Layout da Chart Tools ⇒ Format 

meniuebis Sesabamisi instrumentTa panelebis qvemeniuebis 

Rilakebis saSualebiT (sur. 49). 

sur. 48. Insert menius Charts 
qvemeniu 

 
 

 
 

 

sur. 49. damatebiTi Chart Tools ⇒ Design,  Chart Tools ⇒ Layout da  
Chart Tools ⇒ Format meniuebis Sesabamisi instrumentTa panelebi 
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diagramis redaqtireba. diagramaze mausis daWeriT moxdeba 

misi moniSvna, ris Semdegac SeiZleba diagramis gadanacvleba an 

aslis miReba Cavleba-gadaTreviT, agreTve zomebis cvliლeba kva-

dratuli 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 – 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. gaix-

sneba Sesabamisi dasa-

xelebis damatebiTi 

fanjara, romlis 

sxvadasxva CanarTis 

mixedviT SeiZleba 

momxmarebelma Tavisi 

survilis mixedviT 

moawyos diagramis TiToeuli elementi cal-calke. momxmarebels 

SesaZlebloba aqvs diagramis TiToeuli elementisaTvis SearCios 

feri, xazis sisqe, masStabi, Skalis stili, warweris mimarTuleba 

sur. 50. diagramis redaqtirebis 
damatebiTi fanjara 

 71



da Sesabamisi gadamrTvelebis saSualebiT ganvsazRvroT saWiro 

parametrebi (sur. 50).  

SesaZlebelia CavataroT 

diagramis gare (Chart Area) da 

Siga aris (Plot Area), sakuTriv 

diagramis calkeuli elemen-

tebis (figurebis, warwerebis, 

RerZebis, damyofi xazebis) 

redaqtirebac. rac SeiZleba 

ganvaxorcieloT TiToeul 

elementze an gare areze ga-

xsnili konteqsturi menius 

brZanebebiT (sur. 51). gamona-

Tebuli dialogis Sesabamis 

CanarTebSi SevcvaloT sare-

daqcio elementis feris gama, 

konturis xazebis tipi, 

warweris Srifti da diagramis elementTa gaformebis sxva 

parametrebi. 

sur. 51. diagramis konteqsturi 
meniu 

 

 

7. beWdva 

 

gverdis parametrebis SerCeva. gverdis parametrebi 

gansazRvravs sabeWdi furclis garegnul saxes. maT Sesacvlelad 

gamoiyeneba Page Layout  menius Page Setup qvemeniu. am qvemenius  

isarze mausis dawkapunebiT (sur. 52) gaixsneba Page Setup 

dialoguri fanjara (sur. 53), romelsac aqvs oTxi CanarTi Page, 

Margins, Header/Footer, Sheet. 
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Page dialoguri CanarTis Orientation ganyofilebaSi SeirCeva 

furclis mimarTuleba Portrait (portretis stili) da Landscape 

(peizaJis stili). Scaling ganyofilebis Adjust to velSi SeirCeva 

cxrilis masStabi (10%-400%). Fit to gadamrTvelis CarTviT 

SeiZleba mivuTiToT ramden furcelze gvsurs didi cxrilis 

ganTavseba. amisaTvis Page(s) wide by velSi mivuTiToT siganeSi, 

xolo tall velSi sigrZeSi furclebis raodenoba. Paper size velSi 

SeirCeva furclis zomebi. A4 zoma Seesabameba standartul 

Tabaxis furcels. Print quality velSi ganisazRvreba beWdvis xarisxi 

(wertilebis raodenoba kvadratul diumze). 

Margins dialoguri 

CanarTis velebSi SeirCeva 

gverdis mindvrebi Top –  

zeda, Bottom – qveda, Left 

– marcxena, Right – 

marjvena. Center on page 

velSi Sesabamisi almebis 

CarTviT SeirCeva 

qaRaldis furcelze 

cxrilis centrirebis 

wesi: horizontaluri 

(Horizontally) da/an ver-

tikaluri (Vertically). 

Header/Footer 

dialogur CanarTSi 

                
sur. 52. Page Layout  meniu 

 
sur. 53. Page Setup dialoguri fanjris  

Page CanarTi 
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SeiZleba gavaformoT rogorc standartuli, aseve nebismieri saxis 

(Custom Header, Custom Footer Rilakze daWeriT) zeda an qveda 

kolontituli. maTi teqstis dacileba furclis kideebidan 

SeirCeva Margins CanarTis dialogis Header da Footer velebSi. 

Sheet CanarTis Print area velSi SeiZleba mivuTiToT 

dasabeWdi ujrebis diapazoni (sur. 54). Print titles jgufSi ori 

velia: Rows to repeat at top emsaxureba yvela gverdze svetebis 

saTaurebis, xolo Columns to repeat at left striqonebis saTaurebis 

gameorebas. gameoreba ase xdeba: movniSnoT mausiT nebismieri 

ujredi im striqonSi, sadac svetebis saTaurebia an svetSi, sadac 

striqonebis saTaurebia da davaWiroT OK Rilaks. Tu am CanarTis 

Print velSi almiT movniSnavT Gridline-s daibeWdeba cxrilis badec, 

winaaRmdeg SemTxvevaSi daibeWdeba mxolod teqsti. Black and White – 

Sav-TeTri printerisaTvis moxdeba ferebis ugulvebelyofa; Draft 

Quality – CairTveba ekonomiuri  beWdvis reJimi; Row and Column 

Heading – daibeWdeba 

furclis svetebisa da 

striqonebis dasaxeleba; 

Comments – SegviZlia 

gamovitanoT ujredis ko-

mentari. 

Page Order velSi 

SeirCeva mravalgverda 

cxrilis gverdebis 

dabeWvdis rigiToba – 

Down, then over (zevidan 

qvemoT) an Over, then down 

(marcxnidan marjvniv).  

 
sur. 54. Page Setup dialoguri fanjris

Sheet CanarTi 
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zemoT CamoTvlili zogierTi moqmedeba SeiZleba 

Sesruldes Page Layout  menius Page Setup, Scale to Fit, Sheet Options da 

Arrange qvemeniuebis Sesabamisi brZanebebiT. 

dokumentis winaswari daTvalierebis reJimi. imisaTvis, rom 

sabeWdi gverdi mTlianobaSi davaTvalieroT, Office Button  Ri-

lakiT CamoSlil meniuSi SevarCioT Print ⇒ Print Preview brZaneba an 

swrafi wvdomis instrumentebis panelze davaWiroT   – Print 

Preview Rilaks an Page Setup dialogur fanjaraSi davaWiroT Print 

Preview Rilaks. 

gamonaTdeba dokumentis 

pirveli gverdi da reJimis 

instrumentTa paneli (sur. 

55), romlis RilakebiT 

xdeba Semdegi operaciebis 

Sesruleba: Next Page – gadasvla dokumentis momdevno gverdze; 

Previous Page – dabruneba wina gverdze; Zoom – cxrilis masStabis 

gadideba-Semcireba; Print – gadasvla menius Print brZanebis 

dialogSi; Page Setup – gadasvla menius Page Setup brZanebis 

dialogSi; Show Margins – gamoanaTebs gverdis mindvrebs, 

SesaZlebelia mausiT maTi redaqtireba. Close Print Preview – 

gamosvla winaswari daTvalierebis reJimidan. 

dokumentis dabeWdva.  dokumentis dasabeWdad Office Button 

 RilakiT CamoSlil meniuSi SevarCioT Print ⇒ Print brZaneba an 

Page Setup dialogur fanjaraSi davaWiroT Print Rilaks an 

gamoviyenoT klaviSTa kombinacia <Ctrl>+<P>. gaixsneba Print 

dialoguri fanjara (sur. 56). dialogis All gadamrTvelis CarTva 

gamoiwvevs mTeli dokumentis dabeWdvas. Page(s) gadamrTveli 

gamoiyeneba konkretuli gverdebis an maTi diapazonis dabeWvdisas. 

sur. 55. Print Preview  meniu 
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am SemTxvevaSi From velSi mivuTiTebT sawyisi gverdis nomers, 

xolo To velSi bolo gverdis nomers. Selection – gadamrTvelis 

CarTviT daibeWdeba winaswar gamoyofili fragmenti, Active sheet(s) – 

daibeWdeba aqtiuri furceli, xolo Entire workbook – mTeli 

davTari. Number of copies velSi SeirCeva dasabeWdi aslebis 

raodenoba. Tu printeri mzadyofnaSia, beWdva daiwyeba OK 

Rilakze daWeriT. 

aqtiuri furclis dasabeWdad SeiZleba swrafi wvdomis 

instrumentebis panelze   – Quick Print Rilakis gamoyeneba an 

Office Button  RilakiT CamoSlil meniuSi SevarCioT Print ⇒ Quick 

Print brZaneba. am dros Print dialoguri fanjara ar gaixsneba. 

beWdva moxdeba im parametrebiT, romlebic Excel-s aqvs 

gulisxmobis principiT. 

 

 
sur. 56. Print dialoguri fanjara 
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8. monacemTa analizi EXCEL-Si 

 

Excel-Si monacemTa analizis gamartivebis ramodenime 

instrumenti arsebobs. esenia: furclis struqturireba, monacemTa 

konsolidacia, monacemTa diapazoni, filtri, specialuri 

daniSnulebis statistikuri funqciebi da dinamiuri cxrilebi. 

ganvixiloT mokled TiToeuli maTgani cal-calke.  

 

 

8.1. furclis struqturireba 

 

furclis struqturireba saSualebas gvaZlevs, ukeT 

gavakontroloT struqturirebuli cxrili misi sxvadasxva 

nawilis damalvis an gamoCenis gziT. struqturirebis 

instrumentTa gamoyeneba gansakuTrebiT sasargebloa ierarqiul 

stilSi Seqmnil cxrilebTan muSaobis dros. ierarqiuli cxrilis 

yoveli done Sedgeba striqonebis an svetebis mixedviT 

dalagebuli detaluri da jamuri monacemebisagan. jamuri 

monacemebi ganTavsdeba striqonSi detaluri monacemebis zemoT an 

maT qveS, xolo svetSi detaluri monacemebis marcxniv an 

marjvniv.  

 
sur. 57. Data menius Sort & Filter, Data Tools da Outline qvemeniu 

 

saWiro diapazonis moniSvnis Semdeg furclis 

struqturireba avtomaturad xdeba Data menius Outline qvemenius 

Group ⇒ Auto Outline brZanebiT (sur. 57). am SemTxvevaSi cxrilis 

struqturireba moxdeba svetebisa da striqonebis mixedviT 
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avtomaturad. struqturirebis operaciis Sesrulebis Semdeg 

furclis zeda marcxena kuTxeSi gamoCndeba struqturis Se-

sabamisi nomris Semcveli Rilakebi. struqturis garkveuli donis 

dasamalad saWiroa Sesabamisi (–) simbolos Semcvel Rilakze 

dawkapuneba, xolo damaluli donis monacemebis kvlav gamosaCenad 

Sesabamisi (+) simbolos Semcvel Rilakze dawkapuneba. igive 

operaciebi SeiZleba Sesruldes Data menius Outline qvemeniuSi 

ganlagebuli  Show Detail da  Hide Detail Rilakebis 

gamoyenebiT.  

   
sur. 58. Group da Ungroup dialoguri fanjrebi  

zogjer mizanSewonilia monacemTa calkeuli jgufebis 

struqturireba, romlisTvisac gamoiyeneba Data menius Outline 

qvemenius Group ⇒ Group ... brZaneba an <Shift>+<Alt>+< > klaviSTa 

kombinacia. am brZanebis SemTxvevaSi gaixsneba Group dialoguri 

fanjara (sur. 58), romlis Rows da  Columns gadamrTvelebis 

saSualebiT unda ganisazRvros struqturireba ganxorcieldes 

svetebisa Tu striqonebis mixedviT. imave menius Ungroup ⇒  Ungroup 

... brZanebis an <Shift>+<Alt>+< > klaviSTa kombinaciis saSualebiT 

SegviZlia gavauqmoT monacemTa garkveuli jgufis struqturuli 

erTeuli. 
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mTeli struqturis gasauqmeblad saWiroa gavaaqtiuroT 

furclis nebismieri ujredi da SevasruloT Data menius Outline 

qvemenius Group ⇒ Clear Outline brZaneba. 

Excel-s aqvs struqturis maqsimum 8 done, sadac yoveli 

“Sida” done aCvenebs “gare” donis detalizebul monacemebs.  

   

 

8.2. monacemTa konsolidacia 

 

eleqtronul cxrilebTan muSaobis dros xSirad 

warmoiqmneba sxvadasxva furclis monacemebis erT mTlian 

Semajamebel furcelSi gaerTianebis amocana, magaliTad, wliur 

angariSSi Tveebis mixedviT ganawilebuli monacemebis 

Semajamebeli cxrilis Seqmna. aseTi operaciis Catarebas monacemTa 

konsolidacia hqvia da mis Sesasruleblad saWiroa Consolidate 

brZanebis gamoyeneba. 

sur. 59. dialoguri fanjara Consolidate 

monacemTa ganlagebis gaTvaliswinebiT maTi konsolidaciis 

xerxi gamoiyeneba im SemTxvevaSi, rodesac sawyisi monacemebi 

sxvadasxva furclis erTnairi misamarTebis mqone diapazonebSia 
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ganTavsebuli. monacemTa konsolidacia sruldeba Data menius Data 

Tools qvemenius Consolidate brZanebis saSualebiT (sur. 57). am dros 

ekranze gamoCndeba dialoguri fanjara Consolidate (sur. 59), 

romlis Semdegac mis Function velSi unda avirCioT funqcia, 

romelsac monacemTa konsolidaciisaTvis viyenebT. funqciaTa 

siaSi unda avirCioT CamoTvlili TerTmeti funqciidan erT-erTi. 

es funqciebia:  

− Sum – jami; 

− Count – monacemebiT Sevsebuli ujrebis raodenoba; 

− Average – saSualo ariTmetikuli; 

− Max – ricxviTi argumentebis simravleSi maqsimaluri 

mniSvneloba; 

− Min – ricxviTi argumentebis simravleSi minimaluri 

mniSvneloba; 

− Prodact – namravli; 

− Count Nums – miTiTebul diapazonSi ricxvebis raodenoba; 

− StdDev – amorCeviTi monacemebis standartuli gadaxra; 

− StdDevp – monacemTa generaluri erTobliobis standartuli 

gadaxra; 

− Var – amorCeviTi monacemebis dispersia; 

− Varp – monacemTa generaluri erTobliobis dispersia. 

funqciis SerCevis Semdeg Reference velSi CavayenoT kursori 

da movniSnoT pirveli cxrilis Sesabamisi diapazoni da Add 

Rilakis saSualebiT es misamarTi gadavitanoT All references velSi. 

igive rig-rigobiT gavimeoroT momdevno cxrilebisTvisac. Tu 

saWiroa konsolidebur cxrilSi gadmotanili iyos cxrilis 

saTauri da striqonebis dasaxeleba, maSin Use labels in velSi 

almebi CavrToT Sesabamisad Top row da/an Left column fanjrebSi, 

 80



xolo sawyis monacemebTan kavSiris Sesaqmnelad CavrToT alami 

Create links to source data fanjaraSi. 

konsolidaciis dasrulebis Semdeg Cven mier miTiTebul 

diapazonSi sawyisi monacemebis safuZvelze da arCeuli funqciebis 

gaTvaliswinebiT miiReba Semajamebeli cxrili (ix. danarTi # 3). 

 

8.3. elementebis dalageba 

 

elementebis dalageba SeiZleba monacemTa zrdadobis, 

klebadobis, anbanis mixedviT da qronologiuri mimdevrobiT. 

− elementebi SeiZleba dalagdes rogorc svetebis, ise 

striqonebis mixedviT; 

− anbanis mixedviT dalagebisas Excel-i anbanis asoebTan 

SedarebiT upiratesobas aniWebs klaviaturis sxva 

simboloebs, sxva simboloebSi – upiratesoba cifrebs 

eniWeba; 

− xazi unda gavusvaT im faqts, rom anbanis mixedviT dalagebis 

operacia sworad sruldeba laTinuri da rusuli 

SriftebisaTvis, xolo rac Seexeba qarTuls – vera; 

− droisa da TariRis tipis monacemebi zrdadobis SemTxvevaSi 

lagdeba qronologiurad adrindeli mniSvnelobebidan ufro 

gviandel mniSvnelobebisaken; 

− dalageba SeiZleba ara marto monacemTa bazis elementebisa, 

aramed furclis diapazonis sxva tipis monacemebisac. 

zrdadobisa da klebadobis mixedviT monacemTa dalageba 

SeiZleba instrumentebis panelze ganlagebuli specialuri 

Rilakebis saSualebiT. dalagebis mravalferovan saSualebebs 

iZleva Data menius Sort & Filter qvemenius Sort brZanebis gamoyeneba 

(sur. 57).  
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gamonaTebuli dialoguri fanjris Sort by velis 

CamonaTvalSi avirCioT sveti, romlis mixedviT unda moxdes 

cxrilis monacemebis gadawyoba (sur. 60). Sesabamisi 

gadamrTvelebis CarTviT avirCioT dalagebis wesi: Smallest to Largest 

(aRmavali) an Largest to Smallest (daRmavali) mimarTulebiT. Tu sveti, 

romlis mixedviT xdeba cxrilis gadawyoba Seicavs erTnair 

monacemebs, imave wesiT Then by velebSi SegviZlia avirCioT 

dalagebis meore, mesame da Semdegi prioritetebi. prioritetebis 

damateba da gamokleba xdeba Sesabamisad Add Level da Delete Level 

RilakebiT da davaWiroT OK Rilaks. 

SesaZlebelia diapazonis elementebis dalageba svetebisa 

da striqonebis mixedviT, cxrilis nawilis dalageba, monacemTa 

dalageba momxmareblis mier gansazRvruli rigis mixedviT. 

cxrilis striqonTa sxvadasxva principiT dajgufeba da 

maTTvis saSualedo Sedegebis gamoTvla erT-erTi mniSvnelovani 

komponentia da misi gamoyeneba xSirad xdeba saWiro. ra Tqma unda, 

SeiZleba Excel-is saSualedo Sedegebi “xeliT” gamovaTvlevinoT 

saWiro formulebis saTanado ujredebSi uSualo Caweris gziT, 

magram Excel-s am procesis avtomatizaciis saSualebac aqvs. 

 

 

sur. 60. dialoguri fanjara Sort 
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procesis avtomatizacia xorcieldeba Data menius Outline qvemenius 

Subtotal brZanebiT (ix. danarTi # 3). 

monacemTa diapazonebisa da monacemTa bazebis saanalizod 

Excel-s aqvs 12 funqcia, romelTa gamoZaxeba SeiZleba Formulas 

menius Function Library qvemenius Insert Function brZanebiT. es 

funqciebia: DAVERAGE, DCOUNT, DCOUNTA, DGET, DMAX, DMIN, 

DPRODUCT, DSTDEV, DSTDEVA, DSUM, DVAR, DVARP.Yyoveli maTgani 

Sesabamisi statistikuri funqciis analogiaa. gansxvaveba imaSia, 

rom monacemTa diapazonebisa da monacemTa bazebis saanalizo 

funqciebi im monacemebze operirebis saSualebas iZleva, romlebic 

garkveul pirobebs akmayofilebs. 

moviyvanoT zogierTi funqciis mokle aRwera 

zemoaRniSnuli siidan: 

DAVERAGE – gamoTvlis monacemTa bazis miTiTebuli velis 

monacemTa saSualo ariTmetikuls. gamoTvlis dros gaiTvalis-

winebs mxolod im Canawerebs, romelTa monacemebi akmayofilebs 

kriteriumis pirobebs; 

DCOUNT – daiTvlis ricxviTi monacemebis raodenobas 

monacemTa bazis miTiTebuli velis im monacemTa Soris,  romelTa 

Sesabamisi Canawerebi akmayofilebs kriteriumis pirobebs; 

DCOUNTA – daiTvlis aracarieli ujrebis raodenobas 

monacemTa bazis miTiTebuli velis im monacemTa Soris, romelTa 

Sesabamisi Canawerebi akmayofilebs kriteriumis pirobebs; 

DGET – am formulis Semcvel ujredSi Caiwereba monacemTa 

bazis miTiTebuli velis is monacemi, romelTa Sesabamisi 

Canawerebi akmayofilebs kriteriumis pirobebs. im SemTxvevaSi, Tu 

kriteriums akmayofilebs araerTi, aramed ramdenime Canaweris 

monacemebi, Excel-i gamoitans Secdomis mauwyebel informacias: 

#NUM!; 
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DMAX – gamoiTvlis maqsimalur mniSvnelobas monacemTa 

bazis miTiTebuli velis im monacemTa Soris, romelTa Sesabamisi 

Canawerebi akmayofilebs kriteriumis pirobebs; 

DMIN – gamoiTvlis minimalur mniSvnelobas monacemTa 

bazis miTiTebuli velis im monacemTa Soris, romelTa Sesabamisi 

Canawerebi akmayofilebs kriteriumis pirobebs; 

DPRODUCT – erTmaneTze gadaamravlebs monacemTa bazis 

miTiTebuli velis im monacemebs, romelTa Sesabamisi Canawerebi 

akmayofilebs kriteriumis pirobebs; 

DSUM – Sekrebs monacemTa bazis miTiTebuli velis im 

monacemebs,  romelTa Sesabamisi Canawerebi akmayofilebs 

kriteriumis pirobebs. 

funqcia SUMIF gamoiTvlis miTiTebuli diapazonis im 

monacemTa jams, romlebic mocemul pirobebs akmayofileben. 

funqcia COUNTIF gamoiTvlis miTiTebuli diapazonis im 

ujredTa raodenobas, romlebic mocemul pirobas akmayofileben. 

 

8.4. filtri 

 

monacemTa bazis filtraciis brZanebebi saSualebas iZleva, 

furcelSi avsaxoT mxolod is monacemebi, romlebic 

akmayofileben gafiltvris dros miTiTebul pirobebs. monacemTa 

filtracia xdeba Data menius Sort & Filter qvemenius Filter brZanebiT 

an <Ctrl>+<Shift>+<L> klaviSTa kombinaciiT, romelic saSualebas 

gvaZlevs gamoviyenoT gafiltvris martivi kriteriumebi.  

avtomaturi gafiltvris dros yoveli svetis saTauris 

ujredSi gamoCndeba avtofiltris isari. davaWiroT im svetis 

isars, romlis Semcvelobis mixedviT vapirebT cxrilis 

filtracias. gaixsneba svetis unikalur monacemTa CamonaTvali. 

Tu romelime monacemi svetSi meordeba, is erTxel iqneba naCvenebi. 
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CamonaTvalSi moniSvna davutovoT mxolod im monacemebs, romlis 

mixedviTac warmoebs filtracia. Tu filtracias vatarebT 

ramodenime svetis Semcvelobis mixedviT, igives gavimeorebT sxva 

svetebisaTvisac. ganxorcieldeba cxrilis avtomaturi filtracia 

da gamonaTdeba mxolod is striqonebi, romlebic svetebSi Seicavs 

filtraciis SerCeuli kriteriumis Sesabamis monacemebs. 

avtofiltris isarze daWeriT gamonaTebul CamonaTvalSi 

Select All brZanebis arCeviT da OK Rilakze mausis dawkapunebiT 

gamonaTdeba cxrili sawyisi saxiT.  

avtofiltris isarze daWe-

riT miRebul CamonaTvalSi 

Number Filters ⇒ Top 10 ... brZanebis 

arCeviT gamonaTdeba mxolod am 

svetis aTi maqsimaluri monacemis 

Semcveli striqoni (sur. 62). 

avtomaturisagan gansxva-

vebiT, gafarToebuli filtri 

gafiltvris ufro rTuli krite-

riumebis gamoyenebis saSualebas gvaZlevs. davaWiroT avto-

filtris isars im svetSi, romlis monacemebis filtraciac gvinda 

da CamonaTvalSi avirCioT Number Filters ⇒ Custom Filter brZaneba 

(sur. 62). gamonaTebuli Custom AutoFilter dialoguri fanjris 

pirvel striqonSi, svetis dasaxelebis qvemoT ori veli gvaqvs 

(sur. 61). pirveli velis CamonaTvalSi SeirCeva filtraciis 

piroba: tolia (equals), ar udris (does not equals), metia (is greater 

than), metia an toli (is greater than or equal to), naklebia (is less than), 

naklebia an toli (is less than or equal to), iwyeba simboloTi (begins 

with), ar iwyeba simboloTi (does not begins with), mTavrdeba 

simboloTi (end with), ar mTavrdeba simboloTi (does not end with), 

Seicavs simbolos (contains) da ar Seicavs simbolos (does not 

   
  sur. 61. dialoguri fanjara  
           Custom AutoFilter 
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contain). meore velSi ki CamonaTvalidan Seitaneba an amoirCeva 

Sedarebis obieqti. Tu gvaqvs filtraciis damatebiTi piroba igi 

analogiuri wesiT Seitaneba dialogis meore striqonis velebSi. 

amasTan, CavrTavT And gadamrTvels, Tu gvsurs erTdroulad 

dakmayofildes filtraciis orive piroba an Or gadamrTvels, Tu 

sakmarisia maTgan erT-erTis Sesruleba. davxuroT dialogi OK 

RilakiT. 

                   
sur. 62. avtofiltris isarze daWeriT  
gamonaTebul CamonaTvalSi Number 

 Filters-isa da Text Filters-is brZanebebi 

filtraciis pirobebi: tolia (Equals ...), ar udris (Does Not 

Equals ...), metia (Greater Than ...), metia an toli (Greater Than Or Equal 

To ...), naklebia (Less Than ...), naklebia an toli (Less Than Or Equal To 

...), moTavsebulia ricxvebs Soris (Between ...), saSualo ricxvze 

metia (Above Average) da saSualo ricxvze naklebia (Below Average) 

agreTve SeiZleba SeirCes avtofiltris isarze daWeriT 

gamonaTebul Number Filters brZanebis CamonaTvalSi, xolo 

filtraciis pirobebi: tolia (Equals ...), ar udris (Does Not Equals 

...), iwyeba simboloTi (Begins With ...), mTavrdeba simboloTi (Ends 

With ...), Seicavs simbolos (Contains ...) da ar Seicavs simbolos 

(Does Not Contain ...) SeiZleba SeirCes avtofiltris isarze daWeriT 

gamonaTebul Text Filters brZanebis CamonaTvalSi (sur. 62).  
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8.5. monacemTa diapazoni 

 

samuSao furcelze 

ganTavsebul cxrilis nawils 

SeiZleba mivaniWoT 

damoukidebeli cxrilis fu-

nqcia, rac saSualebas mo-

gvcems es monacemebi vmarToT 

da CavataroT maTi analizi 

sxva monacemebisagan 

damoukideblad. magaliTad, 

movaxdinoT monacemTa diapazonis svetebis filtracia, davumatoT 

Semajamebeli striqoni, movaxdinoT cxrilis daformateba da 

gavagzavnoT cxrili serverze, romelic marTavs Windows Microsoft 

SharePoint Services 3. rodesac ukve aRar gvWirdeba monacemTa 

diapazonis es funqcia, SeiZleba gardavqmnaT isev diapazonad.   

 
          sur. 63. Create Table  
          dialoguri fanjara 

monacemTa diapazonis cxrilad gardasaqmnelad gamoiyeneba 

Insert menius Tables qvemenius Table brZaneba. gaixsneba Create Table 

dialoguri fanjara (sur. 63), sadac Where is the data for your table? 

velSi Caiwereba moniSnuli diapazonis misamarTi, xolo Tu 

diapazons ar aqvs saTauri da survili gvaqvs, rom mas 

gulisxmobis principiT mieniWos saTauri, maSin unda CavrToT 

alami My table has headers velSi da davaWiroT xeli OK Rilaks. 

cxrilad gardaqmnili diapazonis gaformeba SeiZleba 

ganxorcieldes damatebiTi Table Tools ⇒ Design menius instrumentTa 

panelze ganlagebuli Rilakebis saSualebiT. 

             
sur. 64. damatebiTi Table Tools ⇒ Design  menius instrumentTa paneli 
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cxrili rom gardaiqmnas isev monacemTa diapazonad, 

saWiroa movniSnoT aRniSnuli diapazoni an diapazonis erT-erTi 

ujredi mainc da SevasruloT damatebiTi Table Tools ⇒ Design menius 

Tools qvemenius (sur. 64) Convert to Range brZaneba an imave diapazonze 

gaxsnili konteqsturi menius Table ⇒ Convert to Range brZaneba an 

gamoviyenoT swrafi wvdomis instrumentebis panelis  Undo 

Rilaki. 

 

8.6. dinamiuri cxrilebi 

 

dinamiuri cxrilebis (Pivot Table) saSualebiT Zalze 

mosaxerxebelia monacemTa mravalganzomilebiani masivebis 

damuSaveba. dinamiuri cxrili interaqtiuli cxrilia, romelsac 

monacemTa diapazonisa da monacemTa bazis velebis informaciis 

asaxvisa da analizis moqnili saSualebebi aqvs. dinamiuri 

cxrilebis saSualebiT SesaZlebelia ricxviTi monacemebis 

Sekreba da gaerTianeba, saboloo Sedegebis miReba kategoriebisa 

da qvekategoriebis mixedviT, monacemTa yvelaze saWiro da sainte-

 
sur. 65. dialoguri fanjara Create PivotTable 
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reso qvesimravlis filtracia, dalageba, dajgufeba da pirobiTi 

daformateba. 

imisaTvis, rom dawvrilebiT moxdes ricxviTi monacemebis 

gaanalizeba gamoiyeneba PivotTable da PivotChart Setyobinebebi. 

amisaTvis, jer unda moxdes diapazonis erT-erTi ujredis 

gaaqtiureba da Semdeg PivotTable da PivotChart Setyobinebebis Seqmna 

xdeba Insert menius Tables qvemenius PivotTable an igive qvemenius 

PivotTable ⇒ PivotTable brZanebiT. gaixsneba Create PivotTable 

dialoguri fanjara (sur. 65). romlis Choose the data that you want to 

analyze velSi CavrToT Select a table or range gadamrTveli Tu 

monacemebi moTavsebulia mocemul samuSao furcelze da 

Table/Range velSi mieTiTeba cxrilis ujredebis is diapazoni 

romlis safuZvelze vapirebT dinamikuri cxrilis Seqmnas, xolo 

Tu gasaanalizebeli monacemebisaTvis gamoiyeneba gare wyaroebi, 

maSin unda CavrToT Use an external data source gadamrTveli da 

mivuTiToT am wyaros misamarTi. 

gasaanalizebeli dinamiuri 

cxrilis adgilmdebareobis gansa-

zRvrisaTvis Choose where you want the 

PivotTable report to be placed velSi 

CavrToT New Worksheet gadamrTveli, 

Tu gvinda dinamiuri cxrili 

ganTavsdes axal samuSao furcelze, 

xolo igive furcelze ganTavsebis 

mizniT CavrToT Existing Worksheet 

gadamrTveli da Location fanjaraSi 

mivuTiToT axali cxrilis 

adgilmdebareoba da mausi 

davawkapunoT OK Rilakze an xeli 

davaWiroT <Enter> klaviSs, ris Semdegac Sesabamis furcelze 

 
sur. 66. dinamiuri cxrilis 

maketi 
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gamonaTdeba dinamiuri cxrilis maketi (sur. 66) da Pivot Table Field 

List damatebiTi fanjara (sur. 67), sadac ganTavsebulia cxrilis 

svetebisa da striqonebis saTaurebi. am dasaxelebaTa dinamiur 

cxrilSi gadatana xdeba Choose fields to add to report velSi Sesabamisi 

svetebis da striqonebis dasaxelebebis mausis saSualebiT moniS-

vniT. Sedegad miTiTebul adgilze Seiqmneba dinamiuri cxrili. 

gaxsnil damatebiT fanjaraSi ganisazRvreba Setyobinebis filtri 

– Report Filter, mwkrivis are – Legend Fields (Series),  kategoriis are – 

Axis Fields (Categories), faseuloba – ∑ Values, xolo ganaxlebis 

reJimis CasarTvelad almiT movniSnoT veli Defer Layout Update.  

 
sur. 67. PivotTable Field List damatebiTi fanjara 

amave dros ekranze gamoCndeba damatebiTi Pivot Table Tools ⇒ 

Options da Pivot Table Tools ⇒ Design menius instrumentTa panelebi, 

romelic Seicavs dinamiur cxrilTan samuSao instrumentebs (sur. 

68). am instrumentebis panelze ganlagebuli brZanebaTa Rilakebis 

saSualebiT SesaZlebelia dinamiuri cxrilis daformateba da 

redaqtireba. 
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Setyobineba PivotChart-ze uzrunvelyofs PivotTable 

SetyobinebaSi monacemebis grafikul warmodgenas. imisaTvis, rom 

Seicvalos PivotChart SetyobinebaSi naCvenebi ganlageba da                           

monacemebi, Cven vcvliT masTan dakavSirebul ganlagebas PivotTable 

 

 
 

 
sur. 68. damatebiTi Pivot Table Tools ⇒ Options da Pivot Table Tools ⇒ Design  

menius instrumentTa panelebi 

SetyobinebaSi. PivotChart Setyobinebas, zustad iseve, rogorc 

standartul diagramas aqvs monacemTa rigi, kategoria, markerebi 

da RerZebi. Cven SegviZlia agreTve SevcvaloT diagramis tipi, 

monacemTa tipi, dasaxeleba, legenda, ganTavseba da iarliyi, 

diagramis mdebareoba da a. S. monacemTa rigi es aris erTmaneTTan 

dakavSirebuli monacemTa punqtebi, romelic momzadebulia diag-

ramaSi da warmoiSveba striqonebis an svetebis 

specifikaciebisagan. monacemTa TiToeul rigs diagramaSi aqvs 

erTi unikaluri feri an nimuSi. Cven SegviZlia movamzadoT 

monacemTa erTi an meti rigi. monacemTa markeri: sveti, are, 

wertili da sxva simbolo diagramaSi, romelic warmoadgens mo-

nacemTa erTaderT punqts. diagramaSi monacemTa dakavSirebuli 

markerebi qmnis monacemTa rigs. RerZi es aris wrfe, romliTac 

SemosazRvrulia diagramis are. Y RerZi – Cveulebriv 

vertikaluri RerZia da Seicavs monacemebs, xolo X RerZi – 

horizontaluri RerZia da Seicavs kategoriebs. diagramis 

dasaxeleba es aris RerZis an diagramis Tavze ganTavsebuli 

teqsti. legenda es aris yuTi, romelic axdens diagramaSi 
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monacemTa rigisa da kategoriebis 

nimuSTan an ferTan identificirebas. 

monacemTa iarliyi aris iarliyi, romelic 

monacemTa markerze iZleva damatebiT 

informacias. PivotChart Setyobinebebis 

Seqmna xdeba damatebiTi Pivot Table Tools ⇒ 

Options menius Tools qvemenius PivotChart 

brZanebiT. gaixsneba Insert Chart dialoguri 

fanjara da masSi diagramis tipis arCevis 

Semdeg Seiqmneba diagrama. amavdroulad 

gaixsneba PivotChart Filter Pane damatebiTi 

fanjara (sur. 69).  

ekranze gamoCndeba damatebiTi 

PivotChart Tools ⇒ Design, PivotChart Tools ⇒ 

Layout, PivotChart Tools ⇒ Format da 

PivotChart Tools ⇒ Analyze  menius 

instrumentTa panelebi, romelic Seicavs PivotChart diagramebTan 

samuSao instrumentebs (sur. 70). am instrumentebis panelze 

ganlagebuli brZanebaTa Rilakebis saSualebiT SesaZlebelia 

diagramebis daformateba da redaqtireba (ix. danarTi # 4). 

sur. 69. PivotChart 
Filter Pane 
damatebiTi 

gansxvaveba PivotChart Setyobinebasa da diagramas Soris. Tu 

gavixsenebT Cveulebriv diagramebs davinaxavT, rom umetesoba 

operaciebisa igivea, rac PivotChart SetyobinebebSi. Tumca arsebobs 

zogierTi gansxvaveba. standartuli diagramebis SemTxvevaSi Cven 

vagebT calkeuli monacemebisaTvis erT, CvenTvis sasurvel 

diagramas, amasTan isini ar arian dialoguri. PivotChart 

SetyobinebebiT Cven SegviZlia SevqmnaT erTaderTi diagrama da 

interaqtiul reJimSi monacemebi ganvixiloT sxvadsxvanairad, 

naCvenebi Setyobinebebisa da detalebis ganlagebis Secvlis gziT. 

diagramebis tipi SeiZleba Seicvalos. Cveulebriv diagramebSi 
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monacemebi dakavSirebulia uSualod samuSao furclis 

ujredebTan. PivotChart SetyobinebebSi SeiZleba dafuZnebuli iyos 

PivotTable SetyobinebebiT dakavSirebul ramodenime sxvadasxva 

tipis monacemebze. PivotChart SetyobinebebSi daformatebis 

SemTxvevaSi elementebi, ganlageba da stili SenarCunebuli iqneba. 

magram Trendlines (Trendlines es aris monacemTa rigSi tendenciis 

grafikuli warmodgena. igi gamoiyeneba winaswarmetyvelebis 

problemis kvlevisaTvis, e. w. regresiis analizisaTvis), monacemTa 

iarliyi, Secdomiani xazovani diagrama (Secdomiani xazovani 

diagrama Cveulebriv gamoiyeneba statistikuri da samecniero 

monacemebis damuSavebis dros. igi uCvenebs mwkrivSi monacemTa 

TiToeuli markeris mimarT potenciur Secdomas an 

daurwmuneblobis xarisxs) da monacemTa mwkrivis sxva cvlilebebi 

ar inaxeba. xolo standartuli diagramebi, rogorc ki 

gamoiyeneben am daformatebas, isini mas aRar kargaven. 

 
 

 
 

 
 

 
sur. 70. damatebiTi Pivot Chart Tools ⇒ Design, Pivot Chart Tools ⇒ Layout,  

Pivot Chart Tools ⇒ Format da Pivot Chart Tools ⇒ Analyze   
menius instrumentTa panelebi 
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9. EXCEL 2007-is damatebiTi SesaZleblobani 

 

Microsoft Office Excel 2007-s Excel-is wina versiebisagan 

gansxvavebiT aqvs ramodenime gansxvavebuli brZaneba. maT Soris 

Data menius Get External Data da 

Connections qvemeniusa (sur. 71), 

Review menius Proofing qvemenius 

brZanebebi (sur. 72), 

hipermimarTvebi da sxva. 

ganvixiloT TiToeuli maTgani: 

monacemebis importi. informaciis importirebis mTavari 

sargebloba mdgomareobs imaSi, rom Cven periodulad SegviZlia 

Microsoft Office Excel-Si araerTxel gavaanalizoT es monacemebi maTi 

kopirebis gareSe, romelmac 

SeiZleba wagvarTvas didi dro 

da gamoiwvios Secdomebi. gare 

monacemebTan dakavSirebis Se-

mdeg SegviZlia avtomaturad ga-

nvaaxloT Cveni samuSao davTari 

monacemTa dedanidan. monacemTa importi SeiZleba ganxorcieldes  

Data menius Get External Data qvemenius brZanebebiT (sur. 73). 

pirveli am brZanebebs Soris aris brZaneba From Access, 

romlis saSualebiTac xdeba monacemTa importi Microsoft Access-dan. 

arsebobs Excel-sa da Access-s Soris monacemebis mimocvlis 

ramodenime xerxi. monacemebis gadmosatanad SeiZleba gamoviyenoT 

Access-is specifikaciis mqone monacemebis kopireba da CavsvaT igi 

Excel-is samuSao furcelSi, an movaxdinoT Access-is monacemebis 

eqsporti Excel-is samuSao furcelSi. monacemebis gadasatanad 

Excel-idan da Access-Si SeiZleba visargebloT Excel-is samuSao 

 
               sur. 71. Data menius  
Get External Data da Connections qvemeniu 

sur. 72. Review menius Proofing 
qvemeniu 
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furcelidan monacemebis kopirebiT da CavsvaT igi Access-is 

specifikaciaSi, an movaxdinoT Excel-is samuSao furclis eqsporti 

Access-Si an Excel-is samuSao furcels davukavSirdeT Access-is 

cxrilidan. 

Excel-sa da Access-s Soris 

monacemebis imports aqvs ori 

sxvadasxva mniSvneloba. sityva 

importi Excel-Si niSnavs, rom 

ganaxlebad monacemebTan iyos 

mudmivi kavSiri, xolo Access-Si 

sityva importi niSnavs 

monacemebis erTxel gadatanas, 

monacemTa kavSiris gareSe. 

Excel-is monacemebidan 

SeuZlebelia Seiqmnas Access-is 

monacemTa baza. 

Semdegi brZaneba aris From Web, romlis saSualebiTac 

monacemTa importi xdeba internetidan. am brZanebiT gaixsneba New 

Web Query damatebiTi fanjara, romlis Address velSi unda 

mivuTiToT CvenTvis saWiro gverdis misamarTi Import Rilakis 

saSualebiT movaxdinoT monacemTa importi samuSao furcelze. 

monacemTa importirebis Semdegi brZanebaa From Text, romlis 

saSualebiTac monacemTa importi xdeba teqsturi failidan. 

teqsturi failis Excel-Si importirebis ori saSualeba arsebobs: 

SeiZleba gaixsnas teqsturi faili Excel-Si an moxdes teqsturi 

failis, rogorc monacemTa gare diapazonis importi. monacemTa 

gare diapazoni aris monacemTa diapazoni, romelic gadmotanilia 

samuSao furcelze, magram ara Excel-Si, aramed es xdeba teqstur 

failSi an monacemTa bazaSi. 

 

 
sur. 73. Data menius Get External Data 

qvemenius From Other Sources 
CamoSladi fanjara 
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Semdeg brZanebas warmoadgens From Other Sources, romlis 

saSualebiTac monacemTa importi xdeba monacemTa sxva 

wyaroebidan (sur. 73). esenia, SQL Server, SQL Server Analysis Services, 

XML failebi, monacemTa kavSiris ostati da monacemTa bazebis 

marTvis sistema (Oracle, OLE DB da sxva), Microsoft Query-is ostati 

da monacemTa bazebi (ODBC). am brZanebaze mimarTvis Semdeg 

CamoiSleba fanjara, sadac unda moxdes monacemTa saWiro wyaros 

SerCeva. 

am qvemenius bolo 

brZanebas warmoadgens 

Existing Connections, 

romlis saSualebiTac 

dakavSireba xdeba 

monacemTa gare wyaro-

ebTan. gaixsneba Existing 

Connections damatebiTi 

fanjara (sur. 74), 

romlis Select a Connection 

velSi CamonaTvalidan 

unda SeirCes Cveulebriv 

gamoyenebuli monacemTa wyaroebi, xolo sxva wyaros arsebobis 

SemTxvevaSi xeli davaWiroT Browse for More ... Rilaks da gaxsnil 

dialogur fanjaraSi mivuTiToT sasurveli informaciis wyaros 

axali misamarTi.  

kavSirisa da monacemTa ganaxleba. monacemTa diapazoni, 

Excel-is cxrili, PivotTable Setyobineba, PivotChart Setyobineba, 

teqsturi faili, monacemTa baza da Web qseli SeiZleba 

dakavSirebuli iyos monacemTa gare wyarosTan. Cven SeiZleba 

dagvWirdes monacemTa ganaxleba monacemTa am gare wyarodan. 

yoveli ganaxlebis Semdeg Cven monacemTa wyaroSi yovelTvis 

 
sur. 74. Existing Connections damatebiTi fanjara
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davinaxavT informaciis sul axal da axal versiebs. amasTan 

SeiZleba saWiro gaxdes kavSiris redaqtirebac. yovelive es 

SeiZleba ganxorcieldes Data menius Connections qvemenius 

brZanebebiT (sur. 71). 

imisaTvis, rom moxdes monacemTa garkveuli kavSiris 

gaaxleba Microsoft Query-is, Data Connection ostatis an Web qselis 

saSualebiT, saWiroa mivmarToT Data menius Connections qvemenius 

Refresh All ⇒ Refresh brZanebas, xolo Tu gvsurs samuSao davTarSi 

movaxdinoT monacemTa yvela kavSiris gaaxleba, maSin unda 

mivmarToT imave qvemenius Refresh All ⇒ Refresh All brZanebas an 

gamoviyenoT <Ctrl>+<Alt>+<F5> klaviSTa kombinacia. amgvarad, 

samuSao davTarSi moxdeba mTeli im informaciis ganaxleba, 

romelic modis monacemTa gare wyarodan. 

Tu gaxsnilia samuSao davTari, maSin SeiZleba CavrToT 

monacemTa avtomaturi gaaxlebis reJimi imave qvemenius Refresh All 

⇒ Connection Properties brZanebis saSualebiT. am dros gaixsneba 

Connection Properties damatebiTi dialoguri fanjara, sadac 

Sesabamisi punqtebis almiT moniSvniT CavrTavT avtomaturi 

ganaxlebis saWiro parametrebs. 

mocemuli samuSao davTrisaTvis monacamTa kavSiris 

dasaTvaliereblad, am kavSiris damatebis, gauqmebisa da 

ganaxlebisaTvis gamoiyeneba Data menius Connections qvemenius 

Connections brZaneba, romlis drosac gaixsneba Workbook Connections 

damatebiTi dialoguri fanjara (sur. 75), sadac Sesabamisad Add ... 

Rilakis saSualebiT moxdeba kavSiris damateba, Remove RilakiT – 

kavSiris gauqmeba, Properties ... RilakiT – gaixsneba Connection 

Properties damatebiTi dialoguri fanjara da Refresh RilakiT – 

CairTveba ganaxlebis reJimi. 
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monacemTa diapazonis Tvisebebis gansazRvrisaTvis unda 

mivmarToT Data menius Connections qvemenius Properties brZanebas. am 

dros ganisazRvreba Tu rogor ganaxldeba samuSao davTarTan 

dakavSirebuli ujredebi, monacemTa wyaros romeli Semcveloba 

iqneba naCvenebi, da rogor moxdeba monacemTa wyaroSi 

striqonebisa da svetebis raodenobis cvlilebis damuSaveba 

samuSao davTarSi. am dros ixsneba External Data Range Properties 

damatebiTi fanjara da am fanjris Sesabamisi punqtebis CarTva-

gamorTvis gziT moxdeba monacemTa diapazonis Tvisebebis 

Sesabamisi parametrebis momarTva.  

zemoT aRwerili kavSirebis redaqtirebisaTvis gamoiyeneba 

Data menius Connections qvemenius Edit Links brZaneba. am dros 

SeiZleba yvela sxva failebis ganxilva, raTa SevZloT am 

kavSirebis ganaxleba an gauqmeba. 

teqstis Semowmeba. ujredSi Cawerili teqstis marTlweris 

Semowmeba, gamokvleva, Tezaurusis moZebna da Targmna 

SesaZlebelia Review menius Proofing  qvemenius brZanebebis 

saSualebiT (sur. 72). 

 
sur. 75. Workbook Connections damatebiTi fanjara 
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aRniSnuli qvemenius Spelling Rilakis saSualebiT moxdeba 

ujredSi Cawerili teqstis marTlweris Semowmeba, Research 

RilakiT ganxorcieldeba teqstis gamokvleva, moxdeba teqstis 

Sesaxeb arsebuli miTiTebebis, leqsikonebisa da  enciklopediebis  

moZebna, Thesaurus RilakiT – arsebuli sityvisaTvis SeirCeva sxva, 

msgavsi mniSvnelobis sityva, romelsac Cven SevarCevT da Translate 

RilakiT moxdeba SerCeuli teqstis Targmna sxvadasxva enaze. 

Targmna SeiZleba ganxorcieldes erTi enidan meoreze. es enebia: 

inglisuri, germanuli, franguli, espanuri, italiuri, berZnuli, 

portugaliuri, holandiuri, rusuli, Sveduri, Cinuri (CineTis 

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

hipermimarTvebi. hipermimarTva es aris kavSiri dokumentidan 

sxva furcelTan an failTan. hipermimarTvis daniSnulebaa 

swrafad ganaxorcielos mimarTva sxva Web-gverdTan, suraTTan, 

eleqtronuli fostis misamarTTan, an programasTan. TviTon 

hipermimarTva ganTavsebulia samuSao furclis ujredSi da igi 

SeiZleba iyos xazgasmuli teqsti, suraTi an grafika, romelzec 

mausiT dawkapunebiT xdeba saWiro obieqtis swrafad gamoZaxeba. 

 
sur. 76. Insert Hyperlink damatebiTi fanjara 
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hipermimarTvis Casma aseve SesaZlebelia diagramis gansazRvrul 

elementebSi.  

hipermimarTvis Cawera xdeba Insert menius Links qvemenius 

Hyperlink brZanebiT, romlis Semdegac gaixsneba Insert Hyperlink  

dialoguri fanjara (sur. 76), romlis Link to da Look in CanarTebis 

meSveobiT xdeba saWiro obieqtis misamarTis moZebna da misi 

gadmowera Address velSi. Tu misamarTi cnobilia, maSin SeiZleba 

misi uSualod Cawera Address velSi da OK RilakiT davamowmoT 

Cveni gadawyvetileba. 

Office Button menius Prepare, Send da Publish brZaneba.  Microsoft 

Office Excel 2007-Si Excel-is 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;  

• Encrypt Document (dokumentis daSifvra anu paroliT 

dacva) brZanebas, maSin gaixsneba Encrypt Document 
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damatebiTi fanjara, romlis Password velSi avkriboT 

paroli da davaWiroT OK Rilaks, gaixsneba parolis 

damowmebis dialogis fanjara Confirm Password, romlis 

Reenter Password velSi avkriboT igive paroli da isev 

davaWiroT OK-s. 

• Restrict Permission (dokumentze mimarTvis SezRudva) 

brZanebas, maSin gverdiT CamoiSleba fanjara, romlis 

mixedviTac momxmarebels ezRudeba dokumentze mimarTva 

(redaqtirebis, kopirebis, dabeWdvis da sxva); 

• Add a Digital Signature (cifruli xelmoweris damateba) 

brZanebas, maSin igi 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 fail-atributi mxolod 

wakiTxvisaTvis; 

• Run Compatibility Checker (Tavsebadobis Semowmeba) 

brZanebas, maSin moxdeba dokumentis Semowmeba, 

Tavsebadia Tu ara igi Excel-is wina versiebiTan.  

2. Send – am brZanebiT xdeba dokumentis gagzavna 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. 
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3. Publish – am brZanebiT xdeba dokumentis sxva 

momxmareblebisaTvis ganawileba. am brZanebis arCevis Semdeg 

Distribute the document to other people velSi Tu avirCevT: 

• Excel Services (Excel-is servisi) brZanebas, maSin 

dokumentis sxva momxmareblebisaTvis ganawilebis dros 

SegviZlia gamoviyenoT rogorc Excel-is servisi, aseve is 

is parametrebi, romelsac gvTavazobs internet-

brauzeri; 

• Document Management Server (dokumentis marTvis serveri) 

brZanebas, maSin samuSao dokumenti SeiZleba gavyoT da 

SevinaxoT igi 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. 

 

 

 
10. makrosebi 

 

makrosis mizania moaxdinos xSirad gamoyenebuli amocanisa 

da moqmedebebis avtomatizacia. Tumca zogierTi makrogansazRvreba 

es aris klaviSebze xelis daWerisa da mausis dawkapunebis 

mimdevrobis mxolod registracia, xolo ufro rTuli makrosebis 

SemTxvevaSi programebi dawerilia Visual Basic for Applications (VBA) 

enaze dammuSaveblebis mier da maTSi gamoyenebulia kodebi, 

romelTac SeuZlia mravali brZanebis Sesruleba Cvens kompi-

uterze. VBA-i es aris Microsoft Visual Basic-is makro enuri versia, 

romelzec iwereba Microsoft Windows-is garemoSi momuSave prog-

ramebi da gamoiyeneba Microsoft-is zogierT programebTan erTad. 
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amitom, garkveuli TvalsazrisiT, VBA-i usafrTxoebis potenciur 

risks warmoadgens, radgan xakerebs SeuZliaT boroti ganzraxviT 

Seitanon makrosi dokumentis saSualebiT da romelsac misi 

gaxsnis Semdeg makross saSualebas aZlevs marTos da potenciurad 

gaavrcelos virusi Cvens kompiuterSi. 

 
sur. 77. Record Macro dialoguri fanjara 

makrosis Cawera da misi Sesrulebaze gaSveba xdeba View 

menius Macros qvemenius Macros brZanebiT, romlis Semdegac 

CamoiSleba fanjara. makrosis Casawerad unda avirCioT brZaneba 

Record Macro ...; gaixsneba Record Macro dialoguri fanjara (sur. 77), 

romlis Macro Name velSi gulisxmobis principiT Cawerili iqneba 

makrosis pirobiTi saxeli Macro1 (Macro2, Macro3, ...), romelic 

SegviZlia SevcvaloT an davtovoT Cveni survilis mixedviT. 

Shortcut key velSi `Ctrl+~-is gverdiT ujredSi unda CavweroT is 

simbolo e. w. `cxeli klaviSi~, romelTanac kombinaciaSi Semd-

gomSi moxdeba am makrosis Sesrulebaze gaSveba. Store macro in 

CamoSlad velSi SeirCeva makrosis moqmedebis are – mocemuli 

samuSao davTari, axali davTari Tu personalurad samuSao 

davTarisaTvis, xolo Description velSi ki SeiZleba Caiweros 
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makrosis aRwera da OK RilakiT unda davamowmoT Cveni 

gadawyvetileba. 

amis Semdeg unda SevasruloT is moqmedebebi da im 

mimdevrobiT, rogorc gvsurs maTi Cawera makrosSi da View menius 

Macros qvemenius Macros ⇒  Stop Recording brZanebiT davasruloT 

makrosis Cawera. 

 

 
sur. 78. dialoguri fanjara Macro 

 
makrosis Sesrulebaze gaSvebis mizniT movniSnoT samuSao 

furclis is ujredi, romlidanac unda daiwyos makrosis 

Sesruleba da gamoviyenoT Record Macro dialoguri fanjris Shortcut 

key velSi Cawerili klaviSTa kombinacia. makrosis Sesrulebaze 

gaSveba agreTve SeiZleba View menius Macros qvemenius Macros ⇒  

View  Macros brZanebiT, romlis drosac gaixsneba Macro dialoguri 

fanjara (sur. 78), romlis Macro Name velSi SevarCioT 

Sesasrulebeli makrosi da mausiT davawkapunoT Run Rilakze. 

imave fanjris Step Into da Edit RilakebiT ekranze gaixsneba am 

makrosis Sesabamisi Visual Basic-is enaze Cawerili programa da 
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momxmarebels saSualeba eZleva Seitanos masSi saWiro 

Sesworebebi an moaxdinos programis redaqtireba. Delete RilakiT 

SesaZlebelia romelime makrosis waSla, xolo Options ... RilakiT 

ixsneba Macro Options dialoguri fanjara (sur. 79), saidanac 

SeiZleba Seicvalos am makrosis Sesabamisi `cxeli klaviSis~ 

mniSvneloba. 

View menius Macros qvemenius Semdegi brZanebaa Macros ⇒  Use 

Relative References brZaneba, romelic saSualebas iZleva CavrToT an 

gamovrToT fardobiTi mimarTvis reJimi. fardobiTi mimarTvis 

reJimis gamoyenebis dros makrosi muSaobs ise rogorc for-

mulebi fardobiTi misamarTis SemTxvevaSi. magaliTad, Tu Cven 

gavakeTebT makross, romelsac A1 ujredidan kursori gadahyavs A3 

ujredSi da fardobiTi mimarTvis reJims CavrTavT, xolo Semdeg 

kursors CavayenebT F5 ujredSi da am makross gavuSvebT 

Sesrulebaze kursori gadava F7 ujredSi. Tu igive makross 

Sesrulebaze gavuSvebT gamorTuli fardobiTi mimarTvis reJimis 

SemTxvevaSi, maSin F5 ujredidan kursori aRmoCndeba A3 ujredSi. 

 
sur. 79. dialoguri fanjara Macro Options 
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makrosis zemoT aRwerili brZanebebis Sesruleba 

SesaZlebelia damatebiTi Developer menius Code qvemenius brZanebebis 

saSualebiT (sur. 80). gulisxmobis principiT es meniu Excel-is 

pirvelad CarTvis momentSi ar Cans ekranze. misi CarTva-gamorTva 

SeiZleba Office Button meniuSi Excel Options dialoguri fanjris 

Popular CanarTSi Show Developer tab in the Ribbon CamrTvelis moniSvnis 

saSualebiT. 

Microsoft Office Excel 2007 saSualebas iZleva avarCioT 

makrosis usafrTxoebis momarTvis makro-parametrebi, risTvisac 

damatebiT Developer menius Code qvemeniuSi aris brZaneba Macro 

Security. misi saSualebiT, Tu kompiuterze aris dayenebuli 

antivirusuli programa, xdeba usafrTxoebis parametrebis 

momarTva. samuSao davTris virusze Semowmeba xdeba, Tu is Seicavs 

makrosebs, vidre igi gaxsnilia. Cven SeiZleba SevcvaloT 

usafrTxoebis momarTvis makro-parametrebi da es cvlileba 

moqmedebs mxolod Excel-Si da ar exeba Office-is arcerT sxva 

programas. 

 
sur. 80. Developer menius Code da Controls qvemeniu 

Tu gvsurs davweroT makrosi Visual Basic-is enaze, maSin 

gamoiyeneba Developer menius Code qvemenius Visual Basic brZaneba, xolo 

samuSao furcelze Visual Basic-is iaraRebis gamoyeneba 

SesaZlebelia Developer menius Controls qvemenius brZanebebis 

saSualebiT. 
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danarTi # 1 

 

operatorebi 

 

niSans an simbolos, romelic gamosaxulebaSi gamoTvlebis 

tips gansazRvravs operatori ewodeba. Excel-Si oTxi tipis 

operatori gamoiyeneba, esenia: ariTmetikuli, teqsturi, 

samisamarTo da Sedarebis operatorebi. ganvixiloT isini. 

ariTmetikuli operatorebi. ariTmetikuli operatori 

gamoiyeneba ricxvebze maTematikuri gamoTvlebis Casatareblad, 

romlis Sesrulebis Sedegsac ra Tqma unda isev ricxvi 

warmoadgens. 

Excel-Si ariTmetikuli operatorebia: 

`+~ – Sekreba; 

`-“ – gamokleba; 

`*~ – gamravleba; 

`/~ – gayofa; 

`^~ – axarisxeba; 

`%~ – procenti.  

teqsturi operatori. teqsturi operatoris daniSnulebaa 

erTi an ramodenime teqstis erTmaneTTan mierTeba anu maTi 

gaerTianeba. misi aRniSvna ampersandis – `&~ simboloTi 

xorcieldeba. 

magaliTad, Tu A3 ujredSi Cawerilia teqsti `veb~, xolo 

D5-Si  `gverdi~ da B2 ujredSi SevitanT formulas =A3&D5, 

gamoTvlis Sedegi iqneba – `vebgverdi~. igive Sedegi miiReba Tu 

formulis Setanis dros movaxdenT A3 da D5 ujredebze miTiTebas 

mausis dawkapunebis gziT. im SemTxvevaSi Tu gvinda am sityvebis 

defisis niSniT gamoyofa, maSin formulas Semdegi saxe eqneba 

=A3&”-“&D5, Sedegad ki miviRebT Canawers – `veb-gverdi~. im 
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SemTxvevaSi Tu sityvebi `veb~ da `gverdi~ cal-calke svetebSia 

moTavsebuli da Sesabamisad maTi misamarTebia A1, D1 da  maTi erT 

ujredSi moTavseba gvaqvs gadawyvetili anu gvinda maTi erT 

ujredSi gaerTianeba da amasTan maT Soris daSorebis 

gaTvaliswineba, sakmarisia gamoviyenoT formula =A1&” “&D1, 

Sedegad miviRebT – `veb gverdi~. sxva ujredebis diapazonisaTvis 

formulis gavrceleba xorcieldeba Sevsebis markeris gamoyenebiT.  

piruku moqmedebis Sesasruleblad anu gaerTianebuli 

sityvebis dasaSlelad saWiroa Sesabamisi ujredis an ujredebis 

moniSvna xolo Semdeg menius Date menius Date Tools qvemenius Text to 

Columns brZanebis gamoyeneba. gamonaTdeba teqstis svetebad gayofis 

ostatis pirveli bijis dialoguri fanjara. Tu Cvens teqstur 

 

velSi niSnakebi erTmaneTisagan gamoyofilia tabulaciis klaviSis 

gamoyenebiT (Tab), wertil-mZimiT (Semicolon), mZimiT (Comma), hariT 

(Space) an sxva maxasiaTeblebiT (Other), maSin gamonaTebul 

fanjaraSi movniSnoT Delimited (gulisxmobis principiT moniSnulia 
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es ofcia), xolo Tu teqstur velSi yvela punqti aris erTi da 

igive sigrZis, movniSnoT Fixed width ofcia.  

 

amis Semdeg Next Rilakze mausis dawkapunebiT gadavideT 

meore bijis dialogur fanjaraze. masSi Delimiters velSi 
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movmarToT Space ofcia da davasruloT moqmedeba Finish Rilakze 

mausis dawkapunebiT. amis Semdeg formulis striqonSi, formulas 

Tu brWyalebs davumatebT an saWiroebis da mixedviT, udris niSans 

da xels davaWerT Enter klaviSs ujredSi Canaweris Cveneba 

aRdgeba. 

im SemTxvevaSi Tu samuSao furclis ujredSi mocemulia 

Canaweri magaliTad, samadaSvili dimitri da gvsurs misi daSla 

ise, rom gvari da saxeli sxvadasxva ujredebSi ganTavsdes, maSin 

gadavideT ostatis mesame bijis fanjaraze Next Rilakze mausis  

 

daWeriT da amonaTebul fanjaraSi Column data format velSi 

SevarCioT Text ofcia. Finish Rilakze mausis dawkapunebis Semdeg 

ekranze vixilavT gverdi-gverd ujredebSi Caweril saxels da 

gvars. aqvea moTavsebuli ofcia TariRis (Date) daSlis 

SesaZleblobiT.  
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Tu momxmarebelma gamonaTdeba teqstis svetebad gayofis 

ostatis pirveli bijis dialogur fanjaraSi airCia Delimited 

ofcia da ostatis meore bijis dialoguri fanjris Delimiters velSi 

almiT moniSna Other ofcia, maSin mis marjvniv mdebare fanjaraSi 

unda moxdes im simbolos Casma, romelic SemdgomSi Seasrulebs 

sityvebis gamyofis rols. Tu momxmarebelma ostatis pirveli 

bijis dialogur fanjaraSi airCia Fixed width (fiqsirebuli sigane) 

ofcia, maSin zemoTaRniSnuli sityvaTa gamyofi simboloebis 

ofciebi xelmiuwvdomelia da ostatis meore bijis dialogur 

fanjaras eqneba saxe:   

Tu Cveni monacemebi sityvebis gamyofad Seicaven erT 

simboloze met simbolos an Seicaven mravaljerad samomxmareblo 

gamomyofebs, maSin ostatis pirveli bijis dialogur fanjaraSi 

unda movniSnoT Treat consecutive delimiters as one veli. 

Text qualifier CamoSlad velSi movniSnoT is simbolo, 

romelTa Soris moTavsebuli monacemebi unda ganvixiloT rogorc 

teqsti. 

Data preview veli gviCvenebs Tu rogor gamoiyureba teqsti, 

roca is gaiyofa.  

samisamarTo operatorebi. samisamarTo operatorebisaTvis 

gamoiyeneba iseTi sasveni niSnebi, rogoricaa orwertili `:~ – 

diapazonis misaTiTeblad, mZime `,~ – areTa gasaerTianeblad da ` ~ 

intervali (hari) – areTa TanakveTis saCveneblad. es operatorebi 

gansazRvraven ujredebis kombinaciebs maTze gamoTvlebis 

Sesrulebis mizniT. 

Sedarebis operatorebi. Sedarebis operatorebis gamoyeneba 

xorcieldeba sidideebis erTmaneTTan Sedarebis mizniT. maTi 

aRniSvnebia:  

`=~ – tolia; 

`<~ – naklebia; 
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`>~ – metia; 

`>=~ – metia an tolia; 

`<=~ – naklebia an tolia; 

`<>~ – ar udris. 

Sedarebis operatoris da Sesabamisad am operaciis 

gamoyenebis Sedegi logikuri sididea – (TRUE) `WeSmariti~ an 

(FALSE) `mcdari~. 

masivebis Sekreba. ori masivis Sekreba xorcieldeba 

Semdegnairad: SevitanoT pirveli svetis A1:A5 (magaliTad, 2, 3, 7, 

12, 34) da mesame svetis C1:C5 (magaliTad, 54, 2, 4, 11, 23) ujredebis 

diapazonSi ricxvebi. amis Semdeg movniSnoT im svetis ujredebi, 

sadac Sekrebis Sedegis Casma gvsurs (magaliTad, E1:E5). Semdeg 

CavweroT klaviaturis meSveobiT an CavsvaT mausis dawkapunebis 

gziT formula =A1:A5+C1:C5 da Sedegis misaRebad gamoviyenoT 

<Ctrl>+<Shift>+<Enter> klaviSTa kombinacia. E1:E5 ujredebSi 

miiReba Sekrebis Sedegebi (Cvens SemTxvevaSi – 56, 5, 11, 23 da 57), 

xolo formulis striqonSi gamoCndeba figurul frCxilebSi 

moTavsebuli {=A1:A5+C1:C5} Canaweri. 

im SemTxvevaSi roca xdeba A1:A5 an C1:C5 ujredSi 

moTavsebuli romelime monacemis Secvla, Sedegi rasakvirvelia 

Sesabamisad icvleba, magram am ujredebze sxva moqmedebis 

Sesruleba (magaliTad gayofis, gamoklebis da sxva)  da 

Sesabamisad Tavad formulis 

Secvla SeuZlebelia. igive Sedegis 

miReba SesaZlebelia ricxviTi 

masivebis diapazonebisaTvis 

saxelis miniWebis gziT. Cveni 

magaliTis SemTxvevisaTvis mov-

niSnoT A1:A5 ujredebis diapa-

zoni, amis Semdeg CavdgeT for-
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mulis striqonis marcxena mxares moTavsebul saxelis Name Box 

ujraSi, CavweroT masSi am diapazonisaTvis sasurveli saxeli 

magaliTad, `sveti 1~ (masSi qarTul enovani Canaweris misaRebad 

gamoiyeneT Sylfaen Srifti enis gadamyvani panelis meSveobiT). igive 

operacia gavimeoroT meore ricxviTi masivis C1:C5 

diapazonisaTvis saxelis misaniWeblad da davarqvaT mas `sveti 2~. 

saxelis miniWeba aseve SesaZlebeblia Formulas menius Defined Names 

qvemenius Define Name ⇒  Define Name brZanebis an Name Manager 

brZanebiT gaxsnili dialoguri fanjris New Rilakis saSualebiT. 

am dros gaixsneba New Name dialoguri fanjara, romlis Name 

velSi Caiwereba diapazonis axali saxeli da OK RilakiT 

davamowmoT Cveni gadawyvetileba. maTi waSlis survilis 

SemTxvevaSi gamoiyeneba Name Manager brZanebiT gaxsnili 

dialoguri fanjris Delete Rilaki.  

amis Semdeg formulis Cawera ganxorcieldeba Semdegnairad: 

movniSnoT ujredTa diapazoni, sadac gvinda rom Sedegebis Cveneba 

ganxorcieldes, CavweroT tolobis niSani, Semdeg SevasruloT 

Formulas menius Defined Names qvemenius Use in Formula brZaneba, 

movniSnoT masSi Canaweri `sveti 1~. Semdeg CavweroT plus niSani 

da isev gamoviyenoT igive brZaneba `sveti 2~-is Casasmelad. 

operacia davasruloT <Ctrl>+<Shift>+<Enter> klaviSTa kombinaciiT. 

E1:E5 ujredebSi gamoCndeba Sekrebis Sedegebi, xolo formulis 

striqonSi Canaweri {=სვეტი1+სვეტი2}. mniSvnelovania gvaxsovdes, 

rom masivis saxelis darqmevis dros daculi unda iyos Semdegi 

wesebi:  

9 saxeli SeiZleba Sedgebodes asoebis, cifrebis da `\~, `?~, 

`.~ `_~ simboloebisagan; 

9 simboloTa raodenoba ar unda aRematebodes 255-s;  

9 saxeli unda iwyebodes asoTi an `_~ an `\~ simboloTi; 
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9 saxelSi dasaSvebia ramodenime sityvis gamoyeneba, oRond 

maT Soris dauSvebelia intervalis, Tumca dasaSvebia `_~ 

simbolos gamoyeneba. 

unda aRiniSnos, rom formulaSi saxelis Casma 

xorcieldeba ujredTa diapazonis moniSvnis Semdeg Formulas menius 

Defined Names qvemenius Use in Formula ⇒  Paste Names brZanebis 

daxmarebiT. xolo gaaqtiurebuli fanjris Paste Name velSi saWiro 

saxelis arCeviTa da mausis OK Rilakze dawkapunebis gziT.  
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danarTi # 2 

 

funqciebi 

 

1. finansuri funqciebi (Financial) 

 

finansur funqciebSi gamoiyeneba Semdegi aRniSvnebi: 

- Rate _ procenti – saprocento ganakveTi n-periodSi. 

magaliTad, Tu aiReT saavtomobilo sesxi yovelwliuri 10% 

saprocento ganakveTiT da akeTebT yovelTviur Senatans, Tqveni 

saprocento ganakveTi TveSi iqneba – 10/12 an 0,83.  

- term – vada, romlis amowurvis Semdeg unda daifaros 

krediti (weli an Tve); 

- Nper –  gadaxdis periodis saerTo raodenoba wlebis 

mixedviT. magaliTad, Tu iRebT saavtomobilo oTx wlian sesxs da 

akeTebT yovelTviur gadaxdebs Tqveni sesxs aqvs 4*12 (anu 48) 

periodi.  

- Pv (Present value) – kreditiT gamotanili sesxis odenoba; 

Tu PV-s mniSvneloba gamotovebulia unda SevitanoT Pmt 

argumenti. 

- Fv (Future value) – Tanxa, romelic dagrovdeba bankSi 

Setanil anabarze vadis amowurvis bolosTvis; Tu is 

gamotovebulia es niSnavs, rom is 0-is tolia. Tu FV-s 

mniSvneloba gamotovebulia unda SevitanoT Pmt argumenti. 

- Pmt – mocemul vadaSi gadasaxdeli Tanxis odenoba. 

gadaxdis Sesruleba yoveli sagadaxdo periodisTvis da ar 

icvleba sesxis arsebobis ganmavlobaSi. ZiriTadad, Pmt Seicavs 

ZiriTad Tanxas da procents, magram ar Seicavs sxva raime saxis 

gadasaxads an begaras. magaliTad, yovelTviuri gadasaxadebi 10 000 

$-ze oTxwliani saavtomobilo sesxis pirobebSi 12% saprocento 
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ganakveTiT aris – 263.33 $. e. i. formulaSi 263.33 $ SevitanT 

rogorc Pmt-s. Tu Pmt gamotovebulia unda Caisvas PV an FV 

argumenti. 

- balance-period – vadaSi gadauxdeli Tanxis odenoba. 

- Type – aris ricxvi, 0 (nuli) an 1 da miuTiTebs gadaxdis 

(Senatanis) valdebulebaze (rodis unda moxdes gadaxada). 0 an misi 

gamotovebis SemTxvevaSi gadaxda moxdeba periodis bolos, 1 – 

periodis dasawyisSi. 

magaliTi 1. 

davuSvaT gamogvaqvs krediti – sesxi 45 000-is odenobiT 

yovelwliuri 12%-iani saprocento ganakveTiT. es Tanxa unda 

daifaros 5 wlis ganmavlobaSi. amocana mdgomareobs imaSi, rom 

gamovTvaloT yovelTviuri gadasaxdeli Tanxis odenoba. amisaTvis 

visargebloT formuliT: 

=PMT (Rate; Nper; Pv; Fv; Type)  

Sesabamisi monacemebis Casmis Semdeg mas eqneba Semdegi saxe: 

=PMT (12%/12; 5*12; 45 000; 0; 0) 

Sedegi toli iqneba -1001,00 (niSani `-~ niSnavs Tanxis 

gacemas). 

magaliTi 2. 

gamovTvaloT, ramden TveSi daifareba sesxi PV srulad. 

FV=0, Tu yovelTviurad gadavixdiT procents Rate=12%-is 

odenobiT.  

visargebloT formuliT: 

=Nper (Rate; Pmt; Pv; Fv; Type) 

=Nper (12%/12; -1001; 00; 45000; 0; 0) 

miviRebT 60 Tves, rac Seesabameba 5 wels. 

magaliTi 3. 

vTqvaT, gvinda gamovTvaloT ra Tanxis aReba SegviZlia 

kreditiT. 
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visargebloT formuliT: 

=PV (Rate; Nper; Pmt; Fv; Type) 

=PV (12%/12; 5*12; -1001; 00; 0; 0) 

miviRebT 45 000. 

magaliTi 4. 

vTqvaT, gvinda gamovTvaloT ra raodenobis Tanxa 

dagrovdeba bankSi, Tu yovelTviurad gavakeTebT danazogs 

Pmt=(-1001,00), sawyisi Tanxa aris PV=0, banki ki gvixdis 12% 

procents – Rate=12% weliwadSi. 

visargebloT formuliT: 

=FV (Rate; Nper; Pmt; Pv; Type) 

=FV (12%/12; 5*12; -1001; 00; 0; 0) 

miviRebT 81,751.34. 

 

finansuri funqcia PMT 

sesxis gadasaxadis gamoTvla, romelic dafuZnebulia 

mudmiv gadasaxadebze da mudmiv saprocento ganakveTze. sesxis 

ganmavlobaSi gadasaxdeli saerTo Tanxis sididis Zebna, 

gamravlebuli nper periodSi dabrunebul PMT Tanxis 

mniSvnelobaze.  

misi sintaqsia: 

PMT(Rate; Nper; Pv; Fv; Type) 

magaliTi 1 
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8% - wliuri saprocento ganakveTi;  

10 - Tanxis Setanis TveTa raodenoba;  

1000 - aRebuli an asaRebi sesxis Tanxis odenoba. 

I formula – sesxze daricxuli yovelTviuri Senatani 

gansazRvruli gadasaxdeli periodis bolos (-103,70); 

II formula – sesxze daricxuli yovelTviuri Senatani 

gansazRvruli periodis dasawyisSi arsebuli daricxvebis 

Senatanis gamoklebiT (-103,02) 

magaliTi 2 

PMT aseve SesaZlebelia gamoviyenoT rogorc sasesxo, aseve 

yovelwliur Semosavlebze gadasaxadebis gansazRvis mizniT. 

 

 

 

6% – yovelwliuri saprocento ganakveTi;  

18 – danazogis gasakeTeblad dagegmili Tanxis Senaxvis wlebi; 

50000 – 18 wlis Semdeg dagrovili Tanxis sasurveli raodenoba. 

(-129.08) – es aris yovelTviuri danazogi 18 wlis bolos 50000 

laris dasagrovebad. 

SeniSvna: 1. PMT-is mier dabrunebuli gadaxdebi moicavs 

ZiriTad Tanxas da mis procents, magram ar Seicavs damatebiT 

gadasaxdebs, sarezervo gadasaxadebs an raime sxva tipis 

gadasaxadebs, romlebic zogjer dakavSirebulia sesxTan; 
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2. darwmundiT, rom xar Tanmimdevruli im erTeulebTan 

mimarTebaSi, romlebsac iynebeT procentisa da Nper-is 

dasakonkreteblad. Tu  yovelTviurad ixdiT oTxwliani sesxis 

pirobebSi, wliur 12 procents sesxis dasafarad, gamoiyeneT 12%/12 

– yovelTviuri procentis miRebis mizniT da 4*12 – Nper-is 

gamosaTvlelad. Tu igive sesxis dasafarad ixdiT wliur 

gadasaxads, maSin gamoiTvleba 12 – procentisaTvis da 4 – Nper-

isaTvis. 

 
finansuri funqcia PV 

investiciis arsebuli Tanxis amonagebi. arsebuli Tanxa 

mTliani ricxvia, romelic ganawilebulia samomavlo gadaxdebze. 

magaliTad, rodesac sesxulob Tanxas, sesxis odenoba aris 

kreditoris mimarT arsebuli Tanxis odenoba.  

misi sintaqsia: 

PV(Rate; Nper; Pmt; Fv; Type) 

SeniSvna: 1. darwmundiT, rom xarT Tanmimdevrulni 

erTeulebSi, romlebsac iyenebT imisaTvis, rom gansazRvroT norma 

Rate an Nper-i. Tu akeTebT yovelTviur Senatanebs oTxwliani 

sesxisaTvis yovelwliuri 12%-iani interesiT, iyenebT 12/12 Rate 

normisaTvis da 4*12  Nper-saTvis. Tu akeTebT yovelwliur 

Senatanebs igive sesxisaTvis, iyenebT 12-s normisaTvis da 4 – Nper-

saTvis. 

CUMIPMT CUMPRINC FV FVSCHEDULE IPMT XNPV 

PMT PPMT PV RATE XIRR  

 

2.  qvemoT moyvanili  funqciebi gamoiyeneba rentisaTvis: 

renta aris mTeli rigi mudmivi, uwyvet periodSi gadacemuli 

naRdi angariSsworebiT gadasaxadebis erToblioba. magaliTad, 
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saavtomobilo sesxi an ipoTeka rentisaTvis. damatebiTi 

informaciisaTvis ixileT aRwera rentis TiToeuli funqciisaTvis.  

3. rentis funqciebSi, xelze arsebuli fuli, romelsac 

ixdiT danazogebisaTvis depozitis saxiT, warmodgenilia 

uaryofiTi ricxviT. fuli romelsac iRebT xelze, dividentis 

qviTris saxiT, warmodgenilia dadebiTi ricxviT. magaliTad, Tu 

xarT meanabre bankSi depoziti 1000$ odenobiT warmodgenili 

iqneboda argumentiT -1000, xolo argumentiT 1000, Tu xarT Tavad 

banki. 

4. Excel-i amoxsnis erT finansur arguments sxva wevrebs 

Soris, Tu norma ara aris nulis toli, formuliT:  

01)1(*)*1()1(* =+⎟⎟
⎠

⎞
⎜⎜
⎝

⎛ −+
+++ Fv

Rate
RateTypeRatePmtRatePv

Nper
Nper

   

Tu norma nulis tolia, maSin: 

(Pmt * Nper) + Pv + Fv = 0 

 

 

 

500 – fuli gadaxdilia dazRvevis yovelwliuri rentidan 

yoveli Tvis bolos. 

8% – gadasaxdel Tanxaze arsebuli saprocento ganakveTi. 

20 – wlebi, romelSic iqneba Tanxa dafaruli. 

Sedegi: rentis arsebuli tarifi yovelwliur rentaze 

gansazRvruli periodis zemoT (-59 777.15). Sedegi uaryofiTia 
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radgan is warmoadgens fuls, romelsac ixdiT, anu arsebuli 

Tanxis gadinebaa. Tu gTxoven gadaixadoT renta (60 000), CaTvaleT 

rom es ar iqneboda kargi investicia, radgan arsebuli rentis 

fasi (59 777.15) – naklebia imaze, vidre is rasac gTxoven rom 

gadaixadoT. unda aRiniSnos, rom saprocento ganakveTi gayofilia 

12-ze, raTa miiRoT Tviuri ganakveTi. wlebi gamravlebuli 12-ze, 

raTa miviRoT gadaxdebis ricxvi. 

 
finansuri funqcia FV 

abrunebs investiciis samomavlo fass, romelic 

dafuZnebulia periodul, mudmiv gadasaxadebze, mudmivi 

saprocento ganakveTiT. 

misi sintaqsiaY 

FV(Rate; Nper; Pmt; Pv; Type) 

FV-Si argumentebis rentis funqciebze ufro sruli 

aRwerisa da damatebiTi informaciis miRebis mizniT ixileT PV 

funqcia. 

 

 
 

6% _ yovelwliuri saprocento ganakveTi;  

10 _ Senatanebis ricxvi;  

200 _ Senatanis raodenoba;   

500 – arsebuli Tanxa;  

1 – Senatani gakeTebulia periodis dasawyisSi;  
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(2581.40) _ samomavlo Tanxa investiciis garkveuli periodis 

Semdeg.  
 

 
 

12% _ yovelwliuri saprocento ganakveTi;  

12 – Senatanebis ricxvi;  

1000 – Senatanis raodenoba;  

(12,682.50) – samomavlo Tanxa investiciis garkveuli 

periodis Semdeg.  
 

 
 

11% _ yovelwliuri saprocento ganakveTi;  

35 – Senatanebis ricxvi;  

2000 – Senatanis raodenoba;  

0 – Senatani gakeTebulia periodis bolos;  

(82,846.25) – samomavlo Tanxa investiciis garkveuli 

periodis Semdeg.  

yovelwliuri saprocento ganakveTi gayofilia 12-ze, radgan 

is gaTvlilia yovel Tveze. 
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6% _ yovelwliuri saprocento ganakveTi;  

12 – Senatanebis ricxvi;  

100 – Senatanis raodenoba;  

1000 – arsebuli Tanxa;  

1 – Senatani gakeTebulia periodis dasawyisSi;  

(2301.40) – samomavlo Tanxa investiciis garkveuli periodis 

Semdeg.  

 

finansuri funqcia NPER 

abrunebs investiciebisaTvis periodebis ricxvs, romlebic 

dafuZnebulia periodul, mudmiv gadasaxadebze da mudmiv 

saprocento ganakveTze. 

sintaqsi 

NPER(Rate; Pmt; Pv; Fv; Type) 
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12% _ yovelwliuri saprocento ganakveTi;  

100 – yvela periodSi gakeTebuli Senatani;  

1000 – arsebuli Tanxa;  

10000 – samomavlo Tanxa;  

1 – Senatani gakeTebulia periodis dasawyisSi; 

60 – investiciis periodi zemoTxsenebuli striqonebisaTvis;  

60 – investiciis periodi zemoTxsenebuli striqonebisaTvis, 

garda periodis dasawyisSi ganxorcielebuli gadaxdebisaTvis; 

(-9,5786) - zemoTxsenebuli vadebiT investiciis periodi, 

garda nulovani RirebulebiT. 

 
finansuri funqcia RATE 

mocemuli funqcia rentis periodSi abrunebs saprocento 

ganakveTs. RATE-i gamoiTvleba ganmeorebebiT da SesaZloa hqondes 

nuli an meti amonaxsni. Tu RATE-is mimdevrobiTi Sedegebi 20 

ganmeorebis Semdeg ar emTxveva 0.0000001 sizustiT, maSin igi 

abrunebs #NUM! Setyobinebas Secdomis Sesaxeb. 

misi sintaqsia: 

RATE(nper; pmt; pv; fv; type; guess) 

SeniSvna: davrwmundeT, rom im parametrebis erTeulebi, 

romlebsac viyenebT GUESS-sa da NPER-is gansazRvrisaTvis, aris 

erTi tipis. Tu vakeTebT yovelTviur Senatanebs oTxwliani 

sesxisaTvis, yovelwliuri 12%-iani ganakveTiT, unda gamoviyenoT 

12%/12 GUESS-isa da 4*12 NPER-isaTvis. Tu vaxdenT yovelwliur 

gadaxdebs imave sesxisaTvis, unda gamoviyeneT 12% GUESS-isa da 4 

– NPER-isaTvis. 
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4 – wlebis xangrZlivoba sesxze. 

200 – yovelTviuri gadasaxadi. 

8000 – sesxis odenoba. 

Tveebis raodenobis misaRebad sesxis wlebis ricxvi 

mravldeba 12-ze. 

(1%) – sesxze Tviuri ganakveTi gansazRvruli periodis 

bolos. 

(0.09241767 anu 9.24%) – wliuri procenti sesxze 

gansazRvruli periodis bolos. 

 

 

 

2. TariRisa da drois funqciebi (DATE&TIME) 

 

TariRis funqcia DATE 

Sedegad abrunebs Tanmimdevrul rigiT nomers, romelic 

warmoadgens specifiur TariRs. Tu ujredis formati dasawyisSi, 

vidre funqcia iqneboda Seyvanili, iyo zogadi GENERAL, Sedegis 

formati miiReba rogorc TariRi. misi sintaqsia 

DATE(year; month; day) 
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year – wlis argumenti SesaZloa iyos erTi – oTxniSna 

ricxvi. Microsoft Excel-i interpetacias ukeTebs Cvens mier 

gamoyenebul wlis arguments TariRis sistemasTan SeTanxmebiT. 

gulisxmobis principiT Excel for Windows TariRis 1900 date system-s 

iyenebs. Excel for the Macintosh ki iyenebs 1904 date system-s. 

month – aris ricxvi, romelic Tves warmoadgens. Tu igi 12-

ze metia, maSin mocemuli wlis pirveli Tvidan gadaTvlis 

miTiTebuli Tveebis raodenobas da gadava momdevno wlis Tveebze. 

magaliTad, DATE(2008, 14, 2) miiRebs TariRs 2009 wlis 2 Tebervals. 

day – aris Tvis ricxvi. Tu ricxvi metia, vidre dReebis 

raodenoba garkveul TveSi, am ricxvs amatebs Tvis pirvel ricxvs 

da gadadis momdevno Tvis ricxvebze. magaliTad, DATE(2008, 1, 35) 

aniWebs rigiT nomers, rac warmoadgens 2008 wlis 4 Tebervals. 

SeniSvna: Excel-i inaxavs TariRebs rogorc rigiTi nomrebis 

Tanmimdevrobas, am saxiT isini SesaZlebeblia gamoyenebul iqnan 

gamoTvlebSi. gulisxmobis principiT, 1900 wlis 1 ianvris rigiT 

nomers warmoadgens 1, da 2008 wlis 1 ianvris saregistracio-

rigiTi nomeri iqneba 39448, radgan 39448 aris dReTa raodenoba 

1900 wlis 1 ianvridan mocemul TariRamde. 

DATE funqciaSi weli, Tve da ricxvi SeiZleba iyos 

formulebi da ara konstantebi. 
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aRsaniSnavia is, rom ricxvis, rogorc saregistarcio-

rigiTi nomris naxvis mizniT moniSneT ujredi da daawkapuneT 

Home menius Number qvemenius Number Format CamoSlad velSi 

General punqtze. 

 

TariRis funqcia DAY 

Sedegad abrunebs Tanmimdevrul Tvis ricxvs, romelic 

warmodgenilia saregistacio-rigiTi nomriT. Tvis ricxvi 

mocemulia rogorc mTeli ricxvi 1-dan 31-mde.  

misi sintaqsia 

DAY(serial_number) 

serial_number – es aris saZiebeli Tvis ricxvi. TariRi 

Seyvanili unda iyos DATE funqciis gamoyenebis dros, an rogorc 

sxva funqciis an formulis Sedegi. magaliTad, iyenebT 

DATE(2008,5,23) 2008 wlis 23 maisi. 

 

 

 

TariRis funqcia MONTH 

Sedegi aris TariRis Tve, romelic warmodgenilia 

saregistracio-rigiTi nomriT. is moicema mTeli ricxvis saxiT 

sazRvrebSi 1-dan (ianvari) 12-mde (dekemberi). 

misi sintaqsia 

MONTH(serial_number) 

serial_number – aris TariRi.  
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TariRis funqcia YEAR 

Sedegi aris TariRis Sesabamisi weli. weli warmodgenilia 

rogorc mTeli ricxvi 1900-9999 diapazonSi.  

misi sintaqsia 

YEAR(serial_number) 

serial_number aris saZiebeli wlis TariRi.  

 

 

 
TariRis funqcia WEEKDAY 

Sedegi aris TariRis Sesabamisi kviris dRe. dRe mocemulia 

mTeli ricxvis saxiT 1-dan (kvira) 7-mde (SabaTi) diapazonSi. 

misi sintaqsia 

WEEKDAY(serial_number [;return_type]) 

serial_number aris ricxvTa Tanmimdevroba, romelic 

warmoadgens saZiebeli dRis TariRs. TariRebi Seyvanili unda 

iyos DATE funqciis gamoyenebiT, an rogorc sxva funqciebis da 

formulebis Sedegi. problemebi SesaZloa Seiqmnas Tu TariRi 

Seyvanilia rogorc teqsti.  
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return_type aris ricxvi, romelic gansazRvravs funqciiT 

dasabrunebeli mniSvnelobis tips: 

1 an gamotovebuli ricxvi aris – nomeri 1-dan (kvira) 7-mde 

(SabaTi).  

2 – aris ricxvi 1-dan (orSabaTi) 7-mde (kvira).  

3 – aris ricxvi 0-dan (orSabaTi) 6-mde (kvira).  

magaliTi: 
 

 

 

14/02/2008 aris xuTSabaTi. 

 

TariRis funqcia TODAY 

Sedegad miiReba mimdinare drois rigiT nomeri. rigiTi 

nomeri aris TariRisa da drois kodi, romelic gamoiyeneba 

MICROSOFT EXCEL-Si TariRisa da drois gamosaTvlelad. Tu 

ujredis formati funqciis Seyvanamde iyo GENERAL Sedegi iqneba 

daformatirebuli rogorc TariRi. 

misi sintaqsia: 

TODAY( ) 

 

drois funqcia HOUR 

funqcia HOUR-is Sedegi aris drois saaTis mniSvneloba. 

saaTi mocemulia rogorc mTeli ricxvi, 0 (12:00 AM)-dan 23 (11:00 

PM)-mde sazRvrebSi.  

misi sintaqsia 
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HOUR(serial_number) 

serial_number – droa, romelic Seicavs saZiebel saaTs. dro 

SesaZlebelia Seyvanili iyos rogorc brWyalebSi moTavsebuli 

teqsturi striqoni (magaliTad, "6:45 PM"), rogorc aTwiladi 

ricxvebi (magaliTad, 0.78125, romelic warmoadgens 6:45 PM) an 

rogorc sxva formulebisa an funqciebis Sedegi (magaliTad, 

TIMEVALUE("6:45 PM")). 
 

 

 

drois funqcia MINUTE 

funqcia MINUTE-is Sedegi aris drois wuTebis 

mniSvneloba. wuTebi moicema rogorc mTeli ricxvi 0-dan 59-is 

sazRvrebSi. 

misi sintaqsia 

MINUTE(serial_number) 

serial_number – aris dro, romelic Seicavs saZiebel wuTebs.  

 

 
drois funqcia TIME 

Sedegad abrunebs individualuri drois Sesabamis aTwilad 

ricxvs. Tu ujreds funqciis Seyvanamde hqonda General formati, 

daformatirebis Sedegi iqneba TariRi. 
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am funqciiT dabrunebuli aTwiladi ricxvebis 

mniSvnelobebis diapazonia 0-dan 0.99999999-mde, rac  niSnavs dros 

0:00:00-dan (12:00:00 AM) 23:59:59-mde (11:59:59 PM). 

misi sintaqsia 

TIME(hour; minute; second) 

hour – aris saaTis maCvenebeli ricxvi 0-dan 32767-mde. 

nebismieri mniSvneloba meti 23-ze iqneba gayofili 24-ze da naSTi 

ganixileba rogorc saaTis mniSvneloba. magaliTad, TIME(27;0;0) = 

TIME(3;0;0) = .125 anu 3:00 AM.  

minute – aris wuTebis maCvenebeli ricxvi 0-dan 32767-mde. 

nebismieri mniSvneloba meti 59-ze iqneba gardaqmnili saaTebad da 

wuTebad. magaliTad, TIME(0;750;0) = TIME(12;30;0) = .520833 anu 12:30 

PM.  

second – aris wamebis maCvenebeli ricxvi 0-dan 32767-mde. 

nebismieri mniSvneloba meti 59-ze, iqneba gardaqmnili saaTebad, 

wuTebad da wamebad. magaliTad, TIME(0;0;2000) = TIME(0;33;22) = 

.023148  anu 12:33:20 AM. 

SeniSvna: Microsoft Excel for Windows da Microsoft Excel for the 

Macintosh gulisxmobis principiT iyeneben TariRebis sxvadasxva 

sistemas. droiTi mniSvnelobebi aris TariRis mniSvnelobebis 

nawili da warmodgenilia aTwiladi ricxvebiT (mag, 12:00 PM 

warmodgenilia rogorc 0,5, radgan is dRis meore naxevaria).  

magaliTi.  
 

 
 

 131



aRsaniSnavia, rom drois, rogorc aTwiladi ricxvis 

ganxilvis mizniT SevirCioT ujredi da mausiT davawkapunoT Houm 

menius Number qvemenius Number Format velSi da SevarCioT General 

formati. pirvel SemTxvevaSi Sedegad miiReba 0,5, xolo meore 

SemTxvevaSi 0,70011574. 

 
drois funqcia SECOND  

Sedegad miiReba drois wamebis mniSvneloba. wamebi moicema 

mTeli ricxvis saxiT diapazonSi 0-dan (nuli) 59-mde. 

misi sintaqsia 

SECOND(serial_number) 

serial_number aris dro, romelic Seicavs saZiebel wamebs.  

magaliTi: 
 

 

 

 

TariRisa da drois funqcia NOW 

am funqciis Sedegia mimdinare TariRisa da drois rigiT 

nomeri. Tu ujredis formati funqciis Seyvanamde iyo General, 

Sedegi daformatdeba rogorc TariRi. 

misi sintaqsia: 

NOW( ) 

SeniSvna: funqcia droiT CvenebebSi iyenebs rigiT nomrebSi 

ricxvebs aTwiladuri mZimidan marjvniv. ricxvebi marcxniv ki 

warmoadgens TariRebs. mag, rigiTi nomeri 0,5 warmoadgens SuadRis 

12:00 saaTs. 
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NOW funqcia icvleba mxolod maSin, roca samuSao 

furcelze gamoTvlebi Catarebulia an gamoyenebuli funqciis 

Semcveli makrosia gaSvebuli. is uwyvetad ar ganaxldeba. 

   

 

 

3. maTematikuri da trigonometriuli funqciebi (MATH & 

TRIG) 

 
ABS 
Sedegi aris argumentis absoluturi mniSvneloba. ricxvis 

absoluturi mniSvneloba aris ricxvi misi niSnis gareSe.  

misi sintaqsia: 

ABS(number) 

number es aris namdvili ricxvi romlis absoluturi 

mniSvnelobis gamoTvlac gvsurs. 

 

COS 

COS Sedegad iZleva mocemuli kuTxis kosinuss. 

misi sintaqsia: 

COS(number) 

number es aris kuTxe radianebSi, romlis kosinusis 

gamoTvlac gvsurs.  

SeniSvna: Tu kuTxe mocemulia gradusebSi, maSin is unda 

gavamravloT PI()/180 an radianebSi gadasayvanad gamoviyenoT 

RADIANS funqcia. 

magaliTad, 

=COS(1.047)  1.047 radianis kosinusia 0.500171; 

=COS(60*PI()/180) 60o kosinusia 0.5; 

=COS(RADIANS(60)) 60o kosinusia 0.5. 
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SIN 

Sedegad iZleva mocemuli kuTxis sinuss. 

misi sintaqsia: 

SIN(number) 

number – es  aris kuTxe gamosaxuli radianebSi, 

romlisTvisac gvinda sinusis gamoTvla. 

SeniSvna: Tu argumenti mocemulia gradusebSi, maSin is 

mravldeba PI()/180-ze an radianebSi gadasayvanad gamoiyeneba 

RADIANS funqcia. 

magaliTad: 

=SIN(PI()) – daaxloebiT 0-is tolia;  

=SIN(PI()/2) – 1-is tolia;  

=SIN(30*PI()/180) – 0,5-is tolia;  

=SIN(RADIANS(30)) – 0,5 tolia. 

 
TAN 
Sedegad iZleva mocemuli kuTxis tangess. 

misi sintaqsia: 

TAN(number) 

number – es aris radianebSi mocemuli is kuTxe, 

romlisTvisac saWiroa tangesis gamoTvla. 

SeniSvna: Tu argumenti mocemulia gradusebSi, maSin is 

mravldeba PI()/180-ze an radianebSi gadasayvanad gamoiyeneba 

RADIANS funqcia. 

magaliTad: 

=TAN(0.785) – udris (0.99920);   

=TAN(45*PI()/180) – udris 1-s;  

=TAN(RADIANS(45)) – udris 1-s. 
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EXP 
EXP gvaZlevs e  ricxvis (neperis ricxvi) xarisxs. misi 

mniSvneloba tolia  59047182818284,2≈e . 

misi sintaqsia: 

EXP(number) 

number aris ricxvi. 

SeniSvna: sxvadasxva bazuri SesaZleblobebis 

gamosaTvlelad, gamoiyeneT axarisxebis (^) operatori. 

EXP aris, ricxvis naturaluri logariTmis LN inversia.  

magaliTi:                                  

=EXP(1) miaxloebiTi mniSvnelobaa 2.718282; 

=EXP(2) miaxloebiTi mniSvnelobaa 7.389056. 

LN 
LN – abrunebs ricxvis naturalur logariTms. naturaluri 

logariTmebis fuZea neperis ricxvi 59047182818284,2≈e . 

misi sintaqsia: 

LN(number) 

number – aris realuri dadebiTi ricxvi, romlisTvisac 

gvsurs naturaluri logariTmis miReba. 

SeniSvna 

LN aris EXP funqciis inversia. 

magaliTad: 

=LN(86)  misi mniSvnelobaa 4.454347;                                                    

=LN(2.7182818 misi mniSvnelobaa  1;        

=LN(EXP(3))  misi mniSvnelobaa  3. 

 
LOG 
gviCvenebs gansasazRvreli bazuri ricxvis logariTms.  

misi sintaqsia: 
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LOG(number; base) 

number – es aris dadebiTi namdvili ricxvi, romlisTvisac 

gvsurs logariTmis gamoTvla. 

base – es aris logariTmis fuZe. Tu es argumenti 

gamotovebulia, igulisxmeva 10.    

magaliTad: 

=LOG(86; 2.7182818) – 86-is logariTmi fuZiT 2.7182818 aris 

4.454347; 

=LOG(8; 2) – 8-is logariTmi 2-is fuZiT tolia 3; 

=LOG(10) – 10-is logariTmi 10-is fuZiT aris 1. 

 
SQRT 
amoiRebs dadebiT kvadratul fesvs. 

misi sintaqsia: 

SQRT(number) 

number – aris ricxvi, romlidanac unda amoviRoT 

kvadratuli fesvi. 

SeniSvna: Tu ricxvi uaryofiTia, maSin SQRT gamoitans 

#NUM! Secdomas.    

 

magaliTad: 

=SQRT(16) – aris 4; 

=SQRT(-16) – aris #NUM!;  

=SQRT(ABS(-16)) – aris 4. 

 
SUM 

mocemuli funqcia iZleva argumentTa jams. misi sintaqsia: 

SUM(number1; number2; ...) 

sadac number1, number2, ... funqciis argumentebia. argumentTa 

raodenoba ar unda aRematebodes 30-s. 
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magaliTi: 
 

 
 

aqve unda iTqvas, rom =SUM("5"; 15; TRUE) formuliT 

miRebuli jami tolia 21-is, radgan teqsturi mniSvneloba 

gadayvanilia ricxviTad da logikuri mniSvneloba TRUE ki 

gagebulia 1-is tolad.  

 

 

SUMIF 
mocemuli funqcia iZleva diapazonSi moTavsebuli 

monacemebis jams garkveuli pirobis gaTvaliswinebiT. magaliTad, 

davuSvaT, rom gvinda SevajamoT svetSi mdgomi is ricxvebi, 

romelTa mniSvneloba metia 5-ze. misi sintaqsia: 

SUMIF(range; criteria [,sum_range]) 

range – aris sasurveli kriteriumis mixedviT Sesajamebeli 

ujredebis diapazoni. ujredebi TiToeul diapazonSi unda iyos 

ricxvi an ujredis saxeli, simravle an mimarTva, romelic Seicavs 

ricxvs. carieli da teqstis Semcveli ujredebis ignorireba 

xdeba;  

criteria – aris ricxviTi, teqsturi an gamosaxulebiTi 

formis kriteriumebi, romlebic gansazRvraven Tu romeli 
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ujredebis Sekreba ganxorcieldeba. mag, kriteriumebi SeiZleba 

iyos gamoxatuli rogorc 32, `32~, `>32~, B5 an TODAY( ). Tu 

kriteriumebi Seicavs teqsts an logikur an maTematikur 

simboloebs, maSin isini moTavsebuli unda iyos ormag brWyalebSi 

("). Tu kriteriumi aris ricxviTi, maSin ormag brWyalebi ar aris 

saWiro; 

sum_range – es aris range argumentSi gansazRvruli 

diapazonis garda faqtobrivi dasajamebeli ujredebis diapazoni. 

es argumenti ar aris aucilebeli da SeiZleba iyos gamotovebuli. 

Tu igi miTiTebulia, maSin Sejamdeba am diapazonis mxolod im 

ujredebSi ganTavsebuli monacemebi, romlis Sesabamisi range 

argumentis diapazonis ujredebi daakmayofilebs kriteriumis 

pirobebs. 

SeniSvna: Microsoft Excel-i uzrunvelyofs funqciebis 

arsebobas, romlebic SesaZlebelia gamoyenebulni iqnen pirobaze 

dafuZnebuli monacemTa gasaanalizeblad. mag, warmoqmnili 

teqstur striqonTa ricxvis an diapazonis farglebSi 

moTavsebuli ujredTa ricxvis dasaTvlelad gamoiyeneba COUNTIF 

funqcia. danamatis an mogebis formulis arsebobis SemTxvevaSi, 

romelic efuZneba oridan erTi maxasiaTeblis mniSvnelobas, 

iseTs, rogoricaa komerciuli premiebi, gamoiyeneba IF funqcia.  

 

magaliTad: 
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SUMPRODUCT 

amravlebs mocemuli masivis Sesabamis komponentebs da 

Sedegad gvawvdis am namravlis jams. 

misi sintaqsia: 

SUMPRODUCT(array1; array2; array3; ...) 

array1, array2, array3, ...    aris simravle 2-dan 255-mde, romlis 

komponentebic gsurT rom gadaamravloT da Semdeg SekriboT. 

SeniSvna: masivis argumentebs unda hqondeT erTidaigive 

tipis ganzomilebebi. maTi ar arsebobis SemTxvevaSi SUMPRODUCT 

gamogvitans #VALUE! – mniSvnelobas.  

SUMPRODUCT ganixilavs masivis Canawerebs nulis tolad, 

Tu isini ar warmoadgenen ricxvs.  

magaliTad: 
 

 

 

SeniSvna: wina magaliTi mogvcems igive Sedegs, rom 

Cagvewera formula SUM(A1:B3*C1:D3)=156 da xeli dagveWira 

<CTRL>+<SHIFT>+<ENTER>  klaviSebze. masivis gamoyeneba 

uzrunvelyofs met zogad amoxsnadobas SUMPRODUCT-is msgavsi 

operaciebis Casatareblad. mag, SegiZliaT gamoTvaloT A2:B4-Si 

elementebis kvadratebis jami =SUM(A2:B4^2) formulisa da 

<CTRL>+<SHIFT>+<ENTER> klaviSTa kombinaciis gamoyenebiT. 
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PRODUCT 

mocemuli funqcia iZleva argumentTa namravls. misi 

sintaqsia: 

PRODUCT(number1; number2; ...) 

sadac number1, number2, ... funqciis argumentebia. argumentTa 

raodenoba ar unda aRematebodes 30-s. 

magaliTad: 
 

 
 

da Tu damatebiT am masivis gamravleba gvinda raime ricxvze, mag, 

2-ze maSin formulas eqneba saxe: 

 =PRODUCT(A2:D2;2) Sedegi ki Sesabamisad iqneba 67500. 

 
SUBTOTAL  

Sedegad abrunebs monacemTa bazaSi an siaSi qvesimravleze 

Catarebul sxvadasxva operaciis Sedegs. misi sintaqsia: 

SUBTOTAL(function_num; ref1; ref2; ...) 

sadac function_num aris ricxvi 1-dan 11-mde (damaluli 

mniSvnelobebis CaTvliT) an 101-dan 111-mde (damaluli 

mniSvnelobebis ignorirebiT), romelic gansazRvravs siis 

farglebSi gamosayenebel funqcias Sualeduri Sedegebis 

gamosaTvlelad. es funqciebi mocemulia cxrilSi: 
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1 101 AVERAGE 
2 102 COUNT 
3 103 COUNTA 
4 104 MAX 
5 105 MIN 
6 106 PRODUCT 
7 107 STDEV 
8 108 STDEVP 
9 109 SUM 
10 110 VAR 
11 111 VARP 

 

 

 

 

 

 

 

 

 

ref1, ref2,... aris diapazonebi an mimarTvebi, romelTaTvisac 

Sualeduri Sedegebi gamoiTvleba. maTi saerTo ricxvi SeiZleba 

iyos 1-dan 29-mde 

ganvixiloT Semdegi magaliTi: mocemulia ricxvTa 

diapazoni, sadac mesame striqoni damalulia. 

 

 
 

SeniSvna: 1. Tu ref1, ref2,… sazRvrebSi aris sxva Sualeduri 

Sedegebi (an CaSenebuli Sualeduri jamebi) moxdeba maTi 

ignorireba, ormagi gamoTvlis Tavidan acilebis mizniT; 

2. function_num mudmivebisaTvis 1-dan 11-mde, SUBTOTAL 

funqcia moicavs striqonTa mniSvnelobebs, romlebic damaluli 

iqna Home menius Cells qvemenius Format  Hide&Unhide  Hide Rows 

brZanebiT. es mudmivebi gamoiyeneba, rodesac gvsurs siaSi 
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movaxdinoT, rogorc damaluli aseve xiluli monacemebze 

Sualeduri operaciebis Catareba. function_num mudmivebisaTvis 101-

dan 111-mde SUBTOTAL funqcia damaluls striqonebis ukeTebs 

ignorirebas; 

3. imis da miuxedavad, Tu function_num-is romel 

mniSvnelobebs iyenebs funqcia SUBTOTAL, igi ignorirebas ukeTebs 

nebismier striqons, romelic ar aris CarTuli filtris SedegSi; 

4. SUBTOTAL funqcia damuSavebulia monacemebis 

svetebisaTvis an vertikaluri diapazonebisaTvis. is ar aris 

damuSavebuli striqonuli monacemebisaTvis an horizontaluri 

diapazonebisaTvis. magaliTad, brZanebiT SUBTOTAL(109,B2:G2) ar 

moxdeba damaluli striqonebis dajameba, magram moxdeba yvela 

vertikaluri damaluli svetebis dajameba; 

 

FACT 

Sedgad miiReba ricxvis faqtoriali. ricxvis faqtoriali 

tolia 1*2*3 . . . *n ricxvebis namravlis. 

misi sintaqsia: 

FACT(number) 

magaliTad: 

=FAC(5) tolia 1*2*3*4*5 =120; 

=FAC(1,9)=1; 

=FAC(0) =1; 

=FAC(1) =1. 

=FACT(-1) = (#NUM!), radgan uaryofiTi ricxvis faqtoriali 

ar aris ganmartebuli. 
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4. statistikuri funqciebi (Statistical) 
 

MIN 

mocemul funqcias gamoaqvs argumentebis mniSvnelobaTa 

Soris umciresi ricxvi.  

misi sintaqsia: 

MIN(number1; number2; ...) 

sadac number1, number2, ... funqciis argumentebia. argumentTa 

raodenoba ar unda aRematebodes 30-s. 
 

 
 

MAX 

mocemul funqcias gamoaqvs argumentebis mniSvnelobaTa 

Soris udidesi ricxvi.  

misi sintaqsia: 

MAX(number1; number2; ...) 

sadac number1, number2, ... funqciis argumentebia. argumentTa 

raodenoba ar unda aRematebodes 30-s. 
 

 
 

AVERAGE 

Sedegad gamoitans argumentebis saSualo ariTmetikuls. 

misi sintaqsia: 

AVERAGE(number1; number2; ...) 
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sadac number1, number2, ... funqciis argumentebia. argumentTa 

raodenoba ar unda aRematebodes 30-s. 

SeniSvna: argumentebi unda iyos ricxvebi an dasaxelebebi, 

masivebi, mimarTvebi ujredebze, romlebic moicaven ricxvebs. Tu 

masivis an mimarTvis argumenti Seicavs teqsts, logikur 

mniSvnelobas an cariel ujredebs, aseTi mniSvnelobebi iqneba 

ignorirebuli. Tumca nulis Semcveli ujredebi iqneba CaTvlili.  

magaliTi: 
 

 

 
COUNT  

iTvlis im ujredebis raodenobas, romlebis Seicaven 

ricxvebs da aseve argumentebis ricxvs siis SigniT. funqcia 

COUNT SeiZleba gamoviyenoT diapazonis an ricxviTi masivis 

ricxviT velSi Setanili raodenobis misaRebad. 

misi sintaqsia: 

COUNT(value1; value2; ...) 

value1, value2, ... aris argumentebi 1-dan 30-mde, romlebic 

SesaZloa Seicavdnen an mimarTavdnen sxvadasxa monacemTa tipebis 

nairsaxeobas. 

SeniSvna: 1. argumentebi, romlebic warmoadgenen ricxvebs, 

TariRebs an ricxvebiT warmodgenil teqstebs iqneba daTvlili. 

argumentebi, romlebSic SecdomiTaa Cawerili mniSvnelobebi an 

teqsti, romelic ar aris gadayvanili ricxviT mniSvnelobaze 

iqneba ignorirebuli; 

2. Tu masivis an mimarTvis argumenti mxolod ricxvebia, 

maSin am simravleSi an mimarTvaSi isini iqneba daTvlili. carieli 
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ujredebi, logikuri mniSvnelobebi, teqsti an mcdari 

mniSvnelobebi simravleSi an mimarTvaSi iqneba ignorirebuli. Tu 

gvWirdeba logikuri mniSvnelobebis, teqstis an mcdari 

mniSvnelobebis daTvla, gamoiyeneT funqcia COUNTA.   

magaliTi: 
 

 

 
COUNTA  
iTvlis im ujredebis raodenobas, romlebic ar aris 

carieli. funqcia COUNTA gamoiyeneba masivSi an diapazonSi im 

ujredebis ricxvis dasaTvlelad, romlebic Seicaven monacemebs. 

misi sintaqsia: 

COUNTA(value1; value2; ...) 

value1, value2, ... aris argumentebi 1-dan 30-mde, romlebic 

dasaTvlel mniSvnelobebs warmoadgenen. am SemTxvevaSi 

mniSvneloba informaciis nebismieri tipia, carieli (‘) teqstis, 

magram ara carieli ujredebis CaTvliT. Tu argumenti masivi an 

mimarTvaa, carieli ujredebi simravlis an mimarTvis sazRvrebSi 

iqneba ignorirebuli.  

magaliTi: 
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DEVSQ 

Sedegad vRebulobT monacemTa saSualo ariTmetikulidan 

gadaxris kvadratebis jams. 

misi sintaqsia: 

DEVSQ(number1; number2; ...) 

sadac number1, number2, ... funqciis argumentebia. argumentTa 

raodenoba ar unda aRematebodes 30-s. 

aseve SegviZlia wertil-mZimeebiT gamoyofili argumentebis 

nacvlad gamoviyenoT erTi masivi an mimarTva masivze. 

SeniSvna: 1. funqciis argumentebi unda iyos ricxvebi an 

saxelebi, masivebi, ricxviTi sidideebis Semcveli mimarTvebi; 

2. Tu masivis an mimarTvis argumenti Seicavs teqsts, 

logikur mniSvnelbas an cariel ujredebs, es mniSvnelobebi 

iqneba ignorirebuli, Tumca nulovani sidideebis Semcveli 

ujredebi mxedvelobaSi miiReba. 

3. gadaxris kvadratebis jamis gantolebas aqvs Semdegi 

saxe: 

2)x(xDEVSQ ∑ −=  

magaliTi: 
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DEVSQ = (4-6)2 + (5-6)2 + (8-6)2 + (7-6)2 + (11-6)2 + (4-6)2 + (3-6)2 anu 

monacemTa saSualo ariTmetikulidan gadaxris kvadratebis jami 

tolia 48-s. 

 

 

5. logikuri funqciebi (Logical) 

 

TRUE 
es funqcia Sedegad abrunebs TRUE logikur sidides. misi 

sintaqsia: 

TRUE ( ) 

SeniSvna: uSualod ujredisaTvis da formulebSi TRUE 

mniSvnelobis misaniWeblad ar aris savaldebulo am funqciis 

gamoyeneba. funqcia TRUE upirveles yovlisa uzrunvelyofs didi 

formatis mqone cxrilebis sxva programebTan Tavsebadobas. 

 
FALSE 
es funqcia Sedegad abrunebs FALSE logikur sidides. misi 

sintaqsia: 

FALSE ( ) 

SeniSvna: Cven SegviZlia sityva FALSE avkrifoT uSualod 

samuSao furcelze an formulebSi, xolo Microsoft Excel aRiqvams 

amas rogorc FALSE logikur sidides. 

 

NOT 

mTlianad cvlis misi argumentis mniSvnelobas. NOT-is 

gamoyeneba SesaZlebelia maSin, rodesac argumentis mniSvneloba 

ar udris romelime specifikur cvlads. misi sintaqsia: 

NOT (logical) 
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sadac logical aris logikuri cvladi an gamosaxuleba, 

romelmac SeiZleba miiRos mniSvneloba True (WeSmariti) an False 

(mcdari).  

SeniSvna: Tu argument logical-is mniSvneloba mcdaria (False), 

maSin NOT funqciis Sedegi iqneba WeSmariti (True), xolo Tu 

argumentis mniSvneloba iyo  WeSmariti (True), maSin funqciis 

Sedegi iqneba mcdaria (False). 

 
AND 
funqciis Sesrulebis Sedegi aris True (WeSmariti), Tu misi 

yvela argumenti Rebulobs WeSmarit mniSvnelobas; Sedegi aris 

False (mcdari), Tu Tu misi erTi argumenti mainc Rebulobs mcdar 

mniSvnelobas. 

funqcia AND-ma unda gaafarTovos sxva funqciebis 

SesaZleblobani. magaliTad, funqcia IF-Si misi gamoyenebiT 

SesaZlebelia Sesamowmebeli pirobis gaerTianeba riTac Tavidan 

SeiZleba aviciloT rTuli, erTmaneTSi Cadgmuli funqciis 

gamoyeneba. misi sintaqsia: 

AND (logical1 [; logical2; ...]) 

sadac logical1 aucilebeli pirveli argumentia, romlis 

Semowmebac unda moxdes da romelmac SeiZleba miiRos 

mniSvnelobebi; logical2,... damatebiTi, Sesamowmebeli argumentebia, 

romlebsac SeuZliaT True an False mniSvnelobis miReba. argumentTa 

ricxvi ar unda aRematebodes 255-s. 

 

OR 
funqciis Sesrulebis Sedegi aris True (WeSmariti), Tu misi 

yvela argumenti Rebulobs WeSmarit mniSvnelobas; Sedegi aris 

False (mcdari), Tu Tu misi erTi argumenti mainc Rebulobs mcdar 

mniSvnelobas. 
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OR (logical1 [; logical2; ...]) 

sadac logical1 aucilebeli pirveli argumentia, romlis 

Semowmebac unda moxdes da romelmac SeiZleba miiRos 

mniSvnelobebi; logical2,... damatebiTi, Sesamowmebeli argumentebia, 

romlebsac SeuZliaT True an False mniSvnelobis miReba. argumentTa 

ricxvi ar unda aRematebodes 255-s. 

SeniSvna: zemoT ganxiluli orive funqciisaTvis: 1. 

argumenti SeiZleba iyos logikuri gamosaxuleba, simravle an 

mimarTva, romelsac SeuZlia miiRos mniSvneloba True an False; 

2. Tu argumenti aris simravle an mimarTva, romlis 

zogierTi elementi Seicavs teqsts an cariel ujredebs, maSin 

moxdeba aseTi mniSvnelobebis ignorireba; 

3. Tu miTiTebuli diapazoni ar Seicavs araviTar logikur 

Sedegs, maSin funqcia mogvcems #VALUE! Setyobinebas Secdomis 

Sesaxeb. 

 

IFERROR 
Tu formulis Sesrulebis dros warmoiSveba Secdoma, maSin 

Sedegad gamoitans momxmareblis mier Caweril Sesabamis 

Setyobinebas, winaaRmdeg SemTxvevaSi miiReba formulis Sedegi. 

misi sintaqsia: 

IFERROR(value; value_if_error) 

sadac value es aris gamosaTvleli gamosaxuleba; 

value_if_error – Setyobineba Secdomis Sesaxeb, Tu pirveli 

argumentis Sesrulebis Sedegad warmoiqmneba Secdoma. es 

Secdomebia #N/A, #VALUE!, #REF!, #DIV/0!, #NUM!, #NAME? da #NULL!. 
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magaliTi: 
 

 

 
IF 
es funqcia logikuri testia, romelic amowmebs pirobas. Tu 

piroba WeSmaritia (True), maSin funqciis mniSvneloba meore 

argumentis toli iqneba, xolo Tu mcdaria (False) – maSin mesame 

argumentis. 

IF funqciis sintaqsi Semdegia: 

IF (logical_test; value_if_true; value_if_false) 

sadac logical_test aris nebismieri logikuri sidide an 

gamosaxuleba, romlis Sedegic SeiZleba iyos True an False. 

magaliTad, A10=100 aris logikuri gamosaxuleba; Tu A10 ujredis 

mniSvneloba tolia 100-is, maSin gamosaxulebis Sedegi iqneba 

WeSmariti (True), winaaRmdeg SemTxvevaSi ki mcdari (False).   

value_if_true aris meore argumenti da misi Sesruleba an 

gamotana moxdeba im SemTxvevaSi, Tu logical_test WeSmaritia. Tu 

logical_test WeSmaritia da value_if_true carielia Sedegad gamoitans 

0-s (nuli). am argumentisaTvis TRUE sityvis gamosatanad unda 

visargebloT logikuri sididiT TRUE.  

value_if_false aris mesame argumenti da misi Sesruleba an 

gamotana moxdeba im SemTxvevaSi, Tu logical_test mcdaria. Tu 

logical_test mcdaria da value_if_false gamotovebulia (anu value_if_true 
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Semdeg ar dgas wertil-mZime), maSin Sedegad gamotanili iqneba 

logikuri mniSvneloba FALSE. Tu logical_test mcdaria da 

Value_if_false carielia (anu value_if_true Semdeg dgas wertil-mZime), 

maSin Sedegad gamotanili iqneba mniSvneloba 0 (nuli).  

logikuri gamosaxuleba SeiZleba Seicavdes mudmivebs, 

mimarTvebs ujredebze an ujredTa diapazonze, funqciebs, 

Sedarebis operaciebs. 

SeniSvna: 1. pirobiTi funqciis meore da mesame argumentebis 

saxiT SeiZleba isev IF pirobiTi funqciis gamoyeneba. saerTod 

Excel-Si SeiZleba maqsimum Svidi donis Cadgmuli funqciebis 

gamoyeneba. 

2. Tu nebismieri IF funqciis argumentebi masivia, maSin 

moxdeba masivis yoveli elementis Sefaseba cal-calke.  

3. Microsoft Excel uzrunvelyofs damatebiT funqciebs, 

romlebic SesaZloa gamoyenebul iqnan pirobaze dafuZnebuli 

monacemebis bazis gaanalizebis mizniT. magaliTad, teqsturi 

striqonebis an diapazonis farglebSi ujredebis ricxvis 

dasaTvlelad gamoiyeneba samuSao furclis COUNTIF funqcia. 

teqstur striqonze an diapazonis farglebSi ganTavsebuli 

ricxvebis jamis gamosaTvlelad gamoiyeneba samuSao furclis 

SUMIF funqcia. 

magaliTi 1: 
 

 

e.i. Tu ricxvi naklebia an tolia 100-is, maSin funqcia 

gamoitans premias, winaaRmdeg SemTxvevaSi – xelfass. 
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magaliTi 2: 
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danarTi # 3 

 

Date menius Subtotal brZaneba da monacemTa konsolidacia  

 

Date menius Subtotal brZaneba gamoiTvlis siaSi an monacemTa 

bazaSi Sualedur Sedegebs. ganvixiloT misi muSaobis principi: 

vTqvaT, mocemuli gvaqvs monacemebiT Sevsebuli Semdegi 

saxis cxrili:  

 

 

 

gamoviyenoT dalagebis reJimi da romelime sveti, 

magaliTad `sportis saxeoba~, davalagoT zrdadobis an 

klebadobis mixedviT.  

amis Semdeg, gavaaqtiuroT monacemTa bazis nebismieri 

ujredi da gamoviZaxoT Data menius Outline qvemenius Subtotal 

brZanebis Sesabamisi dialoguri fanjara: 
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 romelSic, At each change in: velis marjvena mxares isriT 

CamovSaloT svetebis saTaurebis CamonaTvali da gavaaqtiurod 

`sportis saxeoba~. Use function: velSi ki Sum funqcia da 

davadasturoT OK Rilakze dawkapunebiT. cxrili miiRebs Semdeg 

saxes: 
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cxrilis marcxena zeda areSi moTavsebulia  

niSnakebi, romelTagan  Rilakze mausiT dawkapuneba gvaZlevs 

cxrils zemoT naCvenebi saxiT,  _ cxrils Semdegi saxiT 

gviCvenebs: 

 

 

 

xolo Rilaki  ki Semdegs 

 

 

 

cxrilis pirveladi saxiT gamosatanad Subtotals brZanebis 

Sesabamis dialogur fanjaraSi mausi davaWiroT Remove All Rilaks. 

 

 

monacemTa konsolidacia  

 

monacemTa konsolidacia xorcieldeba Date menius Data Tools 

qvemenius Consolidate brZanebis gamoyenebiT, am SemTxvevaSi 

monacemTa dalageba ar aris aucilebeli. ganvixiloT zemoT 

ganxiluli magaliTi. kursori movaTavsoT cxrilis gverdiT 

arsebul romelime ujraSi mag. E1-Si da SevasruloT Data menius 
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Data Tools qvemenius Consolidate brZaneba. amonaTebul fanjaraSi 

Reference velis gaaqtiurebis Semdeg movniSnoT sasurveli 

diapazoni, romelic am velSi aisaxeba (B1:C11). CavrToT Top Row 

da Left column CamrTvelebi, Function velSi SevirCioT Sum funqcia, 

daveTanxmoT OK Rilakze mausis daWeriT. 

 

 

 

miviRebT Semdegi saxis Sedegs: 
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 danarTi # 4 

 

dinamiuri cxrilisa da diagramis ageba 

 
magaliTisaTvis isev gamoviyenoT zemoT ganxiluli cxrili.  

 

 

 

       gavaaqtiurod diapazonis 

erT-erTi ujredi da mausi 

davaWiroT Insert menius Tables 

qvemenius PivotTable an igive 

qvemenius PivotTable ⇒ PivotTable 

brZanebas. gaixsneba Create 

PivotTable dialoguri 

fanjara (sur. 65), sadac 

gasaanalizebeli dinamiuri 

cxrilis adgilmdebareobis 

gansazRvrisaTvis Choose where 

you want the PivotTable report to 
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be placed velSi CavrToT New Worksheet gadamrTveli, raTa dina-

miuri cxrili ganTavsdes axal samuSao furcelze da mausi 

davawkapunoT OK Rilakze an xeli davaWiroT <Enter> klaviSs, ris 

Semdegac gamonaTdeba dinamiuri cxrilis maketi. svetebis da 

striqonebis dasaxelebaTa dinamiur cxrilSi gadatana xdeba 

Choose fields to add to report velSi Sesabamisi svetebis da striqonebis 

dasaxelebebis mausis saSualebiT moniSvnis gziT.  Pivot Table Field 

List damatebiTi fanjaraSi `sportis saxeoba~ CavsvaT Column Labels, 

`qalaqi~ – Row Labels, xolo `Tanxa~ – ∑ Values velSi. miviRebT, 

axal cxrils jamuri monacemebiT:  

 

 

 

amave dros ekranze gamoCndeba damatebiTi Pivot Table Tools ⇒ 

Options da Pivot Table Tools ⇒ Design menius instrumentTa panelebi. 

PivotChart Setyobinebis Seqmna xdeba damatebiTi Pivot Table Tools ⇒ 

Options menius Tools qvemenius PivotChart an Insert menius Tables 

qvemenius PivotTable ⇒ PivotChart brZanebiT. gaixsneba Insert Chart 

dialoguri fanjara da masSi diagramis tipis arCevis Semdeg 

Seiqmneba diagrama.  
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damatebiTi menius instrumentTa panelze ganlagebuli 

brZanebaTa Rilakebis saSualebiT SesaZlebelia diagramis 

daformateba da redaqtireba. 
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