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mTavari buRaltrebis sakvalifikacio programa.  

 

sainformacio teqnologiebis sagnis silabusi 

 

1. Windows 

1. operaciuli sistemis CatvirTva da muSaobis damTavreba 

2. ekranis aRwera: saqaRalde, kalaTi, MMy Documents, My Computer, My Network 

Place 

3. programebis gamoZaxeba, gadarTva maT Soris.  

4. kalaTis gasufTaveba 

5. gaxsnil fanjaraSi obieqtebis dalagebis reJimebi 

6. saqaRaldis Seqmna, gaxsna, waSla, aRdgena 

7. muSaoba klaviaturasTan 

8. moqmedeba fanjrebze: dapataraveba, daxurva, gadideba, gadaadgileba.  

9. instrumentebis panelebi. CarTva-gamorTva,  

10. obieqtebis moniSvnebi da maTze jgufuri operaciebi 

11. My Computer: diskebis daTvaliereba, navigacia 

12. gadaadgileba saqaRaldeSi, klaviaturis Rilakebi - Home, End, Page Up ... 

13. svetebis zomebis cvlileba. failebis dalageba saxelebiT, tipiT, zomebiT. 
failebis gaxsna  

14. muSaoba diskebTan. zomebis naxva, gasufTaveba, CD da USB Flash diskze 
failebis gadawera da maTgan gadmowera 

 

2. Word 

1. programa Word-is gamoZaxeba. ekranis aRwera, meniu, panelebis CarTva-
gamorTva 

2. brZanebebis Sesrulebis meTodebi 

3. ekranis masStabireba 

4. saxazavis gamoyeneba gverdis parametrebis dasayeneblad 

5. dokumentebis Senaxva-gaxsna 

6. teqstis redaqtireba, Rilakebi BackSpace da Delete  

7. operaciis Sedegis gauqmeba - Un Do 

8. navigacia teqstSi: kursoris marTva, abzacis zomebis cvlileba 

9. teqstis formatirebis saSualebebi: zoma, Srifti, B, I,  U,  teqstis 
sazRvrebSi gasworeba. abzacebs Soris intervalis dayeneba, striqonis 
simaRle 

10. Sriftis feri, foni, striqonebis danomrva, markerebi 

11. striqonebisa da gverdis gayofa-SeerTeba 

12. moniSvnebi 

13. sityvis Zebna da Secvla, miTiTebul gverdze gadasvla 

14. gverdebis danomrva, kolontitulebi 

15. teqstis fragmentebis kopireba-gadatana 

16. cxrilebis ageba  

17. momzadebuli teqstis gamobeWdva printerze 
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3. Excel   

18. ekranis aRwera, svetebisa da striqonebis zomebis cvlileba, moniSvnebi 

19. teqstebis Setana, gasworeba ujraSi, redaqtireba 

20. ricxvebis Setana, formatireba, aTwiladi ricxvebi 

21. formulebis Setana, gadavrceleba, avtojami 

22. absoluturi misamarTis gamoyeneba 

23. muSaoba furclebTan  

24. cxrilSi striqonebisa da svetebis Casma, kopireba-gadatana 

25. cxrilis daTvalierebis reJimebi, numeracia, kolontitulebi 

26. monacemebis marTva da analizi: dalageba, filtracia, qvejamebi 

27. diagramebi,  funqciebi 

 

4. interneti 

28. muSaoba qselSi, saqaRaldis gaziareba, failis gadmowera (an piriqiT) 
qselSi CarTuli sxva kompiuteridan 

29. interneti: veb gverdebTan muSaoba (gaxsna, gadasvla sxva gverdze, dabruneba 
ukan da a.S) 

30. eleqtronuli fosta: failebis gagzavna da miReba 

 

 

II. sabuRaltro programebi (orisi, superfini, info buRalteri ) 
 

1. axali organizaciis bazis Seqmna. organizaciis rekvizitebis Setana 

2. angariSTa gegma: axali angariSebis, qveangariSebis damateba, waSla, 
redaqtireba 

3. sawyisi naSTebis Setana 

4. raodenobrivi aRricxva, ganzomilebis erTeulebi 

5. saqonlis TviTRirebulebis gamoTvla 

6. gatarebebis Setana da masze operaciebis warmoeba (waSla, dublireba, 
koreqtireba da a.S) 

7. diapazonebi (analizuri, saoperacio da sxv) 

8. naSTebi, brunvebi, baraTi (amonaweri) 

9. operaciebis koreqtireba, waSla, kopireba (dublireba) 

10. muSaoba pirvelad dokumentebTan (sagadaxdo davaleba, Semosaval-gasavlis 
orderebi, s. zednadebi da sxv.) 

11. ZiriTadi saSualebebis aRricxva 

12. xelfasi 

13. monacemebis aslebis aReba da aRdgena 

14. monacemebis Zebna, filtracia, dalageba, eqselSi gadatana da sxv.  

15. operaciebi valutebze 
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testis n i m u S i sainformacio teqnologiebSi 

(gamocdis xangrZlivoba 2 sT. gamsvleli qulaa maqsimaluris 70%) 

 
sawyisi informacia: 
 
lazerul CD diskze aris winaswar momzadebuli failebi: 
 
text-1,   text-2     Word-is failebi 
 
cxrili-1     Excel-is faili 

nawili 1: operaciuli sistema Windows 

1. samuSao magidaze (ekranze) SeqmeniT saqaRalde da daarqviT Tqveni gvari.   
SeqmeniT masSi ori saqaRalde saxelebiT  textebi da cxrilebi    (1 qula) 

2. lazeruli diskidan textebi saqaRaldeSi gadmowereT Word-is failebi text-1 da 
text-2.                              (2 qula) 

3. eqselis faili cxrili-1 gadawereT cxrilebi saqaRaldeSi 

nawili 2: teqsturi redaqtori Word 

4. saqaRalde textebi-idan gaxseniT faili text-1  da mas mieciT qvemoTmocemuli 
forma. (teqstis formis dacva aucilebelia, CarCo saWiro araa). 

 

 

(5 qula) 

5. axali faili SeinaxeT igive saqaRaldeSi saxeliT text-1-axali 

6. waSaleT Zveli faili text-1 da gaasufTaveT kalaTic     (2 qula) 

parametris SerCeva 
Excel saSualebas iZleva amovxsnaT Sebrunebuli amocanac. mag. ganxilul 

cxrilSi Tu cnobilia kvartlebis mixedviT realizacia, SegviZlia 
viangariSoT jamuri realizacia.  

Sebrunebuli amocanis magaliTi: ramdeni unda iyos II kvartalSi 
kompiuterebis realizacia, rom jamSi miviRoT raime sasurveli ricxvi. 
amisaTvis gamoviyenoT brZaneba: 

Tools/Goal seek 

gaxsnil fanjaraSi arsebul velebSi virCevT: 

1. im ujris misamarTs, romelSic winaswar Setanili gvaqvs raime formula 
da gvinda miviRoT sasurveli Sedegi.  

2. ricxvs, romelic gvinda miviRoT am ujraSi.  

3. im ujris misamarTs, romlis cvlilebiTac gvinda miviRoT sasurveli 
ricxvi.  

 



 4 

7. Word-Si akrifeT qvemoT mocemuli teqsti (teqstis formis dacva aucilebelia, 
CarCo saWiro araa). 

 

 
(3 qula) 

8. akrefil teqstSi, furclis zeda nawilSi dasviT gverdis nomeri      (1 qula) 

9. akrefili teqsti SeinaxeT textebi saqaRaldeSi saxeliT Word    (1 qula) 

 

nawili 3: eleqtronuli cxrili Excel 

10. Excel-Si daiwyeT axali faili da masSi SeqmeniT qvemoTmocemuli cxrili. 
formulebis gamoyenebiT gamoiangariSeT jamebi da IV kvartlis limiti. 
miRebuli faili SeinaxeT cxrili-2  saxeliT cxrilebi saRaldeSi.  

  
ofisis biujeti 2009 wels 

(aSS dolari) 
     

dasaxeleba       

I 
kv
ar

t
. 

II
 k
va
r
t
. 

II
I 
kv
ar

t
. 

sul $ 

komunikacis xarji $100.00 $120.00 $100.00 ? 

sakancelario nivTebi $200.00 $230.00 $220.00 ? 

elqtroenergia $300.00 $330.00 $330.00 ? 

kartrijebi $200.00 $300.00 $250.00 ? 

sul ? ? ? ? 

       

sul 2009 wlis biujeti $6,000.00    

IV kvartlisTvis 
darCenili limiti 

? 
  

 

Word-Tan muSaobis dawyeba  
 

Ms Word-is fanjara Windows-is standartuli elementia. misi 
stuqtura aseTia: 

saTauris striqoni. masSi aisaxeba programis dasaxeleba da im 

failis saxeli, romelTanac mocemul momentSi vmuSaobT. marjvena 

boloSi ki sami Rilakia moTavsebuli:  

 minimizaciis  

 gaSla-aRdgenis  

 daxurvis. 

 

(5 qula) 
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11. isev gaxseniT cxrili-2 da misi mixedviT aageT qvemoTmocemuli wriuli diagrama, 
CasviT Sheet2 (лист2) furcelSi da faili SeinaxeT cxrilebi saqaRaldeSi axali 
saxeliT cxrli+diagrama.            

sareTo xarji wlis ganmavlobaSi

komunikacia

12%

sakancelario

24%

elqtroenergia

36%

kartrijebi

28%

 
(3 qula) 

12. cxrilebi saqaRaldidan gaxseniT eqselis faili cxrili-1 da mas mieciT 
qvemoTmocemuli forma. gamoiTvaleT carieli svetebi da jamebi. winaswar 
daalageT saqoneli dasaxelebis svetis mixedviT 

 

  TviRTirebulebis kalkulacia    

    kursi 1.67    

saqonlis 
dasaxeleba 

raod
enoba 

erTeu
lis 
fasi 
aSS 

dola
ri 

sul 
aSS 

dolari 

sul 
lari 

transpo
rtireba  

sabaJo 
gadasa
xadi  

sul 

erTeuli
s 

TviTRire
buleba 
(lari) 

dividi samsungi 3 100 300 501 37.85 2.46 541.32 180.44 

dividi vesteli 7 120 840 1402.8 105.99 6.89 1515.68 216.53 

macivari simensi 10 500 5000 8350 630.91 41.01 9021.92 902.19 

macivari boSi 6 800 4800 8016 605.68 39.37 8661.05 1443.51 

mtversasruti 4 70 280 467.6 35.33 2.30 505.23 126.31 
televizori 
samsungi 8 350 2800 4676 353.31 22.97 5052.28 631.53 

televizori soni 5 300 1500 2505 189.27 12.30 2706.58 541.32 

uTo panasoniki 9 20 180 300.6 22.71 1.48 324.79 36.09 

uTo elji 5 30 150 250.5 18.93 1.23 270.66 54.13 

      15,850.00  26,469.50   2,000.00   130.00  28,599.50    

         

transportireba  2000       

sabaJo gadasaxadi  130       

(10 qula) 

13. gadawereT mTeli Tqveni namuSevari lazerul diskze                (2 qula) 
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nawili 4: sabuRaltro programa (orisi, superfini, info-
buRalteri)  

 

1. SeqmeniT axali organizacia, romlis monacemebia: 

saxeli  - Sps “yazbegi” 
kodi     - 220220220 
momsaxure banki:  banki qarTu, kodi 2222222 

organizaciis angariSi bankSi – 3333333                               1 qula 

2. SeitaneT angariSebze organizaciis Semdegi sawyisi naSTebi: 

 
dasaxeleba Tanxa 

erovnuli valuta rezident bankSi (banki qarTu): 100 
moTxovnebi miwodebidan da momsaxurebidan – Sps 
“aragvze” gacemuli saqonlis Rirebuleba 

6 900 

masalebi -         20 000 c boTli 0.5 l 1 000 
mza produqcia -    5 000 boTli ludi nataxtari 0.5 l 3 000 

  
sul 11 000 

  
moklevadiani valdebulebebi – Sps nataxtari 1 000 
bankis grZelvadiani sesxi 10 000 

sul 11 000 

 4 qula 

mimdinare wlis ianvris Tvis operaciebi (ricxvebi nebismieri) 

3. banki qarTudan salaroSi gamotanilia 1300 l (gatareba + Semosavlis orderi). 
 2 qula 

4. gacemulia angariSvaldebul sanaZeze 100 lari (gatareba + gasavlis orderi) 
saqveangariSod (Tu saWiroa, winaswar SeqmeniT saWiro qveangariSi) 2 qula 

5. sanaZem gadaixada 100 lari telefonis gadasaxadi  1 qula 

6. gadaericxa Sps “glas jorjias”-s 960 lari boTlebis SesaZenad. SeavseT 
saTanado sagadasaxado davaleba da SeasruleT Sesabamisi gatareba. winaswar 
angariSTa gegmaSi daamateT Sesabamisi angariSi  3 qula 

mimdinare wlis Tebervlis Tvis operaciebi (ricxvebi nebismieri) 

7. Sps “glas jorjia”-sagan miRebulia 800 + 160 (dRg) = 960 
lari Rirebulebis 5 000 cali boTli   1 qula 

8. angariSsworebis angariSze Sps “kolxeTi”-sagan ludis SesaZenad 
gadmoricxulia 720 lari 

9. Sps “fortunaze” realizebulia 500 boTli ludi  720 larad (dRg-Ti)  3 qula 

10. daaformireT ianvris Tvis brunviTi uwyisi 

11. ipoveT saqonlis Taxobrivi da raodenobrivi naSTi dRevandeli mdgomareobiT 

 

 

aiReT Tqveni organizaciis monacemebis asli (arqivi)                       (1 qula) 

 

gadaagzavneT asli internetiT Semdeg misamarTze temuri@gfpaa.ge     (5 qula) 

 


