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Sesavali

SemoTavazebuli momxmareblis saxelmZRvanelo warmoadgens wigns, 
romelSic konkretul magaliTebze ganxilulia sabuRaltro da 
sasawyobo aRricxvis kompiuteruli programis - `info buRalteris~  
gamoyenebis ZiriTadi sakiTxebi. saxelmZRvanelo gankuTvnilia programa 
`info buRalteris~ im momxmareblebisaTvis, romlebsac surT programis 
damoukideblad Seswavla, aseve saswavlo mecadineobebis dros SeZenili  
codnis ganmtkiceba da gaRrmaveba. garda amisa,  saxelmZRvanelo SeiZleba 
gamoiyenon im saswavlo dawesebulebebis pedagogebma da studentebma, 
romlebic dakavSirebulni arian buRaltruli aRricxvis kompiuterul 
teqnologiebTan. 

saxelmZRvanelo gamodgeba programa `info buRalteris~ yvela 
versiisaTvis. igulisxmeba, rom momxmarebels gaaCnia personalur 
kompiuterTan da Windows-is garemoSi muSaobis sabaziso codna da 
garkveuli Cvevebi. 

saxelmZRvanelos struqtura da wyoba iZleva programaSi advili 
orientaciis, saWiro informaciis swrafad povnis da masalis SerCeviTi 
Seswavlis saSualebas,  nebismieri TanmimdevrobiT,  im amocanebis mixedviT, 
romlebic gadasawyveti aqvs momxmarebels,  aseve misi momzadebis donis 
mixedviT. amitom, momzadebul momxmarebels saxelmZRvanelo SeuZlia 
gamoiyenos rogorc cnobari.
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saxelmZRvaneloSi gamoyenebuli pirobiTi 

aRniSvnebi
 
yvela funqciisaTvis, romelic SeiZleba SevasruloT programaSi 

`info buRalteri~,  moyvanilia misi gamoZaxebis saSualebebis 
CamonaTvali. Sesabamisi funqciis gamoZaxeba SeiZleba mTavari menius, 
klaviaturis gansazRvruli klaviSebis kombinaciis an mausis daxmarebiT. 
yvela saSualeba aRniSnulia Sesabamisi simboloTi:

 `kompiuteri~

 `mausi~ (`mausi’)

 `klaviatura~

simbolo ̀ kompiuteri~  niSnavs,  rom Sesabamis punqtSi moyvanilia 
informacia garkveuli funqciis gamoZaxebis Sesaxeb programis mTavari 
menius daxmarebiT.

simbolo `mausi~  niSnavs, rom mocemul punqtSi moyvanilia 
informacia funqciis gamoZaxebis Sesaxeb mausis daxmarebiT. 

simbolo ̀ klaviatura~  niSnavs,  rom mocemul punqtSi moyvanilia 
informacia funqciis gamoZaxebis Sesaxeb klaviaturis daxmarebiT. 

klaviaturis Rilakebi aRniSnulia specialuri simboloebiT. 

magaliTad, simbolo  Seesabameba klaviaturis klaviSs [Ctrl],  
simbolo  _ klaviSs F5. 

garda amisa,  klaviSebis kombinacia saxelmZRvaneloSi aRiniSneba maTi 
dasaxelebis CamonaTvaliT da niSniT `plusi~ maT Soris. magaliTad, 

. Tu kombinacia muSaobs rogorc rusul, aseve inglisur 
registrSi,  maSin es ganmartebulia damatebiT. 

programaï`info buRalterSi~ muSaobisas mausis  an  
klaviSebis  daxmarebiT Tqven SegiZliaT SeasruloT nebismieri 
operacia. 

klaviSebis kombinaciebi moyvanilia aRweris sisrulisaTvis, rogorc 
dialogis damatebiTi SesaZleblobebi. maTi gamoyeneba mizanSewonilia 
programis calkeul punqtebSi swrafi SeRwevisTvis, an mausis gareSe 
muSaobisaTvis. 

Tu saxelmZRvaneloSi miTiTebulia, rom raime moqmedebis 
Sesasruleblad saWiroa mausis marcxena klaviSiT wkapi Rilakze,  maSin 
Tqven unda daayenoT mausis maCvenebeli ekranze miTiTebul Rilakze 
da erTxel daaWiroT mausis marcxena klaviSs. 

Tu miTiTebulia, rom saWiroa mausis klaviSiT orjer dawkapeba, 
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maSin saWiroa miTiTebul elementze orjer swrafad mausis marcxena 
klaviSis daWera. 

programis menius yvela punqtis qvepunqtebi aRniSnulia menius 
punqtis da qvepunqtis TanmimdevrobiTi CaweriT. isini gayofilia 
simboloTi `/~,  magaliTad, faili/gamosvla.

Tu menius punqtis dasaxelebis Semdeg miTiTebulia mravalwertili 
`...~, es niSnavs, rom menius mocemuli punqtis arCeviT gamoiZaxeba 
dialoguri fanjara. magaliTad,  menius punqtis operaciebi/filtri arCevisas 
ekranze gamova dialoguri fanjara `sameurneo operaciebis filtri~, 
romelSic mieTiTeba filtris parametrebi. 

programaSi ï`info buRalteri~ xSirad gvxvdeba brZanebebi, romelTa 
gamoZaxeba xdeba sxvadasxva gziT. maTgan Tqven SegiZliaT SearCioT 
TqvenTvis yvelaze ufro mosaxerxebeli.

programaSi gamoiyeneba Windows-is standartuli ferebi. Tu 
mocemul saxelmZRvaneloSi naxsenebia romelime obieqtis feri, maSin 
es feri Seesabameba `standartuli Windows-is~ palitras. 

programa `info buRalteris~ gaSveba

programa `info buRalteris~ dayenebis Semdeg samuSao magidaze 
gaCndeba niSani: 

   - Tu Tqvens kompiuterze dayenebulia lokaluri versia;

- Tu Tqvens kompiuterze dayenebulia qseluri versia. 

es niSani gamodis avtomaturad programis dayenebisTanave 
am niSanze orjer dawkapebiT gaeSveba programa. ekranze 
gamova programis Sesabamisi versiis safirmo gverdi (ix. sur. 1).



6

sur. 1. programa `info buRalteri~-s lokaluri versiis 
TavsarTi.

programis mTavari fanjara

programa `info buRalterSi~ realizebulia mravalfanjriani 
interfeisi. nebismieri forma, sia, cxrili, dokumenti an teqsti 
Tavsdeba calke fanjrebSi.

programa `info buRalteri~-s mTavari fanjara Cndeba programis 
CatvirTvisTanave (ix. sur. 2).

sur. 2. programa `info buRalteri~-s mTavari fanjara.
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fanjrebis samarTavi Rilakebi

nebismier Ria fanjarasTan Cans marTvis Rilakebi    . 
fanjris tipis mixedviT isini SeiZleba iyvnen erTidan samamde. Rilakebi 
aqtiurdeba mausis kursoris erTxel daWeriT.

es Rilakebi damaxasiaTebelia Setyobinebis fanjrebisaTvis. 
aseTi tipis fanjrebSi momxmareblisagan moiTxoveba an daeTanxmos 
Setyobinebas  Rilakze xelis daWeriT an airCios  Yes an No Rilaki. 

  Rilakze daWerisas fanjara ixureba. aseTi tipis fanjara sxva 
fanjrebze mimarTvas zRudavs manam, sanam ar iqneba gamoyenebuli da 
daxuruli.

Rilakebis aseTi jgufi damaxasiaTebelia moTxovnebisa da dialogebis 
fanjrebisTvis. aseTi tipis fanjrebSi momxmareblisagan moiTxoveba an 
ofciebis CarTva an siidan erT-erTi variantis amorCeva.

 Rilakze daWerisas mausis maCvenebeli icvleba – isarTan 
erTad Cndeba kiTxvis niSani. am reJimSi SesaZlebloba geZlevaT 
miiRoT informacia nebismier elementze, romelic mocemuli fanjris 
sazRvrebSia moTavsebuli. amisaTvis kiTxvis niSnis maCvenebeli unda 
miiyvanoT TqvenTvis saintereso elementTan da daaWiroT mausis 
marcxena Rilaks.

 Rilaki xuravs fanjaras da wyvets masTan muSaobas. am dros 
programam SeiZleba gamoitanos Setyobineba informaciis Senaxvaze. 
aseTi tipis fanjara sxva fanjrebze mimarTvas zRudavs manam,  sanam 
ar iqneba gamoyenebuli da daxuruli.

aseTi ti pis Rilakebi gankuTvnilia programis mTavari 
fanjrebisaTvis, agreTve siebis fanjrebis, cxrilebis, teqstebis da 
sxva fanjrebisaTvis.

 Rilaki Cakecavs (damalavs,  magram ar daxuravs!) fanjaras, 
Rilaki rCeba samuSao panelze. am dros informacia inaxeba fanjaraSi 
da Tqven yovelTvis SegiZliaT muSaoba gaagrZeloT im adgilidan,  
sadac gaCerdiT. 

 Rilaki saSualebas gvaZlevs fanjara gaiSalos mTel ekranze. 
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am dros Rilaki gadaiqceva . Tavis mxriv  Rilaki fanjaras 
ubrunebs pirvelyofil zomebs.

 Rilaki xuravs fanjaras da wyvets masTan muSaobas. am dros 
programam SeiZleba gamoitanos SekiTxva informaciis Senaxvis 
Sesaxeb. 

gadafurcvlis zolebi

xSirad iqmneba situacia, rodesac fanjris zomebi aWarbebs ekranis 
zomebs. am SemTxvevaSi ekranze SesaZlebelia mxolod informaciis 
nawilis naxva. orientirebis gasamartiveblad gamoiyeneba gadafurcvlis 
zolebi.

gadafurcvlis zoli Cndeba maSin, rodesac ekranze ar Tavsdeba 
dokumenti. is gamoCndeba fanjris marjvena an/da qveda sazRvarze.

TiToeuli gadafurcvlis zoli Seicavs gadafurcvlis isrebsa 
da patara marTkuTxeds – morbenals. mausis daxmarebiT morbenalis 
moZraobiT an isrebze daWeriT SesaZlebelia dokumentis an siis 
daTvaliereba.

fanjaraSi dokumentis gadafurcvlisaTvis: 
• mausis marcxena RilakiT daaWireT gadafurcvlis zolis erT-

erT isars imdenjer, ramdenjerac saWiro iqneba an dokumentis an 
siis SigTavsis swrafi daTvalierebisTvis isargebleT morbenali 
marTkuTxediT. morbenali marTkuTxedis gamosayeneblad daayeneT mausis 
mimTiTebeli, daaWireT mausis marcxena Rilaks da gaSvebis gareSe 
gadaaadgileT mausi. morbenali marTkuTxedi gadaadgildeba mausis 
mimTiTebelTan erTad, xolo dokumentis SigTavsi aiweva morbenalis 
moZraobis proporciulad.

• gadaaadgileT dokumentis fanjara marTvis Rilakebis daxmarebiT  
←  ↑  ↓  →.

dokumentis erTi ekraniT zeviT an qveviT asawevad:
• mausis marcxena RilakiT daaWireT gadafurcvlis zols (da ara 

gadafurcvlis zolebis isrebs) morbenalis zeviT an qveviT;
• gamoiyeneT Rilakebi PgUp an PgDn.
dokumentis TavSi an boloSi gadaadgileba:
• mausis mimTiTebeli daayeneT morbenalze, daaWireT marcxena Rilaks 

da xelis aSvebis gareSe mausi gadaaadgileT gadafurcvlis zolis 
boloSi an dasawyisSi;

• gamoiyeneT klaviSebis kombinacia Ctrl+PgUp an Ctrl+PgDn.
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dialogebis fanjara

dialogur da Cveulebriv fanjrebs Soris principuli gansxvavebaa. 
Cveulebrivi fanjara SesaZlebelia gaixsnas ramdenime cali da maTTan 
muSaoba SesaZlebelia erTidan meoreze gadasvliT. dialoguri fanjara 
marTvas mTlianad iRebs Tavis Tavze. dialoguri fanjris zomas ver 
SevcvliT.

dialogur fanjaras SeiZleba hqondes Rilakebi, Setanis velebi, 
sxvadasxva gadamrTvelebi da sxva marTvis elementebi. aseT elementebs 
Soris gadaadgileba xorcieldeba marTvis Rilakebis ← ↑ ↓ → 
daxmarebiT, agreTve Rilakebis Tab, Shift+Tab da Enter daxmarebiT.

rogorc wesi, dialogur fanjaras gaaCnia Rilakebi  da Cancel.  
Rilakze daWera gamoiwvevs fanjris daxurvas da monacemebis Senaxvas. 
analogiuri moqmedeba ganxorcieldeba Ctrl+Enter Rilakebis gamoyenebiT. 
Cancel Rilakze daWera gamoiwvevs fanjris daxurvas cvlilebebis 
Senaxvis gareSe. igive efeqti miiRweva Esc Rilakis gamoyenebiT, an 

mausis marcxena RilakiT fanjris marjvena zeda kuTxeSi  daWeriT. 
zogierT dialogur fanjaraSi, romelic gamoiZaxeba cxrilebis 

redaqtirebisaTvis, damatebiT Cndeba     Rilakebi. isini 
cxrilSi gadaadgilebis saSualebas iZlevian dialoguri fanjris 
daxurvis gareSe. cxrilis erTi striqonidan meoreze gadasvlisas 
yvela cvlileba avtomaturad inaxeba.   

programa `info buRalteri~-s awyobis dialogur fanjrebSi 
momxmareblis mier saWiro xdeba zogierTi damatebiTi parametris 
miTiTeba. es xorcieldeba gadamrTvelebisa da niSnebis saSualebiT. 
niSnebi saSualebas gvaZleven erTdroulad davayenoT ramdenime 
parametri, xolo gadamrTvelebi avirCioT romelime CamoTvlili 
variantebidan. isini ganTavsebulia Tvisebis aRmniSvneli im punqtis 
win, romelTa CarTva/gamorTvazec moqmedeben. 
  warmoadgens simbolos niSans , xolo  simbolos 

gadamrTvels.
Tu niSanSi an gadamrTvelSi alami an wertili dasmulia, es niSnavs, 

rom Sesabamisi Tviseba CarTulia, winaaRmdeg SemTxvevaSi Tviseba 
amorTulia. 

niSnebisa da gadamrTvelebis mdgomareobis Secvla SesaZlebelia 
rogorc mausis daxmarebiT,  aseve klaviaturis meSveobiT. 

niSnebisa da gadamrTvelebis mdgomareobis Sesacvlelad mausis 
Rilaki daayeneT saWiro adgilas   an   da daaWireT mausis 
marcxena Rilaks. 

niSnebisa da gadamrTvelebis mdgomareobis Sesacvlelad 
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klaviaturidan Tab da Shift+Tab klaviSebis daxmarebiT gadadiT saWiro 
velze da daaWireT Rilaks `hari~ (`probeli~).

Tavi 1

mTavari meniu

mTavari meniu warmoadgens punqtebisa da qvemeniuebis sistemas, 
romelTa daxmarebiTac SesaZlebelia sxvadasxva funqciis gamoZaxeba. 
TiToeuli funqciis gamoZaxebas Tan axlavs axali fanjris gaxsna.

mocemul nawilSi Tqven ipoviT programa ̀ info buRalteri~-s sxvadasxva 
punqtebis, qvepunqtebis da qvemeniuebis mokle aRwerilobas.     

mTavari meniu Seicavs Semdeg ganyofilebebs:
- operaciebi;
- redaqtireba;
- dokumentebi;
- uwyisebi;
- dayeneba;
- faili;
- fanjara;
- cnobari;
klaviaturis daxmarebiT mTavari menius aqtivizaciisaTvis gamoiyeneba 

klaviSebi F10 an Alt.
operaciebi

mTavari menius punqti operaciebi gankuTvnilia sameurneo operaciebis 
Jurnalis (soJ) sawarmoeblad (ix. sur. 3). am punqtSi warmodgenilia 
soJ-is Semdegi operaciebi:

Jurnali _ sameurneo operaciebis Jurnalis redaqtireba;
filtri... _ sameurneo operaciebis filtris dayeneba;  
zrdadobiT dalageba _ arCeuli svetis SigTavsis zrdadobiT 

dalageba 
                                                                 (mxolod qselur versiaSi);
klebadobiT dalageba _ arCeuli svetis SigTavsis klebadobiT 

dalageba 
                                                            (mxolod qselur versiaSi);
gatarebebis gadatana... _ gatarebebis gadatana erTi angariSidan 

meoreze;
axali Jurnali... _ axali sameurneo operaciebis Jurnalis gaxsna 

Zvelis bazaze.
am ganyofilebaSi SesaZlebelia daematos menius iseTi punqtebi, 
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romlebic pirdapir iZaxeben xSirad gamoyenebad operaciebs. amisaTvis 
mimarTeT meniu-s CanarTs ganyofilebidan dayeneba/awyoba. 

sur. 3. mTavari menius punqti `operaciebi~.

redaqtireba

mTavari menius punqti redaqtireba… gankuTvnilia gacvlis buferTan 
samuSaod, monacemebis Sesacvlelad, agreTve teqstis moZebnisa da  
SecvlisaTvis (ix. sur.4).

gacvlis buferis gamoyeneba SesaZlebelia Semdegi obieqtebis 
redaqtirebisas:

• sameurneo operaciebis Jurnali;
• gatarebebis sia;
• angariSTa gegma;
• teqstur redaqtorSi teqstTan muSaoba.
mocemuli ganyofileba Seicavs Semdeg punqtebs:
gacvlis buferTan samuSaod:
amoWra _ gacvlis buferSi amoWra;
kopireba _ gacvlis buferSi kopireba;
Casma _ gacvlis buferidan Casma; 
siebTan samuSaod:
cvlileba _ elementis redaqtireba; 
damateba _ axali elementis Casma;
waSla _ elementis waSla;
teqstis mosaZebnad da Sesacvlelad:
Zebna... _ Zebna mocemuli Sablonis mixedviT;
Secvla... _ Secvla mocemuli Sablonis mixedviT; 



12

blankebTan samuSaod:
gadaTvla _ dokumentis gadaTvla;
redaqtireba _ blankebis redaqtorSi gadasvla.
damatebiTi punqti Cndeba im SemTxvevaSi, Tu Tqven imyofebiT 

dokumentis Sevsebis reJimSi. misi arCeviT gadaxvalT blankebis 
redaqtorSi. redaqtoris reJimis gamoZaxeba am meTodiT gacilebiT 
swrafad xdeba, vidre misi gamoZaxeba meniudan  dayeneba/blankebi.

menius punqtis redaqtireba qvepunqtis gamoZaxeba agreTve SegiZliaT 
instrumentebis panelidan. 

menius punqtis redaqtireba qvepunqtis gamoZaxeba SesaZlebelia 
programis mTavar meniuSi Seusvlelad. amisaTvis daaWireT mausis 
marcxena Rilaks. mausis maCvenebelTan gamoCndeba dinamiuri meniu, 
romlidanac aarCevT TqvenTvis saWiro punqts.

informaciis saWiro blokebis gamoZaxeba SesaZlebelia Shift  
Rilakisa da marTvis  ←  ↑  ↓  → Rilakebis erTdrouli gamoyenebiT an  
PgUp da PgDn RilakebiT.

gasaTvaliswinebelia is faqtic, rom NumLock Rilakis CarTuli 
reJimis SemTxvevaSi cifruli klaviatura ver imoqmedebs adeqvaturad, 
mag.: PgUp Rilakze daWerisas gamoisaxeba cifri `9~. amitom blokis 
gamoyofisas umjobesia visargebloT kursoris marTvis im RilakebiT, 
romlebic calkea ganlagebuli.

blokis gamoyofa SegiZliaT agreTve mausis gamoyenebiT.

sur. 4. mTavari menius punqti “redaqtireba”
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amoWra

mTavari menius punqtis redaqtireba/amoWra saSualebiT xorcieldeba 
gamoyofili informaciis gadatana gacvlis buferSi. mocemuli funqcia 
SeiZleba gamoyenebul iqnas sameurneo operaciebis Jurnalis, gatarebebis 
siis, angariSTa gegmis da teqstur redaqtorSi redaqtirebisas. 

informaciis konkretuli xasiaTi damokidebulia muSaobis reJimze. 
magaliTad, sameurneo operaciebis JurnalSi am punqtis arCeva migviyvans 
moniSnuli sameurneo operaciebis waSlamde. wasaSlelad kursori 
daayeneT wasaSlel striqonze an gamoyaviT siis ramdenime striqoni. 

SeasruleT erT-erTi Semdegi moqmedebebidan:

• daaWireT Rilaks   instrumentebis panelze;
• daaWireT Rilakebis kombinacias Shift+Del;
• airCieT mTavari menius punqti redaqtireba/amoWra.

kopireba

mTavari menius punqti redaqtireba/kopireba gankuTvnilia gamoyofili 
informaciis blokis buferSi kopirebisTvis.  informaciis xasiaTi 
damokidebulia muSaobis reJimze.

kopirebisTvis kursori daayeneT striqonze an gamoyaviT siis 
ramdenime striqoni.

SeasruleT erT-erTi Semdegi moqmedebebidan:

• daaWireT Rilaks  instrumentebis panelze;
• daaWireT Rilakebis kombinacias Ctrl+Ins;
• airCieT mTavari menius punqti redaqtireba/kopireba.
amis Semdeg Tqvens mier arCeuli striqonebi moTavsdeba gacvlis 

buferSi.

cvlileba

mTavari menius punqti redaqtireba/cvlileba gankuTvnilia cxrilebSi 
informaciis redaqtirebisaTvis. mocemuli funqcia SeiZleba gamoyenebul 
iqnes sameurneo operaciebis Jurnalis, gatarebebis siis, angariSTa 
gegmis, gansazRvrebebis, rekvizitebis, blankebis siis, grafikebis da 
Jurnal-orderuli formebis redaqtirebisas.   

monacemebis konkretuli xasiaTi damokidebulia muSaobis reJimze. 
magaliTad, sameurneo operaciebis JurnalSi operaciebis siidan 
am punqtis arCevisas moxvdebiT gamoyofili sameurneo operaciis 
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redaqtirebis reJimSi. 
informaciis redaqtirebis reJimSi gadasvla xorcieldeba Semdegi 

xerxebidan erT-erTiT:

• daaWireT Rilaks  instrumentebis panelze;
• daaWireT F4 Rilaks;
•  airCieT mTavari menius punqti redaqtireba/Secvla.

damateba

mTavari menius punqtis redaqtireba/damateba meSveobiT xorcieldeba 
informaciis damateba cxrilebSi. mocemuli funqcia SeiZleba 
gamoyenebul iqnas sameurneo operaciebis Jurnalis, gatarebebis siis, 
angariSTa gegmis, gansazRvrebebis, rekvizitebis, blankebis siis, 
grafikebis da Jurnal-orderuli formebis redaqtirebisas.

elementis damateba yvela siaSi SesaZlebeli ar aris. Tu mocemul 
siaSi ar aris SesaZlebeli elementis damateba,  maSin menius Sesabamisi 
punqtebi arCevisTvis miuwvdomelia.

siaSi axali elementis Setanis ramdenime meTodi arsebobs: 

• daaWireT Rilaks  instrumentebis panelze;
•gadadiT siis bolos da airCieT siaze elementis dasamatebeli 

Rilaki ;
• daaWireT F7  an Insert Rilaks, an daawkapeT mausiT;
• airCieT mTavari menius punqti redaqtireba/damateba. 
programaSi arsebuli mravali siisaTvis elementis damatebas SeiZleba 

axldes monacemebis moTxovna, romlebic gansazRvraven dasamatebeli 
elementebis Tvisebebs. magaliTad, axali gatarebis damatebisas gamova 
gatarebis parametrebis Setanis fanjara, romelSic unda SeitanoT  
makorespondirebeli angariSebis kodebi da Tanxa. 

axali angariSis an qveangariSis damatebisas angariSTa gegmaSi, 
agreTve axali rekvizitis, gansazRvrebis damatebas aseve axlavs 
moTxovna axali elementis Tvisebebis (atributebis) Sesaxeb.

waSla

mTavari menius punqtis redaqtireba/waSla meSveobiT xdeba 
informaciis waSla cxrilebSi. mocemuli funqcia gamoiyeneba Semdegi 
obieqtebis redaqtirebisas: 

• sameurneo operaciebis Jurnali;
• operaciis gatarebebis sia; 
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• angariSTa gegma;
• gansazRvrebebi; 
• rekvizitebi;
• dokumentebis sia (blankebi);
• dokumentebis arqivis sia; 
• grafikebis gansazRvrebebi;
• grafikebis elementebi; 
• Jurnal-orderuli formebi.
striqonebis waSla ar aris SesaZlebeli muSaobis yvela reJimSi da 

yvela siisaTvis. muSaobis sxvadasxva reJimSi erTi da igive siisaTvis es 
Tviseba SeiZleba Seicvalos. magaliTad, Tqven ver waSliT dokumentebis 
siidan striqons,  Tu es sia gamoZaxebulia meniudan dokumentebi/
Sevseba, magram SeZlebT waSlas, Tu am sias gamoiZaxebT mTavari meniudan 
dayeneba/blankebi. 

siis striqonis an striqonebis jgufis wasaSlelad kursori 
daayeneT wasaSlel striqonze an gamoyaviT striqonebis jgufi da 
SeasruleT erT-erTi Semdegi moqmedebebidan: 

• daaWireT Rilaks   instrumentebis panelze;
• daaWireT F8 an Del Rilaks;
• airCieT mTavari menius punqti redaqtireba/waSla.
zogierT siasTan muSaobisas zemoT aRwerili moqmedebebis Sesrulebis 

Semdeg gamova SekiTxvis fanjara. magaliTad, sameurneo operaciebis 
Jurnalidan operaciis waSlisas gamova SekiTxva (ix. sur. 5):

sur. 5. sameurneo operaciis waSla.

`diax~ Rilakze daWerisas striqoni an striqonTa jgufi waiSleba, 
xolo `ara~ an Esc Rilakze daWerisas waSla ar moxdeba.
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Zebna

didi moculobis teqstebTan muSaobisas xSirad rTuldeba sasurveli 
informaciis swrafi Zebna. aseT SemTxvevebSi unda visargebloT saZiebo 
sistemiT. 

Zieba xorcieldeba Tqvens mier miTiTebuli striqonis mixedviT. Tu 
sia Seicavs ramdenime svets, maSin SegiZliaT airCioT sveti, romlis 
mixedviTac ganxorcieldeba Zebna. amisaTvis daaWireT mausis marcxena 
Rilaks svetis saTaurze. 

igives gakeTeba SesaZlebelia klaviaturis meSveobiT Ctrl + ← an 
Ctrl + → klaviSebis kombinaciiT.

saZiebo reJimis CasarTavad SeasruleT erT-erTi Semdegi 
moqmedebebidan: 

• daaWireT  Rilaks instrumentebis panelze;
• daaWireT Ctrl+F klaviSebis kombinacias;
• airCieT mTavari menius punqti redaqtireba/Zebna. amis Semdeg gamova 

fanjara `Zebna~ (`Find~) (ix. sur. 6):

sur. 6. Zebnis fanjara.
velSi ̀ nimuSi~ (`Find what~) SeiyvaneT striqoni, romlis mixedviTac 

ganxorcieldeba Zebna da daaWireT Rilaks `Zebna~ (`Find next~). 

SeniSvna!
am velSi qarTuli Srifti ar ikiTxeba, Tumca es xels ar uSlis 

qarTulenovani striqonis Zebnas. am velSi qarTuli frazis  Casma 
kopirebiT SesaZlebelia nebismier,  sxva fanjridan,  romelSic ikrifeba 
qarTuli Srifti.

damatebiT SegiZliaT daayenoT Zebnis Semdegi parametrebi: 
• mimarTuleba (zeviT an qveviT) (`Up/Down~);
• mxolod sityva (`Match  whole word only~);
• registris gaTvaliswinebiT (`Match case~).
mocemuli striqonis Semcveli striqonis mosaZebnad daaWireT 
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Rilaks `Zebna~ (`Find Next~).
Tu mocemuli striqoni ar iqneba napovni, gamova fanjara SetyobinebiT 

(ix. sur. 7):  
sur. 7. Setyobineba Zebnis uaryofiT Sedegebze.

aseT SemTxvevaSi muSaobis gasagrZeleblad daaWireT Rilaks OK. 
Zebnis reJimSi muSaobis dasasruleblad daaWireT Rilaks Cancel.

Secvla

mTavari menius punqti redaqtireba/Secvla saSualebas iZleva 
moZebnoT Tqvens mier miTiTebuli teqsti da SecvaloT igi.  Zebna da 
Secvla xorcieldeba dokumentis Tqvens mier arCeul svetSi. svetis 
asarCevad mis saTaurze daaWireT mausis marcxena Rilaks. 

igives gakeTeba SeiZleba klaviaturis meSveobiT, Ctrl+← an Ctrl+→ 
klaviSebis kombinaciiT.

Zebnisa da Secvlis reJimis CasarTavad SeasruleT erT-erTi Semdegi 
moqmedebebidan: 

• daaWireT Rilaks  instrumentebis panelze;
• daaWireT klaviSebis kombinacias Ctrl+H (Ctrl+H laTinur 

registrSi);
• airCieT mTavari menius punqti redaqtireba/Secvla.
amis Semdeg gamoCndeba fanjara `Secvla~ (`Replace~) (sur. 8):

sur. 8. Zebna Secvlis fanjara.
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velSi `nimuSi~ (`Find what~) SeiyvaneT striqoni, romelic unda 
Seicvalos, xolo velSi `Seicvalos~ (`Replace with~) – striqoni, 
romliTac unda Seicvalos (zemoT moyvanili SeniSvna qarTul SriftTan 
dakavSirebiT am velisTvisac ZalaSia).

Semdeg daaWireT Rilaks `Seicvalos~ (`Replace~) an `Seicvalos 
yvela~ (`Replace All~).

Cancel Rilakze daWerisas gamoxvalT Zebna-Secvlis reJimidan. 
dokumentSi, siaSi an teqstSi mocemuli frazis Semdgomi ZebnisaTvis 
vaWerT Rilaks `Semdgomi Zebna~ (`Find Next~) an `Secvla~.

Tu mocemuli qveteqsti ar iqneba napovni, gamova Setyobinebis 
fanjara (ix. sur. 9). 

sur. 9. Setyobineba Zebna-Secvlis uaryofiT Sedegebze.

dokumentebi

mTavari menius punqtSi dokumentebi xorcieldeba pirveladi 
dokumentebisa da uwyisebis damuSaveba, agreTve dokumentebis arqivebTan 
muSaoba (ix. sur. 10).  

mocemuli ganyofileba Seicavs Semdeg punqtebs: 
Sevseba... _ dokumentebis Sevseba da gadaTvla; 
arqivi... _ dokumentebis gamoZaxeba arqividan; 
dokumentebis sia _ xSirad gamoyenebadi dokumentebis istoria. 
am ganyofilebaSi SesaZlebelia menius punqtebis damateba, romelic 

pirdapir gamoiZaxebs konkretul blanks. amisaTvis gamoiyeneT mTavari 
menius punqtis dayeneba/awyoba CanarTi meniu.
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sur. 10. mTavari menius punqti `dokumentebi~.

gadaTvla

funqcia gadaTvla gamoiyeneba blankebis (dokumentebis) blankis 
avtomatizaciis programis gasaSvebad blankis (dokumentis)  Setanis 
velebis Sevsebis Semdeg. 

am funqciis gamosaZaxeblad SeasruleT erT-erTi Semdegi 
moqmedebebidan: 

• daaWireT Rilaks  instrumentebis panelze;
• daaWireT Rilaks F9 an Ctrl+Enter klaviSebis kombinacias;
• airCieT mTavari menius punqti redaqtireba/gadaTvla.

uwyisebi

mTavari menius punqtSi uwyisebi xorcieldeba saangariSo periodis, 
Cadgmuli buRaltruli uwyisebis da kalkulatoris gamoZaxeba (sur. 
11). mocemuli ganyofileba Seicavs Semdeg punqtebs: 

brunviTi uwyisi _ brunviTi uwyisis Sedgena;
naSTTa uwyisi _ naSTTa uwyisis Sedgena; 
Tanxis moZraoba... _ Tanxis moZraobis baraTis formireba; 
Wadrakuli uwyisi... _ Wadrakuli uwyisis Sedgena;
mTavari wigni... _ mTavari wignis Sedgena; 
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Jurnal-orderi... _ Jurnal-orderis Sedgena; 
Jurnal-orderuli uwyisi... _ Jurnal-orderuli uwyisis 

Sedgena; 
materialuri angariSi... _ materialuri angariSis Sedgena;       
Jurnal-orderuli formebi... _ Jurnal-orderuli formebis 

formireba; 

grafikebi... _ grafikebis ageba; 
saangariSo periodi... _ saangariSo periodis sazRvrebis dayeneba; 
kalkulatori... _ kalkulatoris gamoZaxeba.

sur. 11.  mTavari menius punqti `uwyisebi~.

kalkulatori

`info buRalterSi~ SesaZlebelia rogorc gare, aseve Cadgmuli 
kalkulatoris gamoyeneba (ix. SeniSvna qvemoT).

programa ̀ info buRalteri~-s gare kalkulatori saSualebas iZleva 
ganxorcieldes sxvadasxva sirTulis gamoTvlebi. 

masTan muSaoba SesaZlebelia Cveulebrivi mikrokalkulatoris 
analogiurad (elementaruli ariTmetikuli da mexsierebis registrTan 
operaciebis Sesruleba), magram SesaZlebelia agreTve misi farTo 
SesaZleblobebis gamoyeneba. kalkulatoriT gamoiTvleba agreTve 
yvela is gamosaxuleba, funqcia da monacemTa tipi, romelTac iyenebs 
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blankebis saformulo ganyofileba, struqturuli operatorebis 
gamoklebiT: pirobiTi ganStoebis operatori, ciklis operatorebi da 
sxva. 

kalkulatorSi SesaZlebelia angariSebis brunvebisa da naSTebis, 
or TariRs Soris dReebis raodenobis da bevri sxva sasargeblo 
funqciis gamoTvla.  

info kalkulatori ariTmetikul gamosaxulebebs amuSavebs didi 
sizustiT, gafarToebuli Tanrigobrivi badis gamoyenebiT. es saSualebas 
iZleva damuSavdes didi mniSvnelobebi.  

kalkulatoris gamoZaxeba SegiZliaT erT-erTi Semdegi moqmedebiT: 

• daaWireT Rilaks  instrumentebis panelze;
• daaWireT klaviSebis kombinacias Ctrl+R;
• airCieT mTavari menius punqti uwyisebi/kalkulatori.
romelime ricxviTi velis (magaliTad, gatarebaSi Tanxis) 

redaqtirebisas kalkulatoris gamoZaxeba xdeba F2 RilakiT. velis 
SigTavsi gadadis kalkulatorSi. 

Sedegis velSi Casasmelad aucilebelia kalkulatoridan 
gamosvlisas daaWiroT Rilaks ̀ Casma~ (qvemoT mimarTuli didi isari).  
blankidan kalkulatoris gamoZaxebisas SesaZlebelia gamoTvlil iqnes 
gamosaxuleba kursoris poziciidan striqonis bolomde. 

kalkulators gaaCnia mexsiereba, romlis SigTavsi inaxeba 
kalkulatoridan gamosvlisas. kalkulatoris mexsierebaSi mniSvnelobis 
Setana xdeba [ M+ ] da [ M- ] Rilakebis meSveobiT. 

kalkulatoris mexsierebidan mniSvnelobis miReba xdeba [ MR ] 
Rilakis daxmarebiT. 

mexsierebis gasasufTaveblad gamoiyeneba [ MC ] Rilaki. 
Rilaki `daxurva~ gamoiyeneba kalkulatorTan muSaobis 

dasasruleblad.
gamosaxulebis maqsimaluri sigrZe, romlis damuSavebac SeuZlia 

kalkulators – aris 250 simbolo. 
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sur. 12. info kalkulatori.

kalkulatoris brZanebebi, romlebic sruldeba klaviaturis 
meSveobiT: 

Enter _ gamosaxulebis mniSvnelobis gamoTvla; 
Ctrl+Enter _ mniSvnelobis gamoTvla da Casma, kalkulatoris 

daxurva; 
Esc _kalkulatoris daxurva; 
Tab _ ukanaskneli Setanili mniSvnelobis dabruneba; 
Alt+ _ mniSvnelobis Cawera mexsierebaSi [ M+ ] ;
Alt- _ mniSvnelobis Cawera mexsierebaSi [ M- ] ;
Alt+R _ mniSvnelobis wakiTxva mexsierebidan; 
Alt+C _ mexsierebis gasufTaveba. 
`info buRalteri~-s gare kalkulatori warmoadgens dasrulebul 

produqts, romelic, garda imisa, rom iTvlis yvelafers, rasac 
Cveulebrivi magidis kalkulatori, iTvlis rTul ariTmetikul 
striqonul gamosaxulebebs. warmodgenilia agreTve mTeli rigi 
damatebiTi funqciebiT (sur. 12). is SeiZleba dakopirdes kompiuterSi 
nebismier adgilas (magaliTad,  Desktop-ze) da gamoiyenoT maSinac, 
roca `info buRalterSi~ ar muSaobT.

kalkulators SeuZlia daamuSaos nebismieri gamosaxuleba, romelsac 
programis ena iTvaliswinebs, angariSTa naSTebisa da brunvebis CaTvliT, 
agreTve funqciebi samomxmareblo biblioTekidan da mravali sxva.  

kalkulatoridan Tavisuflad SeiZleba misi monacemebis kopireba 
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da Casma programis sxva reJimebSi da piriqiT, risTvisac gamoiyeneba 
kalkulatorisa da programis zogadi kopirebisa da Casmis 
Rilakebi. 

SeniSvna! 
mTavari menius punqtis dayeneba/awyoba CanarTSi sxvadasxva SegiZliaT 

airCioT, Tu romeli kalkulatori gindaT gamoiyenoT _ Cadgmuli 
Tu info kalkulatori. rekomendirebulia info kalkulatoris 
gamoyeneba.

kalendari

Cadgmuli kalendari saSualebas gvaZlevs davayenoT mimdinare TariRi, 
saangariSo periodis sawyisi da saboloo TariRebi,  agreTve nebismieri 
TariRi operaciis Setanis da dokumentebis Sevsebis dros.

imisaTvis, rom gamoiZaxoT kalendari, gamoiyeneT Semdegi meTodebidan 
erT-erTi: 

• daaWireT Rilaks    instrumentebis panelze;
• airCieT mTavari menius punqti  uwyisebi/saangariSo periodi. Semdeg 

TariRis Setanis saWiro velSi daaWireT Rilaks F2 an Rilaks .
dayenebuli TariRis amorCevis Semdeg, Tqven SegiZliaT is SecvaloT 

mmarTveli Rilakebis meSveobiT saWiro dReze kursoris gadaadgilebiT. 
kursoris bolo poziciaze gadasvlisas kalendris fanjara erTi TviT 
ukan gadadis.

 da  Rilakebis saSualebiT an PgUp da PgDn RilakebiT, 
SeiZleba gadafurcloT kalendari Tveebis mixedviT. airCieT saWiro 
Tve, Semdeg mausis an kursoris gadasaadgilebeli Rilakebis saSualebiT 
airCieT saWiro ricxvi.  

kalendris qveda nawilSi arCeuli TariRi naCvenebia sityvierad. 
saWiro TariRis dasayeneblad daaWireT Rilaks Enter an Rilaks OK.  
Cancel an Esc Rilakze daWeriT Seinaxeba dasayenebeli TariRis 
sawyisi mniSvneloba da daabrunebs im fanjaraSi, saidanac kalendari 
iyo gamoZaxebuli.  
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sur. 13. kalendari.

SeniSvna!
mimdinare TariRi programa ̀ info buRalteri~-s CatvirTvisas miiRebs 

mniSvnelobas,  romelic dayenebulia kompiuteris sistemur kalendarSi. 
Tavis mxriv, mimdinare TariRis Secvla ̀ info buRalteri~-s kalendarSi 
ar moqmedebs sistemuri kalendris Semadgenlobaze. amitom kompiuteris 
kalendris dazianebis SemTxvevaSi (magaliTad,  Tu sistemur sqemaze 
elementi damjdaria) rekomendirebulia ̀ info buRalteri~-s programis 
gaSvebamde daayenoT programuli TariRi.

blankebi

mTavari menius punqtis dayeneba/blankebi arCeviT Tqven SegiZliaT 
moaxdinoT uwyisebisa da pirveladi dokumentebis siis redaqtireba. 
blankebis sia gayofilia ganyofilebebad. TiToeul ganyofilebas 
gaaCnia blankebis sakuTari sia.  TiToeuli blanki inaxeba specialuri 
formatis calke failSi (blankis failebs aqvT .blw gafarToeba). 
blankisaTvis gansazRvrulia arqivis faili (arqivis failebs aqvT .bar 
gafarToeba). TiToeul blanks Tavisi arqivis faili gaaCnia. 

blankebis sia Seicavs blankis dasaxelebas, blankis Semcveli failis 
saxels, arqivis Semcveli failis saxels, agreTve blankis Setanis im 
vels, romlis mixedviTac identificirdeba Canaweri arqivSi.  

mTavari menius punqtis dayeneba/blankebi arCevis Semdeg gaixsneba 
blankebis ganyofilebebis sia. am siaSi yofnisas SegiZliaT daamatoT 
an waSaloT ganyofilebebi, gadaxvideT erTi ganyofilebidan meoreze.  

blankebis siaSi yofnisas SesaZlebelia siaSi blankis damateba an 
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waSla, agreTve _ blankis parametrebis redaqtireba.
ukve Seqmnili blankis dasamateblad (mag.:  programis mwarmoeblisagan 

miRebuli axali blankis damatebisas) sakmarisia movaxdinoT am blankis 
Semcveli failis kopireba BLANKS qvedireqtoriaSi, amis Semdeg 
blankis dasaxeleba avtomaturad daemateba sias.  

dayeneba

mTavari menius punqtSi dayeneba xorcieldeba programa `info 
buRalteri~-s awyoba Tqveni sawarmos konkretuli pirobebis 
gaTvaliswinebiT. 

menius mocemuli punqti Seicavs Semdeg qvepunqtebs (ix. sur. 14): 
angariSTa gegma _ angariSTa gegmis redaqtireba;
sawyisi naSTebi _ sawyisi naSTebis redaqtireba;
ti piuri operaciebi _ ti piuri sameurneo operaciebis siis 

redaqtireba;
blankebi... _ dokumentebis blankebis siis redaqtireba;
funqciebis biblioTekebi... _ momxmareblis im funqciebis 

biblioTekebis redaqtireba, romlebsac iyeneben blankebi da tipiuri 
operaciebi;

kompilatori _ tipiuri operaciebisa da blankebis teqstebis 
kompilacia; 

gansazRvrebebi _ gansazRvrebebis redaqtireba;
rekvizitebi _ rekvizitebis redaqtireba;
Jurnal-orderuli formebi _ standartuli Jurnal-orderuli 

formebis redaqtireba Semdgomi SevsebisaTvis;
grafikebi _ grafikebisa da diagramebis parametrebis redaqtireba;
awyoba... _ programis damatebiTi parametrebis awyoba.
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sur. 14. mTavari menius punqti `dayeneba~.

dayeneba/awyoba

punqti dayeneba/awyoba gankuTvnilia programis sxvadasxva parametris 
asawyobad.  

mocemuli punqtis arCevisas gamova dialoguri fanjara (ix. sur. 
15), romelic Seicavs Semdeg CanarTebs:

sur. 15. mTavari menius punqti `dayeneba/awyoba~.

sameurneo operaciebi _  sameurneo operaciebis Jurnalis awyoba; 
forma _ cxrilis monacemebis parametrebis redaqtirebis awyoba, 

dialogur fanjrebsa da instrumentTa panelis interfeisis 
parametrebis awyoba; 

Sriftebi _  blankebis, dialogebis da a.S. Sriftebis awyoba; 
meniu _ mTavari menius punqtebis operaciebi da  dokumentebi  

damatebiTi qvepunqtebis awyoba; 
movlenebi _ funqcia-dammuSaveblis awyoba programis gansazRvruli 

movlenebisaTvis; 
qseli _ qselis parametrebis awyoba (mxolod qselur versiaSi); 
momxmareblebi _ momxmareblebisaTvis nebadarTuli uflebebis 

sxvadasxva parametrebis awyoba (mxolod qselur versiaSi); 
sxvadasxva _ sistemis funqcionirebis damatebiTi parametrebis 
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dayeneba; 
formati _ dokumentebis formatis parametrebis awyoba;  
dokumentebi _ pirveladi dokumentebisa da uwyisebis parametrebis 

awyoba; 
uwyisebi _ uwyisebis formis awyoba da maTi Seqmnis reJimebi; 
katalogebi _ monacemTa failebis ganTavsebis awyoba (blankebi, 

arqivebi da a.S.);
Seferiloba _ Cadgmuli funqciebisa da gasaRebi sityvebis 

Seferilobis awyoba blankebis da tipiuri operaciebis saformulo 
ganyofilebaSi. 

SeniSvna!
suraTze naCvenebia dialoguri fanjris mxolod zeda mxare.

faili

mTavari menius punqtSi faili warmodgenilia failebTan samuSao 
funqciebi, agreTve beWdviswina daTvalierebis, beWdvis, Cadgmuli 
redaqtoris gamoZaxebis da programa `info buRaltridan~ gamosvlis 
funqciebi (ix. sur. 16). mocemuli punqti Seicavs Semdeg qvepunqtebs:

monacemTa baza _ monacemTa bazasTan muSaoba (mxolod qselur 
versiaSi);

gaxsna... _ monacemebis CatvirTva diskidan;
Senaxva _ monacemebis Senaxva failSi mimdinare saxeliT;
SevinaxoT rogorc... _ monacemebis Senaxva failSi sxva saxeliT;
gaerTiandes..._ mimdinare failis SigTavsis gaerTianeba sxva failis 

SigTavsTan;
blokSi Cawera _ sameurneo operaciebis gafiltruli Jurnalis 

blokis Cawera;    
gasufTaveba _ redaqtirebis fanjaraSi yvela elementis waSla; 
eqsporti Word-Si _ gadaTvlili blankis eqsporti Microsoft Word-Si;
eqsporti Excel-Si _ gadaTvlili blankis eqsporti Microsoft Excel-Si;
beWdva... _ beWdvaze gaSveba;
daTvaliereba _ beWdviswina daTvaliereba; 
beWdvis awyoba... _ printeris beWdvis parametrebis awyoba; 
redaqtori... _ teqsturi redaqtoris gamoZaxeba; 
gamosvla _ programa `info buRalterTan~ muSaobis dasruleba. 
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sur. 16. mTavari menius punqti `faili~.

fanjara

mTavari menius punqtSi fanjara warmodgenilia ekranze fanjrebis 
ganlagebis marTvis funqciebi, axali fanjris gaxsnis funqcia, agreTve 
Ria fanjrebis sia maT Soris gadarTvis SesaZleblobiT (ix. sur. 17). 
es punqti Seicavs Semdeg qvepunqtebs:

mozaika _  fanjrebis ganlageba mozaikurad vertikalze;
mozaika (horizont.) _  fanjrebis ganlageba mozaikurad 

horizontalze;
kaskadi _  fanjrebis ganlageba kaskadurad;
yvelas daxurva _  yvela Ria fanjris daxurva;
niSnebis dalageba _ minimizirebuli (daxuruli) fanjrebis niSnebis 

dalageba;
axali fanjara _  Ria fanjris damatebiTi aslis gaxsna;
fanjrebis sia _ aq Sedis dokumentebis, siebis, cxrilebis da a.S. 

Ria fanjrebis danomrili sia.
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sur. 17. mTavari menius punqti `fanjara~.

fanjrebis ganlageba ekranze

fanjara/mozaika

mTavari menius punqtiT fanjara/mozaika  xorcieldeba fanjrebis 
dalageba vertikalze mozaikurad.

sur. 18. fanjrebis dalageba vertikalur-mozaikurad.

fanjara/mozaika(horizont.)

mTavari menius punqtiT fanjara/mozaika (horizont.) xorcieldeba 
fanjrebis dalageba horizontalze mozaikurad. 
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sur. 19. fanjrebis dalageba horizontalur-mozaikurad.

fanjara/kaskadi

mTavari menius punqtiT fanjara/kaskaduri  xorcieldeba fanjrebis 
dalageba kaskadurad. 

sur. 20. fanjrebis dalageba kaskadurad.
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fanjara/yvelas daxurva

mTavari menius punqtiT fanjara/yvelas daxurva xorcieldeba yvela 
fanjris daxurva. 

fanjara/niSnebis dalageba

Tu Tqven CakecavT erT an ramodenime fanjaras, maSin TiToeuli 
maTganisaTvis ekranis qveda nawilSi Seiqmneba droebiTi niSnakebi 
(`ikonkebi~).

fanjara/axali fanjara

mTavari menius punqtis fanjara/axali fanjara saSualebiT 
xorcieldeba gaxsnili fanjris damatebiTi aslis Seqmna. es saSualebas 
gvaZlevs sxvadasxva fanjaraSi vixiloT erTi da igive dokumentis 
sxvadasxva nawilebi. 

mocemuli funqcia aqtualuria im fanjrebTan muSaobisas, romelic 
gamoiZaxeba mTavari menius Semdegi punqtebidan: 

• operaciebi/Jurnali;
• dayeneba/grafikebi;
• dayeneba/Jurnal-orderuli formebi;
• dayeneba/sawyisi naSTebi;
• dayeneba/angariSTa gegma;
• dayeneba/gansazRvrebebi;
• dayeneba/rekvizitebi;
• dayeneba/tipiuri operaciebi;

sur. 21.  axali fanjara.
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SeniSvna!
rodesac miTiTebul punqtebze ganmeorebiT xdeba mimarTva, 

aqtiurdeba ukve gaxsnili fanjara, meore asli ar iqmneba. 

cnobari

mTavari menius punqtidan cnobari xdeba programa ̀ info buRalteri~-s 
cnobaris,  kompiuteris konfiguraciis da programis Sesaxeb informaciis 
gamoZaxeba (ix. sur. 22).

es punqti Seicavs Semdeg qvepunqtebs:
daxmareba _ cnobaris gamoZaxeba programasTan muSaobis procesSi; 
Sinaarsi _ cnobaris Tavfurclis gamoZaxeba;
mimTiTebeli _ cnobaris gamoZaxeba konteqstur reJimSi; 
informacia... _ programis mimdinare fanjridan cnobaris informaciis 

gamoZaxeba; 
kompiuteri... _ cnobaris informaciis gamoZaxeba Tqveni kompiuteris 

tipisa da resursebis Sesaxeb;
info konsultanti _ sakonsultacio-sakanonmdeblo baza `info 

konsultantis~ gamoZaxeba;
programis Sesaxeb... _ programis versiisa da mwarmoebeli firmis 

Sesaxeb informaciis miReba. 

sur. 22. mTavari menius punqti `cnobari~.
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cnobari, daxmareba

programasTan muSaobisas nebismier momentSi Tqven SegiZliaT 
gamoiZaxoT cnobari, amisaTvis SeasruleT Semdegi moqmedebebidan erT-
erTi:

• daaWireT Rilaks   instrumentebis panelze;
• daaWireT Rilaks F1;
• airCieT mTavari menius punqti cnobari/daxmareba.
cnobaris gamoZaxeba SesaZlebelia programasTan muSaobisas nebismier 

momentSi. am dros gamova informacia im reJimis Sesaxeb, romelSic 
imyofebiT cnobaris gamoZaxebis momentSi.

cnobari/Sinaarsi
mTavari menius punqtis cnobari/Sinaarsi daxmarebiT SesaZlebelia 

cnobaris Tavfurclis gamoZaxeba. 
cnobariT sargeblobis Sesaxeb informaciis misaRebad daaWireT 

Rilaks F1 kidev erTxel.

cnobari/mimTiTebeli

mTavari menius punqti cnobari/mimTiTebeli da Rilaki  
instrumentebis panelze gankuTvnilia konteqsturi cnobaris 
misaRebad. 

am punqtis arCevisas mausis kursoris gamosaxuleba ekranze icvleba 

– Cveulebrivi isari gadaiqceva israd kiTxvis niSanTan erTad . menius 
nebismier punqtze an obieqtze kursoris miTiTebiT gamova cnobaris 
informacia am elementis Sesaxeb.

cnobari/informacia

mTavari menius punqtidan cnobari/informacia Tqven miiRebT sacnobaro 
informacias sameurneo operaciebis Jurnalis, angariSTa gegmis da 
tipiuri operaciebis failis Sesaxeb.
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lokaluri versiisaTvis:

sur. 23. sameurneo operaciebis Jurnalis Sesaxeb informaciis 
fanjara lokalur versiaSi.

qseluri versiisaTvis:

sur. 24. monacemTa bazis Sesaxeb informaciis fanjara qselur  versiaSi.
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cnobari/kompiuteri

mTavari menius punqtidan cnobari/kompiuteri Tqven miiRebT sacnobaro 
informacias kompiuteris tipisa da resursebis Sesaxeb.

lokaluri versiisaTvis:

sur. 25. kompiuteris Sesaxeb informaciis fanjara lokalur versiaSi.

qseluri versiisaTvis:

sur. 26. sainformacio fanjara programis Sesaxeb qselur versiaSi.
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cnobari / info konsultanti

programa `info buRalterSi~ gaTvaliswinebulia sxva programis 
mibmis (mag.: `info konsultanti~) SesaZlebloba. 

`info konsultantis~ arCevisas xdeba sakanonmdeblo-sakonsultacio 
bazis gaSveba. 

cnobari / programis Sesaxeb

menius punqtidan cnobari/programis Sesaxeb Tqven miiRebT 
informacias programa `info buRalteri~-s versiis Sesaxeb, agreTve 
Sps `iber-info~-s telefonebsa da misamarTs.

sur. 27. programis Sesaxeb informaciis fanjara.

instrumentebis paneli
 
instrumentebis paneli gankuTvnilia mausis daxmarebiT mTavari 

menius punqtebis swrafad asarCevad.
programis muSaobis reJimis mixedviT, zogierTi Rilaki ekranze 

SeiZleba gamoisaxos nacrisfrad. es niSnavs, rom am Rilakebis mier 
Sesrulebuli operaciebi mocemul konteqstSi dauSvebelia. 

programasTan muSaobisas SegiZliaT miiRoT informacia nebismieri 
Rilakis daniSnulebis Sesaxeb. amisaTvis kursori daayeneT Rilakze 
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da daWeris gareSe daelodeT ramdenime wams. Rilakis qveS gamoCndeba 
sainformacio striqoni mocemuli Rilakis Sesaxeb.

ganvixiloT instrumentebis panelis Rilakebis daniSnuleba:
instrumentebis panelze warmodgenilia Semdegi Rilakebi:

1. sameurneo operaciebis Jurnali;
2. sameurneo operaciebis Jurnalis filtri;
3. siebSi monacemTa dalageba zrdadobiT an klebadobiT (mxolod 

qselur versiaSi);
4. informaciis waSla gacvlis buferSi;
5. informaciis kopireba gacvlis buferSi;
6. informaciis Casma gacvlis buferidan;
7. siis elementis redaqtireba;
8. siaSi axali elementis damateba;
9. siidan elementis waSla;
10. nimuSis mixedviT siis elementis Zebna;
11. nimuSis mixedviT siis elementis Zebna da Secvla;
12. dokumentis gadaTvla;
13. saangariSo periodi;
14. Cadgmuli kalkulatori;
15. failidan informaciis wakiTxva;
16. failSi informaciis Cawera;
17. informaciis gamotana printerze;
18. beWdviswina daTvaliereba;
19. Cadgmuli sacnobaro sistemis gamoZaxeba;
20. cnobaris kursoris CarTva/amorTva;
21. `info konsultanti~-s mTavari fanjris gamoZaxeba.
es Rilaki instrumentebis panelze Cndeba im SemTxvevaSi, Tu 

kompiuterze dayenebuli gaqvT sakanonmdeblo-sakonsultacio baza 
`info konsultanti~ da `info buRalteris~ katalogSi aris saWiro 
failebi. `info buRalterSi~ SesaZlebelia dokumentebis eqsporti 
Microsoft Word-Si da Microsoft Excel-Si. instrumentebis panelze Cans 

ori Rilaki eqsporti Microsoft Word  da eqsporti  Microsoft 

Excel  es Rilakebi Cndeba maSin, Tu kompiuterze dayenebulia 
aRniSnuli programebi, agreTve blankebis utilita Apprint.exe. 
blankebis gadaTvlis Semdeg es Rilakebi aqtiurdeba. romelime am 
Rilakze daWeriT eSveba Sesabamisi programa da blankis eqsportis 
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utilita (sur. 28 da sur. 29):

sur. 28. Setyobineba dokumentis Microsoft Word-Si eqsportis dros.

sur. 29. Setyobineba dokumentis Microsoft Excel-Si eqsportis dros
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Tavi 2.

angariSTa gegma da sawyisi naSTebi

angariSTa gegma warmoadgens buRaltruli angariSTa kodebis 
mixedviT dalagebul sias. TiToeuli kodisaTvis gvaqvs:

• kodi;
• dasaxeleba;
• balansis ganyofileba, romelsac miekuTvneba angariSi (aqtiuri, 

pasiuri, aqtiur-pasiuri, garesabalanso);
• aRricxvis tipi (Tanxobrivi an raodenobriv-Tanxobrivi).
angariSebis striqoni, romelTac gaaCniaT qveangariSebi, gamoyofili 

arian cisferi feriT da niSnakiT . aseT angariSze SeuZlebelia sawyisi 
naSTis Setana, radgan sawyisi naSTebi gamoiTvleba, mis qveangariSebze 
naSTebis TanxaTa jamis saxiT. amitom aseTi angariSebis SemTxvevaSi 
sawyisi naSTebis Setana xdeba mis qveangariSebze TanmimdevrobiT.

gaTvlebisas qveangariSebis yvela maCvenebeli jamdeba zeda donis 
angariSebze qveangariSebis SekumSuli an gaSlili saldoTi.

mimdinare amorCeuli siis striqoni gamoyofilia feriT da markeriT 

 striqonis marcxnidan.
klaviaturis daxmarebiT siaze gadaadgilebisaTvis gamoiyeneba 

Semdegi Rilakebi:
• ↑ da ↓ siaSi erTi striqoniT zeviT an qveviT gadasaadgileblad;
• PgUp da PgDn siaSi erTi fanjriT zeviT an qveviT 

gadasaadgileblad;
•  Ctrl+PgUp d a  Ctrl+PgDn s i i s  b oloS i  a n  T a v S i 

gadasaadgileblad.
mausis daxmarebiT siaSi gadasaadgileblad gamoiyeneba vertikaluri 

an horizontaluri gadafurcvlis zolebi, romlebic Cndebian siis 
marjvniv da qveviT.

imisaTvis, rom swrafad gadaxvideT TqvenTvis saWiro angariSze, 
klaviaturaze akrifeT TqvenTvis saWiro kodi (Tu Rilaki iwyeba 
nuliT, maSin pirvelad akrifeT nuli). 

gaamaxvileT yuradReba imaze, rom arCeuli iyos sveti `kodi~. Zebna 
xorcieldeba arCeuli svetis mixedviT. ZebnisaTvis svetis asarCevad 
saWiroa mausiT erTxel daaWiroT mis TavsarTs. amis Sedegad TavsarTi 
vizualurad TiTqos Caizniqeba da rCeba aseT mdgomareobaSi.

saWiro angariSis miTiTeba SesaZlebelia uSualod mis striqonze 
mausis marcxena Rilakis daWeriT. 

qveangariSebis dasaTvaliereblad daaWireT Rilaks Enter. zeda 
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donis angariSze dabruneba SesaZlebelia RilakiT Esc an RilakiT  

, romelic moTavsebulia angariSTa gegmis fanjris zeda marcxena 
kuTxeSi.

ufro maRali donis angariSis daTvalierebaze gadasvla xorcieldeba 

Esc Rilakis saSualebiT an RilakiT   .
balansis ganyofileba, romelsac qveangariSi ganekuTvneba, emTxveva 

zeda donis angariSis balansis ganyofilebas (aqtiur-pasiuri 
angariSebis garda). 

nebismier angariSs Tqven SegiZliaT daumatoT qveda donis angariSebi 
(qveangariSebi). erT doneze qveangariSebis raodenoba araa SezRuduli, 
qveangariSebis maqsimaluri rigi ki SezRudulia angariSis kodis 
sigrZiT (50 simbolo). 

angariSTa gegmis redaqtirebisaTvis airCieT mTavari menius punqti 
dayeneba/angariSTa gegma (ix. sur. 30).  

sur. 30. angariSTa gegmis fanjara.

yuradReba!
angariSTa gegma lokalur versiaSi itvirTeba, inaxeba da 

iSleba sameurneo operaciebis JurnalTan erTad (fails aqvs .shp 
gafarToeba).
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angariSTa gegmasTan muSaobis ZiriTadi funqciebi:

• axali angariSis damateba;
• axali donis qveangariSis damateba;
• angariSTa gegmis redaqtireba;
• angariSis an qveangariSis waSla;
• beWdva;
• failSi Cawera.

axali angariSis damateba

angariSTa gegmaSi axali angariSis (qveangariSis) dasamateblad 
arsebobs ramdenime xerxi. Tqven SegiZliaT nebismieri maTganis 
gamoyeneba:

• daaWireT Rilaks  instrumentebis panelze;
• gadadiT siis boloSi da daaWireT elementze dasamatebel Rilaks 
;
• daaWireT Rilaks F7;
• gadadiT siis boloSi da daaWireT Rilaks Enter;
• airCieT mTavari menius punqti redaqtireba/damateba.
angariSis dasamateblad gamova fanjara `axali angariSi~, romlis 

velebic `dasaxeleba~ da `kodi~ iqneba carieli (sur. 31):

sur. 31. axali angariSis damatebis fanjara.

es velebi SeavseT da moniSneT niSani imisda mixedviT, Tu balansis 
romel ganyofilebas ganekuTvneba axali angariSi da aRricxvis ra tipi 
gamoiyeneba (raodenobriv-Tanxobrivi angariSebisaTvis).

Sesabamisi parametrebis dayenebis Semdeg daaWireT Rilaks Enter 
an OK.

axali angariSis Setanis uarsayofad daaWireT Rilaks Esc an 
Cancel. 
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angariSTa gegmis awyobis magaliTi

angariSTa gegmis awyobis magaliTisaTvis movaxdinoT 1430 
angariSis ̀ moTxovnebi angariSvaldebuli pirebis mimarT~ qveangariSis 
redaqtireba.

amisaTvis SeasruleT Semdegi moqmedebebi:
1. SediT angariSTa gegmaSi (menius punqti dayeneba /angariSTa 

gegma). 
2. Semdeg amoirCieT 1430 angariSi, gadaadgileT kursori ↓ da ↑ 

Rilakebis saSualebiT an klaviaturaze akrifeT 1430.
3. imisaTvis, rom daaTvalieroT 1430 angariSTan arsebuli 

qveangariSebi, daaWireT Rilaks Enter. 
4. SeiyvaneT axali qveangariSi, F7 Rilakze daWeriT. 
5. velSi `dasaxeleba~ SeiyvaneT angariSvaldebuli piris gvari, 

magaliTad, kaWarava nino.  
6. gadadiT velSi `kodi~  Tab klaviSze daWeriT da SeiyvaneT 

qveangariSis kodi, magaliTad kaW (gvaris pirveli sami aso).
wina velze dasabruneblad, magaliTad, misi ganmeorebiTi 

redaqtirebisaTvis, daaWireT Rilakebis kombinacias Shift+Tab an 
isargebleT mausiT.

7. Tab klaviSze daWeriT gadadiT balansis ganyofilebis velSi, 
romelsac miekuTvneba angariSi. daayeneT saWiro balansis ganyofileba, 
magaliTad, aqtiuri. 

8. Tab klaviSze daWeriT gadadiT velze `aRricxvis saxe~. 
miuTiTeT aRricxvis saWiro saxe, moniSneT ̀ raodenobriv-Tanxobrivi~, 

Tu igi raodenobriv-Tanxobrivia da ar moniSnoT, Tu Tanxobrivia. 
9. daasruleT qveangariSis Setana, Enter Rilakze an Rilakze  

daWeriT. 
10. Tu gsurT SeiyvanoT kidev erTi an meti qveangariSi, daaWireT 

Rilaks `Semdegi~ da gaimeoreT moqmedeba, romelic aRwerilia 5-9 
punqtebSi. 

11. Tu gadawyviteT SewyvitoT axali qveangariSebis Setana, daaWireT 
Rilaks Esc an Rilaks Cancel.

12. mas Semdeg, rac Tqven SeiyvaneT erTi an ramdenime Tqveni 
qveangariSi, SegiZliaT waSaloT angariSTa gegmidan TqvenTvis arasaWiro 
qveangariSebi. amisaTvis daayeneT kursori wasaSlel angariSze da 
daaWireT Rilaks F8. 

sistema SegekiTxebaT, namdvilad gsurT Tu ara amorCeuli 
qveangariSis waSla. airCieT Rilaki ̀ Yes~ dadasturebisaTvis an ̀ No~ 
uaris SemTxvevaSi.    

13. imisaTvis, rom gamoxvideT 1430 angariSis qveangariSis 
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redaqtirebidan, daaWireT Rilaks Esc. Semdeg SegiZliaT gadaxvideT 
nebismieri sxva angariSis da misi qveangariSebis redaqtirebaze, 2-12 
punqtebSi mocemuli moqmedebebis zustad SesrulebiT.

ufro maRali donis meniuSi dasabruneblad daaWireT Rilaks 
Esc.

angariSis kodi

angariSis kodi gvevlineba angariSis ZiriTad identifikatorad. is 
gamoiyeneba gatarebebis Cawerisas da uwyisebis formirebisas saWiro 
angariSis misaTiTeblad. angariSis kodi SeiZleba Seicavdes 1-dan 50-
mde simbolos. kodis saxiT Tqven SegiZliaT gamoiyenoT anbanis asoebi,  
cifrebi da sxva nebismieri simboloebi (!, /, *  da sxv. simboloebis garda 
_ es programa `info buRalteri~-s momsaxure simboloebia).

angariSis dasaxeleba

angariSis dasaxeleba komentaris rols TamaSobs da ar gaiTvaliswineba 
sameurneo operaciebis damuSavebisas.

angariSebis tipebi

angariSebi tipebis mixedviT arsebobs:
• aqtiuri angariSebi;
gamoTvlebisas formirdeba sadebeto naSTi.
uaryofiTi naSTi aRiqmeba rogorc Secdoma (Tumca es ar iwvevs 

muSaobis Sewyvetas).
• pasiuri angariSebi;
gamoTvlebisas formirdeba sakredito naSTi.
uaryofiTi naSTi aRiqmeba rogorc Secdoma (Tumca es ar iwvevs 

muSaobis Sewyvetas).
• aqtiur-pasiuri angariSebi;
gamoTvlebisas naSTi SeiZleba gadatanil iqnes an debetze an 

kreditze. Tu aqtiur-pasiur angariSs gaaCnia qveangariSebi, maSin masze 
SesaZlebelia formirebul iqnes gaSlili saldo (aranulovani naSTi 
erTdroulad debetzec da kreditzec). amis gakeTeba SesaZlebelia 
im SemTxvevaSi, Tu erT qveangariSs gaaCnia sadebeto, xolo meores – 
sakredito naSTi.

• garesabalanso angariSebi.
garesabalanso angariSebi (roca ar aris CarTuli arc aqtiuri 

da arc pasiuri angariSis Rilaki) naSTebi da brunvebi ar Sedis 
brunviTi uwyisis valutaSi. miuxedavad amisa, garesabalanso angariSebi 
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SesaZlebelia Sevidnen brunviT uwyisSi da SeiZleba Tanxis moZraobis 
naxva. amisaTvis mTavari menius punqtSi dayeneba/awyoba CanarTSi uwyisebi 
unda daayenoT niSani `garesabalanso angariSebis gamoCena~.

• aRricxvis tipi
aRricxvis ti pi SeiZleba iyos Tanxobrivi an raodenobriv-

Tanxobrivi:
• Tanxobrivi aRricxva
Tanxobrivi aRricxvis angariSebisaTvis gatarebebi formirdeba 

Tanxobrivi saxiT. aseTi tipis angariSebisaTvis uwyisebi miiReba 
mxolod Tanxobrivi saxiT.

• raodenobriv-Tanxobrivi aRricxva
raodenobriv-Tanxobrivi aRricxvis angariSebisaTvis gatarebebi 

formirdeba erTeulis fasis,  raodenobis da zomis erTeulis mixedviT, 
romlebic dgindeba mTavari menius punqtSi  dayeneba/sawyisi naSTebi. 
gatarebis fasi gamoiTvleba fasisa da raodenobis Sesabamisad. uwyisebi 
SegiZliaT miiRoT rogorc Tanxobrivi, aseve raodenobriv-Tanxobrivi 
saxiT.

raodenobriv-Tanxobrivi aRricxvisaTvis gamoiyeneba fasis ori 
tipi:

• saSualo fasi (rekomendirebulia);
• fiqsirebuli fasi.

fasis tipi

raodenobriv-Tanxobrivi aRricxvis dros saSualo fasiT  gatarebebi 
da naSTebi formirdeba saSualo fasis mixedviT, anu gamoiTvleba 
raodenobidan da jamidan gamomdinare. saSualo fasebis meTodi 
warmoadgens erT-erT sabaziso meTods aRricxvis saerTaSoriso 
standartebis mixedviT.

raodenobriv-Tanxobrivi aRricxvis dros fiqsirebuli fasiT 
gatarebebi formirdeba fiqsirebuli fasis mixedviT, anu gatarebebis 
redaqtirebis fanjaraSi grafa `fasi~ mudmivia da redaqtirebisaTvis 
xelmiuwvdomeli. gatarebebis formirebisas, romelSic monawileobs 
angariSi fiqsirebuli fasiT, raodenobis SeyvaniT sameurneo operaciebis 
redaqtirebis fanjaraSi avtomaturad gamoiTvleba Tanxa Semdegi 
formulis mixedviT: Tanxa = fiqsirebuli fasi x raodenoba, xolo 
piriqiT, Tanxis Setanisas, avtomaturad xdeba raodenobis gamoTvla 
Semdegi formulis mixedviT: raodenoba = Tanxa/fiqsirebuli fasi. 

fiqsirebuli fasis Secvlis dros fasi Seicvleba mimdinare 
angariSis (qveangariSis) yvela gatarebaSi. amasTan programa gamoitans 
SekiTxvas gatarebebis gadaTvlaze, romelic dakavSirebulia am 
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fiqsirebul fasTan. 
Tu sameurneo operaciebis JurnalSi aris sameurneo operacia, 

romelsac axlavs gatareba or raodenobriv-Tanxobriv angariSs Soris 
fiqsirebuli fasiT, maSin fiqsirebuli fasis Secvla sawyis naSTebSi, 
erT-erTi mokorespondento angariSisaTvis calsaxad SeuZlebelia.

Tu am situaciaSi Tqven mainc SeecdebiT SecvaloT fiqsirebuli 
fasi erT-erTi mokorespondento angariSisaTvis,  maSin gamova fanjara 
gafrTxilebiT JurnalSi arsebuli msgavsi operaciebis Sesaxeb da 
fiqsirebuli fasis Secvlis mcdeloba daiblokeba. 

Tu JurnalSi msgavsi gatarebebi ar arsebobs, maSin fiqsirebuli 
fasis Secvlisas gamova dialoguri fanjara, romelSic SemoTavazebuli 
ori variantidan unda airCioT sameurneo operaciebis JurnalSi 
gatarebebis gadaangariSebis erT-erTi varianti: 

1. raodenobis gadaTvla Tanxisa da axali fiqsirebuli fasis 
mixedviT;

2. Tanxis gadaTvla raodenobisa da axali fiqsirebuli fasis 
mixedviT.

TqvenTvis sasurveli variantis amorCevis Semdeg sameurneo 
operaciebis JurnalSi gadaiTvleba yvela gatareba da sawyis naSTebSi 
aisaxeba axali fiqsirebuli fasi.

gadaTvlaze uaris Tqma daabrunebs Zvel fiqsirebul fass.

Rilaki `sawyisi naSTi~

am Rilakis saSualebiT Tqven SegiZliaT angariSTa gegmidan miuTiToT 
bolo donis angariSis (romelsac ar gaaCnia qveangariSi) sawyisi 
naSTebi.

zomis erTeuli
am velSi Seitaneba raodenobriv-Tanxobrivi angariSis zomis 

erTeuli.

qveangariSebis SekumSuli saldo

am niSnis dayenebisas aqtiur-pasiuri angariSebisaTvis, romelTac 
gaaCniaT qveangariSebi, gamoisaxeba qveangariSebis SekumSuli saldo. 
e. i. qveangariSis sadebeto naSTis Tanxas gamoakldeba qveangariSis 
sakredito naSTis Tanxa. miRebuli Sedegi niSnis gaTvaliswinebiT 
Caiwereba angariSis debetSi an kreditSi. am niSnis gamoyeneba 
rekomendirebulia mxolod 5330 `mimdinare wlis mogeba-zaralis~ 
angariSisTvis.



46

angariSebis waSla

yuradReba!

.SHP-formatSi angariSTa gegma itvirTeba, inaxeba da iSleba 
sameurneo operaciebis JurnalTan erTad. imisaTvis, rom ar moxdes 
sameurneo operaciebis JurnalSi Setanili informaciis dakargva, iyaviT 
Zalian yuradRebiT qvemoT aRwerili moqmedebebis Sesrulebisas!   

imisaTvis, rom waSaloT angariSebi (qveangariSebi) angariSTa gegmidan, 
unda gamoyoT isini kursoris ↑ da ↓ mmarTveli Rilakebis saSualebiT 
an mausiT da SeasruloT erT-erTi Semdegi moqmedebebidan:

• daaWireT Rilaks  instrumentebis panelze;
• daaWireT Rilaks F8 an Del;
• airCieT menius punqti redaqtireba/waSla.
angariSis waSlisas `info buRalteri~ gamoitans fanjaras 

gafrTxilebiT: `waiSalos angariSi XX?~, sadac XX nacvlad iqneba 
wasaSleli angariSis kodi (ix. sur. 32): 

sur. 32. gafrTxilebis fanjara angariSis waSlisas.

Yes Rilakze daWeriT, Tqven daeTanxmebiT waSlis brZanebas. Tu ar 
gsurT waSla, daaWireT Rilaks Esc an Rilaks No.

Tu sameurneo operaciebis JurnalSi arsebobs gatarebebi, romlebic 
iyenebs wasaSlel angariSs, maSin programa mogTxovT Semdeg moqmedebebs 
(ix. sur. 33):
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sur. 33. SekiTxvis fanjara im angariSis waSlisas, romelic 
monawileobs gatarebebSi.

Tqven SegiZliaT gadaitanoT gatarebebi sxva angariSze an waSaloT 
isini. SeuZlebelia im angariSebis waSla, romelTac gaaCniaT 
qveangariSebi,  sanam ar iqneba waSlili masSi Semavali yvela qveangariSi. 
aseTi angariSis waSlis mcdelobisas gamodis Setyobineba (sur. 34):    

sur. 34. fanjara im angariSis waSlis mcdelobisas, romelsac aqvs qveangariSebi.

Tqven SegiZliaT agreTve waSaloT yvela angariSi angariSTa gegmidan, 
menius punqtis faili/gasufTaveba amorCeviT. 

qveangariSebis magaliTebi

magaliTad, 1620 angariSs SeiZleba daematos meore donis 
qveangariSebis ganusazRvreli raodenoba. qveangariSis kodad SeiZleba 
gamoyenebul iqnas rogorc ricxviTi, aseve simboluri mniSvnelobebi: 

1620/01, 1620/02, 1620/03 ...
1620/aguri, 1620/cementi, 1620/sxva...
nebismieri meore donis qveangariSs SeiZleba daematos ganusazRvreli 

raodenobis mesame donis qveangariSi.
magaliTad, qveangariSs 1620/03 SeiZleba davamatoT mesame donis 
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qveangariSi: 
1620/03/001, 1620/03/002, 1620/03/003 ...
1620/03/Rvino, 1620/03/sxva...…
mesame donis qveangariSs Tqven SegiZliaT gauxsnaT meoTxe, meoTxes  

_ mexuTe da a.S. donis qveangariSebi.
rogorc ukve avRniSneT, qveangariSebis doneebis raodenoba 

gansazRvrulia angariSis kodis sigrZiT (50 simbolo).
programa `info buRalterTan~ muSaobis praqtika uCvenebs, 

rom umetes SemTxvevaSi sakmarisia qveangariSebis sami-oTxi donis 
gamoyeneba.

angariSis redaqtireba

Tu gsurT angariSis parametrebis Secvla, gadadiT am angariSze 
↑ da ↓ marTvis Rilakebis an mausis daxmarebiT. Semdeg redaqtirebis 
reJimSi gadasasvlelad SeasruleT erT-erTi qvemoT moyvanili 
moqmedebebidan:

• daaWireT Rilaks  instrumentebis panelze;
• orjer daaWireT mausis marcxena Rilaks saWiro striqonze;
• daaWireT Rilaks F4;
• airCieT mTavari menius punqti redaqtireba/Secvla.
am moqmedebebidan nebismieris Sesrulebis SemTxvevaSi gamova 

dialoguri fanjara `angariSis redaqtireba~ (sur. 35):

sur. 35. angariSis redaqtireba.
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am fanjaraSi SegiZliaT SecvaloT angariSis kodi, misi dasaxeleba, 
agreTve dauyenoT Semdegi parametrebi:

• balansis ganyofileba (aqtiuri, pasiuri, aqtiur-pasiuri an 
garesabalanso);

• aRricxvis forma;
• qveangariSebis SekumSuli saldo (im aqtiur-pasiuri 

qveangariSebisaTvis, romelTac qveangariSebi gaaCniaT).
uSualod fanjaraSi ̀ angariSTa gegma~ SesaZlebelia Semdegi velebis 

redaqtireba `kodi~ da `dasaxeleba~. amisaTvis aucilebelia mTavari 
menius punqtSi dayeneba/awyoba CanarTSi forma  amoirTos niSani jgufis 
`redaqtirebis akrZalva cxrilis striqonSi~ punqtSi `angariSTa 
gegmaSi~. zemoT miTiTiTebuli velebis redaqtirebisaTvis sakmarisia 
kursori gadaaadgiloT angariSze da daaWiroT mausis marcxena Rilaks 
saWiro velis mniSvnelobaze.

angariSebis xis kopireba

angariSTa gegmaSi arsebobs erTi angariSidan meoreze qveangariSebis 
xis kopirebis SesaZlebloba:

fanjara `angariSTa gegmis~ konteqstur meniuSi aris punqti 
`angariSebis xis kopireba...~ (sur. 36)

sur. 36. konteqsturi menius fanjara angariSTa gegmaSi.
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kopireba dasaSvebia qveangariSebiani angariSebisaTvis.
mocemuli punqtis arCevisas Cndeba dialogis fanjara romelSic  

(sur. 37). unda mivuTiToT Sesabamisi angariSi,  anu angariSs unda 
davumatoT qveangariSebi, aseve masze ukve arsebuli qveangariSebis 
damuSavebis reJimi: gamotoveba an Secvla;

sur. 37. angariSebis xis kopirebis fanjara.

SeniSvna!
qveangariSebis kopirebisas ar xdeba sawyisi naSTebis kopireba.
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sawyisi naSTebi

angariSTa gegmis awyobis Semdeg angariSebze da qveangariSebze unda 
SeiyvanoT sawyisi naSTebi. yoveli angariSisTvis Tqvens mier Seyvanili 
sawyisi naSTi Seesabameba im pirobiT TariRs,  romlidanac gsurT 
awarmooT sameurneo operaciebis Jurnali.

mTavari menius punqtSi dayeneba/sawyisi naSTebi  saSualeba geZlevaT 
moaxdinoT sawyisi naSTebis, erTeulebis dasaxelebis (raodenobriv-
Tanxobrivi angariSebisaTvis) redaqtireba sameurneo operaciebis axali 
Jurnalis gaxsnis momentSi. 

am punqtis arCevisas gamodis fanjara ̀ sawyisi naSTebi~. am fanjaraSi 
mowesrigebuli saxiT dalagebulia kodebi. siis TiToeul striqonSi 
aris kodi, angariSis dasaxeleba da/an sadebeto an sakredito sawyisi 
naSTi mocemuli angariSisTvis (qveangariSisTvis).

sawyisi naSTebis dayenebis reJimSi SeuZlebelia angariSebis damateba, 
waSla an maTi atributebis redaqtireba – es funqciebi dasaSvebia 
mxolod angariSTa gegmis redaqtirebis reJimSi. sawyisi naSTebis 
dayenebis reJimSi SesaZlebelia mxolod angariSebsa da qveangariSebze  
adre Seyvanili sawyisi naSTebis daTvaliereba an Secvla. 

yuradeba!
sawyisi naSTebi itvirTeba da inaxeba angariSTa gegmasTan da sameurneo 

operaciebis JurnalTan erTad (fails aqvs .shp gafarToeba).
sawyis naSTebTan muSaobis ZiriTadi funqciebia:

sur. 38. sawyisi naSTebis fanjara.

• sawyisi naSTebis redaqtireba;
• beWdva;
• informaciis Senaxva;
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naSTis Tanxa

sawyisi naSTis Tanxa SeiZleba SeitanoT xeliT an raodenobriv-
Tanxobrivi tipis aRricxvis SemTxvevaSi gamoiTvalos formuliT:

Tanxa = fasi x raodenoba

naSTi sadebeto/sakredito

es gadamrTveli miuTiTebs imaze, sadebetoa Tu sakreditoa naSTi 
aqtiur-pasiuri angariSebisaTvis.

imisaTvis, rom swrafad gadaxvideT TqvenTvis saWiro angariSze, 
akrifeT angariSis kodi klaviaturaze.  

sawyisi naSTebis redaqtireba

Tqven SegiZliaT SecvaloT sawyisi naSTebi mxolod bolo donis 
angariSebze. 

redaqtirebis reJimSi gadasvlisaTvis  SegiZliaT gamoiyenoT qvemoT 
SemoTavazebuli meTodebidan erT-erTi:

• instrumentebis panelze daaWireT Rilaks ;
• orjer daawkapeT mausis marjvena RilakiT striqonze, romelic 

moicavs amorCeul angariSs;
• daaWireT Rilaks F4 an Enter;
• airCieT mTavari menius punqti redaqtireba/Secvla. 
gamoCndeba sawyisi naSTebis redaqtirebis fanjara. masSi Tqven 

SegiZliaT miuTiToT naSTis Tanxa, Tu am angariSze mimdinareobs 
Tanxobrivi aRricxva, agreTve fasi, raodenoba da erTeuli im 
angariSebisaTvis, romlebzec warmoebs raodenobriv-Tanxobrivi 
aRricxva.
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sur. 39. sawyisi naSTebis redaqtirebis fanjara.

cvlilebebis Sesatanad daaWireT Rilaks Enter an mausis saSualebiT 
airCieT Rilaki OK.

imisaTvis, rom uari TqvaT gakeTebul cvlilebebze, daaWireT Rilaks 
Esc an mausis saSualebiT airCieT Rilaki Cancel. 

yvela angariSis jamur sadebeto da sakredito naSTebs Soris 
gansxvavebis SemTxvevaSi, magaliTad, sakredito naSTis sadebeto naSTze 
metobis dros,  fanjris qvemoT gamodis Tanxebs Soris sxvaoba. 
sakredito da sadebeto naSTebis sxvaobis Sesaxeb Setyobineba gamodis 
mxolod pirveli rigis angariSis doneze muSaobisas.

SesaZlebelia bolo donis qveangariSis sawyisi naSTis Tanxis 
mniSvnelobis redaqtireba uSualod fanjaraSi `sawyisi naSTis 
redaqtireba~. amisaTvis menius punqtSi dayeneba/awyoba CanarTSi forma 
jgufSi `redaqtirebis akrZalva cxrilis striqonSi~ unda amovrToT 
mniSvneloba ̀ sawyisi naSTebis redaqtirebisas~. axla Tanxis mniSvnelobis 
redaqtirebisaTvis sakmarisia gadaitanoT kursori angariSze da mausis 
marcxena RilakiT daawkapoT saWiro velis mniSvnelobaze.
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Tavi 3

rekvizitebi da gansazRvrebebi

rekvizitebi

Tqvens mier erTxel Seyvanili rekvizitebi avtomaturad ganTavsdeba 
yvela dokumentis Sesabamis grafaSi:  salaros dokumentebSi, 
zednadebebSi da a.S. 

rekvizitebTan samuSaod airCieT mTavari menius punqti dayeneba/ 
rekvizitebi: 

sur. 40. rekvizitebi.

gamova fanjara `rekvizitebi~ (sur. 40), romelic warmoadgens 
kodis mixedviT daxarisxebuli da anbanis mixedviT dalagebuli 
rekvizitebis sias. fanjris marcxena qveda kuTxeSi ganTavsebulia ̀ xx/
yy~ saxis striqoni, sadac xx mimdinare rekvizitis nomeria, xolo yy 
-rekvizitebis saerTo ricxvi.

fanjris statusis striqonSi gamoisaxeba mimdinare rekvizitis 
komentari (Tu komentari arsebobs).

rekvizitis TiToeuli striqoni Sedgeba kodis, mniSvnelobis da 
komentarisagan.
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rekvizitebis siaSi yofnisas Tqven SegiZliaT SeasruloT Semdegi 
moqmedebebi:

• rekvizitis damateba;
• rekvizitis redaqtireba;
• rekvizitis waSla.

rekvizitis damateba

rekvizitis damateba SegiZliaT erT-erTi xerxis gamoyenebiT:

• daaWireT Rilaks    instrumentebis panelze;
• gadadiT siis boloSi da daaWireT siaze elementis damatebis 

Rilaks  an klaviSs Enter;
• daaWireT klaviSs F7;
• airCieT mTavari menius punqti redaqtireba/damateba.

sur. 41. axali rekviziti.

rekvizitis redaqtireba

rekvizitis mniSvnelobis Sesacvlelad ↑ da ↓ Rilakebis daxmarebiT 
airCieT saWiro rekviziti da daaWireT Rilaks Enter  an orjer 
daawkapeT TqvenTvis sasurvel striqons.

gamoCndeba rekvizitis redaqtirebis fanjara (sur. 42), sadac 
SesaZlebelia velis `mniSvneloba~ Secvla, velebi `kodi~ da 
`komentari~ am fanjaraSi ar Seicvleba. Tu gsurT rekvizitis yvela 
velis redaqtireba, klaviaturis an Tagvis daxmarebiT airCieT saWiro 
rekviziti, xolo Semdeg SeasruleT erT-erTi Semdegi moqmedebebidan: 

• daaWireT Rilaks    instrumentebis panelze;
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sur 42. rekvizitis redaqtirebis fanjara.

• daaWireT Rilaks F4;
• airCieT mTavari menius punqti redaqtireba/Secvla.
gamova fanjara, sadac SesaZlebelia yvela velis redaqtireba.

sur 43. rekvizitis yvela velis redaqtirebis fanjara.

parametrebis Seyvanis an redaqtirebis dasrulebis Semdeg daaWireT 
Rilaks Enter an Tagvis meSveobiT airCieT OK.

fanjaraSi `rekvizitis redaqtireba~ yofnisas SesaZlebelia sxva 
rekvizitze gadasvla. amisaTvis unda isargebloT siaze gadaadgilebis 
RilakebiT, romlebic ganTavsebulia fanjris qveda marjvena kuTxeSi. 
sxva rekvizitze gadasvlisas Tqvens mier Setanili cvlilebebi 
avtomaturad Seinaxeba. 

rekvizitis mniSvnelobis redaqtireba SesaZlebelia uSualod 
fanjaraSi ̀ rekviziti~. amisaTvis mTavari menius punqtis dayeneba/awyoba 
CanarTSi forma  jgufSi ̀ redaqtirebis akrZalva cxrilis striqonSi~ 
unda moixsnas moniSvna `rekvizitebis redaqtirebisas~. rekvizitis 
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mniSvnelobis redaqtirebisTvis aucilebelia kursoris dayeneba masze 
da saWiro rekvizitze orjer daWera.

analogiurad SesaZlebelia yvela velis redaqtireba, Tu kursors 
daayenebT rekvizitze da daaWerT Rilaks F4. velebs Soris 
gadasaadgileblad SegiZliaT gamoiyenoT klaviSebi Tab da Shift+Tab. 

rekvizitebis sia inaxeba failSi ib.rek.

  sur. 44. rekvizitebi

gansxvaveba gansazRvrebebsa da rekvizitebs Soris:

1. rekviziti – es aris striqonuli tipis cvladi, e.i. misi 
mniSvnelobis Cawerisas ar aris aucilebeli `~ simboloebis 
miTiTeba. 

2. rekvizitebs ver mivaniWebT axal mniSvnelobebs blankebidan 
da tipiuri operaciebidan. sxva mxriv rekvizitebi gansazRvrebebis 
analogiuria. 

rekvizitis kodi

kodi es aris mimTiTebeli,   romlis mixedviTac  Sesabamisi rekviziti 
SesaZlebelia miebas blankebs da uwyisebs. rekvizitis dasaxelebas unda 
hqondes sigrZe 15 simbolomde. pirveli simbolo aucileblad unda 
iyos laTinuri an rusuli anbanis aso an qveda xazi, dasaxelebis sxva 
simboloebi SesaZlebelia iyos asoebi, cifrebi da qveda xazi.

rekvizitis mniSvneloba es aris informaciis Semcveli striqoni 
(misamarTi, telefoni da a.S.).

rekvizitis komentarebi es aris striqoni,  sadac axsnilia rekvizitis 
daniSnuleba. komentari ar gamoiyeneba programis mier da igi mxolod 
aadvilebs rekvizitebTan muSaobas. 
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rigiTi nomeri/striqonebis sruli ricxvi

pirveli ricxvi gansazRvravs striqonis nomers, romelzec dgas 
kursori. meore ricxvi aCvenebs siaSi striqonebis srul raodenobas.

failis dasaxeleba

aq aisaxeba rekvizitebis mimdinare failis saxeli.

rekvizitis waSla

rekvizitis wasaSlelad arsebobs ramdenime xerxi:

• daaWireT Rilaks   instrumentebis panelze;
• daaWireT klaviSebs F8 an Del;
• airCieT mTavari menius punqti redaqtireba/waSla.

siidan rekvizitis waSlamde programa gamoitans SekiTxvis 
fanjaras: 

sur. 45. gafrTxilebis fanjara rekvizitis waSlisas.

am Rilakze daWeriT waiSleba miTiTebuli rekviziti. No Rilakze 
daWeriT rekviziti ar waiSleba da davbrundebiT rekvizitebis 
fanjaraSi. 

yuradReba!
rekvizitebis waSla unda moxdes dakvirvebiT, radgan igi SeiZleba 

gamoyenebuli iyos blankebSi. Tu programa ver ipovis saWiro rekvizits, 
maSin gamoTvla SeCerdeba da gamova Setyobineba Secdomis Sesaxeb.
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gansazRvrebebi

gansazRvrebebi gankuTvnilia sxvadasxva parametrebis misaTiTeblad, 
romlebic gamoiyeneba pirvelad dokumentebSi, tipiur operaciebsa da 
uwyisebSi. aseTi parametrebi SeiZleba iyos sagadasaxado tarifebi, 
minimaluri xelfasi, sxvadasxva koeficientebi da a.S. 

`info buRalteri~-s standartul paketSi Sedis standartuli 
gansazRvrebebis cxrili. 

gansazRvrebebSi SesaZlebelia axali parametrebis Seyvana da ukve 
arsebulis Secvla.  

gansazRvrebebTan samuSaod airCieT mTavari menius punqti dayeneba/
gansazRvrebebi.

sur. 46. gansazRvrebebi.

gamova fanjara `gansazRvrebebi~, romelic warmoadgens anbanis 
mixedviT dalagebuli gansazRvrebebis sias (sur. 46).

fanjris statusis striqonSi gamoisaxeba mimdinare gansazRvrebis 
komentari (Tu komentari arsebobs). 

fanjris marcxena qveda kuTxeSi ganTavsebulia ̀ xx/yy~ saxis striqoni, 
sadac xx mimdinare gansazRvrebis nomeria, xolo yy-gansazRvrebebis 
saerTo ricxvi.

gansazRvrebis TiToeuli striqoni Seicavs kods, mniSvnelobas da 
komentars. 

gansazRvrebebis siaSi yofnisas Tqven SegiZliaT SeasruloT Semdegi 
moqmedebebi: 
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• gansazRvrebis damateba;
• gansazRvrebis redaqtireba;
• gansazRvrebis waSla.
gansazRvrebebis sia inaxeba failSi saxelwodebiT ib.opr.

gansazRvrebis kodi

kodi _ es aris saxeli (identifikatori), romlis mixedviTac 
xdeba mimarTva gansazRvrebaze blankis saformulo ganyofilebidan, 
blankebis gamotanis velidan, tipiuri operaciebidan da agreTve 
kalkulatoridan. 

gansazRvrebis dasaxelebas SeiZleba hqondes sigrZe 15 simbolo. 
pirveli simbolo aucileblad unda iyos laTinuri an rusuli anbanis 
aso an kidev qveda xazi, danarCeni simboloebi SesaZlebelia iyos asoebi, 
cifrebi da qveda xazi.

gansazRvrebis redaqtireba

gansazRvrebis mniSvnelobis redaqtirebisaTvis kursori gadaaadgileT 
gansazRvrebis Semcvel striqonze da SeasruleT Semdegi moqmedebebidan 
erT-erTi:

• daaWireT Rilaks Enter;
• orjer daaWireT Tagvis marcxena Rilaks gansazRvrebis Semcvel 

striqonze.
Tu gsurT gansazRvrebis velis redaqtireba klaviaturis an Tagvis 

daxmarebiT, airCieT saWiro gansazRvreba, xolo Semdeg SeasruleT 
Semdegi moqmedebebidan erT-erTi:

• daaWireT Rilaks    instrumentebis panelze;
• daaWireT klaviSs F4;
• airCieT mTavari menius punqti redaqtireba/Secvla.
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sur. 47. gansazRvrebis mniSvnelobis redaqtirebis fanjara.

gansazRvrebis Setana da redaqtireba xorcieldeba fanjaraSi 
`gansazRvrebis redaqtireba~ (sur 48):

sur. 48. gansazRvrebis velebis redaqtirebis fanjara.

gansazRvrebis parametrebis Setanisa da redaqtirebis dasrulebis 
Semdeg daaWireT Rilaks Enter an Tagvis saSualebiT airCieT Rilaki 
OK.

`gansazRvrebis redaqtirebis~ fanjaraSi yofnisas SesaZlebelia 
sxva gansazRvrebaze gadasvla. amisaTvis unda visargebloT cxrilSi 
gadaadgilebis kursoriT. sxva gansazRvrebaze gadasvlisas Setanis 
velSi Setanili cvlilebebi avtomaturad Seinaxeba.

SesaZlebelia gansazRvrebis mniSvnelobis redaqtireba uSualod 
fanjaraSi `gansazRvreba~. amisaTvis saWiroa mTavari menius punqtis 
dayeneba/awyoba CanarTis forma ganyofilebaSi `cxrilis striqonSi 
redaqtirebis akrZalva~ moixsnas niSani ̀ gansazRvrebis redaqtirebisas~.  
amis Semdeg gansazRvrebis redaqtirebisaTvis sakmarisi iqneba kursoris 
gadaadgileba gansazRvrebaze da Tagvis marcxena RilakiT daWera saWiro 
gansazRvrebaze (sur 49): 
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sur. 49. gansazRvrebebi.

analogiurad SesaZlebelia mTeli striqonis redaqtireba, Tu 
gansazRvrebaze daayenebT kursors da daaWerT, magaliTad F4. velebs  
Soris gadaadgilebisas SegiZliaT gamoiyenoT Rilakebi Tab da 
Shift+Tab.

mniSvneloba _ es aris konstanta an programaSi daSvebuli nebismieri 
tipis: ricxviTi, striqonuli, logikuri, agreTve TariRis tipis 
gamosaxuleba. 

striqonuli tipisaTvis informacia unda SeiyvanoT brWyalebSi. 
gansazRvrebebs SeiZleba mianiWoT axali mniSvnelobebi saformulo 

ganyofilebidan, magaliTad, sidide, romelic gamoiTvleba erT blankSi, 
gamoyenebul iqnes sxva blankebSi an tipiur operaciebSi. 

erTi gansazRvrebis mniSvneloba SeiZleba gamoviyenoT sxva 
gansazRvrebis miniWebisas, magram amisaTvis aucilebelia, rom 
gansazRvrebebs Soris ar iyos urTierTkavSiri!

komentarebi _ es aris ganmartebiTi teqsti. komentaris teqsti 
programis mier ar gamoiyeneba. igi mxolod aadvilebs gansazRvrebebTan 
muSaobas.

SeniSvna!
sasurvelia, momxmarebelma ar Secvalos gansazRvrebebi,  vinaidan 

isini arsebuli saxiT gamoyenebulia programis sxvadasxva reJimebSi.
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Tavi 4.

sameurneo operaciebis Jurnali

sameurneo operaciebis Jurnali warmoadgens informaciis  ZiriTad 
wyaros uwyisebisa da dokumentebis misaRebad (sur. 39). JurnalSi 
qronologiuri TanmimdevrobiT xdeba yvela sameurneo operaciis da 
misi Sesabamisi gatarebebis Setana. operaciebi avtomaturad lagdeba 
registraciis TariRis mixedviT.

yovel sameurneo operaciaSi garda TariRisa, SegiZliaT miuTiToT 
agreTve samuSao adgilis nomeri, dokumentis nomeri, Sinaarsi 
(samstriqonian velSi) da buRaltruli gatarebebi. buRaltruli 
gatarebebis raodenoba erT sameurneo operaciaSi SezRuduli ar 
aris.

samuSao adgilis nomeri mieniWeba avtomaturad nomris Sesabamisad, 
romelic miTiTebulia grafaSi `samuSao adgilis nomeri~ mTavari 
menius punqtis dayeneba/awyoba CanarTSi sxvadasxva.

programaSi Sesvlisas avtomaturad itvirTeba angariSTa gegma, 
sawyisi naSTebi da sameurneo operaciebis is Jurnali, romelSic 
momxmarebeli `info buRalteri~-s bolo seansis dros muSaobda. 
sameurneo operaciebis Jurnali da angariSTa gegma sawyis naSTebTan 
erTad inaxeba erT failSi. am fails aqvs gafarToeba .SHP. masSi 
inaxeba monacemebi programis Sida formatSi.

`info buRalterSi~ komerciuli organizaciebisaTvis rekomendebulia 
gaixsnas axali Jurnali. amisaTvis vxsniT fails IFRS-2013.SHP, 
romlis angariSTa gegmac fass-ebis Sesabamisia. am fails vinaxavT 
CvenTvis sasurveli saxelwodebiT.

Tqven SegiZliaT sameurneo operaciebis ramdenime Jurnalis 
warmoeba, romlebic cal-calke failSi iqnebian Senaxuli. e. i. 
erTi organizaciisaTvis SesaZlebelia ramdenime Jurnalis warmoeba. 
TiToeul JurnalSi aisaxeba sawarmos finansuri saqmianoba sxvadasxva 
kalendaruli periodisTvis.

rekomendebulia yovelwliurad daixuros Zveli da gaixsnas axali 
Jurnali. magram operaciebis Zalian didi moculobis SemTxvevaSi 
Jurnali SeiZleba daixuros eqvsi Tvis an erTi kvartlis Semdeg. am 
SemTxvevaSi mTeli wlis (an ufro xangrZlivi periodis,  vidre Jurnalis 
periodia) uwyisebis sanaxavad unda moaxdinoT sameurneo operaciebis 
Jurnalebis gaerTianeba, risTvisac unda isargebloT mTavari menius 
punqtiT faili/gaerTiandes. operaciebis mcire moculobis SemTxvevaSi 
SesaZlebelia Jurnali moicavdes ramdenime wlis operaciebs.

wliuri balansis Sedgenis Semdeg rekomendebulia sameurneo 
operaciebis axal Jurnalze gadasvla. axal sameurneo operaciebis
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JurnalSi iqneba mxolod axali saangariSo periodis sameurneo 
operaciebi da sawyisi naSTebi. axali Jurnalis formireba SegiZliaT 
mTavari menius punqtis operaciebi/axali Jurnali gamoyenebiT.   

sameurneo operaciebis arsebuli Jurnalis bazaze axali Jurnalis 
gasaxsnelad instrumentebis panelze airCieT mTavari menius punqti 

operaciebi/Jurnali    
sameurneo operaciebis Jurnalis fanjaras (sur. 50) gaaCnia erTi 

Tavisebureba, romelic mas ganasxvavebs yvela danarCeni fanjrisgan. 
es fanjara SeiZleba gaiyos or nawilad:

• sameurneo operaciebis Jurnalis fanjris zeda nawili gankuTvnilia 
sameurneo operaciebis siis gamosaCenad;

• fanjris qveda nawili gankuTvnilia im sameurneo operaciis 
gatarebebis siisTvis, romelic mocemul momentSia moniSnuli. 

garda amisa, Jurnali SesaZlebelia aiwyos ise, rom gatarebebi 
gamoCndes erT fanjaraSi sameurneo operaciebis JurnalTan erTad. 
amisaTvis mTavari menius punqtSi dayeneba/awyoba CanarTSi sameurneo 
operaciebi unda dayendes niSani `gatarebebi operaciebTan erTad~ da 
amoirTos niSani `gatarebebis fanjara~. cvlilebebis asaxvisaTvis  
sameurneo operaciebis Jurnali unda daixuros da gaixsnas Tavidan.

SesaZlebelia sameurneo operaciis Jurnalidan droebiT amoirTos 
operaciebi. Tqven SegiZliaT amorToT rogorc mTlianad operacia, aseve 
calkeuli gatareba. amorTuli operaciebi ar moqmedeben uwyisebze.

sameurneo operaciis amorTvis niSnis gamosaCenad sameurneo 
operaciebis JurnalSi damatebulia grafa ̀ dam~. mTavari menius punqtSi 
dayeneba/awyoba CanarTSi sameurneo operaciebi SegiZliaT miuTiToT 
am grafis asaxvis sami reJimidan erT-erTi: `ara~, `yovelTvis~, 
`avtomaturad~. ukanasknel SemTxvevaSi grafa Cndeba mxolod maSin, 
roca sameurneo operaciebis JurnalSi aris erTi mainc amorTuli 
gatareba.
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sur. 50. programa `info buRalteri~-s mTavari fanjara, sameurneo 
operaciebis Jurnali.

sameurneo operaciebis JurnalTan samuSao ZiriTadi funqciebia:

• axali operaciis damateba;
• operaciis redaqtireba;
• operaciis waSla;
• axali gatarebis damateba;
• gatarebis redaqtireba;
• gatarebis waSla;

yuradReba!
rekomendacias gaZlevT, periodulad SeinaxoT fleS-baraTze Tqveni 

monacemebi, pirvel rigSi faili gafarToebiT .shp, romelic Seicavs 
Tqvens sameurneo operaciebis Jurnals, angariSTa gegmas da sawyis 
naSTebs! erTi fleS-baraTis moculoba sakmarisia Tundac ramdenime 
JurnalisaTvis, romlebic Seicaven didi raodenobiT operaciebs 
(ramdenime aTeul aTas sameurneo operacias). Tqveni monacemebis 
sarezervo aslis arseboba aucilebelia kompiuteris virusiT 
dazianebis an sxva SemTxvevaSi, gansakuTrebiT Tu es moxdeba balansis 
momzadebis periodSi.

mimdinare periodis Jurnalis arqivis aslebi rekomendebulia 
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Senaxul iqnas sxva fleS-baraTze.

operaciebi/Jurnali

mTavari menius punqtis operaciebi/Jurnali arCevisas gaixsneba 
sameurneo operaciebis Jurnali, sadac SegiZliaT SeitanoT axali, 
SeasworoT ukve arsebuli da waSaloT araswori sameurneo 
operaciebi. 

sameurneo operaciis TariRi 

operaciebi JurnalSi avtomaturad lagdeba maTi TariRis mixedviT. 
Tavidan Seyvanili operaciebi JurnalSi maSinve avtomaturad lagdeba 
TariRis mixedviT da iwereba Jurnalis Sesabamis adgilas.

JurnalSi arsebuli nebismieri operaciis TariRis Secvlisas, 
operacia avtomaturad gadaadgildeba Jurnalis Sesabamis adgilas.

sameurneo operaciis dokumenti

im dokumentis da misi nomris aRmniSvnelia, romelic axlavs 
Sesabamis sameurneo operacias.

operaciis Sinaarsi

sameurneo operaciis mokle aRweraa, romelic SeiZleba Sedgebodes 
3 striqonisagan TiToeulSi 100 niSniT.

SesaZlebelia gamoyenebuli iyos operaciebis filtraciisTvis 
JurnalSi. 

operaciis amorTva

sameurneo operaciis amorTva am sameurneo operaciis yvela gatarebis 
amorTvis tolfasia da saSualebas iZleva es operacia ar iqnas 
gaTvaliswinebuli uwyisebisa da blankebis gadaTvlisas. operaciis 
waSlisagan gansxvavebiT amorTuli operaciis Secvla SesaZlebelia.  
e. i. nebismier momentSi SegiZliaT CarToT sameurneo operacia.

sameurneo operaciebis JurnalSi amorTuli operacia gamoiyofa 
cisferi feriT. grafaSi `dam~ Cndeba Canaweri `amorT~.
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SeniSvna!
sveti `dam~ (damatebiTi) SeiZleba moSorebuli iqnas sameurneo 

operaciebis Jurnalidan. amisaTvis unda isargebloT mTavari menius 
punqtis dayeneba/awyoba CanarTiT sameurneo operacia.

samuSao adgilis nomeri

samuSao adgilis nomeri _ es programis momxmareblis identifikatoria 
(1-dan 99-mde). mocemul grafaSi Tqven SegiZliaT SecvaloT samuSao 
adgilis nomeri, romelic dafiqsirdeba axali operaciis Setanis dros. 
mniSvneloba gaCumebiT mieTiTeba mTavari menius punqtis dayeneba/awyoba 
CanarTSi sxvadasxva.

gatarebebis fanjara

Tu mocemuli niSani dayenebulia, maSin sameurneo operaciebis 
Jurnalis daTvalierebisas gamova fanjara, romelSic aisaxeba arCeuli 
sameurneo operaciis gatarebebi.

sameurneo operaciebis gatarebebi

sameurneo operaciebis Jurnalis daTvalierebisa da aseve sameurneo 
operaciebis redaqtirebisas gamoiZaxeba operaciebis gatarebebi.  

gatarebaTa CamonaTvalSi naCvenebia mokorespondento angariSTa 
kodebi da Tanxa, xolo raodenobrivi gatarebebisaTvis _ damatebiT 
erTeuli, fasi da raodenoba.

sameurneo operaciebs SeiZleba axldes nebismieri raodenobis 
gatareba.

gatarebis tipi damokidebulia mokorespondento angariSis tipze. Tu 
romelime maTganze warmoebs raodenobriv-Tanxobrivi aRricxva, maSin 
gatarebas aqvs raodenobriv-Tanxobrivi forma, Tu ara _ Tanxobrivi.               

aRricxvis tipi dgindeba angariSTa gegmis redaqtirebisas mTavari 
menius punqtSi dayeneba/angariSTa gegma. 

fasi da zomis erTeuli ganisazRvreba sawyisi naSTebis redaqtirebisas, 
mTavari menius punqtSi dayeneba/sawyisi naSTebi.

operaciebi/gatarebebis gadatana

`info buRalterSi~ SesaZlebelia gatarebebis gadatana erTi an-
gariSidan meoreze (an erTi qveangariSidan sxva qveangariSze) erTi 
brZanebiT. am SemTxvevaSi viZaxebT mTavari menius punqts operaciebi/
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gatarebebis gadatana. gamosul fanjaraSi  (ix. sur. 51) velSi `an-
gariSidan~ vuTiTebT angariSs, romlis Seclac gvinda, xolo velSi 
`angariSze~ _ angariSs, romliTac gvinda gamoyenebuli angariSis 
Secvla da vaWerT Rilaks `Ok~. amis Semdeg erTdroulad Seicvleba 
angariSebi sameurneo operaciebis mTel JurnalSi.

sur. 51. gatarebebis gadatanis fanjara.

zrdadobiT dalageba

mTavari menius punqti operaciebi/zrdadobiT dalageba saSualebas 
iZleva operaciebis sia dalagdes Cvens mier arCeuli operaciis 
ricxviTi parametris mixedviT zrdadobiT. Tqven unda airCioT sveti, 
romlis mixedviTac moxdeba dalageba, amisaTvis mausis kursori unda 
daayenoT saWiro svetis saTaurze da daaWiroT marcxena Rilaks. 
magaliTad, SesaZlebelia operaciebis siis dalageba operaciis Tanxis 
zrdis mixedviT, amisaTvis unda moiniSnos Tanxis svetis saTauri da 
gamoviyenoT menius aRniSnuli punqti.

igives gakeTeba SeiZleba klaviaturis meSveobiT, Tu gamoiyenebT 
klaviSebis kombinacias Ctrl+← an Ctrl+→.

sameurneo operaciebis JurnalTan muSaobisas es brZaneba aqtiuria 
mxolod reJimSi `gatarebebi operaciebTan erTad~.   

SeniSvna!
menius mocemuli punqti arsebobs mxolod qselur versiaSi.

dalageba klebadobiT

mTavari menius punqti operaciebi/dalageba klebadobiT saSualebas 
iZleva operaciebis sia dalagdes Cvens mier arCeuli operaciis 
ricxviTi parametris mixedviT klebadobiT. unda airCioT sveti, romlis 
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mixedviTac moxdeba dalageba, amisaTvis kursori daayeneT saWiro 
svetis saTaurze da daaWireT mausis marcxena Rilaks.  magaliTad, 
SesaZlebelia operaciebis siis dalageba debetis angariSis klebis 
mixedviT, amisaTvis unda moiniSnos debetis svetis saTauri da 
gamoviyenoT menius aRniSnuli punqti.

igives gakeTeba SeiZleba klaviaturis meSveobiT Ctrl + ← an Ctrl + 
→.

sameurneo operaciebis JurnalSi muSaobisas es brZaneba aqtiuria 
mxolod reJimSi `gatarebebi operaciebTan erTad~.

              
SeniSvna!
menius mocemuli punqti arsebobs mxolod qselur versiaSi.

axali sameurneo operaciebis Jurnalis Seqmna 

Zvelis bazaze 

mTavari menius punqti operaciebi/axali Jurnali…saSualebas mogcemT 
am Jurnalis bazaze SeqmnaT sameurneo operaciebis axali Jurnali. 
arsebuli Jurnalidan, firmis reorganizaciisas an saangariSo periodis 
(Cveulebriv, kalendaruli wlis) damTavrebis Semdeg, mizanSewonilia 
momdevno saangariSo periodisTvis (Cveulebriv, kalendaruli wlisTvis) 
Seiqmnas  sameurneo operaciebis axali Jurnali, xolo Zveli periodis 
Jurnalis asli  Senaxul iqnas rogorc kompiuteris myar diskze raime 
sarezervo katalogSi, aseve gare mexsierebis sxva mowyobilobebSi 
(kompaqt-diski,  fleS-baraTi).

amasTan,  unda SevniSnoT,  rom axali Jurnali Zvelis bazaze 
SeiZleba Seiqmnas saangariSo periodis nebismieri TariRisaTvis 
naSTebis Sesabamisi avtomaturi gadaTvliT axali Jurnalis sawyisi 
TariRisaTvis.

axali sameurneo operaciebis Jurnalis formirebisTvis airCieT 
mTavari menius punqti operaciebi/axali Jurnali. gamosul fanjaraSi 
`axali Jurnalis formireba~ (ix. sur. 52) SeiyvaneT TariRi, romlis 
mixedviTac gsurT waiSalos gatarebebi JurnalSi da daaWireT 
Rilaks.

TariRis miTiTebisas SegiZliaT isargebloT Cadgmuli kalendariT, 

F2 Rilakze an  daWeriT.
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sur. 52. axali sameurneo operaciebis Jurnalis formirebis fanjara.

Tu aRar gsurT axali Jurnalis Seqmna, daaWireT Rilaks Esc an 
Cancel.

axali sameurneo operaciebis Jurnalis TariRis miTiTebis Semdeg 
programa moiTxovs axali Jurnalis saxels. grafaSi ̀ failis saxeli~ 
miuTiTeT Tqveni axali Jurnalis failis dasaxeleba, magaliTad, 
orion_2013.shp. grafaSi `failis tipi~ dayenebuli iqneba _ `Info-
buhgalter file (*.shp)~. imisaTvis, rom CaweroT faili miTiTebuli 
saxeliT, daaWireT Rilaks Save. failSi Seinaxeba sameurneo 
operaciebis Jurnali yvela gatarebiT, romelic ekuTvnis 2012 wels. 
garda amisa, am failSi Seinaxeba angariSTa gegmac sawyisi naSTebiT.

Tu faili aseTi saxeliT ukve arsebobs, maSin programas gamoaqvs 
gamafrTxilebeli Setyobineba (ix. sur. 53): 

sur. 53. gamafrTxilebeli Setyobineba miTiTebuli saxeliT failis 
ukve arsebobis dros.

axali Jurnalis formirebis proceduris dasrulebis Semdeg 
programa gamoitans Setyobinebas operaciiis warmatebiT dasrulebis 
Sesaxeb. daaWireT OK (ix. sur. 54).
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sur. 54. Setyobinebis fanjara Zvelis bazaze axali soJ-is 
formirebisas.

zemoT miTiTebuli procedurebis Sesrulebis Semdeg, Tqvens 
sameurneo operaciebis JurnalSi ar iqneba is  sameurneo operaciebi, 
romelTa TariRebic imaze adreulia, vidre Tqven miuTiTeT sameurneo 
operaciebis axali Jurnalis formirebisas.

miaqcieT yuradReba, rom sawyisi naSTebi angariSebze avtomaturad 
gadaTvlilia waSlili sameurneo operaciebis gaTvaliswinebiT. es imas 
niSnavs, rom, magaliTad, Tu axali Jurnali iqmneba Zveli erTiani 2011 
wlis Jurnalis bazaze da axali  Jurnalis sawyis TariRad arCeulia 
03.06.2012, axali JurnalisaTvis gadaTvlili sawyisi naSTebi iqneba 
am TariRis _ 03.06.2012-is Sesabamisi. 

yuradReba!
sameurneo operaciebis axali Jurnalis Seqmnisas operaciis 

Zveli Jurnalis yvela monacemi inaxeba. Tqven yovelTvis SegiZliaT 
CatvirToT sameurneo operaciebis Zveli Jurnali. axali Jurnalis 
saxelis amorCevisas iyaviT yuradRebiT. axali Jurnalis saxeli ar 
unda emTxveodes sameurneo operaciebis Zveli Jurnalis saxelwodebas, 
winaaRmdeg SemTxvevaSi axali Jurnali gadaewereba Zvel Jurnals.

axali sameurneo operaciebis Jurnalis Seqmna

axali organizaciisTvis samuSao faili (*.SHP) iqmneba sabaziso 
Jurnalis safuZvelze. sabaziso Jurnalebia (failebia): IFRS 2013.
SHP axali angariSTa gegmiT momuSave komerciuli organizaciebisTvis, 
Geo_budjet_2012.SHP sabiujeto organizaciebisTvis, Sajaro_
samartlis.SHP sajaro samarTlis iuridiuli pirebisTvis. amis mere 
airCieT mTavari menius punqti faili/SevinaxoT rogorc,  da gamosuli 
fanjaris grafaSi ̀ failis saxeli~ miuTiTeT Tqveni samuSao Jurnalis 
failis dasaxeleba. imisTvis rom CaweroT faili miTiTebuli saxeliT,  
daaWireT Rilaks Save.
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ori Jurnalis gaerTianeba

lokalur versiaSi ori Jurnalis gasaerTianeblad, gaxseniT 
is Jurnali, romlis sawyisi naSTebic unda darCes gaerTianebul 
JurnalSi. Semdeg airCieT mTavari menius punqti faili/gaerTianeba, 
xolo gamosul fanjaraSi _ Jurnali, romelsac aerTianebT pirvelTan 
da daaWireT Rilaks Open. gamova gaerTianebis fanjara, romelic 
gvTavazobs gaerTianebis or variants: `mxolod axali operaciebis 
damateba~ da ̀ Tanxvdenaze Semowmebis gareSe~. pirvel SemTxvevaSi xdeba 
mxolod im operaciebis damateba, romlebic ar iyo sawyis JurnalSi, 
xolo meore SemTxvevaSi pirvel Jurnalis operaciebs daemateba meore 
Jurnalis yvela operacia. gaerTianebis dasrulebis Semdeg gamova 
Setyobineba Jurnalebis gaerTianebis warmatebiT dasrulebis Sesaxeb. 
gaerTianebul Jurnals mieniWeba saxeli Noname*.shp romelsac 
survilis SemTxvevaSi SeucvliT saxels brZanebiT faili/SevinaxoT 
rogorc.

qseluri versiis SemTxvevaSi mTavari menius punqtis faili/
gaerTianeba daxmarebiT SegiZliaT sameurneo operaciebis mimdinare 
bazis SigTavsi gaaerTianoT im bazis SigTavsTan, romlis saxelsac 
miuTiTebT. ori bazis gasaerTianeblad gaxseniT is baza, romlis sawyisi 
naSTebic unda darCes gaerTianebul bazaSi, SediT mTavari menius 
punqtSi faili/gaerTianeba, gamosul fanjaraSi airCieT baza, romelsac 
uerTebT pirvels da daaWireT Rilaks Open.  bazebis SigTavsebis 
gaerTianeba xdeba lokalur versiis analogiurad da gaerTianebul 
bazas avtomaturad eniWeba pirveli bazis saxeli.

filtri

mTavari menius punqti operaciebi/filtri saSualebas iZleva 
gaifiltros Jurnalis operaciebi.

operaciebis filtracia

cxadia, didi moculobis sameurneo operaciebis Jurnalis 
daTvaliereba rTulia, radgan did dros gvarTmevs. Tqven SegiZliaT 
airCioT sameurneo operaciebis Jurnalidan sameurneo operaciebis jgufi. 
amisaTvis unda miuTiToT amorCevis niSnebi, e. i. unda gafiltroT 
sameurneo operaciebi. magaliTad, Tqven gsurT sameurneo operaciebis 
JurnalSi romelime TanamSromlis Sesaxeb sruli informaciis naxva, 
ufro zustad: rodis da ra Tanxebi aiRo man saqveangariSod. igive 
SeiZleba gakeTdes   nebismieri organizaciis an nebismieri angariSisTvis 
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(qveangariSisaTvis). 
garda amisa, filtracia SegviZlia vawarmooT sxva nebismieri 

niSnis mixedviT – dokumentis, samuSao adgilis, TariRis, SinaarsisAan 
diapazonis _ drois periodis, operaciis nomris da Tanxis mixedviT.

filtris parametrebi SeiZleba Caiweros an CaitvirTos .flt 
gafarToebis failebidan, romlebic moTavsebulia filtrebis katalogSi 
_ FILTERS.

sameurneo operaciebis Jurnalis filtraciis dasayeneblad 
an mosaxsnelad, agreTve filtris parametrebis gansasazRvravad, 
filtris fanjaraSi eTiTeba sxvadasxva parametrebi. filtris fanjris 
gamosaZaxeblad SeasruleT erT-erTi Semdegi moqmedebebidan: 

• daaWireT Rilaks  instrumentebis panelze;
• daaWireT Rilakebis kombinacias  Ctrl+A;
• airCieT mTavari menius punqti filtri.

sur. 55. filtri.
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filtris CarTva

operaciebis filtris CasarTavad SeasruloT Semdegi moqmedebebi: 
 
1. airCieT mTavari menius punqti operacia/filtri;
2. gamosul fanjaraSi `sameurneo operaciebis filtri~ mieciT 

operaciebis filtraciis parametrebi.
velebis `TariRidan~ da `TariRamde~ redaqtirebisas,  SegiZliaT 

isargebloT  kalendriT, F2 klaviSze daWeriT an RilakiT .
dayenebis gadarTva xorcieldeba klaviaturis an mausis daxmarebiT. 

amisaTvis saWiroa davaWiroT klaviSs `hari~ an Sesabamisi niSnakis 
gadamrTvels mausis marcxena RilakiT.

3. daayeneT niSani `filtris CarTva~, daaWireT mausis marcxena 
Rilaks;

4. daaWireT klaviaturis daxmarebiT an mausis gamoyenebiT Rilaks 
OK.

sameurneo operaciebis JurnalTan muSaobisas filtris CarTvis 
niSnad statusis striqonSi Cans sityva `gafiltrulia~.

Tu saWiroa operaciis filtraciis CarTva, gaimeoreT zemoT 
miniSnebuli moqmedeba da moxseniT niSani `filtris CarTva~.

operaciis rigiTi nomeri

operaciis rigiTi nomeri programis mier Seiyvaneba avtomaturad 
da ver Seicvleba momxmareblis mier.

Rilaki `gasufTaveba~

Rilakze ~gasufTaveba~ daWeriT gasufTavdeba filtris yvela 
veli. Tavidan yvela Sabloni Seicavs * simbolos, xolo diapazoni 
miTiTiTebuli ar aris.

Rilaki `gaxsna~

Rilaki ̀ gaxsna~ uflebas gvaZlevs CaitvirTos gamzadebuli filtri 
filtris failidan. yvela filtris fails gaaCnia gafarToeba .flt  da 
imyofeba filtrebis katalogSi.

yuradReba!
Rilaki ̀ gasufTaveba~ ar xsnis filtris moqmedebas. is gankuTvnilia 

Tqvens mier adre Seyvanili ̀ Sablonis  diapazonebisa da parametrebis~ 
mniSvnelobebis gasasufTaveblad.
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Rilaki `Senaxva~

es Rilaki saSualebas gvaZlevs filtris mimdinare faili 
Senaxul iqnes .flt gafarToebis failSi. faili Seinaxeba filtrebis 
katalogSi.

dokumentis nomeri

dokumentis nomeri warmoadgens striqons araumetes 15 simboloTi, 
romelic gamoiyeneba sameurneo operaciis identifikaciisaTvis. nomeri 
mieTiTeba momxmareblis mier operaciis Seyvanis procesSi da SeiZleba 
gamoyenebuli iyos JurnalSi operaciebis gasafiltrad.

axali operaciis Setana JurnalSi

axali sameurneo operacia JurnalSi SeiZleba daematos ramdenime 
xerxiT:

1. tipiuri operaciebis gamoyenebiT;
2. `xeliT~;
3. pirveladi dokumentebis SevsebiT (menius punqti dokumentebi/

Sevseba).

tipiuri operaciis Setana

axali ti piuri operaciis Sesatanad aucilebelia kursori 
(mimdinare striqonis feriT gamoyofa) imyofebodes operaciebis siaSi, 
anu `sameurneo operaciebis~ fanjris zeda naxevarSi.  

sameurneo operaciebis siasa da gatarebebs Soris gadasvla 
SesaZlebelia RilakebiT Tab da Shift+Tab an mausis saSualebiT, Tu 
marcxena Rilaks daaWerT siis TqvenTvis saWiro nebismier adgilze. 

imisaTvis, rom gamoviyenoT tipiuri operaciebis krebuli, sameurneo 
operaciebis JurnalSi (menius punqti operaciebi/Jurnali) saWiroa:

1. SeasruloT CamoTvlili moqmedebebidan erT-erTi:

• daaWireT Rilaks    instrumentebis panelze;
• gadadiT siis boloSi da daaWireT Rilaks siaze elementis 

damateba ;
• daaWireT Rilaks F7;
• gadadiT siis boloSi (magaliTad, Ctrl+PgD) da daaWireT Rilaks 

Enter;
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• airCieT mTavari menius punqti redaqtireba/damateba.
ekranze gamoCndeba fanjara ̀ tipiuri operaciebi~, romelic moicavs 

tipiuri operaciebis ganyofilebebis sias.
2. ↑ da ↓ Rilakebis saSualebiT airCieT ganyofileba, romelsac 

miekuTvneba tipiuri operacia da daaWireT Rilaks Enter an orjer 
daawkapeT mausis marcxena RilakiT striqonze, romelic moicavs 
TqvenTvis saWiro ganyofilebas.

SeniSvna!
Rilakze `xeliT~ daWeriT,  romelic mdebareobs `ti piuri 

operaciebis~ fanjris qveda nawilSi, Tqven gadaxvalT sameurneo 
operaciebis `xeliT~ Seyvanis reJimSi.

swrafi gadasvla saWiro ganyofilebaze an tipiur operaciaze 
SesaZlebelia klaviaturaze dasaxelebis wina asoebis akrefiT. 
arasworad Setanili simboloebis gasworeba SesaZlebelia, Backspace 
Rilakis gamoyenebiT.  

imisaTvis, rom dabrundeT tipiuri operaciebis ganyofilebebis 

siaSi,  daaWireT Rilaks Esc an mausis saSualebiT Rilaks    , 
romelic moTavsebulia fanjris zeda marcxena kuTxeSi.

3. airCieT TqvenTvis saWiro tipiuri operacia da daaWireT Rilaks 
Enter an mausis saSualebiT Rilaks `amorCeva~.

gamova tipiuri operaciebis parametrebis Setanis fanjara.
4. SeavseT tipiuri operaciis Setanis velebi.
fanjris saTauri moicavs Tqvens mier arCeuli tipiuri operaciebis 

dasaxelebas. Setanis velebis raodenoba, tipi da urTierTganlageba 
damokidebulia konkretuli operaciis xasiaTze.

Setanis yvela veli tipiuri operaciebis parametrebis fanjaraSi 
ganekuTvneba qvemoT CamoTvlili tipebidan erT-erTs:

• striqonis Setanis veli;
• angariSis kodis Setanis veli;
• ricxviTi mniSvnelobis Setanis veli;
• TariRis mniSvnelobis Setanis veli.

Setanis velebSi gadaadgileba SesaZlebelia Semdegi Rilakebis 
daxmarebiT:

Tab _ Semdeg velze gadasvla;
Shift+Tab _ wina velze gadasvla.
Setanis nebismier velze gadasvla SesaZlebelia agreTve mausis 
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daxmarebiT, masze marcxena Rilakis dawkapebiT.
Tqven SegiZliaT SewyvitoT tipiur operaciasTan muSaoba, Tu 

daaWerT Rilaks Esc an Rilaks Cancel.
5. tipiuri operaciis formirebisaTvis daaWireT Rilaks.
tipiuri operaciis damTavrebisTanave ekranze gamova fanjara ̀ axali 

sameurneo operacia~, romelSic aisaxeba axali sameurneo operaciis 
yvela gatareba, agreTve velebi _ zogi Sevsebuli, zogi _ Sesavsebi.

Tqven SegiZliaT moaxdinoT am fanjris yvela velis redaqtireba, 
sanam sameurneo operacia Caiwereba JurnalSi.

garda amisa, Tqven SegiZliaT uari TqvaT axali sameurneo operaciis 
Seyvanaze, Tu daaWerT Rilaks  Esc  an Cancel.

ganyofilebebis siidan tipiuri operaciis

arCeva

ganyofilebebis siidan konkretuli tipiuri operaciis asarCevad 
SeasruleT erT-erTi Semdegi moqmedebebidan:

• mausis Rilakis daxmarebiT airCieT Rilaki , romelic 
ganTavsebuli iqneba saWiro striqonis gaswvriv;

• Rilakebis ↑ da ↓ daxmarebiT airCieT TqvenTvis sasurveli 
ganyofilebis dasaxeleba da daaWireT Rilaks Enter an daaWireT 
Rilaks `amorCeva~;

• orjer daaWireT saWiro striqonze mausis marcxena RilakiT.
am moqmedebis Sesrulebis Semdeg fanjris saTaurs daemateba Tqvens 

mier arCeuli ganyofilebis saxeli, xolo siaSi iqneba am ganyofilebis 
konkretuli tipiuri operaciebi.

operaciebis siidan tipiuri operaciis arCeva

siidan saWiro tipiuri operaciebis asarCevad SeasruleT erT-erTi 
Semdegi moqmedebebidan:

• Rilakebis ↑ da ↓ daxmarebiT gadaaadgileT kursori im striqonze, 
romelic gWirdebaT da daaWireT Rilaks Enter an mausis meSveobiT 
-Rilaks `amorCeva~;

• orjer daaWireT mausis marcxena Rilaks saWiro striqonze.
TqvenTvis saWiro informaciis swrafad mosaZebnad klaviaturaze 

akrifeT misi dasaxeleba. Tu gsurT dabruneba ukan ganyofilebebis 

siaSi, daaWireT Rilaks Esc an mausis daxmarebiT  - Rilaks .
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operaciis Seyvana xeliT

`xeliT~ axali sameurneo operaciis Sesayvanad SeasruleT Semdegi 
moqmedebebi:

1. gaxseniT fanjara `sameurneo operaciebi~ (menius punqti 
operaciebi/Jurnali).

axali sameurneo operaciis Sesayvanad saWiroa kursori (mimdinare 
striqonis moniSvna) iyos sameurneo operaciis siaSi, e. i. fanjris 
zeda nawilSi.

or Canawers Soris gadasvla SesaZlebelia Tab Rilakis 
daxmarebiT. 

2. SeasruleT erT-erTi Semdegi moqmedebebidan:

• daaWireT Rilaks   instrumentebis panelze;
• daaWireT Rilaks F7;
• airCieT mTavari menius punqti redaqtireba/damateba.
axali sameurneo operaciis Seyvana SegiZliaT agreTve tipiuri 

operaciebiT, Tu gamoiyenebT sameurneo operaciis damatebis Rilaks.

SeniSvna!
Tu gsurT ukve arsebuli operaciis win axali operaciis damateba 

`xeliT~ airCieT arsebuli sameurneo operacia, romlis winac gsurT 
daamatoT da daaWireT klaviSs F7.  SegiZliaT airCioT tipiuri 
operacia tipiuri operaciebis siidan.

3. daaWireT Rilaks `xeliT~. ekranze gamova sameurneo operaciis 
carieli fanjara.

4. SeavseT sameurneo operaciis veli.
grafaSi `Sinaarsi~ SeiyvaneT sameurneo operaciis komentari, 

grafaSi `dokumenti~ _ dokumentis nomeri. aucileblobis SemTxvevaSi 
SecvaleT TariRi da samuSao adgilis nomeri (velebi `TariRi~ da 
`samuSao adgili~).

Setanis velebs Soris gadaadgileba SesaZlebelia Tab da Shift+Tab 
Rilakebis daxmarebiT. velSi `TariRi~ gaCumebiT eniWeba mimdinare 
TariRi. Tu sameurneo operacias svamT arsebulis win, maSin mas 
mieniWeba arsebuli sameurneo operaciis TariRi. gaCumebiT gamoyenebuli 
mimdinare TariRi mieTiTeba mTavari menius punqtSi uwyisebi/saangariSo  
periodi.

samuSao adgilis mimdinare mniSvneloba, romelic gaCumebiT 
gamoiyeneba, mieTiTeba mTavari menius punqtis dayeneba/awyoba CanarTSi 
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sxvadasxva.  `samuSao adgili~ velis redaqtirebisas SesaZlebelia 

Rilakis gamoyeneba , romelic am velis marjvniv mdebareobs.
veli ̀ nomeri~, romelic Seicavs JurnalSi sameurneo operaciis rigiT 

nomers, ar eqvemdebareba redaqtirebas da icvleba avtomaturad.
5. SeiyvaneT sameurneo operaciebis Sesabamisi gatarebebi;
6. daaWireT Rilaks, raTa operacia Cavardes JurnalSi.
Tu gadaifiqreT operaciis Seyvana, maSin daaWireT Rilaks Esc an 

Cancel.
zemoT CamoTvlili moqmedebebis Sesrulebis Semdeg sameurneo 

operaciebis Jurnalis sias daemateba axali sameurneo operacia 
Sesabamisi gatarebebiT.

operaciis kopireba

gatarebis erT-erTi xerxia gatareba kopireba/CasmiT. vTqvaT,   gvinda 
gavataroT sameurneo operacia. JurnalSi virCevT msgavs sameurneo 
operacias da vaxdenT mis kopirebas. sameurneo operaciis kopireba 
xorcieldeba sameurneo operaciebis Jurnalis striqonis kopirebiT. 

mTavari menius punqtis redaqtireba/kopireba saSualebiT xorcieldeba 
informaciis kopireba gacvlis buferSi. mocemuli funqcia SeiZleba 
gamoyenebul iqnes sameurneo operaciebis Jurnalis, gatarebebis siis, 
angariSTa gegmis,   agreTve teqstur redaqtorSi redaqtirebisas. Semdeg 
kursori daayeneT TqvenTvis sasurvel poziciaSi da moaxdineT Casma.

amisaTvis SeasruleT erT-erTi Semdegi moqmedebebidan:

• daaWireT Rilaks  instrumentebis panelze;
• gamoiyeneT klaviSebis kombinacia Shift+Ins;
• airCieT mTavari menius punqti redaqtireba/Casma.

axali sameurneo operaciis Setana dokumentis 

SevsebiT

pirveladi dokumentis, magaliTad, salaros Semosavlis orderi, 
gadaTvlis Semdeg (punqti dokumentebi/Sevseba),   programa avtomaturad 
moaxdens Sesabamisi sameurneo operaciis formirebas da momxmareblis 
survilis mixedviT Caagdebs sameurneo operaciebis JurnalSi.
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axali gatarebis damateba

sameurneo operaciaze axali gatarebis dasamateblad SeasruleT 
Semdegi moqmedebebi:

1. operaciis redaqtirebis reJimSi yofnisas gadadiT gatarebebis 
siaSi. sameurneo operaciebis siidan gatarebebis siaSi gadasvla da ukan 
dabruneba SesaZlebelia RilakebiT Tab da Shift+Tab. Tu gatarebebis 
sia carieli ar aris, erTi striqoni aucileblad moiniSneba.

2. gatarebebis siis fanjaraSi yofnisas SeasruleT Semdegi 
moqmedebebi:

• daaWireT Rilaks    instrumentebis panelze;
• gadadiT siis boloSi da daaWireT siaze elementis dasamatebel 

Rilaks  an Rilaks Enter;
• daaWireT Rilaks F7;
• airCieT mTavari menius punqti redaqtireba/damateba.
3. gamosul fanjaraSi (sur. 56) ̀ axali gatareba~ SeavseT gatarebis 

Setanis veli.

sur. 56. gatarebis fanjara.

grafaSi `debeti~ aucilebelia debetis angariSis, xolo grafaSi 
`krediti~ gatarebis kreditis angariSis miTiTeba. Setanis am 
velebisaTvis angariSis arCeva SesaZlebelia angariSTa gegmidan. 

amisaTvis sakmarisia daaWiroT Rilaks F2 an mausiT _ Rilaks , 
romelic Sesabamisi velis marjvnivaa ganTavsebuli. fanjaraSi ̀ airCieT 
debetis (kreditis) angariSi~ gamosul angariSTa gegmasTan muSaoba 
mTlianad analogiuria fanjara `angariSTa gegma~-sTan muSaobisa.  
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Tu orive angariSze xorcieldeba Tanxobrivi aRricxva,   maSin velSi 
`Tanxa~ aucilebelia gatarebis Tanxis miTiTeba. amisaTvis, saWiroebis 

SemTxvevaSi SesaZlebelia Cadgmuli kalkulatoris gamoyeneba , 
romelic saSualebas gvaZlevs operireba movaxdinoT aramarto Seyvanil 
ricxvebze, aramed sxvadasxva gamosaxulebebze, funqciebze, monacemTa 
tipebze, romlebic blankis saformulo nawilSia dasaSvebi.

Tu gatarebis erT an orive angariSze warmoebs raodenobriv-
Tanxobrivi aRricxva, maSin Tqven SegiZliaT SeitanoT mniSvnelobebi 
velebSi `raodenoba~ da `Tanxa~. mniSvneloba velisa `fasi~ 
gamoiangariSeba avtomaturad Semdegi formulis mixedviT (saSualo 
fasisaTvis):  

fasi = Tanxa / raodenoba
Tu gatarebaSi monawileobs angariSi fiqsirebuli fasiT, maSin erT-

erTi parametris varirebisas (Tanxis an raodenobis) meore parametri 
gamoiTvleba formuliT:

raodenoba = Tanxa / fasi
an
Tanxa = fasi x raodenoba 
4. gatarebis Senaxvis dasrulebisTvis da sameurneo operaciebis 

JurnalSi SenaxvisaTvis daaWireT Rilaks OK.
Tu Tqven gadaifiqreT gatarebis Setana, daaWireT Rilaks Esc an 

Rilaks Cancel.

fasi,  raodenoba, zomis erTeuli

parametrebi ̀ fasi~ da ̀ raodenoba~ gamoiyeneba gatarebis an sawyisi 
naSTebis Tanxebis gansasazRvravad raodenobrivi aRricxvisas. `fasi~ 
da ̀ zomis erTeuli~ ganisazRvrebian sawyisi naSTebis redaqtirebisas. 
gatarebis Seyvanis da redaqtirebisas veli `zomis erTeuli~ ar 
aqtiurdeba. 

SeniSvna!
sameurneo operaciebis gatarebebis Seyvanisas Tu debetis an 

kreditis angariSi raodenobriv-Tanxobrivia, maSin axali gatarebis 
fanjaraSi gaaqtiurdeba Rilaki `fasi~.

Rilaki `fasi~

am Rilakis daxmarebiT Tqven SegiZliaT gamoTvaloT saSualo fasi 
mimdinare raodenobriv-Tanxobrivi angariSisTvis, Semdegi formulis 
mixedviT: 
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fasi = Tanxa / raodenoba
amasTan Tanxobrivi da raodenobrivi naSTebi iangariSeba operaciis 

TariRisTvis. saSualo fasi Cajdeba grafaSi `fasi~.

sameurneo operaciis redaqtireba

Tu gsurT cvlilebebi ganaxorcieloT JurnalSi Setanil romelime 
sameurneo operaciaSi, SeasruleT Semdegi moqmedebebi:

1. marTvis Rilakebis an mausis daxmarebiT sameurneo operaciebis 
siaSi airCieT TqvenTvis saWiro operacia.

2. SeasruleT erT-erTi Semdegi moqmedebebidan:

• daaWireT Rilaks   instrumentebis panelze;
• orjer daaWireT sameurneo operaciis Semcvel striqons;
• daaWireT Rilaks F4 an Enter;
• airCieT mTavari menius punqti  redaqtireba/Secvla.
gamosul fanjaraSi `sameurneo operaciis redaqtireba~ SeasruleT 

saWiro velebis redaqtireba:

sur. 57. sameurneo operaciis redaqtireba.

Tu Sesayvani sameurneo operaciis TariRi ar Tavsdeba samuSao 
periodSi, ekranze gamova Setyobineba:
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sur. 58. Setyobineba sameurneo operaciis  TariRis gamosvlisas 
samuSao periodidan.

Tu airCevT Rilaks Yes, e.i. Tanaxma xarT sameurneo operacia 
Caiweros JurnalSi. Rilakze No daWeriT ar Caiwereba sameurneo 
operacia JurnalSi da dabrundeba sameurneo operaciis redaqtirebis 
reJimSi. 

3. imisaTvis, rom SeitanoT Secvlili sameurneo operacia sameurneo 
operaciebis JurnalSi, daaWireT Rilaks Enter  an  OK. am dros 
Secvlili sameurneo operacia Cavardeba JurnalSi, Tu gadaifiqreT 
misi dafiqsireba, daaWireT Rilaks Esc an Cancel.

SesaZlebelia operaciebis Jurnalis velebis mniSvnelobebis 
redaqtireba uSualod fanjaraSi `sameurneo operaciebi~. amisaTvis 
mTavari menius punqtSi dayeneba/awyoba CanarTis forma jgufSi 
`redaqtirebis akrZalva cxrilis striqonSi~ moaSoreT niSnaki `sam. 
operaciebis JurnalSi~. amis Semdeg velis redaqtirebisaTvis sakmarisia 
kursori gadaaadgiloT sameurneo operaciaze da daaWiroT saWiro 
vels mausis marcxena RilakiT.

gatarebis waSla

TiToeul sameurneo operacias gaaCnia sakuTari gatarebebis sia. 
gatarebebis siaSi saWiroebis SemTxvevaSi SegiZliaT waSaloT nebismieri 
gatareba. amisaTvis SeasruleT Semdegi:

1. airCieT saWiro gatareba.
2. SeasruleT erT-erTi Semdegi moqmedebebidan:

• daaWireT Rilaks    instrumentebis panelze;
• daaWireT Rilaks F8 an Del;
• airCieT mTavari menius punqti redaqtireba/waSla.

sameurneo operaciebis JurnalSi operaciebis siasa da gatarebebis 
siaSi gadaadgileba xorcieldeba Tab an Shift+Tab RilakebiT.
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sameurneo operaciis waSla

sameurneo operaciebis Jurnalidan sameurneo operaciis wasaSlelad 
SeasruleT Semdegi:

1. airCieT operacia, romlis waSlac gsurT;
2. SeasruleT erT-erTi Semdegi moqmedebebidan:

• daaWireT Rilaks    instrumentebis panelze;
• daaWireT Rilaks F8 an Del;
• airCieT mTavari menius punqti redaqtireba/waSla.
• gamoCndeba SekiTxvis fanjara:

sur. 59. sameurneo operaciis waSlis dadastureba.

Yes Rilakze daWera gamoiwvevs sameurneo operaciis waSlas. Tu 
gadaifiqreT waSla, daaWireT Rilaks No.

zemoT CamoTvlili moqmedebebi aucilebelia Sesruldes operaciebis 
siaSi. sameurneo operaciebis JurnalSi gatarebebis siasa da operaciebis 
siebs Soris gadasvla SesaZlebelia Tab an Shift+Tab Rilakebis 
daxmarebiT.

sameurneo operaciis waSlisas Jurnalidan avtomaturad iSleba 
misi buRaltruli gatarebebi.

gatarebis redaqtireba

Tqven saSualeba geZlevaT moaxdinoT nebismieri ukve Setanili 
gatarebis redaqtireba. amisaTvis redaqtirebis fanjaraSi  SeasruleT 
Semdegi moqmedebebi:

1. marTvis Rilakebis daxmarebiT gatarebebis siaSi airCieT saWiro 
gatareba.

2. SeasruleT erT-erTi Semdegi moqmedebebidan:

• daaWireT Rilaks   instrumentebis panelze;
• orjer daaWireT sameurneo operaciis Semcvel striqons;
• daaWireT Rilaks F4 an Enter;
• airCieT mTavari menius punqti  redaqtireba/Secvla. gamova fanjara 
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`gatarebis redaqtireba~ (sur. 60):

sur. 61. gatarebis redaqtirebis fanjara.

is analogiuria axali gatarebis fanjris, mxolod erTi gansxvavebaa, 
am fanjris yvela veli ukve Seicavs garkveul mniSvnelobebs. 
mocemul fanjaraSi Tqven SegiZliaT SecvaloT gatarebis velebis 
mniSvnelobebi.

operaciebis JurnalSi cvlilebebis Sesatanad daaWireT Rilaks 
Enter an mausis daxmarebiT airCieT Rilaki OK.

Tu ar gsurT cvlilebebis dafiqsireba, daaWireT Rilaks Esc an 
mausis daxmarebiT airCieT Rilaki  Cancel.

saWiroebis SemTxvevaSi gadaadgilebis Rilakebis daxmarebiT, 

          romlebic ganTavsebulia fanjris qvemoT PgUp  an PgDn,  
SegiZliaT gadaxvideT arCeuli sameurneo operaciis nebismieri sxva 
gatarebis redaqtirebaze. 

3. gatarebis redaqtirebis dasasruleblad daaWireT Rilaks OK.
Tu gadaifiqreT gatarebaSi cvlilebis Setana, maSin daaWireT 

Rilaks Esc an mausis daxmarebiT airCieT Rilaki Cancel.
SesaZlebelia gatarebis velebis mniSvnelobebis redaqtireba 

uSualod gatarebebis fanjaraSi. amisaTvis mTavari menius punqtSi 
dayeneba/awyoba CanarTis forma jgufSi `redaqtirebis akrZalva 
cxrilis striqonSi~ moaSoreT niSnaki ̀ gatarebebis fanjaraSi~. exla 
velis redaqtirebisaTvis sakmarisia kursori gadaaadgiloT sameurneo 
operaciaze da daaWiroT saWiro vels mausis marcxena RilakiT.

SeniSvna!
raodenobriv-Tanxobrivi aRricxvis warmoebisas gamoiyeneba fasis 

ori tipi: saSualo da fiqsirebuli.
saSualo fasis SemTxvevaSi raodenobriv-Tanxobriv gatarebaSi 

raodenoba da Tanxa Seitaneba damoukideblad, xolo fasi gamoiTvleba 
Setanili raodenobisa da fasis mixedviT.

fiqsirebuli fasis SemTxvevaSi raodenobriv-Tanxobriv gatarebaSi 
fiqsirebuli fasi ar icvleba, xolo raodenoba iTvleba fasiTa da 
gatarebis TanxiT, an kidev Tanxa iangariSeba raodenobisa da fasis 
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mixedviT. 
jamuri Tanxis daTvlisas (srulad) raodenoba da Tanxa iangariSeba 

cal-calke, xolo saboloo fasi iTvleba maTi gadamravlebiT.

samuSao periodis SezRudva

sameurneo operaciebis JurnalTan muSaobisas Tqven SegiZliaT 
SezRudoT samuSao periodi.

programa `info buRalterSi~ samuSao periodad miCneulia droiTi 
diapazoni, romelSic dasaSvebia gatarebebis gakeTeba.

Tu Sesatani gatarebis TariRi ar Tavsdeba dayenebul periodSi, 
maSin ekranze gamova Setyobineba:

sur. 62. Setyobineba TariRis gamosvlisas samuSao periodidan.

Tu airCevT SekiTxvis qvemoT moTavsebul Rilaks Yes, operacia, 
romlis TariRic gasulia samuSao periodis sazRvrebidan, Caiwereba 
JurnalSi. No Rilakis arCevis SemTxvevaSi Tqven dabrundebiT sameurneo 
operaciebis Jurnalis redaqtirebis reJimSi.

CamoSladi siis daxmarebiT ̀ samuSao periodis SezRudva~ SegiZliaT 
airCioT erT-erTi Semdegi mniSvnelobebidan:

• ara;
• saangariSo periodiT;
• mimdinare kvartliT;
• mimdinare TviT;
• nebismierad.
Tu arCeulia mniSvneloba `ara~, maSin samuSao periodi ar aris 

SezRuduli.
Tu arCeulia mniSvneloba ̀ samuSao periodiT~, maSin samuSao periodi 

iqneba SezRuduli saangariSo periodiT, romelic dayenebulia mTavari 
menius punqtSi uwyisebi/saangariSo periodi.

Tu arCeulia mniSvneloba `mimdinare kvartliT~ an `mimdinare 
TviT~, maSin samuSao periodi iqneba SezRuduli Sesabamisad mimdinare 
kvartliT an mimdinare TviT. Tu arCeulia mniSvneloba nebismierad, 
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samuSao periodis mkacri SezRudva

programaSi gaTvaliswinebulia sameurneo operaciebis cvlilebis 
SezRudvis SesaZlebloba mocemul TariRze adrindeli TariRisaTvis. 
SezRudvis TariRis dayeneba xdeba awyobis dialogSi: `dayeneba/awyoba/
sameurneo operaciebi/mkacri SezRudvis TariRi~ (sur. 63).

sur. 63. samuSao periodis TariRis SezRudvis dayeneba.

im operaciebis damatebis, Secvlis da waSlis operaciebis uSualo 
kontroli, romelTa TariRi SezRudvis TariRze naklebia, xdeba 
Jurnalis da Tanxis moZraobis fanjrebSi. Jurnalis gasufTavebis, 
eqsportis, gatarebebis gadatanis da sxv. kontroli ar xdeba SezRudvis 
TariRis Sesabamisad.

maSin SegviZlia TviTon avirCioT samuSao periodi,  risTvisac am 

dros aqtiurdeba TariRis Sesatano reJimi.
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waSlili operaciebis aRdgena

waSlili operaciebis aRdgenis SesaZlebloba meniudan ̀ redaqtireba~ 
(sur. 64).

sur. 64. menius punqtis `redaqtireba~ fanjara.

imisaTvis, rom aRdges waSlili operacia, unda gamoviZaxoT mTavari 
menius punqtis ̀ redaqtireba~ qvepunqti ̀ waSlili operaciis sia~ ris 
Semdegac ekranze gaCndeba fanjara `waSlili operaciebis sia~ (sur. 
65), avirCevT aRsadgen operacias da davaWerT Rilaks ̀ amorCeva~. Semdeg 
gamova dialoguri fanjara (sur. 66), romelSic virCevT ori punqtidan 
erT-erTs. pirveli punqtis arCevis SemTxvevaSi arCeuli operacia 
aRdgeba arqivSi Canaweris datovebiT, xolo meore punqtis arCevisas 
operacia aRdgeba da Sesabamisi Canaweri arqividan waiSleba.
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sur. 65. waSlili operaciebis siis fanjara.

sur. 66. SekiTxvis fanjara waSlili operaciebis aRdgenisas.
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Cadgmuli uwyisebi  

Cadgmuli uwyisebis formireba xorcieldeba mTavari menius 
ganyofilebaSi `uwyisebi~. 

programaSi arsebobs Semdegi uwyisebi: 
• brunviTi uwyisi;
• naSTTa uwyisi;
• Tanxis moZraoba...;
• Wadrakuli uwyisi...;
• materialuri angariSi;
• mTavari wigni;
• Jurnal-orderi...;
• Jurnal-orderuli uwyisi...;
• Jurnal-orderuli formebi....
Cadgmuli uwyisebis forma SeiZleba Seicvalos. unda aRiniSnos, 

rom asawyobi dokumentebisagan gansxvavebiT aq SesaZlebelia mxolod 
umniSvnelo cvlilebebis ganxorcieleba ramdenime parametris miTiTebiT. 
garda amisa, uwyisebs ar gaaCniaT dokumentebis msgavsi arqivebi. 

uwyisebis umravlesobisaTvis Tqven SegiZliaT miuTiToT dokumentis 
Sinaarsis ganmsazRvreli parametrebi. programa gTavazobT damatebiT 
serviss, romelic nebas grTavT detalizeba gaukeToT cxrilebSi 
gamosaxul monacemebs, sxva dakavSirebuli uwyisebis gamoZaxebiT. 
magaliTad, brunviTi uwyisis daTvalierebisas Tqven SegiZliaT 
gamoiZaxoT ekranze Tanxis moZraoba amorCeuli angariSisaTvis. am 
baraTis daTvalierebisas SeiZleba gadaxvideT konkretuli sameurneo 
operaciebis da masTan dakavSirebuli gatarebebis redaqtirebaze. 

amgvarad, Cadgmuli uwyisebis daTvalierebisas, Tqven gaqvT im sawyisi 
informaciis redaqtirebis saSualeba, romelsac moicavs operaciebis 
Jurnali. 

nebismieri uwyisis formirebis win Tqven unda daayenoT TqvenTvis 
saintereso saangariSo periodis sawyisi da saboloo mniSvnelobebi.

SesaZlebelia nebismieri formirebuli uwyisis naxva da dasabeWdad 
gamotana. 

uwyisebSi monacemebis warmodgena SesaZlebelia raodenobriv-
Tanxobrivi formiT.

brunviTi uwyisis formis asawyobad, aseve naSTTa uwyisis, angariSebze 
Tanxis moZraobis, materialuri uwyisis da Jurnal-orderebis formebis 
asawyobad gamoiyeneT CanarTi uwyisebi mTavari menius punqtSi dayeneba/
awyoba.
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uwyisebis awyoba SeiZleba avtogadaTvlaze. avtogadaTvla niSnavs, 
rom sameurneo operaciebis JurnalSi cvlilebebis Setanisas sawyisi 
naSTebi an angariSTa gegma, agreTve yvela gaxsnili uwyisi avtomaturad 
gadaiTvleba.   

Tqven gaqvT saSualeba erTdroulad gaxsnaT ramdenime sxvadasxva 
saxis dokumenti. aseve arsebobs SesaZlebloba gaxsnaT ramdenime 
fanjara, romelic moicavs erTsa da imave dokuments. es nebas grTavT 
kompiuteris ekranze gadaxedoT did dokumentebs, erTi dokumentis 
sxvadasxva nawilebs.   

ramdenime fanjarasTan muSaobisas saWiro fanjaraze swrafi 
gadasvlisaTvis isargebleT mTavari menius punqtiT fanjara.

unda aRiniSnos, rom gaxsnili dokumentebis did raodenobasTan 
muSaobam SeiZleba migiyvanoT gaugebrobamde. amitom ar dagaviwydeT im 
fanjrebis daxurva, romlebic mocemuli momentisaTvis ar gWirdebaT.   

saangariSo periodi

uwyisis formirebisaTvis saWiroa saangariSo periodis gansazRvra. 
igi ganisazRvreba sawyisi da saboloo TariRiT. saangariSo periodis 
TariRebi brunviTi uwyisis, mTavari wignis, Jurnal-orderis, 
Jurnal-orderuli uwyisebisaTvis, agreTve dokumentebis (blankebis) 
avtomaturi SevsebisaTvis warmoadgenen sawyis monacemebs. 

naSTebi iangariSeba saangariSo periodis bolosa da dasawyisisaTvis. 
brunvebi iangariSeba am TariRebs Soris. 

saangariSo periodis sazRvrebis dadgenisaTvis aranairi SezRudva 
ar arsebobs. cxadia, saboloo TariRi sawyisi TariRis Semdgomi unda 
iyos. sawyisi da saboloo TariRi SeiZleba iyos kviris, Tvis da 
wlis nebismieri dRe. minimaluri saangariSo periodia erTi dRe. am 
SemTxvevaSi bolo TariRia sawyisi TariRis Semdegi dRe.

saangariSo periodis dasayeneblad, SeasruleT erT-erTi Semdegi 
moqmedebebidan: 

• daaWireT Rilaks  instrumentebis panelze;

• daaWireT  Ctrl+L Rilakebis kombinacias;
• airCieT mTavari menius punqti uwyisebi/saangariSo periodi.
gamoCenil fanjaraSi `saangariSo periodi~ Tqven SegiZliaT 

SecvaloT saangariSo periodis dasawyisi da dasasruli, saWiroebis 
SemTxvevaSi ki _ mimdinare TariRic. 

TariRis Sesacvlelad arsebobs ramdenime xerxi: 
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• SecvaleT TariRi erTi dRiT  Rilakebze daWeriT, romlebic 
mdebareobs Sesabamisi velis marjvniv;

• ↑ da ↓ Rilakebis meSveobiT Sesabamisad SesaZlebelia TariRis 
erTi dRiT gazrda an Semcireba; 

• gamoiZaxeT kalendari F2 an  Rilakze daWeriT;
• SeiyvaneT TariRi Sesabamis velSi `xeliT~. 
TariRi Sedis dd.TT.wwww formatSi, sadac  dd  aris dRe, TT _ Tve, 

wwww _ weli.

sur. 67. saangariSo periodi.

saWiro periodis dayenebis Semdeg daaWireT Enter an OK Rilaks. 
Esc an Cancel Rilakze daWera gamoiwvevs fanjris daxurvas Tqvens 
mier Setanili cvlilebebis Senaxvis gareSe. 

yuradReba!
saangariSo periodis dasasruli minimum erTi dRiT meti unda iyos 

ganxilul periodSi bolo sameurneo operaciis TariRze. magaliTad, Tu 
Tqven gsurT 1-li kvartlis uwyisis miReba da ukanaskneli sameurneo 
operacia gatarebulia 31.03.11 TariRiT, maSin saangariSo periodi unda 
daayenoT  01.01.11-dan 01.04.11-mde, winaaRmdeg SemTxvevaSi sameurneo 
operacia 31.03.11 TariRiT ar aisaxeba uwyisebSi.
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 samuSao periodis sazRvrebis dadgena

CamoSladi siis daxmarebiT `samuSao periodis SezRudva~ 
Tqven SegiZliaT airCioT samuSao periodis SezRudvis Semdegi 
mniSvnelobebi: 

• ara;
• saangariSo periodiT;
• mimdinare kvartliT;
• mimdinare TviT;
• nebismierad.
Tu arCeulia mniSvneloba `ara~, maSin samuSao periodi SezRuduli 

ar aris.
Tu arCeulia mniSvneloba `saangariSo periodiT~, maSin samuSao 

periodi SezRuduli iqneba saangariSo periodiT, romelic dayenebulia 
mTavari menius punqtSi uwyisebi/saangariSo periodi. 

Tu arCeulia mniSvneloba ̀ mimdinare kvartliT~ an ̀ mimdinare TviT~, 
maSin samuSao periodi SezRuduli iqneba kvartlis an Tvis Sesabamisad, 
romelSic xvdeba mimdinare TariRi.

Tu arCeulia mniSvneloba ̀ nebismierad~, maSin aucilebelia damatebiT 
mivceT samuSao periodis  dasawyisi da dasasruli.  

detalizacia

kalendaruli periodis mixedviT detalizacia gansazRvravs im drois 
intervalebis xangrZlivobas, romlebadac iyofa saangariSo periodi 
mTavari wignis, Jurnal-orderebis da sxva uwyisebis avtomaturi 
Sevsebisas, agreTve grafikebis agebisas.

detalizaciam SeiZleba miiRos Semdegi mniSvnelobebi:
• operacia;
• dRe;
• xuTi dRe;
• kvira;
• dekada;
• Tve;
• kvartali;
• weli.
aucileblobis SemTxvevaSi miTiTebuli drois elementebi 

avtomaturad izRudeba saangariSo periodis sazRvrebamde. magaliTad, 
Tu detalizaciad miTiTebulia `kvira~, xolo samuSao periodis 
dasasruli modis kviris SuaSi, maSin uwyisebis Sedgenisas aiReba is 
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sameurneo operaciebi, romelTa TariRebic Seesabameba kviris pirvel 
naxevars samuSao periodis dasasrulamde.

yuradReba!
operaciebi, romlebic Sesrulebulia saangariSo periodis Semdgom 

TariRebSi, ar gaiTvaliswineba uwyisebis formirebisas.

brunviTi uwyisi

brunviTi uwyisi warmoadgens cxrils, romlis yoveli striqoni 
Seicavs angariSis kods, kodis dasaxelebas, saldos periodis 
dasawyisisTvis, saldos periodis bolosTvis da brunvas. igi Seicavs 
balansis Sesadgenad saWiro yvela monacems. 

brunviTi uwyisi gviCvenebs angariSebis naSTebsa da brunvebs 
saangariSo periodis ganmavlobaSi, Tanxobrivi an raodenobriv-
Tanxobrivi formiT. 

brunviTi uwyisis formirebisTvis airCieT mTavari menius  punqti 
uwyisebi/brunviTi uwyisi.

qveangariSebis mqone angariSebisTvis naSTebis mniSvnelobebi da 
brunvebi jamdeba yvela qveangariSis mixedviT. 

Tu raodenobriv-Tanxobrivi angariSebisTvis dayenebulia saSualo 
fasi, maSin igi mieTiTeba saangariSo periodis dasawyisisTvis. saangariSo 
periodis bolosTvis saSualo fasebi aisaxeba naSTTa uwyisSi. 

cxrilis ukanasknel striqonSi gamodis naSTTa sruli jamebi 
da brunva yvela angariSze. isini daTvlilia Sesabamisi TariRebis 
dasawyisisTvis. 

saWiro angariSze swrafi gadasvlisaTvis, klaviaturis daxmarebiT 
akrifeT sasurveli angariSis  kodi. am dros arCeuli unda gqondeT 
grafa `kodi~. 

Tqvens mier arCeuli kodis Sesaxeb ufro detaluri informaciis 
misaRebad, daaWireT Rilaks Enter an orjer daawkapeT arCeul striqonze. 
Tu angariSs gaaCnia qveangariSi, maSin Enter Rilakze daWeriT miviRebT 
arCeuli angariSis qveangariSebis sias. 

bolo donis angariSze Enter  Rilakze daWerisas gamoCndeba Cadgmuli 
uwyisebis siis Semcveli fanjara. 

brunviT uwyisSi nebismieri angariSisTvis Tqven SegiZliaT 
ixiloT: 

• Tanxis moZraoba;
• Jurnal-orderi;
• Jurnal-orderuli uwyisi;
• mTavari wigni;
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• materialuri angariSi. 
marTvis ↑ an ↓ Rilakebis gamoyenebiT airCieT sasurveli uwyisi da 

daaWireT Rilaks Enter.
Tu ar gsurT uwyisis gamoZaxeba,  daaWireT Cancel an Esc.
`awyoba~ Rilakis meSveobiT SegiZliaT daayenoT arCeuli uwyisis 

garkveuli parametrebi. 
dokumentis svetebis Sinaarsi ganisazRvreba mTavari menius punqtis 

dayeneba/awyoba CanarTSi uwyisebi dayenebuli parametrebis mixedviT.
 

sur. 68. brunviTi uwyisi.

detaluri informaciis miReba angariSisTvis

ufro detaluri informaciis misaRebad Tqvens mier amorCeul 
angariSze daaWireT Rilaks Enter an amorCeul striqonze mausis 
marcxena RilakiT orjer daaWireT. Tu angariSs gaaCnia qveangariSi, 
maSin Enter Rilakze daWeriT gamova amorCeuli angariSis qveangariSebis 
sia.    

Enter Rilakze daWeriT bolo donis angariSze gamoCndeba 
fanjara, romelic moicavs Cadgmuli uwyisebis sias, detalizebuli 
angariSebiT. 

nebismieri angariSisaTvis Tqven SegiZliaT naxoT:
• Tanxis moZraoba; 
• Jurnal-orderebi;
• Jurnal-orderuli uwyisi;
• mTavari wigni;
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• materialuri angariSi.
↑ da ↓ kursoris mmarTveli Rilakebis saSualebiT an gamoyofili 

asoebiT airCieT TqvenTvis sasurveli uwyisi da daaWireT Rilaks 
Enter an Rilaks `OK~.

imisaTvis, rom uari TqvaT uwyisis formirebaze,  daaWireT Rilaks 
Esc an Rilaks `Cancel~

`awyoba~ Rilakis saSualebiT Tqven SegiZliaT daayenoT formirebuli 
dokumentis zogierTi parametri. 

naSTTa uwyisi

naSTTa uwyisSi aisaxeba naSTebi angariSebze saangariSo periodis 
bolosaTvis Tanxobrivi an raodenobriv-Tanxobrivi formiT. 

naSTTa uwyisis formirebisaTvis airCieT menius punqti uwyisebi/
naSTTa uwyisi.

naSTTa uwyisi Tavisi struqturiTa da funqciuri SesaZleblobebiT 
brunviTi uwyisis analogiuria. naSTTa uwyisTan muSaobisTvis SegiZliaT 
gamoiyenoT (brunviTi uwyisisTvis) zemoT aRwerili moqmedebebi.

sur. 69. naSTTa uwyisi.
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Tanxis moZraoba

Tanxis moZraoba saSualebas gvaZlevs Tvalyuri vadevnoT naSTebisa 
da brunvebis cvlilebas sameurneo operaciis sizustiT. 

angariSis mixedviT Tanxis moZraobaSi aisaxeba arCeuli angariSis 
Semcveli yvela gatareba saangariSo periodSi. siaSi yvela gatarebisaTvis 
Sedis mokorespondento angariSi, brunva da saldo,  gatarebis 
damTavrebis momentisaTvis agreTve dokumentis nomeri, TariRi da 
Sinaarsi. 

Tu erT sameurneo operacias ramdenime buRaltruli gatareba axlavs, 
maSin veli `Sinaarsi~ mxolod pirveli maTganisaTvis Seivseba. 

siis pirvel striqonSi ar aris miTiTebuli gatareba. masSi asaxulia 
saldo saangariSo periodis dasawyisisaTvis. 

siis ukanasknel striqonSi asaxulia saangariSo periodis saboloo 
mniSvnelobebi: jamuri brunva da saldo saangariSo periodis bolos. 
saboloo brunvebi da naSTebi gamoyofilia lurji feriT, uaryofiTi 
naSTebi _ wiTliT. 

angariSis mixedviT Tanxis moZraobis naxva SesaZlebelia, Tu airCevT 
mTavari menius punqts uwyisebi/Tanxis moZraoba.

ekranze gamoCndeba patara fanjara `TanxaTa moZraoba~, sadac unda 

miuTiToT im angariSis kodi, romlis brunvac gainteresebT:
sur. 70. angariSis arCevis fanjara Tanxis moZraobis uwyisis gamoZaxebisas.

kodis Seyvanis Semdeg daaWireT Rilaks Enter  an mausis meSveobiT 
OK Rilaks. 

Tu arCeul angariSs gaaCnia qveangariSi, maSin uwyisSi aisaxeba yvela 
qveangariSTan dakavSirebuli gatarebebi. 

TanxaTa moZraobis uwyisis formaze gavlenas axdens mTavari 
menius punqtis dayeneba/awyoba CanarTis uwyisebi punqtis `operaciis 
dasaxeleba~ mniSvneloba. 

uwyisis forma damokidebulia agreTve imaze, Tu balansis romel 
ganyofilebas ganekuTvneba angariSi (aqtiuria, pasiuria Tu aqtiur-
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pasiuri) da gaaCnia Tu ara angariSs qveangariSebi. 
aqtiur-pasiuri angariSebisTvis naSTebi gamodis or grafaSi _ 

`saldo/debeti~ da ̀ saldo/krediti~, danarCeni angariSebisTvis gamodis 
erTi grafa. 

TiToeuli angariSisTvis Semosavali, gasavali da naSTi gamodis 
Tanxobrivi an raodenobriv-Tanxobrivi formiT. es damokidebulia 
angariSis aRricxvis formaze _ Tanxobrivia Tu raodenobriv-Tanxobrivi, 
agreTve niSanze `mxolod Tanxobrivi forma~,  romelic moTavsebulia 
mTavari menius punqtis dayeneba/awyoba CanarTSi uwyisebi.  

raodenobriv-Tanxobrivi aRricxvis SemTxvevaSi damatebiT Cans 
zomis erTeuli, fasi da raodenoba, xolo dokumentis forma emsgavseba 
sasawyobo aRricxvis formas. 

angariSis moZraobis naxva SeiZleba brunviTi uwyisis, mTavari  wignis, 
Wadrakuli uwyisis da Jurnal-orderuli uwyisis daTvalierebisas, Tu 
gamovyofT saWiro angariSs marTvis Rilakebis meSveobiT da davaWerT 
Rilaks Enter.

unda aRiniSnos, rom Wadrakuli uwyisis daTvalierebisas Tanxis 
moZraobis gamoZaxebiT Tqven miiRebT Wadrakuli uwyisis striqonis 
ganmsazRvreli angariSis brunvas sxva angariSTan (romelsac 
gansazRvravs Wadrakuli uwyisis sveti) korespondenciaSi. 

mTavari wignis, Jurnal-orderis da Jurnal-orderuli uwyisis 
daTvalierebisas SesaZlebelia Tqvens mier arCeul periodSi im 
angariSze Tanxis moZraobis miReba, romelic Seesabameba mTavari wignis 
an Jurnal-orderis (Jurnal-orderuli uwyisis) striqons. 

angariSis Tanxis moZraobis uwyisTan muSaobisas Tqven SegiZliaT 
moaxdinoT gatarebebis redaqtireba. 

amisaTvis kursori moaTavseT Sesabamis gatarebasTan da orjer 
daawkapeT. gamova `gatarebis redaqtirebis fanjara~, am fanjaraSi 
SegiZliaT moaxdinoT gatarebebis siis redaqtireba.

SesaZlebelia sameurneo operaciis `TariRi~, `dokumenti~ da 
`Sinaarsi~ velebis redaqtireba ganxorcieldes uSualod `TanxaTa 
moZraobis~ fanjaraSi. amisaTvis aucilebelia mTavari menius 
punqtis dayeneba/awyoba CanarTSi forma jgufis `cxrilis striqonSi 
redaqtirebis akrZalva~ punqtSi `TanxaTa moZraobis uwyisi~ niSnis 
moxsna. zeviT miTiTebuli velebis redaqtirebisaTvis sakmarisia 
kursori gadaaadgiloT operaciaze da mausis marcxena RilakiT 
daawkapoT saWiro velis mniSvnelobaze. 

SeniSvna!
romelime angariSis korespondenciaSi Tanxis moZraobis formirebisas 
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gamodis mxolod Semosavali da gasavali (naSTis gareSe). 
sur. 71. Tanxis moZraoba.

Wadrakuli uwyisi

Wadrakuli uwyisi miTiTebuli saangariSo periodisTvis asaxavs 
brunvebs angariSebis debetisa da kreditis mixedviT. striqonebSi 
asaxuli informacia damokidebulia Wadrakuli uwyisisTvis dayenebul 
parametrebze. 

zogadad, yoveli striqonisTvis SesaZlebelia gamoisaxos: 
• sadebeto brunvebi yvela mokorespondento angariSisTvis; 
• sakredito brunvebi yvela mokorespondento angariSisTvis;
• jamuri sadebeto brunvebi;
• jamuri sakredito brunvebi;
• naSTebi saangariSo periodis dasawyisSi; 
• naSTebi saangariSo periodis bolos.
cxrilis bolo striqoni Seicavs svetebis jamur mniSvnelobebs. 
Wadrakuli uwyisis misaRebad airCieT mTavari menius punqti 

uwyisebi/Wadrakuli uwyisi.
gamoCndeba fanjara, sadac unda miuTiToT Wadrakuli uwyisis 

parametrebi:
Tu gsurT romelime niSnis CarTva, maSin mausis kursori unda 

miiyvanoT CamrTvelTan da daaWiroT mausis marcxena Rilaks. Enter 
Rilakze daWeriT an mausis daxmarebiT OK  Rilakze daWeriT daiwyeba 
uwyisis formireba.

Tu ar agirCeviaT punqtebi `gaSlili brunva debetis mixedviT~ an 
`gaSlili brunva kreditis mixedviT~, maSin Wadrakuli uwyisi miiRebs 
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brunviTi uwyisis saxes. 
Wadrakul uwyiss gaaCnia svetebisa da striqonebis didi raodenoba, 

amitom rekomendebulia misi fanjara gaizardos programis fanjris 

zomebamde. 

sur. 72. Wadrakuli uwyisis parametrebis fanjara.
sur. 73. Wadrakuli uwyisi.

SeniSvna!
suraTze (sur. 73) naCvenebia Wadrakuli uwyisis fanjara, sadac 

Cans dokumentis mxolod fragmenti.
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mTavari wigni

mTavari wigni asaxavs saangariSo periodSi arCeuli angariSis 
(angariSebis) mixedviT naSTebsa da brunvebs saangariSo 
periodisaTvis. 

es saSualebas mogcemT Tvali adevnoT arCeuli angariSis brunvebisa 
da naSTis cvlilebebs TqvenTvis sasurveli sizustiT. 

uwyisis formirebis procesSi micemuli parametrebis mixedviT 
mTavari wigni SeiZleba Seicavdes Semdeg informacias:

• brunvebi mokorespondento angariSebTan;
• naSTebi saangariSo periodis bolos; 
• jamuri brunva.
mTavari wigni warmoadgens cxrils, romlis TiToeuli striqoni 

Seesabameba detalizaciis periods. 
Tu mTavari wignis formirebisas dayenebulia niSani `naSTebi~, maSin 

yvelaze pirveli striqoni Seicavs naSTebs periodis dasawyisisTvis.  
siis ukanaskneli striqoni Seicavs saangariSo periodis bolosTvis 

jamur mniSvnelobebs. 
nebismieri angariSisTvis mTavari wigni miiReba mTavari menius 

punqtis uwyisebi/mTavari wigni arCeviT, agreTve brunviTi uwyisis 
daTvalierebisas. 

mTavari wignis formirebisas saSualeba geZlevaT airCioT saWiro 
angariSi da daayenoT uwyisis parametrebi (maT Soris droiTi 
detalizacia): 

sur. 74. mTavari wignis parametrebis fanjara.

Tu mTavari wignis formirebas axdenT brunviTi uwyisidan, maSin 
SegiZliaT airCioT mxolod is angariSi, romlisTvisac dgeba uwyisi. 
am SemTxvevaSi gamoyenebul iqneba dokumentis mimdinare parametrebi. 
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sur. 75. mTavari wigni.

mTavar wignTan muSaobisas Tqven SegiZliaT miiRoT TanxaTa moZraobis 
uwyisi angariSis mixedviT detalizaciis nebismieri periodisTvis. 
amisaTvis svetSi `TariRi~ kursori daayeneT TqvenTvis saintereso 
periodis adgilas da daaWireT Rilaks Enter. am moqmedebis Sesruleba 
SeiZleba mausis saSualebiTac, saWiro grafaze orjer dawkapebiT. 

Jurnal-orderi

Jurnal-orderSi asaxulia sakredito brunva Tqvens mier miTiTebuli 
angariSis mixedviT saangariSo periodSi miTiTebuli detalizaciiT. 
misi forma mTavari wignis formis analogiuria. gansxvaveba maT Soris 
aris is, rom Jurnal-orderis awyobis parametrebSi niSnebi `sruli 
brunva debetis mixedviT~ da `gaSlili brunva debetis mixedviT~ 
amorTulia da Sesabamisad sadebeto brunvebi ar Cans.

Jurnal-orders viZaxebT mTavari menius punqtiT uwyisebi/
Jurnal-orderi, agreTve brunviTi uwyisis da naSTTa uwyisis 
daTvalierebisas.

Jurnal-orderuli uwyisi

Jurnal-orderuli uwyisi warmoadgens Tqvens mier arCeuli 
angariSis mixedviT sadebeto brunvas saangariSo periodSi mocemuli 
detalizaciiT. misi forma mTavari wignis formis analogiuria. 
gansxvaveba maT Soris aris is, rom Jurnal-orderuli uwyisis awyobis 
parametrebSi niSnebi ̀ sruli brunva kreditis mixedviT~ da ̀ gaSlili 
brunva kreditis mixedviT~ amorTulia da Sesabamisad sakredito 
brunvebi ar Cans.
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Jurnal-orderul uwyiss viZaxebT mTavari menius punqtiT uwyisebi/
Jurnal-orderuli uwyisi,  agreTve brunviTi uwyisis daTvalierebisas, 
vdgebiT saWiro angariSze da xels vaWerT Enter.

Jurnal-orderuli uwyisi SeiZleba gamoisaxos rogorc Tanxobrivi, 
ise raodenobriv-Tanxobrivi formiT. 

masTan muSaoba xdeba mTavar wignTan muSaobis analogiurad.

sur. 76. Jurnal-orderuli uwyisis  parametrebis fanjara.

sur. 77. Jurnal-orderuli uwyisi.
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sur. 78. uwyisebi Jurnal-orderebisaTvis.

materialuri angariSi

materialuri angariSi saSualebas iZleva vnaxoT Cvens mier arCeuli 
angariSis brunva Tavis mokorespondento angariSebTan (qveangariSebTan) 
cal-calke, agreTve jamuri brunvebi da naSTebi saangariSo periodis 
bolos da dasawyisSi. materialuri angariSi saSualebas iZleva vnaxoT 
Cvens mier arCeuli angariSi yvela Tavis mokorespondento angariSTan 
(qveangariSTan) erTad, agreTve mocemuli angariSisTvis saangariSo 
periodis dasawyissa da boloSi jamuri brunvebi da naSTebi. igi dgeba 
arCeuli angariSisTvis miTiTebuli qveangariSis donis mixedviT. 

materialuri angariSis forma warmoadgens cxrils, romlis 
striqonebi Seicaven informacias Tqvens mier arCeuli angariSis an 
angariSebis (Tu Tqven ramdenime angariSi miuTiTeT) qveangariSebis 
Sesaxeb. cxrilebis Sinaarsi damokidebulia uwyisis formirebisas 
Tqvens mier miTiTebul parametrebze.

zogad SemTxvevaSi TiToeuli striqonisTvis SeiZleba asaxul iqnas 
Semdegi informacia: 

• angariSis kodi;
• angariSis dasaxeleba;
• saldo saangariSo periodis dasawyisSi;
• brunvebi yvela mokorespondento angariSTan; 
• saldo saangariSo periodis bolos. 
siis ukanasknel striqonSi gamoisaxeba yvela striqonis jamuri 

mniSvnelobebi. 
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informacia SeiZleba gamoisaxos Tanxobrivi an raodenobriv-
Tanxobrivi saxiT, angariSis aRricxvis tipis mixedviT da mTavari 
menius punqtis uwyisebi CanarTis dayeneba/awyoba niSnis `mxolod 
Tanxobrivi~ mixedviT. 

materialuri angariSis daTvalierebisas SesaZlebelia miiRoT 
TanxaTa moZraobis uwyisi mokorespondento angariSebis gaTvaliswinebiT. 
amisaTvis kursori daayeneT Sesabamis grafaze da daaWireT Rilaks 
Enter. 

materialuri angariSi formirdeba:
• brunviT an naSTTa uwyisebTan muSaobisas Enter Rilakze 

daWeriT;
• mTavari menius punqtidan uwyisebi/materialuri angariSi.
amis Semdegac gamodis dialoguri fanjara,  sadac SeiZleba miuTiToT 

uwyisebis parametrebi da airCioT angariSi, romlis mixedviTac unda 
moxdes uwyisis formireba: 

sur. 79. materialuri angariSis parametrebis fanjara.

Rilakze daWeris Semdeg formirdeba materialuri angariSis uwyisi 
miTiTebuli angariSis mixedviT: 
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sur. 80. materialuri angariSi

materialuri angariSi Zalian mosaxerxebelia, magaliTad,  Tu gsurT 
naxoT yvela ZiriTadi saSualebis uwyisi erTdroulad, miuTiTeT 
angariSis velSi 21*. Tu gsurT naxoT is cveTis angariSebTan erTad 
unda miuTiToT: 21*;22*.

Jurnal-orderuli formebi

Jurnal-orderuli formebis gamoyenebiT Tqven miiRebT mTavari 
wignis, Jurnal-orderis, Jurnal-orderuli uwyisis, Wadrakuli 
uwyisis, materialuri angariSis analogiur uwyisebs. magram zemoT 
dasaxelebuli dokumentebisagan gansxvavebiT Jurnal-orderuli 
formebis gamoyenebiT dokumentis formirebisas Tqven ar mogiwevT 
parametrebis dayeneba. 

Jurnal-orderuli formebis gamoyenebisaTvis sakmarisia adre 
gansazRvruli uwyisebidan airCioT TqvenTvis sasurveli forma. yvela 
es forma inaxeba siaSi, romelic dayofilia jgufebad: 

• Jurnal-orderebi;
• Jurnal-orderuli uwyisebi;
• mTavari wignebi;
• materialuri angariSebi;
• Wadrakuli uwyisebi;
• sxva.
TqvenTvis saWiro Jurnal-orderuli formis safuZvelze uwyisis 

Sesadgenad SeasruleT Semdegi moqmedebebi: 
1. airCieT mTavari menius punqti uwyisebi/Jurnal-orderuli 

formebi.
gamova fanjara `Jurnal-orderuli formebi~, romelsac aqvs 

qvesaTauri `jgufi~ da romelic Seicavs im jgufTa sias, romelsac 
ganekuTvneba Jurnal-orderuli formebi. 
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sur. 81. Jurnal-orderuli formebis jgufTa sia.

2. marTvis ↑ da ↓ Rilakebis daxmarebiT airCieT jgufi, romelsac 
miekuTvneba TqvenTvis saWiro forma da daaWireT Rilaks Enter. igives 
gakeTeba SeiZleba mausis saSualebiT. amisaTvis orjer daawkapeT 
TqvenTvis saWiro striqonze. 

Sedegad jgufebis sia Seicvleba Tqvens mier arCeuli jgufis 
formebis siiT, qvesaTauri gaxdeba `dasaxeleba~:

sur. 82. Jurnal-orderebis sia.
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siaSi TiToeuli formisaTvis gamoisaxeba angariSis da formis 
dasaxeleba, romlis mixedviTac formirdeba uwyisi. 

jgufebis siaSi dasabruneblad daaWireT Rilaks Esc an mausis 
meSveobiT airCieT Rilaki  fanjris zeda marcxena kuTxeSi. 

3. marTvis ↑ da ↓ Rilakebis daxmarebiT airCieT TqvenTvis sasurveli 
formis Semcveli striqoni da daaWireT Rilaks Enter. igives gakeTeba 
SeiZleba mausis meSveobiT. amisaTvis mausis marcxena RilakiT orjer 
daawkapeT saWiro striqonze. 

am moqmedebebis Sesrulebis Semdeg miiRebT arCeuli Jurnal-
orderuli formis Sesabamis uwyiss.

sur. 83. Jurnal-orderi.

am dokumentTan muSaoba zemoT aRweril dokumentebTan (mTavari wigni, 
Jurnal-orderi, Wadrakuli uwyisi da sxva) muSaobis analogiuria.

miRebul uwyisSi SegiZliaT miiRoT TanxaTa moZraobis uwyisi sxva 
angariSTan korespondenciaSi detalizaciis arCeul periodSi. amisaTvis 
airCieT is ujredi, romelic imyofeba TqvenTvis sasurveli periodis 
striqonisa da sasurveli angariSis svetis gadakveTaze da daaWireT 
Rilaks Enter.

uwyisidan SegiZliaT gadaxvideT konkretuli sameurneo operaciisa 
da misi Sesabamisi gatarebebis redaqtirebaze. 

siaSi axali formis damateba da TiToeuli formisaTvis parametrebis 
redaqtireba SegiZliaT ganaxorcieloT mTavari menius punqtidan 
dayeneba/Jurnal orderuli formebi.

TiToeul standartul Jurnal-ordersa an Jurnal-orderul 
uwyiss SesaZlebelia mieTiTos nomeri, detalizacia, angariSi, 
angariSis Sabloni an angariSebi, agreTve formis ekranze gamosaxvis 
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parametrebi.
fanjridan `forma~ SesaZlebelia sxva Jurnal-orderul formebze 

gadasvla. amisTvis unda gamoviyenoT siaSi gadasaadgilebeli Rilakebi, 
romlebic ganlagebulia fanjris qveda marjvena kuTxeSi. sxva Jurnal-
orderul formaze gadasvlisas Setanis velSi ganxorcielebuli 
cvlilebebi avtomaturad Seinaxeba.

parametrebis redaqtirebis dasrulebis Semdeg,  daaWireT Rilaks 
Enter an mausis meSveobiT airCieT Rilaki `OK~. Jurnal-orderuli 
formebis siasTan muSaobisas Tqven SegiZliaT axali formebis damateba, 
arsebulis redaqtireba da arasaWiro formebis waSla.
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Tavi 6

dokumentebi

moqmedi sabuRaltro da sagadasaxado kanonmdeblobis Sesabamisad 
sameurneo operaciebi unda iyos dokumenturad dasabuTebuli, e.i. 
TiToeul sameurneo operacias, rogorc wesi axlavs erTi an ramdenime 
dokumenti.

unda aRiniSnos, rom programa ̀ info buRalteri~ iZleva saSualebas 
sameurneo operaciebis JurnalSi SevitanoT informacia ̀ dokumentidan~. 
buRaltris mier dokumentis Sevsebis safuZvelze avtomaturad 
formirdeba da xdeba sameurneo operaciebis JurnalSi im operaciis 
Setanis SeTavazeba (SeiZleba masze uaris Tqmac!), romlebic am 
dokumentiT dadasturebul sameurneo saqmianobis faqtebs asaxavs.

dokumentis Sevsebisas sakmarisia SevitanoT informacia dokumentis 
Sesabamis velebSi. umravles SemTxvevebSi es dokumenti warmoadgens 
`qaRaldis~  dokumentis analogs (mis `eleqtronul asls~). 
dokumentSi Setanis velebis nawili ivseba ̀ xeliT~,   xolo danarCeni 
– avtomaturad Setanili da agreTve im informaciis safuZvelze, 
romelic arsebobs sameurneo operaciebis JurnalSi, rekvizitebisa da 
gansazRvrebebis cxrilebSi. 

programa ̀ info buRalterSi~ arsebobs pirveladi, saangariSgebo da 
sxva dokumentebis didi raodenoba,  romlebic zustad Seesabamebian 
dadgenil nimuSebs. garda amisa, programaSi SesaZlebelia gansxvavebuli 
sakuTari dokumentebis Seqmnac, romlebic gamoiyeneba mxolod Tqvens 
buRalteriaSi. Tqven SegiZliaT SeqmnaT axali blanki an moaxdinoT 
ukve arsebulis redaqtireba. e.w. blankebis redaqtoris daxmarebiT. 

dokumentis arCeva Sesavsebad
mTavari menius punqtSi dokumentebi xdeba pirveladi dokumentebisa 

da uwyisebis damuSaveba, agreTve dokumentebis arqivebTan muSaoba.
mocemuli ganyofileba moicavs Semdeg punqtebs:

dokumentebis (blankebis) Sevseba da gadaTvla;
dokumentebis gamoZaxeba arqividan;
dokumentebis sia xSirad gamoyenebadi dokumentebis CamonaTvali. 

am ganyofilebaSi SesaZlebelia menius punqtebis damateba, romelic 
pirdapir gamoiZaxebs konkretul blanks. amisaTvis gamoiyeneba menius 
punqtis dayeneba/awyoba CanarTi meniu.
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dokumentis Sevseba

mTavari menius punqti dokumentebi/Sevseba gankuTvnilia dokument-
ebis formirebisaTvis. menius am punqtis arCevisas Tqven SegiZliaT 
SeitanoT aucilebeli informacia Setanis velebSi, xolo Semdeg 

amobeWdoT gamzadebuli dokumenti.
zogierTi dokumentisaTvis monacemebis nawili unda SevitanoT ̀ xeliT~ 

sur. 84. Gganyofileba `bankis~ arCeva dokumentebis siidan.

sur. 85. sagadaxdo davalebis blankis arCeva ganyofilebidan `banki~.
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(TariRi, Tanxa, angariSis kodi da a.S.). zogierTi dokumentisaTvis 
SesaZlebelia sruli avtomatizaciis ganxorcieleba.

blankis Sevsebis win aucilebelia SemoTavazebuli siidan airCioT 
ganyofileba, romelsac ganekuTvneba es blanki (sur. 84), xolo Semdeg 
am ganyofilebis blankebis siidan airCioT konkretuli blanki (sur. 
85).

nebismieri blankis Sevseba Sedgeba sami etapisagan:
1. monacemebis xeliT Seyvana Setanis velebSi  (Tu aseTi velebi 

arsebobs);
2. blankis avtomaturi damuSavebaa m etapze xorcieldeba sameurneo 

operaciebis formireba da Cawera (Tu misi formireba gaTvaliswinebulia 
dokumentSi). formulebis gaangariSebisas SesaZlebelia gamoyenebul 
iqnes Tqvens mier adre Setanili monacemebi;

3. monacemebis gamosatani velebis avtomaturi Sevseba.
dokumentebis Sevsebisas Setanis velebi gankuTvnilia gansazRvrul 

grafebSi monacemebis Sesatanad. TiToeul Setanis vels Seesabameba 
unikaluri cvladi, romlis tipic ganisazRvreba grafis parametrebSi. 
Setanis velebis SigTavsi SeiZleba Seinaxos arqivSi da wakiTxul 
iqnes arqividan. Setanis velebis TanmimdevrobiTi Sevseba xorcieldeba 
ENTER an TAB RilakebiT.

striqonis tipis Setanis velSi SegiZliaT SeitanoT nebismieri 
simboloebis Tanmimdevroba klaviaturidan. 

angariSis tipis velSi Tqven SegiZliaT SeiyvanoT angariSis kodi 
rogorc klaviaturidan, aseve grafasTan mibmuli angariSTa gegmidan.

ricxviTi tipis velis Sevseba SesaZlebelia rogorc klaviaturidan, 
aseve grafaze mibmuli kalkulatoridan.

Tu Setanis grafa TariRis tipisaa,  maSin Sesatani mniSvneloba 
SeiZleba SevitanoT klaviaturidan formatiT dd.TT.ww an dd.TT.
wwww (magaliTad 06.02.2011). TariRis Setana  SeiZleba saWiro iyos 
uwyisebisTvis saangariSo periodis dayenebisas, dokumentebis Sevsebisas 
da sxva SemTxvevebSi.

F2 Rilakze an  Rilakze daWeriT, romelic moTavsebulia 

TariRis Sesatani velis marjvniv, gadavdivarT kalendarze TariRis 
asarCevad.
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redaqtireba/gadaTvla

am funqciis arCevisas moxdeba gaxsnili dokumentis gadaTvla. 
funqcia gamoiyeneba dokumentebis (blankebis) formirebisas. 

am funqciis gamosaZaxeblad SeasruleT erT-erTi Semdegi 
moqmedebebidan: 

• daaWireT Rilaks  instrumentebis panelze;

• daaWireT Rilaks F9 an Ctrl+Enter klaviSebis kombinacias;
• airCieT mTavari menius punqti redaqtireba/gadaTvla.
ramdenime wamSi formirdeba dokumenti. 
Sevsebuli dokumenti SegiZliaT SeinaxoT arqivSi. amisaTvis 

SeasruleT erT-erTi Semdegi moqmedebebidan:

• Tagvis meSveobiT daaWireT Rilaks  instrumentebis panelze;

• airCieT mTavari menius punqti faili/Senaxva.
Tu blankis Sesanaxad ar gamoiyenebT Senaxvis zemoT moyvanili 

brZanebebidan erT-erTs, maSin dokumentidan gamosvlisas programa 
TviTon SegekiTxebaT Senaxvis Sesaxeb.

Sevsebuli dokumenti SeiZleba Seinaxos calke failad teqstis 
saxiT.  teqsturi saxiT Senaxuli dokumentis redaqtireba SesaZlebelia 
nebismier teqstur redaqtorSi.

sur. 86. blankebis ganyofilebis arCeva arqividan.
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sur. 87. sagadaxdo davalebis arCeva arqivis ganyofilebidan. `banki~.

dokumentebis arqivi

Tqvens mier formirebuli dokumentis Semavali grafebi SesaZlebelia 
Senaxul iqnen arqivSi Semdgomi gamoyenebisaTvis.

dokumentis identifikacia arqivSi xorcieldeba miTiTebuli velebis 
mixedviT,  agreTve arqivSi Setanis TariRisa da  drois mixedviT.

arqivSi inaxeba mxolod Setanis velis mniSvnelobebi,  amitom Setanis 
velebis armqone blankebis Senaxva arqivSi SeuZlebelia.

mTavari menius punqtidan dokumentebi/arqivi Tqven SegiZliaT mimarToT 
Tqvens mier adre Setanili dokumentebis arqivs. dokumentebis arqivis 
warmoeba xdeba cal-calke TiToeuli blankisaTvis da warmoadgenen 
.bar gafarToebis failebs, isini inaxeba BLANKS katalogSi.

sur. 88. Sevsebuli sagadaxdo davalebis arCeva arqividan.

arqivis dokumentis asarCevad SeasruleT Semdegi moqmedebebi:
1. airCieT mTavari menius punqti  dokumentebi/arqivi.
gamova fanjara `blankis arCeva arqividan~ (sur. 86), romelic 
Seicavs dokumentebis ganyofilebebis sias.
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sur. 89. blankis arqividan sagadaxdo davalebis amorCeva.

2. ganyofilebebis siidan airCieT ganyofileba, romelsac ganekuTvneba 
TqvenTvis saintereso dokumenti (sur. 87).zemoT aRwerili moqmedebebis 
Sesrulebis Semdeg striqonSi `blankis arCeva arqividan~ fanjris 
saTaurs emateba Tqvens mier arCeuli ganyofilebis dasaxeleba, xolo 
sia Seicavs am ganyofilebis blankebs. fanjris qvesaTauri Seicavs 
striqons `forma~. 

3. dokumentebis siidan airCieT blanki, romlis arqivis gamoyenebac 
gsurT.amis Semdeg ekranze gamoCndeba fanjara saTauriT `blankis 
arqivi...~ (sur. 88). es fanjara Seicavs mocemuli blankis yvela 
dokuments, romelic arqivSia Senaxuli. Tu magaliTad Tqven ukve 
SeavseT sagadaxdo davalebis blanki da monacemebi SeinaxeT arqivSi, 
maSin naxavT sagadasaxado davalebebis sias. Tu Tqven gsurT dabrundeT 
blankebis siaSi, daxureT fanjara `arqividan arCeva~ Esc Rilakze an 

daWeriT, SesaZlebelia agreTve  `Cancel~ Rilakis gamoyeneba.
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sur. 90. blankis failis gaxsna.

4. marTvis Rilakebis gamoyenebiT ↑ da ↓,  airCieT siidan saWiro arqivis 
dokumenti da daaWireT Rilaks Enter. igives gakeTeba SesaZlebelia 
mausis gamoyenebiT, saWiro dokumentze orjer dawkapebiT.

zemoT aRwerili moqmedebebis Sesrulebis Semdeg gamosul blankSi 
Setanis velebi Sevsebuli iqneba.

axla Tqven SegiZliaT redaqtireba gaukeToT dokumentis Setanis 
velebs da gadaTvaloT blanki.

gansazRvruli blankis arqivis gamoZaxeba SesaZlebelia Semdegi 
punqtidanac dokumentebi/Sevseba, instrumentebis panelze Rilakis 

daWeriT , an mTavari meniudan faili/gaxsna punqtis arCeviT.

Tqvens mier arCeuli blankis arqivis dokumentebis siis 
daTvalierebisas SeiZleba siidan waiSalos nebismieri dokumenti.

arqivebis gaerTianeba

arqivebis gasaerTianeblad viqceviT Semdegnairad:
1. blankis Sevsebis reJimSi SeasruleT erT-erTi Semdegi 

moqmedebebidan:
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sur. 91. arqividan Canawerebis waSlis dadastureba.

instrumentebis panelze daaWireT Rilaks .

airCieT menius punqti faili/gaxsna. ekranze gamoCndeba fanjara 
`blankis arqivi~, romelic moicavs mimdinare blankis dokumentebis 
arqivs. am fanjaras qveda nawilSi aqvs oTxi Rilaki (sur. 89).

2 daaWireT Rilaks gaerTianeba. ekranze gamoCndeba fanjara ̀ blankis 
failis gaxsna~ (sur. 90), romelic moicavs katalogis BLANKS 
yvela failis arqivs. 

3. airCieT arqividan TqvenTvis saWiro blanki da daaWireT Rilaks 
Open. miTiTebuli moqmedebebis Sesrulebis Semdeg fanjris `blankis 
arqivi~ SigTavss daemateba gasaerTianebeli failis dokumentebi.

arqividan Canaweris waSla

fanjridan `arqivis arCeva~ SeiZleba arqivSi Senaxuli romelime 
dokumentis waSla.

amisaTvis SesaZloa Sesruldes erT-erTi Semdegi moqmedebebidan:

• instrumentebis panelze daaWireT Rilaks 

• daaWireT Rilakebs F8 an Del
• airCieT mTavari menius punqti redaqtireba/waSla.
programa moiTxovs dokumentis arqividan moniSnuli Canaweris 

waSlis dadasturebas (sur. 91):
`Yes~ Rilakze daWerisas moniSnuli Canaweri arqividan waiSleba, 

xolo `No~ Rilakze daWerisas Canaweri ar waiSleba da dabrundebiT 
dokumentis arqivis fanjaraSi.
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Tavi 7

beWdva

mimdinare dokumentis, uwyisis grafikis an teqstis dasabeWdad 
SeasruleT erT-erTi Semdegi moqmedebebidan: 

• daaWireT Rilaks  instrumentebis panelze;
• beWdviswina daTvalierebis reJimSi yofnisas daaWireT Rilaks 

`beWdva~ an `gv. beWdva~; 
• daaWireT Rilaks F3;
• airCieT mTavari menius punqti faili/beWdva. 
beWdvaze gamotanis win gamova dialoguri fanjara `beWdva~, 

romelSic unda miuTiToT beWdvis parametrebi:

sur. 92. beWdvis fanjara.

SeniSvna!
mocemuli fanjris forma gansxvavdeba printeris sxvadasxva 

modelisaTvis.

operaciebi/Jurnalis  reJimidan beWdva funqciaze mimarTvisas 
daibeWdeba sameurneo operaciebis Jurnali an moniSnuli sameurneo 
operaciebi.  

menius punqtidan dokumentebi/Sevseba blankis Sevsebis Semdeg 
funqcia beWdvis daxmarebiT SegiZliaT dabeWdoT Sevsebuli dokumenti 
(blanki).
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mTavari menius punqtis uwyisebi  Cadgmul uwyisebTan muSaobisas 
beWdva funqciaze mimarTvis Sedegad daibeWdeba es uwyisebi an misi 
moniSnuli nawili. 

dayeneba/angariSTa gegmis  reJimSi muSaobisas beWdva funqciaze 
mimarTvisas daibeWdeba angariSTa gegma an misi gamoyofili nawili. 

dayeneba/sawyisi naSTebis reJimSi muSaobisas beWdva funqciaze 
mimarTvisas daibeWdeba angariSebis sawyisi naSTebi. 

faili/redaqtoris (an dayeneba/tipiuri operaciebi-s da dayeneba/
blankebis ) reJimSi muSaobisas beWdva funqciaze mimarTvisas daibeWdeba 
teqsti, romlis redaqtirebasac vaxdenT. 

beWdva

monacemTa diapazoni, romelic unda daibeWdos, SeiZleba iyos 
mTliani dokumenti, mimdinare gverdi an gamoyofili fragmenti.

failSi beWdva

esaa dokumentis beWdva failSi pirdapir printerze gamotanis 
nacvlad. am dros unda miuTiToT failisa da im saqaRaldis saxeli, 
romelSic unda moTavsdes. 

Tviseba

beWdvis parametrebis awyoba. es parametrebi damokidebulia 
printeris tipze.

aslTa raodenoba

dasabeWdi dokumentis aslTa raodenobis misaTiTebeli veli. 

aslebad danawevreba

Tu ibeWdeba dokumentis ramdenime asli, beWdva SesaZlebelia 
ganxorcieldes aslebad daxarisxebiT an mis gareSe.

furclis zoma

gamoyenebuli furclis an konvertis zoma. siidan airCieT saWiro 
zoma (rekomendirebulia zoma A4). Tu mocemul printerze SesaZlebelia 
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arastandartuli zomis furclis beWdva, airCieT niSani ̀ Other~, xolo 
Semdeg miuTiTeT saWiro sigrZe an sigane.

sur. 93. printeris prametrebis fanjara. 

orientacia

igulisxmeba gverdze dokumentis orientacia (vertikaluri an 
horizontaluri).

qaRaldis miwodeba

uTiTebs, Tu saidan unda miewodos saWiro zomis qaRaldi. 
printerebis sxvadasxva modelebs sxvadasxvanairad sWirdeba qaRaldis 
miwodeba. 
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masala

gamoyenebuli qaRaldis xarisxi. ar airCioT parametri ̀ gamWvirvale~, 
Tu gamoiyeneba Cveulebrivi qaRaldi. aman SeiZleba gamoiwvios saRebavis 
zedmeti xarjva da beWdvis xarisxis gafuWeba.

beWdvis parametrebis dayeneba

mTavari menius punqti faili/beWdvis parametrebis dayeneba 
saSualebas gaZlevT gansazRvroT amosabeWdi dokumentis parametrebi. 
Tqven SegiZliaT nebismierad SecvaloT gverdis parametrebi (mindvrebi 
da daSorebebi), masStabi da agreTve printeris parametrebi. 

beWdvis parametrebis dayeneba xorcieldeba dialogur fanjaraSi 
`beWdvis parametrebi~.

beWdviswina daTvaliereba

Tqven saSualeba geZlevaT ixiloT dokumenti iseTi, rogoric 
gamoisaxeba qaRaldze, xolo Semdeg amobeWdoT mTeli dokumenti an 
mimdinare gverdi. amisaTvis unda gamoiZaxoT beWdviswina daTvaliereba 
erT-erTi xerxiT:  

• daaWireT Rilaks   instrumentebis panelze; 

• airCieT mTavari menius punqti faili/beWdviswina daTvaliereba. 
am reJimSi Tqven SegiZliaT ixiloT da aawyoT dasabeWdi dokumentis 

(blankis), uwyisis, teqstis an romelime sxva formis saxe, rac eqneba 
qaRaldze dabeWdvisas. 

ekranze ixilavT dokuments Semcirebuli saxiT. 
Tqven SegiZliaT vizualurad SeafasoT beWdvis parametrebi, velebis 

zomebi, masStabi, furclis orientacia da dasabeWdi dokumentis sxva 
parametrebi. es saSualebas mogcemT dokumenti optimalurad ganaTavsoT 
furcelze. 

erTze met gverdiani formebisaTvis arsebobs gverdebis saTiTaod 
daTvalierebis da danomrvis saSualeba. programa optimalurad dayofs 
dokuments gverdebad da saSualebas mogcemT daibeWdos an mTliani 
forma an formis garkveuli nawilebi. 

garda amisa, beWdviswina daTvalierebis reJimSi SesaZlebelia 
beWdvis parametrebis dayeneba. SegiZliaT daayenoT masStabis xeliT 
an avtomaturi arCeva, SecvaloT furclis mindvrebis zomebi, daayenoT 
furclis formati (mag. A4, A5 an romelime sxva formati, dasaSvebia 
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agreTve arastandartuli formatis miTiTeba), dokumentis nawilis 
beWdvis miTiTeba, orientaciis miTiTeba: vertikaluri (wignuri) an 
horizontaluri (albomuri).  

TiToeuli formisaTvis parametrebi damaxsovrebuli iqneba 
individualurad da avtomaturad rCeba am formis Semdgomi 
beWdvisas.

formis daTvalierebis fanjris zeda nawilSi ganTavsebulia 
daTvalierebis reJimis instrumentebis damatebiTi paneli:

sur. 94. beWdviswina daTvalierebis fanjris meniu.

daTvalierebis reJimSi muSaobisas SesaZlebelia TiToeuli Rilakis 
Sesaxeb informaciis operatiulad miReba, masze mausis mimTiTeblis 
dayenebiT.

dasabeWdi dokumentis beWdviswina daTvalierebis reJimidan 
gamosasvlelad daaWireT Rilaks `daxurva~.
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Tavi 8

awyoba

programis zogadi parametrebi

programis parametrebis dasayeneblad gamoiyeneba mTavari menius 
punqti dayeneba/awyoba. 

programis parametrebis Secvla SesaZlebelia erTi fanjridan, 
romelic 11 CanarTisagan Sedgeba. yvela CanarTSi parametrebis awyoba 
dalagebulia funqciuri daniSnulebis mixedviT, xolo erTi saxis an 
daniSnulebis mixedviT erTgvarovani parametrebi dayofilia jgufe-
bad. yovelive es uzrunvelyofs saWiro parametris swraf da iol 
Zebnas. parametrebis jgufs aqvs saerTo saTauri da zis CarCoSi (sur. 
95), rac momxmarebels saSualebas aZlevs advilad mixvdes saWiro 
parametris daniSnulebas.

sur. 95. awyobis fanjara.
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ganvixiloT  fanjris ~awyoba~ yvela CanarTi dawvrilebiT.

sur. 96. awyobis fanjris CanarTebi.

CanarTi `sameurneo operaciebi~
am fanjaraSi warmodgenilia yvela is parametri, romelic sa-

Sualebas iZleva Seicvalos Jurnalis saxe da monacemebis asaxvis 
Tanmimdevroba.

sur. 97. CanarTi samurneo operaciebi.

parametrebis jgufi `gamoCena~
parametris CasarTavad moniSneT Sesabamisi veli. 

parametrebis jgufis `gamoCena~

daniSnulebaAda Sinaarsi 
am jgufis parametrebi saSualebas iZleva ganisazRvros im in-

formaciis Sinaarsi da gamotanis saxe, romelic aisaxeba sameurneo 
operaciebis JurnalSi (soJ).
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parametrebi jgufis `samuSao periodis 

SezRudva~ Sinaarsi da daniSnuleba

dasaxeleba komentari

gatarebebis fanjara 

gaCumebiT-

Tu mocemuli parametri dayenebulia, soJ-
is Tvalierebisas ekranis qveda nawilSi 
gamodis gatarebebis fanjara, romelSic 
gamoisaxeba arCeuli operaciis gatarebebi.

dokumentis nomeri gaCume-

biT-

Tu mocemuli parametri dayenebulia, 
soJ-is operaciis TariRis qveS gamois-
axeba dokumentis nomeri (sxva SemTx-
vevaSi dokumentis nomeri ar gamodis).

samuSao adgilis nomeri 
gaCumebiT - 

es parametric gansazRvravs gamoCndes Tu ara 
im samuSao adgilis nomeri, saidanac Setani-
li iqna operacia soJ-Si. Tu niSani dayenebu-
lia,  maSin samuSao adgilis nomeri aisaxeba.

gatarebebi operaciebTan 
erTad gaCumebiT - 

Tu parametri dayenebulia, maSin soJ-Si 
gatarebebi aisaxebian TiToeuli op-
eraciis gverdiT. asaxvis aseTi forma 
mosaxerxebelia mTeli Jurnalis an misi 
nawilis beWdvisas. am dros parametri 
`gatarebebis fanjara~ SeiZleba amoirTos.

pirveli gatarebis Tanxa 
gaCumebiT - 

Tu parametri dayenebulia,  maSin soJ-is gra-
faSi ̀ Tanxa~ gamotanili iqneba operaciis  
pirveli (an erTaderTi) gatarebis Tanxa. 

mTeli operaciis Tanxa 
gaCumebiT-

Tu mocemuli parametri dayenebulia, maSin 
soJ-is grafaSi ̀ Tanxa~ gamodis operaciis 
yvela gatarebis Tanxebis jami. Aamis miR-
weva SesaZlebelia mxolod parametris 
`pirveli gatarebis Tanxa~ dayenebisas. 

mimdinare operacia fil-
tris cvlilebisas gaCume-
biT - 

am parametris dayeneba SeuZlebelia param-
etris `gatarebebi operaciebTan erTad~ 
dayenebisas. 

parametrebis jgufi `samuSao periodis

SezRudva~ 

     am jgufis parametrebi saSualebas iZleva SeizRudos sam-
uSao periodi. Pprograma ̀ info buRalterSi~ samuSao periodSi 
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igulisxmeba droiTi diapazoni ̀ TariRebis diapazoni~, romelTa 
farglebSi daSvebulia sameurneo operaciis Setana. 

                                                                                
             sur. 98.                   sur. 99.
      parametrebis jgufi, samuSao    samuSao periodis SezRudva
          periodis SezRudva

   gaCumebiT daye ne bulia parametri `ara~. am parametris 
SecvlisaTvis aucilebelia miviyvanoT mausis maCve ne beli am 
parametris velTan (sur. 98) da davawkapoT klaviSiT. Ggaixs-
ne ba samuSao periodis SezRudvis parametrebis sia (sur. 99). 
iq idan  aucilebelia amovirCioT Cve nTvis saWiro SezRudvis 
periodi.

dasaxeleba komentari

ara dayenebulia gaCumebiT samuSao periodi ar izRudeba

saangariSo periodiT samuSao periodi SezRuduli iqneba im 
saangariSo periodiT,  romelic dayen-
ebulia mTavari menius punqtSi:
uwyisebi/saangariSo periodi.

mimdinare kvartliT samuSao periodi SezRuduli iqneba 
mimdinare kvartliT, romelSic xvdeba 
mimdinare TariRi.

mimdinare TviT samuSao periodi SezRuduli iqneba mim-
dinare TviT,  romelSic xvdeba mimdinare 
TariRi.
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nebismierad samuSao periodis sazRvrebi aisaxeba  
momxmareblis mier sawyisi da saboloo 
TariRebis velebSi,  romlebic aqtiur-
deba am parametris amorCevisas.

samuSao adgili nomeri 
gaCumebiT - 

mkacrad izRudeba soJ-Si redaqtirebis 
SesaZlebloba, soJ-Si asaxuli pirveli 
operaciis TariRidan im TariRamde, 
romelsac gansazRvravs momxmarebeli. 
SezRudva moqmedebs, Tu dayenebulia 
alami

sxva parametrebi

striqonebis  raodenoba gatarebebis fanja-

raSi
    am parametriT regulirdeba gatarebebis fanjaraSi xiluli 
gatarebebis (striqonebis) raodenoba (gaCumebiT daye ne bulia 
3, sur. 100.). Tumca SegiZliaT daaye noT nebismieri mniSvneloba 
1-dan 15-mde.

   sur. 100. striqonebis raodenoba gatarebis fanjaraSi.
  
   unda aRiniSnos, rom am parametris daye ne ba SesaZlebelia 
mxolod maSin, Tu aqtiuria `gatarebebis fanjara~,  romelic 
zemoT ganvixileT.

sveti `damat.~

   rogorc ukve iTqva, soJ-Si (ixileT sameurneo operaciebis 
Jurnali, gv. 65) grafaSi `damat.~

sur. 101. sameurneo operaciebis JurnalSi sveti `damateba~.
   

 aisaxeba informacia amorTuli operaciebis Sesaxeb (svetSi 
`damat.~ – simbolo `+~), aseve erT operaciaSi CarTuli da 
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amorTuli gatarebebis Sesaxeb (svetSi `damat.~ – simbolo 
`+/-~). rogorc suraTze Cans, es grafa SeiZleba mudmivad 
aisaxos (parametri `diax~), saerTod ar aisaxos, an aisaxos 
mxolod maSin, roca gvaqvs amorTuli operaciebi da gatare-
bebi (parametri avtomaturad). ukanaskneli reJimi dayenebulia 
gaCumebiT.

CanarTi `uwyisebi~

CanarTSi `uwyisebi~ (sur. 101) warmodgenilia parametrebi, 
romlebic saSualebas iZlevian Seicvalos programa `info 
buRalterSi~ formirebuli Semdegi Cadgmuli uwyisebis saxe: 
brunviTi uwyisi, naSTTa uwyisi, Tanxis moZraobis uwyisi, 
materialuri angariSi, Wadrakuli uwyisi, Jurnal-orderi, 
Jurnal-orderuli uwyisi, Jurnal orderuli formebi. yvela 
es dokume nti dawvrilebiT iyo ganxiluli ganyofilebaSi 
`uwyisebi~ (gv. 91)
   moxerxebuli muSaobisaTvis am CanarTis yvela parametric 
dayofilia 4 jgufad. SeniSvna: dayenebul parameters Seesabam-

e ba alami  niSniT  (mravaljeradi arCevisas, roca SeiZleba 
davaye noT erTi an erTdroulad ramdenime parametri) an 
(erTjeradi arCevisas). 
Tu gsurT SecvaloT parametri, sakmarisia CamoagdoT alami  
an amorToT Rilaki  mravaljeradi da erTjeradi amorCevis 
Sesabamisad.

sur. 101. CanarTi `uwyisebi~.
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parametrebis jgufi `parametrebi~

am jgufiT ye nde ba parametrebi, romelTa Sesabam isadac 
moxdeba uwyisebis formireba.

jgufis `parametrebi~  Sinaarsi da daniS-

nuleba

dasaxeleba komentari

gaSlili angariSTa gegma 
gaCumebiT - 

am niSnis dayenebisas brunviT uwyissa da 
naSTTa uwyisSi  gamoCndeba pirveli donis 
angariSebic da maTi yvela qveangariSic.
Tu niSani amorTulia, maSin uwyisebSi aisa-
xeba mxolod pirveli donis angariSebi.
amasTan,   Tu gvsurs vnaxoT gaCumebiT arCeu-
li (moniSnulis ) angariSebis qveangariSebi, 
unda davaWiroT Rilaks Enter.

mxolod Tanxobrivi 
forma gaCumebiT - 

am niSnis dayenebisas brunviTi uwyisi da 
Tanxis moZraobis uwyisi  gamodis mxolod 
Tanxobrivi formiT, angariSze aRricxvis 
saxis miuxedavad (Tanxobrivia Tu raode-
nobriv-Tanxobrivi).

gamouyenebeli angariSe-
bis gamoCena
gaCumebiT - 

brunviT uwyisSi gamoCndeba angariSTa 
gegmis yvela angariSi miuxedavad imisa,   
iyo Tu ara angariSze naSTebi an brunvebi 
saangariSo periodSi. Tu es niSani ar aris 
dayenebuli, maSin gamoCndeba mxolod is 
angariSebi,  romlebzec iyo brunvebi an 
naSTebi.

garesabalnso angariSe-
bis gamoCena
gaCumebiT - 

Tu es niSani dayenebulia,  maSin brunviT uw-
yisSi gamoCndeba garesabalanso angariSebi.

carieli periodebis 
gamoCena gaCumebiT - 

am niSnis dayenebisas Jurnal-orderebSi,  
maT uwyisebSi da mTavar wignSi gamoCndeba 
kalendaruli periodebi, romlebSic brun-
vebi ar iyo. es niSani moqmedebs, Tu uwyisebi 
formirdeba nebismieri detalizaciiT kviri-
dan dawyebuli  wliT damTavrebuli.  
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uwyisebis avtomaturi 
gadaTvla
gaCumebiT - 

am niSnis CarTvisas Ria uwyisebSi gadaT-
vla ganxorcieldeba avtomaturad soJ-Si 
nebismieri cvlilebis Setanisas.

avtofiltri
gaCumebiT - 

es niSani ar SeiZleba CarTuli iyos `uw-
yisebis avtomaturi gadaTvla~ niSanTan 
erTad.

Se niSvna:  sameurneo operaciebis filtri arCevs miTiTebuli 
kriteriumebis mixedviT operaciebs da ara gatarebebs, amitom 
Sida uwyisebis maCve neblebis srulfasovani Wrilebi SeiZleba 
miviRoT mxolod im SemTxvevaSi, rodesac erT operaciaSi ar 
aris gatarebebi ganmeorebuli analogiT. 

parametrebis jgufi ~Semowmeba~

dasaxeleba komentari

naSTebis Semowmeba
gaCumebiT - 

Tu es niSani dayenebulia, maSin uwyisebis 
Sedgenisas mowmdeba naSTis mniSvneloba 
angariSze yoveli sameurneo operaciis Sem-
deg. uaryofiTi naSTis miRebis SemTxvevaSi 
gamodis Setyobineba.

gatarebebis Semowmeba
gaCumebiT - 

Tu es niSani dayenebulia, maSin uwyisebis 
Sedgenisas mowmdeba gatarebebis koreqtu-
loba. arakoreqtulad iTvleba gatareba 
sabalanso da garesabalanso angariSebs So-
ris. arakoreqtuli gatarebis aRmoCenisas 
gamodis Setyobineba.

parametrebis jgufi ~cxrilebSi xazebis gavleba~

dasaxeleba komentari

vertikaluri xazebi
gaCumebiT – 

Tu es niSani dayenebulia, maSin uwyisebis 
svetebi (grafebi) erTmaneTisagan gamoyofi-
li iqneba mTliani vertikaluri xazebiT. 

horizontaluri xazebi
gaCumebiT - 

Tu es niSani dayenebulia, maSin uwyisebis 
striqonebi erTmaneTisagan gamoyofili 
iqneba mTliani horizontaluri xazebiT.



131

sxva parametrebi

angariSebisa da operaciebis dasaxelebebis

gamotana

a m para metre b iT ga n isazRvre ba sa meurneo operacie b is 
Sinaarsisa da angariSe bis dasaxelebe bis asaxvis varianti 
brunviT uwyisSi, naSTTa uwyisSi, Tanxis moZraobis uwyisSi, 
Jurnal-orderebSi, Jurnal-orderul uwyisebSi  da mTavar 
wignSi (operaciis detalizaciis daye ne bisas).

dasaxeleba komentari

ara
gaCumebiT - 

am niSnis arCevisas uwyisebi Rebuloben ufro 
kompaqtur saxes, maTSi ar aisaxeba (dafarulia) 
grafebi,  romlebic Seicaven angariSebisa da 
sameurneo operaciebis dasaxelebebs. yvela sxva 
maCvenebeli gamodis jgufis `parametrebi~ dayen-
ebis Sesabamisad.

nawilobriv
gaCumebiT - 

am niSnis arCevisas angariSebisa da sameurneo 
operaciebis dasaxelebebi gamodis nawilobriv 
(ekranis farglebSi).

srulad
gaCumebiT - 

am niSnis arCevisas angariSebisa da sameurneo op-
eraciebis dasaxelebebi gamodis srulad.

makor. angariSebis maqs. rigi
am parametriT ganisazRvreba mokorespondento angariSebis 
maqsimaluri rigi (sur. 102). parametrma SeiZleba miiRos mniS-
vneloba 1-dan 10-mde. 

sur. 102. mokorespodento angariSebis maqs. rigi.

Tu misi m niSvneloba 1-is tolia, maSin im mokorespondento 
angariSebisaTvis, romelTac qveangariSebi gaaCniaT, mniSvneloba 
aisaxeba jamuri brunviT yvela qveangariSis mixedviT erT 
grafaSi (pirveli rigis angariSis kodiT).
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CanarTi `formati~

CanarTSi ̀ formati~ Tqve n SegiZliaT daaye noT yvela ricxviTi 
m niSvnelobis  gamotanis formati uwyisebsa da dokumentebSi 
(sur. 103).

sur. 103. CanarTi `formati~.

jgufi `parametrebi~
am jgufiT yendeba yvela ricxviTi m niSvnelobis formati. 

dasaxeleba komentari

aTasis gamoyofa
gaCumebiT - 

am niSnis dayenebisas uwyisebSi aTasi gamoiyofa 
mZimiT, magaliTad: 
aTasis gamoyofiT: 1,345,000.00
aTasis gamoyofis gareSe:
1345000.00



133

aTasis gamoyofa 
dokumentebSi
gaCumebiT - 

am niSnis CarTvisas dokumentebis Sevsebisas aTasi 
gamoiyofa mZimiT, magaliTad: 
aTasis gamoyofiT: 1,345,000.00
aTasis gamoyofis gareSe:
1345000.00

defisi nulovani 
mniSvnelobebis 
nacvlad
gaCumebiT – 

am niSnis CarTvisas nulovani Tanxebi yvela doku-
metsa da uwyisSi icvleba defisiT. magaliTad: 
defisiT Secvlisas –
defisiT Secvlis gareSe:
0.00

TeTrebi 
gaCumebiT - 

am niSnis CarTvisas uwyisebSi Tanxebis asaxvisas 
naCvenebi iqneba TeTrebi, winaaRmdeg SemTxvevaSi 
Tanxebi damrgvaldeba ariTmetikis wesebis mixed-
viT, magaliTad: 
TeTrebiT: 1375.69
TeTrebis gareSe: 1376

Tanrigianobis av-
tomaturi arCeva
gaCumebiT - 

am niSnis CarTvisas uwyisebSi Tanxebis asaxvisas 
Tanxisa da maqsimaluri ricxvis mixedviT raode-
nobis Tanrigianoba yendeba avtomaturad svetSi. 
amasTan velebSi ̀ Tanxis Tanrigianoba~ da ̀ raode-
nobis Tanrigianoba~ cvlileba SeuZlebelia.

wertilze gadas-
vla
gaCumebiT - 

Tu es niSani CarTulia, mcocav wertiliani nam-
dvili ricxvebis Setanisas wertilis akrefisas 
kursori avtomaturad gadainacvlebs wertilis 
poziciaze,  winaaRmdeg SemTxvevaSi wertili jdeba 
kursoris poziciaze.

TariRis forma-
ti rogorc Win-
dows-Si
gaCumebiT - 

am niSnis dayenebisas, programa ̀ info buRalterSi~ 
gamoiyeneba TariRis formati, romelic dayenebulia 
Windows-is enebisa da standartebis seqciaSi

sxva parametrebi

Tanxis Tanrigianoba

moce muli m niSvneloba gansazRvravs uwy ise bis Tanxe bis 
maqsimalur Tanrigianobas da cxrilebis Sesabamisi ujredebis 
siganes. man SeiZleba miiRos nebismieri m niSvneloba diapa-
zonSi minimaluridan maqsimalur Tanrigianobamde CaTvliT 
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(gaCumebiT - 12);
minimaluri Tanrigianoba – 8 aTobiTi niSani;
maqsimaluri Tanrigianoba – 18 aTobiTi niSani.

raodenobis Tanrigianoba

mocemuli mniSvneloba gansazRvravs uwyisebis raodenobis 
maqsimalur Tanrigianobas da cxrilebis Sesabamisi ujredebis 
siganes. man SeiZleba miiRos nebismieri m niSvneloba diapa-
zonSi minimaluridan maqsimalur Tanrigianobamde CaTvliT 
(gaCumebiT – 10):

sur. 104. fasSi aTobiT niSanTa maqs. rigi.

minimaluri Tanrigianoba – 8 aTobiTi niSani;
maqsimaluri Tanrigianoba – 14 aTobiTi niSani.

fasSi aTobiTi niSnebis maqsimaluri

raodenoba

mocemuli mniSvneloba gansazRvravs gamotanis grafaSi fasSi 
aTobiTi niSnebis raodenobas (1-dan 6-mde).

gaCumebiT – 6 (sur. 104).

CanarTi `sxvadasxva~

CanarTSi `sxvadasxva~ Tqve n SegiZliaT daaye noT programis 
damatebiTi parametrebi: buferi diskze, samuSao adgili, kal-
kulatori, paroli, avtoSenaxva, sarezervo kopireba, agreTve 
sxva awyobis parametrebi.
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sur. 105. CanarTi `sxvadasxva~.

CanarTi `sxvadasxva~: velebis Sedgeniloba da daniSnuleba

dasaxeleba komentari

buferi diskze

arasdros

aucileblobisas

yovelTvis

es parametri gansazRvravs dokumentebTan muSao-
bisas da uwyisebis formirebisas diskis buferis 
saxiT gamoyenebis reJims.
parametrma SeiZleba miiRos Semdegi mniSvnelobe-
bi:

diski ar gamoiyeneba;- 

diski gamoiyeneba buferisaTvis- 

Tu amowurulia operatiuli mexsiereba. - 
es mniSvneloba yendeba gaCumebiT.

diski gamoiyeneba buferisaTvis maSinac ki,  Tu 
arsebobs Tavisufali operatiuli mexsiereba.
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samuSao adgili am grafaSi eTiTeba samuSao adgilis nomeri, 
romelic aisaxeba soJ-s samuSao adgilis gra-
faSi.
es gansakuTrebiT mniSvnelovania im dros,  rode-
sac programasTan erTdroulad muSaobs ramdenime 
buRalteri. aseT SemTxvevaSi samuSao adgilis 
nomriT SesaZlebelia ganisazRvros is, Tu vis 
mieraa Setanili sameurneo operacia. 

kalkulatori am grafaSi SegiZliaT miuTiToT, Tu romeli 
kalkulatori iqneba gamoyenebuli programaSi 
– Cadgmuli Tu gare. SegaxsenebT, rom Cadgmuli 
kalkulatoriT SesaZlebelia aramarto Setanili 
ricxvebiT operireba, aramed yvela im gamosax-
ulebiT,  funqciebiTa da monacemTa ti pebiT, 
romelic wvdomadia saformulo ganyofilebidan. 

sarezervo ko-
pireba

ara

A

sarezervo direq-
toriaSi

es parametric saSualebas iZleva dayendes in-
formaciis Senaxvis reJimi,  romelsac Seicavs 
programa `info buRalteri~.
monacemebis Senaxvis saimedoobis asamaRleblad 
rekomendirebulia yoveldRiurad (programasTan 
muSaobis yoveli dasrulebisas) angariSTa geg-
misa da sameurneo operaciebis Jurnalis kopireba 
(failis gafarToeba .shp) mexsierebis USB 
fleSbaraTze. 

muSaobis dasrulebisas sarezervo asli - 
ar Seiqmneba. 

es mniSvneloba gaCumebiT yendeba.- 

.shp failis aslis Seqmna diskze,  romelic devs 
diskamZravSi.

.shp failis asli iqmneba im saqaRaldeSi,  
romelic miTiTebuli iqneba grafaSi `sarezervo 
saqaRalde.~ 

sarezervo
saqaRalde

am velSi eTiTeba gza saqaRaldisaken, romelSic 
Seinaxeba sameurneo operaciebis Jurnalis da an-
gariSTa gegmis sarezervo asli (faili .shp). 
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avtoSenaxva
gaCumebiT - 

avtoSenaxvis sistema saSualebas iZleva .shp 
failis asli avtomaturad Seiqmnas miTiTebuli 
periodulobiT.
isini inaxeba saqaRaldeSi \ Backup, romelic 
moTavsebulia programa ~info buRalteri~-s 
saqaRaldeSi. Tqven SegiZliaT akrZaloT Tavad 
an neba darToT avtoSenaxvas, aslebis Seqmnis 
perioduloba TviTon miuTiToT (wuTebSi) da 
failebis asaki,  romelTa Senaxvac saWiroa.
intervalebis CamoTvla xdeba mZimis saSualebiT, 
magaliTad, Canaweri 5, 10, 1, 6, 1, 5 niSnavs, rom \
Backup  saqaRaldeSi Seiqmneba failebi:

5 wuTis winandeli;• 

5----10 wuTis win;• 

10 wuTis--- 1 saaTis win;• 

1-----6 saaTis win;• 

6 sT-----1 dRis win;• 

1-----5 dRis win;• 

5 dReze gvian.• 

avtoSenaxva moxdeba yovel 5 wuTSi (mwkrivSi 
pirveli mniSvneloba). Tu ufro intensiuri 
Senaxvaa aucilebeli, maSin velSi `intervalebi 
SeiyvaneT mZimiT~ unda miuTiToT sasurveli 
mniSvneloba.

Tanxmoba progo-
ramidan gamosv-
laze 
gaCumebiT - 

momxmareblis araswori moqmedebis gamo programis 
uneblie daxurvis Tavidan acileba. 

sur. 106. paroli.
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paroli
lokalur versiebSi gvaqvs programis Sesasvlelze parolis 

daye ne bis SesaZlebloba, is saSualebas gvaZlevs SeizRudos 
programaSi gareSe pirTagan arasanqcirebuli SeRweva. Rilakze 
`paroli~ (sur. 106) TiTis daWerisas Cndeba dialoguri fan-
jara, romelSic unda SeiyvanoT Tqve ni paroli.

sur. 107. parolis Seyvanis fanjara.

imisaTvis rom daaye noT paroli, SeasruleT Semdegi moqmede-
bani:

gadadiT velze `axali paroli~ da SeiyvaneT Tqve ni • 
paroli.

am dros Sesatani simboloebi aisaxebian varskvlavebiT 
*.

gadadiT Semdeg velze da ganmeorebiT SeiyvaneT paro-• 
li.

daaWireT Rilaks • OK.

m iTiTebuli moqmedebe bis Sesrulebis Semdeg ekranze 
gamoCndeba Setyobine ba (sur. 108)

sur. 108. Setyobine ba parolis daye ne bis Sesaxeb.
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imisaTvis, rom gaauqmoT paroli, SeasruleT Semdegi moqme-
debani:

SeiyvaneT Zveli paroli velSi `Zveli paroli~;• 

nu miuTiTebT nurafers velebSi `axali paroli~ da • 
`gaimeoreT axali paroli~;

dasasruls daaWireT • OK.

m iTiTebuli moqmedebe bis Sesrulebis Semdeg ekranze 
gamoCndeba Setyobineba ~moxsnilia programaSi Sesvlis 
paroli~ (sur. 109).

sur. 109. programaSi Sesvlis paroli moxsnilia.

imisaTvis, rom SecvaloT paroli, SeasruleT Semdegi moq-
medebani:

SeiyvaneT Zveli paroli velSi `Zveli paroli~;• 

gadadiT velze `axali paroli~ da SeiyvaneT Tqve ni • 
axali paroli;

gadadiT Semdeg velze da daadastureT Tqve ns mier Sey-• 
vanili axali paroli.

CanarTi ~forma~

CanarTSi `forma~ (sur. 110) SegiZliaT daaye noT cxrilebSi 
monacemebis redaqtirebis parametrebi, dialogur fanjrebTan 
muSaobis parametrebi da instrumentebis panelis garegnuli 
saxe.
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sur. 110. CanarTi `forma~.

parametrebis jgufi `redaqtirebis akrZalva 

cxrilis striqonSi~

para metre b is jgufi `redaqtire b is akrZalva cxrilis 
striqonSi~ saSualebas gaZlevT CarToT da amorToT cxrilis 
striqonebSi uSualo redaqtirebis reJimi. am niSnis daye ne bi-
sas redaqtireba xdeba redaqtirebis specialur fanjaraSi.

gaCumebiT-niSani ar aris daye ne buli.
e .i. Tqve n SegiZliaT moaxdinoT monaceme bis redaqtireba 

uSualod cxrilebSi. 

parametrebis jgufi `dialogur fanjrebTan 

muSaoba~
Enter-is  gamoye ne ba Semdegze gadasasvlelad Tu niSani day-

e ne bulia, maSin dialogur fanjaraSi Semdeg velze gadasasv-
lelad gamoiye ne ba Rilaki Enter.  sxva SemTxvevaSi gamoiye ne ba 
tabulaciis Rilaki Tab.
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angariSis Zebna dasaxelebis mixedviT

am parametris saSualebiT SegiZliaT airCioT angariSis 
Zebnis varianti kodis mixedviT an dasaxelebis mixedviT. 

parametrebis jgufi `instrumentebis paneli~

sur. 110. moculobiTi Rilakebi mokarnaxe striqonebiT.

am jgufis parametrebi saSualebas mogcemT instrumentebis 
panels SeucvaloT garegnuli saxe. gaCume biT daye ne bulia 
parametri `brtyeli Rilakebi~ da amorTulia  `teqsti Ri-
lakebze~. Tqve n SegiZliaT SecvaloT isini.

amasTan unda gaviTvaliswinoT, rom:

niSnis `teqsti Rilakebze~ daye ne bisas zogierTi • 
Rilaki ver aisaxeba misi zomis m niSvnelovnad gazrdis 
gamo;

moculobiTi Rilakebi Tanamedrove programebSi • 
iSviaTad gamoiye ne ba;

Secvlili parametrebis asamoqmedeblad moiTx-• 
ove ba programa `i nfo buRalteri~-s xelaxali gaS-
ve ba.

sxva parametrebi

mokarnaxe striqonebi cxrilebSi
niSnis `ar aisaxos~ daye ne bisas sameurneo operacie bis 

JurnalSi, uwyisebSi da sxva cxrilebSi mokarnaxe striqonebi 
ar gamova.

dokumentebis istoria meniuSi. 

tipiuri operaciebis raodenoba
am parametris daniSnulebaa miuTiTos im tipiuri opera-

cie bis dasaxelebe bis maqsi maluri raode noba, romlebsac 
xSirad gamoiyenebs momxmarebeli da romelic aisaxeba mTavari 
me nius punqtis `operaciebi~ swrafi gamoZaxebis CamonaTval-
Si.
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sur. 111. mTavari me nius punqti operaciebi.

parametrma SeiZleba miiRos mniSvneloba 0-dan 10-mde (ga-
CumebiT-0).

magaliTi:

parametri tipiuri operaciebis raodenoba – 2. momxmare-
belma gamoiye na 2 tipiuri operacia:

salaro: bankSi Tanxis Setana; 
salaro: bankidan Tanxis miReba.

es operaciebi gamosaxulia swrafi gamoZaxebis CamonaTval-
Si. (sur. 111)

axali operaciis formirebisas (tipiuri operaciebis saSu-
alebiT), magaliTad, salaro: xelfasis gacema, swrafi gamoZa-
xebis CamonaTvalSi operacia salaro: „bankSi Tanxis Setana“ 
(pirvelad Setanili) Seicvleba operaciiT salaro: „xelfasis 
gacema“, bolos SetaniliT.

imisaTvis, rom gaasufTavoT swrafi gamoZaxebis CamonaTvali, 
aucilebelia parametri `tipiuri operaciebis raodenoba~ 
gaanuloT (daaye noT nulovani m niSvneloba).

blankebis raodenoba 
am parametris daniSnulebaa miuTiTos im dokumentebis das-

axelebebis maqsimaluri raodenoba, romlebsac xSirad iyenebs 
momxmarebeli da romlebic aisaxeba mTavari me nius punqtis 
dokumentebi swrafi gamoZaxebis CamonaTvalSi.

parametrma SeiZleba miiRos mniSvneloba 0-dan 10-mde (ga-
CumebiT 0).

parametric `blanke bis raodenoba~ funqcionalobis mi-
xedviT analogiuria parametrisa `tipiuri operaciebis rao-
denoba~, romelic Cve n ganvixileT magaliTiT.
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CanarTi `dokumentebi~

CanarTi `dokumentebi~ (sur 112.) gamoiye ne ba umTavresad 
programistebisa da gamocdili momxmareblebis mier. is gan-
sazRvravs parametrebs, romelTa gaTvaliswine biTac xdeba 
programis mier im pirveladi dokumentebisa da uwyisebis for-
mireba, romelic misawvdomia mTavari me niudan: dokumentebi/
Sevseba. moxerxebuli gamoye ne bisaTvis CanarT ̀ dokumentebSi~ 
warmodgenili parametrebi funqcionaluri niSnis mixedviT 
gaerTiane bulia xuT jgufSi: redaqtoris parametrebi, kom-
pilatoris ofciebi, monacemTa bazebTan muSaoba, Sesrulebis 
parametrebi, teqstis redaqtori.

sur. 112. CanarTi `dokumentebi~.
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parametrebis jgufi `redaqtoris parametrebi~ 

dasaxeleba komentari

grafebis ganmeorebadobis 
Semowmeba gaCumebiT – 

Tu mocemuli parametri dayenebulia, 
maSin dokumentebis Sevsebisas mowmdeba 
blankSi ramdenime velis Seyvana erTnairi 
saxelwodebebiT.
am Secdomis aRmoCenisas blankis da-
muSaveba wydeba.

grafebis Sesaxeb
informaciis gamotana
gaCumebiT – 

Tu mocemuli parametri dayenebulia,  ma-
Sin grafis Sevsebisas aisaxeba informacia 
Sesavsebi Sesatani velis Sesaxeb (doku-
mentebis fanjris statusis striqonSi): 
Setanis grafa:
<ti pi>:<sigrZe>X<sigane><cvladis 
saxeli>, sadac: 
<velis ti pi> - striqoni,  ricxvi,  
TariRi,  angariSi,  funqcia;
<sigrZe> - velis zoma simboloebSi;
<sigane> - velis zoma striqonebSi;
 <cvladis saxeli> - cvladis saxeli.

mxolod fiqsirebuli 
Sriftebi gaCumebiT – 

mocemuli parametri axdens operaciul 
sistemaSi dayenebuli Sriftebis fil-
tracias.
yuradReba unda mieqces imas,  rom CanarT-
Si dayeneba/awyoba/Srifti jgufisaTvis 
blankebi aisaxeba mxolod TrueType 
tipis fiqsirebuli Sriftebi.
maT simboloebs aqvT erTidaigive sigane, 
arafiqsirebuli zomis mqone simboloe-
biani Sriftebis gamoyenebisas SeiZleba 
moxdes disbalansi teqstis Sriftis 
zomasa da dokumentis formaSi obieqtebis 
urTierTganlagebas Soris.
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redaqtirebis reJimSi 
gadasvla
gaCumebiT – 

am parametris dayeneba saSualebas gva-
Zlevs gadavideT blankis an tipiuri 
operaciis redaqtirebis reJimSi an sa-
formulo ganyofilebaSi dokumentis an 
tipiuri operaciis Sevsebisas, amasTan 
teqsturi redaqtoris kursori dgeba 
im poziciaze, romelSic moxda Secdoma. 
dokumentis an tipiuri operaciis Sevse-
bisas saformulo ganyofilebaSi Setana/
gamotanis formatebis damuSavebis Sec-
domis aRmoCenis SemTxvevaSi. 

parametrebis jgufi `muSaoba monacemTa bazebTan~

dasaxeleba komentari

DBF-Si Cawera
gaCumebiT - 

dokumentebis Sevsebisas daSvebulia failebTan 
muSaoba (wakiTxva da Cawera).
winaaRmdeg SemTxvevaSi blankebis damuSavebisas 
failebTan muSaobis yvela obieqti da funqcia 
ignorirdeba.

SQL-saAda BDE-s 
gamoyeneba 
gaCumebiT - 

parametri gviCvenebs, gamoviyenoT Tu ara
(Borland Database Engine) da  SQL moTxovnebi 
monacemTa bazebTan muSaobisas.

lokalur versiaSi monacemTa bazebTan (ZiriTadi saSualebebis 
baza, xelfasis baza da a.S.) muSaobisas obieqtebisa da SQL 
moTxovnebis gamoyenebisas mniSvnelovnad Cqardeba gamoTvlebi 
failebTan muSaobis funqciebTan SedarebiT.
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parametrebis jgufi `kompilatoris ofciebi~

dasaxeleba komentari

gamarTuli
informaciis
kodSi Cawera
gaCumebiT - 

es parametri saSualebas gvaZlevs blankis 
kompilirebul kodSi SevinaxoT cvladebisa da 
funqciebis dasaxelebebi, aseve TiToeuli opera-
torisaTvis sawyis teqstze mimTiTebeli. 
gamarTul informaciasTan programa muSaobs ram-
denadme ufro nela, magram saSualebas gvaZlevs 
Sesrulebis drois Secdomis gaCenisas gaigos 
misi pozicia da gadavides masze sawyis teqstSi. 
am niSnis gamoyenebas azri aqvs mxolod maSin, 
Tu blankis parametrebis velSi `Sesrulebisas 
gamoviyenoT~ miTiTebulia `kompilatori~. 

kompilatoris 
Setyobinebis 
gamotana
gaCumebiT - 

mocemuli parametris daniSnuleba aris is, rom 
blankebis dammuSaveblis yuradReba miaqcios 
situaciebs,  romlebic formalurad ar warmoad-
genen Secdomebs,  magram dauSvebelia mxolod 
im SemTxvevaSi, Tu dammuSavebeli maT ganzrax 
qmnis. maSasadame es aris blankebis damuSavebisas 
SemTxveviTi gaugebrobebisagan dacvis damatebiTi 
xarisxi. Setyobinebebi gamodis Secdomebis fan-
jaraSi, magram kompilaciis procesi ar wydeba. 
am niSnis gamoyenebas azri aqvs mxolod maSin, 
Tu blankis parametrebis velSi `Sesrulebisas 
gamoviyenoT~ miTiTebulia `kompilatori~.

indeqsuri cvlade-
bis avtomaturi 
amocnoba
gaCumebiT - 

am niSnis dayenebisas kompilatori cdilobs 
avtomaturad amoicnos indeqsuri cvladebi. 
amasTan yovelTvis ar xdeba swori amocnoba, ami-
tom rekomendirebulia cxadad mivuTiToT,  rom 
mocemuli cvladi warmoadgens indeqsurs ! an [] 
miTiTebis daxmarebiT.
am niSnis gamoyenebas azri aqvs mxolod maSin, 
Tu blankis parametrebis velSi `Sesrulebisas 
gamoviyenoT~ miTiTebulia `kompilatori~.
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Setanis grafebis 
saerTo cvladebad 
gamocxadeba 
gaCumebiT - 

am niSnis dayenebisas kompilatori blankebis 
yvela Setanis grafebs miiCnevs saerTo cvlade-
bad. es aucileblia Setanis grafebis wvdomis-
aTvis sabiblioTeko funqciebidan F4 RilakiT 
gamosaZaxebi (.ibx) parametrebis programis 
gamoyenebisas.  

jgufis parametrebi `Sesrulebis parametrebi~ 

jgufis parametrebi `Sesrulebis parametrebi~ programaSi 
arc ise didi xania arsebobs. aq warmodgenili parametrebi 
sWirde baT teq nikur specialiste bs, romlebic program is 
gamarTvaze muSaoben da amitom aq ar ganvixilavT. 
   CanarTi `dokumentebis~ kidev erT komponents warmoadgens 
teqsturi redaqtoris asarCevi veli. misiT  ganisazRvreba, Tu 
romeli redaqtori gamoiZaxeba gaCumebiT (info buRalteri 8 
Tu info buRalteri 10).

CanarTi `katalogebi~

CanarTi `katalogebis~ daxmarebiT ganisazRvreba Semdegi 
failebis ganlageba: monacemTa bazis DBF failebis, blanke-
bis, arqive bis, biblioTekebis, filtrebis, IBX programebis, 
sawyisi teqstebis da tipiuri operaciebis (sur. 113).

Se niSvna: umetes SemTxveve bSi CanarTSi ̀ katalogebi~ gaCume-
biT daye ne buli parametrebi sruliad sakmarisia programis 
gamarTuli muSaobisaTvis.

is SeiZleba Seicvalos specialistis an gamocdili momx-
mareblis mier mxolod aucilebel SemTxveve bSi. 

parametrebis Sesacvlelad saWiroa Sesabamisi grafis mar-

jvena Rilakze  orjer dawkapeba. gamosul fanjaraSi virCevT 
katalogs, romelSic programa Seinaxavs Sesabamis failebs. 
suraTze naTlad Cans, rom DBF failebisaTvis gansazRvrulia 
katalogi DATA. advili SesamCnevia, rom velebis ̀ blankebi~ da 

~arqive bi~ marjvniv ganlagebulia ori Rilaki  . marcx-
e na Rilakis daniSnuleba Tqve nTvis cnobilia, xolo marjvena 
Rilakis saSualebiT gamoiZaxeba im katalogebis CamonaTvali, 
sadac inaxeba Sesabamisi failebi (Tu blankebis an arqive bis 
failebi (.blw) ramdenime saqaRaldeSia Senaxuli) da SesaZle-
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belia am CamonaTvalSi axali katalogis saxelis damateba.

sur. 113. CanarTi `katalogebi~.

magaliTad, Tqve ni organizaciisTvis specialurad Seqm nili 
dokumentebis failebi moTavsebulia saqaRaldeSi MY_BLANKS.  
CamonaTvalSi am saqaRaldis damatebis Semdeg programa blan-
kis failebs waikiTxavs rogorc BLANKS katalogidan, aseve 
MY_BLANKS katalogidan. 

miaqcieT yuradReba imas rom TiToeul grafas aqvs misaTiTe-
beli grafidan `miimarTos~, Tu saidan mimarTos miTiTebul 
katalogs.

gaCumebiT yvelgan miTiTebulia `mimdinare katalogidan~. 
aucile blobis Se mTxvevaSi SesaZle belia amorCeuli iyos 
`bazebis katalogidan~ (e .i. mocemul momentSi CatvirTuli 
soJ-dan, gafarToebiT .shp). 
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sur. 114. DBF failebis katalogis asarCevi fanjara.

Se niSvna: katalogebis grafebis velebSi SesaZlebelia sruli 
gzis miTiTeba. magaliTad, D:\IBW\MY_BLANKS
am SemTxvevaSi velSi `miimarTos~,  daye ne buli  mniSvneloba 
ignorirdeba.

sur. 115. veli `miimarTos~ m niSvnelobis arCeva.

sur. 116. CanarTi `katalogebis~ fragme nti.
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CanarTi `katalogebis~ parametrebi

dasaxeleba komentari

DBF 
gaCumebiT: DATA

am parametriT eTiTeba katalogi, romelSic 
ganTavsebulia DBF failebi. mTavari menius 
punqti ~dokumentebi”-dan blankebis Sevsebi-
sas,  DBF failebi formirdeba avtomaturad. 
es parametri gamoiyeneba maSin,  rodesac 
CarTulia DBF Caweris SesaZlebloba (ix. 
ganyofileba CanarTi ̀ dokumentebi~ parametre-
bis jgufi `muSaoba monacemTa bazebTan~).

blankebi
gaCumebiT BLANKS

am grafaSi eTiTeba katalogi, sadac ganTavse-
bulia blankebi (.blw), romelTa gamoZaxebac 
xdeba mTavari menius punqtidan dokumentebi/
Sevseba.

arqivebi
gaCumebiT: BLANKS

am grafaSi eTiTeba katalogi, sadac ganTavse-
bulia blankebis arqivebi (.bar)

biblioTekebi
gaCumebiT: BLANKS 

am grafaSi eTiTeba katalogi, sadac gan-
Tavsebulia samomxmareblo funqciebis bib-
lioTekebi (.ibl)

filtrebi
gaCumebiT: FILTERS

am grafaSi eTiTeba katalogi, sadac ganTavse-
bulia soJ-is filtris failebi (.flt).

IBX programebi
gaCumebiT: IBX

am grafaSi eTiTeba katalogi, sadac gan-
Tavsebulia programa  .ibx-sa da vizualuri 
formebis .fvx kompilaciis produqtebi. 

sawyisi kodebi
gaCumebiT: SOURCE

am grafaSi eTiTeba katalogi, sadac ganTavse-
bulia programa src.-is (vizualuri formis 
gareSe) sawyisi kodebi.

tipiuri operaciebi
gaCumebiT: TOP

am grafaSi eTiTeba katalogi, sadac ganTav-
sebulia tipiuri operaciebis sawyisi kodebi 
(.top).

  

CanarTi `meniu~ 

CanarTi ̀ me niu~ Seicavs moxerxebul instrumentebs imisaT-
vis, rom momxmarebelma aawyos programa `info buRalteri~-s 
mTavari me niu misTvis mosaxerxebeli saxiT. kerZod, progra-
mis mTavari me nius punqts operaciebi SesaZlebelia dae matos 
funqciebi, romelTa saSualebiT moxdeba: 
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sur. 117. CanarTi ~me niu~.

xSirad gamoyenebadi blankebis dokumentebis gamoZaxeba;• 
xSirad gamoyenebadi saarqivo dokumentebis gamoZaxeba;• 
tipiuri funqciebis gamoZaxeba;• 
sabiblioTeko funqciebis gamoZaxeba;• 
qvemenius gamoZaxeba;• 
IBX• -is gaSveba;
EXE• -is gaSveba.

mTavari menius punqtis `operaciebi~ parametrebi

mausis dawkape biT striqonze me nius damatebiTi punqtebi 
ganyofilebaSi ̀  operaciebi~ ixsneba fanjara im ganyofilebe-
bis CamonaTvaliT, romlebSic daiSveba Sesworebebis Setana.

ganyofilebebis CamonaTvali moyvanilia struqturirebuli 
siis saxiT sami grafiT (me nius teqsti, moqmedeba, brZane bis 
striqoni).
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sur. 118. mTavri me nius ganyofileba ` operaciebi~-s
damatebiTi punqtebis awyoba

SeniSvna: programa `info buRalterSi~ struqturirebuli 
siebis saxiT warmodgenilia: angariSTa gegma, tipiuri opera-
ciebi, mTavari me niu: punqti dokumentebi, brunviTi uwyisi, 
naSTTa uwyisi da sxva komponentebi, romelTac aqvT rTuli 
struqtura.

menius punqti `redaqtireba~

me nius punqtis Sesabamis ganyofilebaSi cvlilebebis Sesa-
tanad, sakmarisia striqonze orjer dawkape ba.

ixsne ba fanjara `blankis gamoZaxe bis Secvla~. suraTze 
naCve ne bia (sur. 119) mTavari me nius punqtis cnobarebi/orga-
nizaciebis cnobaris redaqtireba.
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sur. 119. ganyofileba `operaciebi~. me nius punqti
`organizaciebis cnobari~-s redaqtireba.

   advili SesamCnevia, rom i nformacia, romelic cxri-
lis svetebSia asaxuli (me nius teqsti, moqmedeba, brZane bis 
striqoni), axal fanjaraSi `me nius punqtis redaqtireba~ 
warmodge nilia Sesabam is velebSi, romelTa redaqtire bac 
SesaZlebelia. kerZod, velSi `teqsti~ SesaZlebelia me nius 
punqtis dasaxelebis dazusteba, xolo veliT ̀ moqmedeba~  gan-
isazRvreba, Tu ra Sedegi mohyve ba momxmareblis mier me nius 
am punqtis arCevas.

sur 120. cnobaris amorCeva.

amorCeva xorcieldeba CamoSladi siidan (sur. 119), sadac 
asaxulia SesaZlo variantebi da maTi SesaZlo moqmedebe bi:

blanki – blankis gamoZaxeba;
arqivi – blankis arqivis gamoZaxeba;
tip.op. – tipiuri operaciis gamoZaxeba;
me niu – qve me nius gamoZaxeba;
funqcia – sabiblioTeko funqciis gamoZaxeba;
IBX-is gaSveba - kompilirebuli IBX modulis gaSveba 

(faili .ibx); 
EXE-is gaSveba – gare EXE programis gaSveba.
unda aRiniSnos, rom blankis an arqivis gamosaZaxeblad 
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Seitaneba Sesabamisi failis saxeli, tipiuri operaciisaTvis 
– misi sruli dasaxeleba, xolo funqciisaTvis – striqoni 
Cadgmuli enis sintaqsis mixedviT. Setana SeiZleba ganxor-
cieldes Sesabamisi cnobaridan saWiro mniSvnelobaze mausis 
dawkape biT amorCeviT.

SeniSvna!
grafa `menius teqsti~  unda Seicavdes mniSvnelobas. misi 
carieli datoveba ar SeiZleba. informacia menius punqtebis 
Sesaxeb inaxeba:

ganyofileba operaciebi – failSi - ibusrmnu.ini 
ganyofileba dokumentebi – failSi ibfavor.ini

mTavari menius punqtis `dokumentebi~ awyoba

dialoguri fanjriT, romelic ixsneba mausis dawkape biT, an 
RilakiT Enter, ganyofilebis dokumentebi striqoniT sayvare-
li blankebi SesaZlebelia xSirad gamoye ne badi dokumentebis 
an arqive bis swrafi gamoZaxeba.

gaCume biT striqoni carielia. mausze an Enter Rilakze 
dawkape biT ixsneba fanjara axali punqti.

velSi `teqsti~ unda Se iyva noT dasaxele ba, romelsac 
aniWebT dasamatebel dokuments. davuSvaT, gvsurs davamatoT 
sagadaxdo davaleba. unda aRiniSnos, rom msgavsi dokument-
ebis gamoZaxeba ukeTesia arqividan, radgan maT aqvT damate-
biTi rekvizitebi, romlebic ar icvlebian. amitom ukeTesia 
Tu davaye ne bT niSans amorCeva arqividan.  aseT SemTxvevaSi, 
blankis gamoZaxebisas gamova misi arqivis sia.

Se mdeg SevavsoT grafa blankis failis saxeli Sesabamisi 
dokumentis siidan amorCevis gziT. 

fanjara ̀ blankis axali gamoZaxeba~ Cveni magaliTis mixedviT 
Sevsebuli velebiT warmodgenilia sur. 121-is saxiT.
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sur. 121. ganyofileba `dokumentebi~-dan blankis gamoZaxebis 
parametrebis Seyvana.

 
velebis Sevse bis Se mdeg vawkape bT OK Rilaks. fanjara 

`blankis axali gamoZaxeba~ ixureba, xolo siaSi gaCndeba axa-
li Canaweri. Tu Tqve n gadawyvetT siaSi daamatoT kidev erTi 
Canaweri, maSin OK-is nacvlad daaWireT Rilaks Semdegi. siaSi 
dae mateba axali Canaweri da amasTan fanjara gasufTavdeba da 
mzad iq ne ba Sesavsebad.

blankis gamoZaxebis parametrebis Sesacvlelad sakmarisia 
Sesabamisi striqonis nebismier adgilze mausis dawkape ba an 
Rilaki F4-is gamoye ne ba. Sedegad ixsneba fanjara `blankis 
gamoZaxebis Secvla~, romelSic Tqve n SegiZliaT SecvaloT 
nebismieri parametri.

sur. 122. swrafi gamoZaxebis CamonaTvalis fanjara me nius 
punqtSi `nqtdokumentebi~.

aq ganxilulia me nius mxolod ZiriTadi parametrebi. maTi 
raodenoba gacilebiT didia. magram miRebuli informacia da-
gexmarebaT Tavad advilad gaerkveT danarCe n parametrebSi da 
aqtiurad gamoiye noT isini.
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CanarTi `Srifti~

CanarTSi `Srifti~ naCve ne bia yvela Srifti da is atri-
butebi, romelsac iye ne bs programa `info buRalteri~ momx-
mareblis ekranze informaciis asaxvisas, aseve dokumentebis, 
siebis, cxrilebis da teqstebis beWdvisas.

informacia Sriftebis Sesaxeb moyvanilia gamoyenebisaTvis 
mosaxerxebeli dajgufebiT, romelic Seesabame ba reJime bs:

ZiriTadi; blankebi; dialogebi; mdgomareobis striqoni; 

mokarnaxe striqoni; grafikebi; cxrilis beWdva.

sur. 123 CanarTi `Srifti~.

sanam zemoT dasaxelebuli reJime bidan TiToeulis ganx-
ilvaze gadavidodeT, unda gaverkveT iseT cnebaSi, rogoricaa 
Srifti. farTo gagebiT Srifti – es aris im niSnebis (sim-
boloebis) grafikulad mowesrigebuli gamosaxuleba, rom-
lebic SeiZleba iyos asoebi, cifrebi, brWyalebi, wertilebi, 
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mZimeebi da a.S. teqnikuri TvalsazrisiT kompiuteruli Srifti 
warmoadgens fails, romelSic inaxeba programis mier gamoy-
e ne buli yvela teqsturi simbolos aRwerilobis krebuli.

SeniSvna!
teqstisa da sxva obieqtebis (niSnebis, Rilakebis da sxva) 

zome bis gazrda ekranze SesaZlebelia Tqve ni kompiuteris 
ekranis gafarToebis cvlilebiT.

amisaTvis sxvadasxva operaciuli sistemebi (Windows XP, 
Windows Vista, Windows 7 an  Linux) gvTavazoben parametrebis 
daye ne bis sxvadasxva instrumentebs.

daxmare b isTvis m i m arTeT Tqve n i operaciuli siste m is 
sacnobaro sistemas. amisaTvis daxureT gaSvebuli amocanebi 
da daaWireT Rilaks F1, Se mdeg velSi povna  SeitaneT: ̀ ekranis 
gafarToebis cvlileba~, Semdeg miyeviT sacnobaro sistemis 
rekomendaciebs.

aucileblobis dros SegiZliaT SecvaloT Sesabamisi reJi-
mis komponentebis asaxvis Srifti. amisaTvis daaWireT Rilaks 
`Secvla~, romelic ganlagebulia misi dasaxelebis marjvniv 
(sur. 124.)

sur. 124 Sriftis reJimis mdgomareobis statusis Secvla.
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Sedegad gaixsneba dialoguri fanjara Font (sur. 125) Semdegi 
atributebis velebiT: Srifti, moxazuloba, Sriftis zoma da 
simboloebis krebuli.

sur. 125 fanjara `Srifti~.

Sriftis fanjara: vele b is Se madge nloba da daniSnule ba

dasaxeleba komentari

Srifti

(Font)

saSualebas gvaZlevs, amovirCioT Srifti 
Sriftebis siidan, romlebic dayenebulia 
momxmareblis kompiuteris operaciul 
sistemaSi (Windows XP, Windows Vista, Win-
dows 7 an  Linux)

moxazuloba 

(Font style)

saSualebas gvaZlevs ganvsazRvroT Sriftis 
moxazuloba:

Cveulebrivi (ZiriTadi) – ZiriTadi teqstis 
akrefisa da asaxvisaTvis;

kursivi _ teqstSi azrobrivi gamoyofisaTvis;

naxevradmuqi _ saTaurebis gamoyofisaTvis;

naxevradmuqi kursivi – saTaurebis gamoyofisaT-
vis;
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Sriftis zoma

Size

saSualebas gvaZlevs ganvsazRvroT Sriftis 
zoma punqtebSi;

punqti – Sriftis keglis cvlilebis erTeuli 
(1 punqti=0.3739 mm);

kegli – niSnis simaRlis zoma zeda da qveda 
mokveTis CaTvliT. rogorc wesi,  is moTavse-
bulia 7.. 72 punqtebis diapazonSi. 

simboloebis kre-
buli

Script

saSualebas gvaZlevs davayenoT (CamoSladi sii-
dan amorCeviT) Sriftis simboloebis saWiro 
krebuli.

rogorc ukve avRniSneT, CanarTi `Srifti~ (sur. 122) Seicavs 
informacias Sriftebze, romelsac iyenebs programa ̀ info buRal-
teri~ reJime bSi: ZiriTadi, blanke bi, mdgomareobis striqoni, 
mokarnaxe striqoni, aseve grafikebi da cxrilis beWdva.
  ganvixiloT TiToeuli reJimi cal-calke. amisaTvis viye ne bT 
cxrils.

reJimi komentari

ZiriTadi 
gaCumebiT New, 10

programa ̀ info buRalterSi~ am Srift-
iT aisaxeba: sameurneo operaciebis Jur-
nali, angariSTa gegma,  sawyisi naSTebi,  
brunviTi uwyisi, naSTTa uwyisi, Tanxis 
moZraobis uwyisi, Wadrakuli uwyisi,  
mTavari wigni, Jurnal-orderi da sxva 
uwyisebi,  agreTve grafikebi da diagrame-
bi. Ggamonaklisia mxolod dialogebis 
fanjrebi da mdgomareobis striqoni. 

blankebi 
gaCumebiT Curier Geo, 10

dokumentebis (blankebis) Srifti gamoi-
yeneba dokumentebis asaxvisa da beWdvi-
saTvis.  Cveulebriv amisaTvis gamoiyeneba 
mxolod monosiganis mqone Sriftebi, anu 
iseTi Sriftebi, romelTa simboloebis 
erTnairi sigane aqvT.
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mdgomareobis striqoni 
gaCumebiT New, 9

mdgomareobis striqonis Srifti gamoi-
yeneba mdgomareobis striqonSi infor-
maciis asaxvisaTvis (programa `info 
buRalteri~-s qveda striqoni).

mokarnaxe striqoni 
gaCumebiT New, 8

mokarnaxe striqonebis Srifti gamoiyen-
eba mokarnaxe striqonebis asaxvisaTvis 
(tips). mokarnaxe striqoni Cndeba maSin, 
rodesac Tqven miitanT mausis isars in-
strumentebis panelis nebismier RilakTan 
(mausis Rilakze dawkapebis gareSe). 

grafikebi:
saTaurebi- 

gaCumebiT Curier Geo, 9
RerZebze- 

gaCumebiT New 9

      -   ganmartebani
gaCumebiT New 9

es Srifti gamoiyeneba grafikebis saTau-
rebisaTvis. 

Srifti gamoiyeneba grafikebis RerZebze 
mniSvnelobebis asaxvisaTvis.

Srifti gamoiyeneba ganmartebebisaTvis.

cxrilis beWdva 
saTauri- 

gaCumebiT New, 9
kolontitulebi
gaCumebiT

Srifti gamoiyeneba cxrilebis saTaure-
bis asaxvisaTvis;

Srifti gamoiyeneba cxrilebis kolon-
titulebisaTvis.

CanarTi `Seferiloba~

CanarTSi ̀ Seferiloba~ Tqven SegiZliaT gansazRvroT Cadgmu-
li funqciebis da gasaRebi sityvebis Seferiloba blankebisa 
da tipiuri operaciebis saformulo ganyofilebaSi (sur. 125). 
es m niSvnelovania programistebisaTvis, magram is SeiZleba 
dasWirdes gamocdil momxmarebelsac.
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sur. 125. CanarTi `Seferiloba~.

CanarTi `Seferiloba~: velebis Sedgeniloba da daniSnuleba

dasaxeleba komentari

elementi am siaSi SegiZliaT airCioT elementi,  rom-
lisTvisac unda Seicvalos Seferiloba.

feri aq SegiZliaT palitridan miuTiToT ar-
Ceuli elementis feri.

Srifti parametrebis am jgufSi Tqven SegiZliaT 
miuTiToT Sriftis moxazulobis varian-
tebi.

gaCumebiT parametrebis am jgufSi Tqven SegiZliaT 
miuTiToT fonisa da teqstis mniSvnelobebi 
gaCumebiT.

magaliTis ganxilva am fanjaraSi Tqven SegiZliaT naxoT,  Tu ra 
saxe eqneba blankis saformulo nawils.



162

sur. 126. CanarTi `movlenebi~.

CanarTSi ̀ movlenebi~ (sur. 126) warmodgenilia parametrebi, 
romlebic umjobesia Seasrulon programistebma, an gamocdil-
ma momxmareblebma. amitom es parametrebi am saxelmZRvaneloSi 
ar ganixileba.
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Tavi 9

grafikebi da diagramebi

programa `info buRalterSi~ aris saSualeba buRaltruli 

monacemebi sameurneo operaciebis Jurnalidan warmodges grafikebisa 

da diagramebis saxiT. 

grafikebisa da diagramebis asagebad monacemebi SegiZliaT miawodoT 

uSualod an aiRoT sameurneo operaciebis Jurnalidan (angariSebs 

Soris brunvebi, angariSebze naSTebi da a.S.), agreTve asaxoT Tqvens 

mier miwodebuli ariTmetikuli gamosaxulebis gamoTvlis Sedegad 

miRebuli monacemebi. 

grafikuli dokumentis daTvalierebisas Tqven operatiulad 

SegiZliaT monacemebis warmodgenis saxis Secvla (magaliTad, grafikidan 

diagramaze an histogramaze gadasvlisas). 

grafikuli dokumentis Sesaqmnelad SeasruleT Semdegi 

moqmedebebi: 

1. airCieT mTavari menius punqti uwyisebi/grafikebi.
ekranze gamoCndeba fanjara `grafikebi~, romelSic Sedis adre 

Seqmnili grafikuli formebis sia. 

2. mausis an marTvis Rilakebis daxmarebiT airCieT sasurveli forma 

da daaWireT Rilaks Enter an mausiT Rilaks `amorCeva~. 
igive moqmedeba SesaZlebelia Sesruldes mxolod mausis gamoyenebiT, 

saWiro striqonze orjer dawkapebiT. 

grafikuli uwyisis formireba Sewydeba, Tu daaWerT Rilaks Esc 
an mausis meSveobiT Rilaks Cancel.

amis Semdeg daiwyeba grafikis formireba. formirebis procesi 

statusis striqonSi cisferi zoliT gamoisaxeba. formirebuli grafiki 

ekranze gamoCndeba fanjaraSi.

Tqvens mier gansazRvruli grafikebi inaxeba siaSi. sias SegiZliaT 

daumatoT axali grafikebisa da diagramebis aRwera, agreTve waSaloT 

an moaxdinoT ukve arsebulis redaqtireba.  

grafikebisa da diagramebis sia inaxeba ib.grf failSi. grafikebis 
siis redaqtirebisaTvis gamoiyeneba mTavari menius punqti dayeneba/

grafikebi.

grafikis an diagramis nebismier elementze informaciis misaRebad 

masze orjer daawkapeT mausis marcxena RilakiT. mausis mimTiTebelTan 

gamova elementis dasaxeleba da mniSvneloba. 

mausis marcxena Rilakis daWerisa da gaCerebisas grafikebis fanjaraSi 

gamoCndeba punqtiri. misi daxmarebiT SesaZlebelia ganisazRvros mag. 

koordinatTa vertikaluri RerZis wertilis mniSvneloba. 
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SesaZlebelia grafikebisa da diagramebis beWdviswina daTvaliereba 

da agreTve amobeWdva. 
gamzadebuli grafiki an diagrama SesaZlebelia gadavides nebismier 

sxva programaSi, romelic muSaobs Windows-is garemoSi da iZleva 
grafikuli gamosaxulebebis Casmis saSualebas. gamosaxulebis gadatana 
xorcieldeba Windows-is gacvlis buferiT.

programa ̀ info buRalteri~ saSualebas iZleva Seiqmnas grafikebis 
nebismieri sia. SemdgomSi grafikebis agebisas (mTavari menius punqti 
uwyisebi/grafikebi) SesaZlebelia siidan amoirCes TqvenTvis sasurveli 
grafiki.

grafikebis sia moicema da redaqtirdeba mTavari menius punqtSi 
dayeneba/grafikebi. menius mocemuli punqtis arCevis Semdeg Tqvens 
winaSe gaixsneba sia,  romlis yoveli striqoni Seicavs grafikis 
dasaxelebasa da mis tips. 

am siasTan muSaobisas Tqven SegiZliaT: 
• axali grafikis Seqmna;
• arsebuli grafikis redaqtireba;
• arasaWiro grafikebis waSla.
grafikebisa da diagramebis parametrebis Seyvana da redaqtireba 

xorcieldeba grafikis redaqtirebis dialogur fanjaraSi.

grafikebisa da diagramebis redaqtireba

dialogur fanjaraSi `grafikebis redaqtireba~ SegiZliaT 
gansazRvroT, Tu ra monacemebi da rogori formiT gamoisaxos grafikis 
an diagramis agebisas.

operaciebis JurnalSi cvlilebebis Sesatanad daaWireT Rilaks 
Enter an mausis meSveobiT SearCieT Rilaki OK.

Setanili cvlilebebis uaryofisTvis daaWireT Rilaks Esc an mausis 
saSualebiT SearCieT Rilaki Cancel.

grafikebisa da diagramebis elementebi

grafikTa redaqtirebis fanjaraSi parametrebTan erTad aris sia, 
romelic gansazRvravs grafikis elementebs. am siis yoveli striqoni 
Seicavs TiTo elementis aRweras.

grafikebisa da diagramebis elementebi moicema erTnairi wesiT. 
nebismieri elementisTvis SeiZleba mocemul iqnes:

• dasaxeleba;
• CarTvis niSnebi;
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• gamosaTvleli formula.
siasTan muSaobisas SegiZliaT daamatoT axali, moaxdinoT arsebulis 

redaqtireba da moaSoroT siis arasaWiro elementebi.
elementis redaqtirebaze gadasasvlelad SeasruleT erT-erTi 

Semdegi moqmedebebidan:
• miiyvaneT kursori TqvenTvis saintereso elementTan da daaWireT 

Rilaks ;
• orjer daaWireT mausis marcxena Rilaks im striqonze, romelic 

Seicavs TqvenTvis saWiro elements;
• miiyvaneT kursori TqvenTvis saintereso elementTan da daaWireT 

Rilaks F4 an Enter;
• miiyvaneT kursori TqvenTvis saintereso elementTan da airCieT 

menius punqti redaqtireba/Secvla.

grafikebisa da diagramebis Senaxva

menius punqtSi uwyisebi/grafikebi formirebuli grafikebisa da 

diagramebis kopireba Windows-is gacvlis buferSi SegiZliaT   
Rilakis meSveobiT,  Semdeg ki SegiZliaT maTi Casma romelime grafikul 
redaqtorSi, rogoricaa, magaliTad, Paint.

amis Semdeg miRebuli suraTi SegiZliaT SeinaxoT failSi menius 
punqtidan failebi/Senaxva an faili/SevinaxoT rogorc.

grafikebisa da diagramebis elementebi moicemian erTnairi wesiT. 
nebismieri elementisTvis SeiZleba mocemul iqnes:

• dasaxeleba - iZleva elementis identificirebis saSualebas agebul 
grafikul gamosaxulebaze.

• CarTva - saSualebas gvaZlevs movaxdinoT erT gamosaxulebaze 
gansxvavebuli elementebis kombinireba siidan elementebis 
wauSlelad.

CarTvis niSanma SeiZleba miiRos Semdegi mniSvnelobebi:
• gamorTv. – elementi ar irTveba;
• CarTv. – elementi irTveba;
• avto – elementi irTveba avtomaturad (Tu ar aris nuli).
• formula - es aris ricxviTi tipis gamosaxuleba,  romlis 

mixedviTac gamoiTvleba mocemuli elementi. gamosaxulebaSi 
SesaZlebelia gamoyenebul iqnes programa `info buRalteris~ 
Cadgmuli enis funqciebi, agreTve sxva (zemoT aRwerili) elementebis 
mniSvnelobebi.
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grafikebisa da diagramebis ageba

grafikuli dokumentis formirebisTvis SeasruleT Semdegi 
moqmedebebi:

1. airCieT menius punqti uwyisebi/grafikebi. ekranze gamoCndeba 
fanjara `grafikebi~, romelic Seicavs winaswar Seqmnili grafikuli 
formebis sias.

2. mausis an kursoris mmarTveli klaviSebis daxmarebiT airCieT 
is striqoni, romelic Seicavs TqvenTvis saWiro formas da daaWireT 
Rilaks Enter an mausis meSveobiT _ Rilaks `amorCeva~.

analogiuri qmedeba SeiZleba Sesruldes mxolod mausis 
gamoyenebiTac. amisTvis saWiroa TqvenTvis saWiro striqons mausis 
meSveobiT orjer daaWiroT.

Tqven SegiZliaT uari TqvaT grafikuli uwyisis formirebaze, 
amisaTvis daaWireT klaviSs  Esc an mausis meSveobiT – Rilaks 
Cancel.

 amis Semdeg moxdeba grafikis formireba. formirebis procesis 
mimdinareoba gamoisaxeba lurji xaziT programis statusis striqonSi. 
formirebuli grafiki gamoCndeba grafikis daTvalierebis fanjaraSi.

Tqvens mier gansazRvruli grafikebi da diagramebi inaxeba siis 
saxiT. SegiZliaT axali grafikebisa da diagramebis aRwera, agreTve 
waSla an redaqtireba.

grafikebisa da diagramebis CamonaTvali inaxeba failSi ib.grf. 
grafikebis siis redaqtirebisTvis gamoiyeneba mTavari menius punqti 
dayeneba/grafikebi. 

grafikis an diagramis nebismieri elementis Sesaxeb informaciis 
misaRebad masze orjer daaWireT mausis marcxena RilakiT. mausis 
isarTan gamoCndeba elementis dasaxeleba da misi mniSvneloba.

mausis marcxena klaviSze daWeriT da dayovnebiT grafikis fanjaraSi 
gamoCndeba punqtirebis jvaredini. misi meSveobiT SegiZliaT gansazRvroT, 
magaliTad, wertilis mdebareoba koordinatTa vertikaluri RerZis 
mimarT.

grafikis daTvalierebis fanjaraSi yofnisas SegiZliaT grafikis an 
diagramis beWdva an beWdviswina daTvaliereba.           

gamzadebuli grafikis an diagramis gadatana SegviZlia nebismier 
programaSi, romelic muSaobs Windows garemoSi da iZleva grafikuli 
gamosaxulebebis Casmis SesaZleblobas. gamosaxulebis gadatana xdeba 
Windows-is gacvlis buferis meSveobiT.
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grafikebis daTvaliereba

formirebuli grafiki an diagrama gamoisaxeba grafikebis 
daTvalierebis fanjaraSi: 

sur. 127. danaxarjTa struqtura.

fanjris zeda nawilSi moTavsebulia instrumentebis paneli. maTi 
meSveobiT xdeba grafikebisa da diagramebis formireba.

sur. 128. instrumentebis paneli.

instrumentTa panelis calkeuli Rilakis Sesaxeb informacia 
SegiZliaT miiRoT programasTan muSaobis procesSi. amisaTvis mausis 
isari miiyvaneT TqvenTvis saintereso RilakTan da daaWireT mausis 
marjvena Rilaks.

instrumentebis panelis qveviT SeiZleba moTavsebuli iyos ferebisa 
da/an ornamentebis paneli.

sur. 129. ornamentebis paneli.



168

Tu paneli srulad ar Tavsdeba fanjaraSi, maSin SegviZlia misi 

SekumSva  Rilakebis daxmarebiT, romelic ganTavsebulia panelis 
marcxniv. 

panelis CarTva da gamorTva xdeba menius meSveobiT, romlis 

gamoZaxebac xdeba  Rilakis saSualebiT.
ferTa da ornamentebis paneli gamoiyeneba, Sesabamisad, diagramis 

elementisTvis feris an ornamentis xeliT SerCevisas. diagramis 
elementis feris (ornamentis) Sesacvlelad miiyvaneT mausis isari 
Tqvens mier arCeul ferTan (ornamentTan), ferTa da ornamentebis 
panelze da daaWireT mausis marcxena Rilaks. mausis isari miiRebs 
`saRebaviani qilis~ saxes. mausis marcxena Rilakze TiTis daWeriT 
miiyvaneT misi isari diagramis elementTan. diagramis elementi Seicvlis 
Tavis fers (ornaments) Tqvens mier arCeulis Sesabamisad.

grafikis an diagramis nebismieri elementis Sesaxeb informaciis 
misaRebad orjer daaWireT masze mausis marcxena RilakiT. mausis isris 
gverdiT gamoCndeba elementis dasaxeleba da mniSvneloba.

grafikis daTvalierebis fanjaraSi yofnisas SegiZliaT grafikis an 
diagramis beWdva, aseve beWdviswina daTvaliereba. 

gamzadebuli grafikis an diagramis gadatana SegviZlia nebismier 
programaSi, romelic muSaobs Windows garemoSi da iZleva grafikuli 
gamosaxulebebis Casmis SesaZleblobas. gamosaxulebis gadatana xdeba 
Windows-is gacvlis buferis meSveobiT.

grafikis an diagramis gamosaxulebis kopireba Windows-is gacvlis 
buferSi xdeba grafikTa daTvalierebis fanjaraSi instrumentTa 

panelis  Rilakis meSveobiT.

 Rilakis meSveobiT Windows-is gacvlis buferSi xorcieldeba 
grafikis an diagramis mxolod teqsturi warmodgenis kopireba.

Rilaki  gankuTvnilia grafikis gamosaxulebis Windows-is 
gamcvlel buferSi kopirebisTvis. SemdgomSi kopirebuli suraTis Casma 
SesaZlebelia nebismier iseT programaSi, romelic iZleva grafikuli 
gamosaxulebebis Casmis SesaZleblobas (magaliTad, Microsoft Word, 
Paint, Adobe Photoshop da a.S.).

Rilaki  gankuTvnilia grafikis an diagramis teqsturi 
warmodgenis kopirebisaTvis (cxrilis saxiT) Windows-is gacvlis 
buferSi.
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grafikis intervali

grafikebis ageba SesaZlebelia rogorc Tqvens mier miTiTebuli 
saangariSo, aseve nebismieri periodiT:

• grafiki saangariSo periodSi;
• grafiki intervalSi.

grafikis agebis intervali

grafikis intervali moicema mxolod im SemTxvevaSi, Tu parametrs 
`grafikis tipi~ aqvs mniSvneloba `grafiki intervalSi~. intervali 
moicema sawyisi da saboloo mniSvnelobiT. grafikis elementebSi 
mocemuli formulebis mixedviT intervali SeiZleba gansazRvrul 
iqnas ricxvis an TariRis tipis mniSvnelobebiT.

grafikis tipi

am parametris meSveobiT SegiZliaT airCioT, Tu rogor gamoisaxos 
monacemebi: grafikis Tu diagramis saxiT.

Tu daayenebT mniSvnelobas `grafiki~, aucilebelia miuTiToT 
intervali, romelSic moxdeba grafikis ageba.

grafikis legendis gamoCena an damalva (Show or Hide the 
legend)

 Rilakis meSveobiT SesaZlebelia grafikis an diagramis legendis 
(ganmartebebis) gamoCena da gaqroba. Rilakze daWeriT xdeba misi 
dafiqsireba, masze xelmeored daWera abrunebs Rilaks Tavdapirvel 
mdgomareobaSi.

grafikis an diagramis tipi

RilakTa momdevno jgufis meSveobiT SesaZlebelia grafikis an 
diagramis tipis SerCeva:

monacemTa warsadgeni Rilaki

 Seferadebuli areebi - Area chart;
 horizontaluri histograma - Horizontal bars chart;
 vertikaluri histograma - Columns and Bar charts;
 grafiki - Line chart;
 wertilovani grafiki - Mark (point) chart;
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 seqtoruli diagrama- Pie chart;
 gasworebuli grafiki - Fit to curve chart.

3D Rilaki (Switch between 3D and 2D views)

 Rilakis meSveobiT SegiZliaT SecvaloT grafikis an diagramis 
saxe. am Rilakze daWerisas grafikebi da diagramebi gamoisaxeba 3 
ganzomilebian sivrceSi. winaaRmdeg SemTxvevaSi isini gamoisaxeba 2 
ganzomilebian sivrceSi. Rilakze daWeriT xdeba misi dafiqsireba 
moculobiT mdgomareobaSi, masze xelmeored daWera abrunebs Rilaks 
Tavdapirvel mdgomareobaSi.   

sivrciTi warmodgena (Z-Custered series)

Rilaki  saSualebas iZleva SevcvaloT grafikebis sivrculi 
warmodgena brtyeli gamosaxulebiT da piriqiT. 

vertikaluri bade (Vertical grid)

  Rilakze daWeriT grafiks an diagramas emateba badis vertikaluri 
saxazavebi. Rilakze daWeriT xdeba misi dafiqsireba,  masze xelmeored 
daWera Rilaks Tavdapirvel mdgomareobaSi abrunebs.   

horizontaluri bade (Horizontal grid)

 Rilakze daWeriT grafiks an diagramas emateba badis 
horizontaluri xazebi. Rilakze daWeriT xdeba misi dafiqsireba, masze 
xelmeored daWera Rilaks Tavdapirvel mdgomareobaSi abrunebs.   

saTaurebis redaqtireba (Edit titles)

 Rilakis meSveobiT SesaZlebelia dialoguri fanjris gamoZaxeba, 
romelSic moicema saTaurebi grafikisTvis an diagramisTvis: 

• Top             _ zeda saTauri;
• Left _ marcxena saTauri;
• Bottom _ qveda saTauri;
• Right _ marjvena saTauri.
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marTvis parametrebi (Tools)
 Rilakze daWeriT xdeba gadasvla meniuSi,  romelic iZleva imis 

arCevis saSualebas, Tu marTvis ra punqtebi iyos misawvdomi grafikis 
daTvalierebis fanjaraSi muSaobisas. marTvis amorCeuli punqtebi 
aRiniSneba √ niSniT. 

meniu saSualebas gaZlevT airCioT an gamoricxoT marTvis Semdegi 
punqtebi:

• Legend       _ ganmartebebi;
• ToolBar    _ instrumentTa paneli;
• PaletteBar _ ferTa paneli;
• PatternBar _ ornamentebis paneli;
• StatusBar _ statusis striqoni;
• Data Editor _ monacemTa redaqtori.

damatebiTi parametrebis dayeneba (Change chart options)

 Rilaki gankuTvnilia dialoguri fanjris gamosaZaxeblad 
grafikebisa da diagramebisTvis damatebiTi parametrebis 
dasayeneblad:

sur. 130. grafikebisa da diagramebis damatebiTi parametrebi.

dialoguri fanjara iTvaliswinebs parametrebis 2 jgufs:

 General Attributes _ saerTo atributebi;
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 Attributes _ konkretuli grafikis atributebi.
ganvixiloT TiToeuli jgufis parametrebi:

saerTo atributebi

3D – cvlis grafikis an diagramis saxes brtyeli 

gamosaxulebidan moculobiTSi da piriqiT. analogiuria   
Rilakisa. 

⇒  Show Zero – grafikebze nulovani niSnakis gamoCena;
⇒  Color Scheme – gamoyenebuli feradi sqema;
 Solid  _ uwyveti;
 BW Pattern _ Sav-TeTri daStrixva;
 Color Pattern – feradi daStrixva;
 Scale – grafikebisa da diagramebis masStabireba;
 Min – grafikis minimaluri mniSvneloba;
 Max – grafikis maqsimaluri mniSvneloba;
 Scale –  masStabi;
 Dec _ mZimis Semdeg niSnebis raodenoba grafikis mniSvnelobebis 

asaxvisas;
⇒  Scale Gap – skalis danayofebs Soris intervali;
 Automatic – ganisazRvreba avtomaturad;
 Fixed – fiqsirebuli.

konkretuli grafikis atributebi

⇒  Horizontal – gansazRvravs histogramis ganlagebas - 
horizontalurs an vertikalurs. analogiur moqmedebebs asruleben 

Rilakebi  da ;  
⇒  Joined – aerTianebs histogramis svetebs, e.i. gansazRvravs 

histogramebis saxes – gamoyos Tu ara histogramebis svetebi 
SualedebiT;

⇒  Show Values – es atributi gamoiyeneba mxolod wertilovani 
grafikebisaTvis da gansazRvravs, aCvenos Tu ara mniSvnelobebi 
markerebis gverdiT;

⇒   Points – wertilovani grafikebisaTvis gansazRvravs markeris 
saxes:
 markeri ar aris;
 marTkuTxedi;
 wrewiri;
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samkuTxedi;
«marmarilo» _ sfero, romelic sinaTles ise ireklavs rogorc 

marmarilo;
kubi.









⇒
⇒

⇒

 100%  Stacked
  Stacked
        Stacked No

 atributebis mocemuli jgufi gamoiyeneba 
mxolod sveturi histogramebisaTvis da gansazRvravs svetebis 
Calagebas. gaCumebiT dayenebulia No Stacked.    

teqsturi redaqtori

Cadgmuli teqsturi redaqtori warmoadgens standartul teqstur 
redaqtors damatebiTi SesaZleblobebiT. misi saSualebiT Tqven 
SegiZliaT SeqmnaT axali dokumenti da moaxdinoT nebismieri teqstis 
werilis, gancxadebis da a.S. redaqtireba. garda amisa, redaqtorSi 
SegiZliaT gadagzavnoT nebismieri uwyisi an dokumenti (blanki) 
teqstis saxiT Semdgomi redaqtirebisaTvis. 

Cadgmuli redaqtoris gamosaZaxeblad airCieT mTavari menius punqti 
faili/redaqtori. 

teqstis redaqtirebis reJimSi mTavari menius punqtis faili/
gaxsna çgamoZaxebisas CaitvirTeba sxva faili, Zveli faili rCeba 
ucvlelad. adre Zvel fails gadaewereboda teqsti Ria failidan, 
xolo redaqtirebadi failis saxeli ar icvleboda.

redaqtirebadi striqonis maqsimaluri sigrZe 255 simboloa. 

sur. 131 teqsturi redaqtori
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teqstur redaqtorSi Sesasvlelad SegiZliaT gamoiyenoT Windows-
redaqtoris standartuli Rilakebis kombinacia: 

klaviaturis Rilakebi          funqcia
← ↑ ↓ →           kursoriT marTva
Home             striqonis dasawyisSi
End               striqonis boloSi
PgUp              gverdis dasawyisSi
PgDn              gverdis boloSi
Ctrl+PgUp         teqstis dasawyisSi gadasvla
Ctrl+PgDn         teqstis boloSi gadasvla
Ctrl+←            sityva marcxniv
Ctrl+→            sityva marjvniv
Tab                tabulacia
Enter              axali striqoni
Ins                CarTva/amorTva Casmis reJimSi 
Backspace          simbolos waSla kursoris marcxniv
Del               simbolos waSla kursoris marjvniv 

                     blokis waSla
Ctrl+Y             striqonis waSla
Ctrl+A             Zebna
Ctrl+P             Secvla
F3                 teqstis beWdva
Ctrl+              `striqonul/blokuri gamoyofis~ gadarTva
Shift+Del           amoWra gacvlis buferSi
Ctrl+Ins            kopireba gacvlis buferSi
Shift+Ins           Casma gacvlis buferidan
Shift+↑             blokis gamoyofa
Shift+↓                                          `
Shift+→                                        `
Shift+PgUp                              `  
Shift+PgDn                              ` 
Shift+Home                              `  
Shift+End                                 `
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Tavi 10

monacemTa baza

programa `info buRalteris~ qselur versiaSi sameurneo 
operaciebis Jurnali, angariSTa gegma, gansazRvrebebi da rekvizitebi 
inaxeba DB-failebis saxiT. am failebTan samuSaod gamoiyeneba mTavari 
menius punqti  faili/monacemTa baza.

mocemuli punqti Seicavs Semdeg qvepunqtebs:

Seqmna... _ axali monacemTa bazis Seqmna; 
gadarTva... _ sxva monacemTa bazaze gadarTva; 
sxva saxeliT Sesvla... _ mimdinare bazasTan SeerTeba sxva 

saxeliT; 
importi _ monacemebis miReba programis lokaluri versiidan;  
eqsporti _ monacemebis Senaxva programis lokalur versiaSi;
optimizacia _ monacemTa bazis failebis optimizacia;
operaciis Sesruleba individualur mimarTvas monacemTa bazasTan        

   da ar sruldeba, Tu bazasTan muSaoben sxva momxmareblebi!      

ganaxleba _ Ria fanjrebSi informaciis ganaxleba; 
Semowmeba _ monacemTa bazis logikuri struqturis gansazRvra; 
blokirebis moxsna _  monacemTa bazaSi Caweris blokirebis moxsna.

es operacia xorcieldeba mxolod ̀ info-serverTan~ muSaobis dros 
da mxolod im momxmareblebisTvis, romlebsac miniWebuli aqvT ufleba 
`monacemTa bazebis moxmareba~!

sur. 132. qseluri `info buRalteri~.
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gaxsna

mTavari menius punqtis faili/gaxsna arCeviT an instrumentebis 

panelze  Rilakze daWeriT Tqven SegiZliaT failis monacemebis 
CatvirTva. es punqti funqcionirebs, rodesac mTavari meniu 
gamoZaxebulia Semdegi reJimebidan:

• operaciebi/Jurnali, dayeneba/angariSTa gegma, dayeneba/sawyisi 
naSTebi _ `gaxsna~ funqciis daxmarebiT Tqven SegiZliaT arCeuli 
failidan sameurneo operaciebis Jurnalis wakiTxva angariSTa gegmasTan 
erTad (failis aqvs gafarToeba .shp). mocemuli faili gaxdeba 
mimdinare.

unda gvaxsovdes, rom angariSTa gegmisa da sawyisi naSTebis 
redaqtirebisas monacemebis CatvirTva SeiZleba mxolod pirveli donis 
angariSebidan;

• dokumentebi/Sevseba da dokumentebi/arqivi _ `gaxsna~ funqciis 
daxmarebiT Tqven SegiZliaT arqividan Setanis velSi monacemebis 
Seyvana;

• faili/redaqtori an dayeneba/blankebi _ miTiTebuli failidan 
SegviZlia teqstis wakiTxva Semdgomi redaqtirebisaTvis;

• dayeneba/tipiuri operaciebi _ saSualebas gvaZlevs CaitvirTos .top 
gafarToebis teqsturi failebi, romelic Seicavs tipiur operaciebs. 
am punqtidan tipiuri operaciebis failis Secvlis SemTxvevaSi 
CaitvirTeba tipiuri operaciebis axali krebuli.

Senaxva

failSi informaciis Senaxva mimdinare saxeliT xdeba 
Semdegnairad: 

• daaWireT  Rilaks instrumentebis panelze;
• airCieT mTavari menius punqti  faili/Senaxva.
monacemebi Seinaxeba sxvadasxvagvarad imisda mixedviT, Tu programa 

`info buRalteri~-s ra reJimidan xdeba am funqciis gamoZaxeba. Semdegi 
reJimebidan gamoZaxebisas: 

• operaciebi/Jurnali, dayeneba/angariSTa gegma, dayeneba/sawyisi 
naSTebi _ sameurneo operaciebis Jurnalis, angariSTa gegmis an 
sawyisi naSTebis redaqtirebisas mimdinare .shp gafarToebis failze 
mimarTvisas Seinaxeba angariSTa gegma, sawyisi naSTebi da sameurneo 
operaciebis Jurnali. mimdinare .shp- failis saxeli miTiTebulia 
programis mTavari fanjris statusis striqonSi; 
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• faili/redaqtori,  dayeneba/tipiuri operaciebi,  dayeneba/blankebi _ 
Sesworebuli teqsti Seinaxeba mimdinare failSi. teqstur redaqtorSi 
an blankebis redaqtorSi Sesvlisas failis saxeli eTiTeba redaqtoris 
fanjris statusis striqonSi. 

failSi monacemebis sxva saxeliT Caweris aucileblobis SemTxvevaSi 
gamoiyeneT punqti faili/SevinaxoT rogorc.

faili/SevinaxoT rogorc

mTavri menius punqtis faili/SevinaxoT rogorc... arCevisas Tqven 
SegiZliaT faili SeinaxoT nebismieri saxeliT. am funqciiT sargebloba 
SegiZliaT programis yvela im reJimSi, romelSic aqtiuria funqcia 
`Senaxva~.

sameurneo operaciebis JurnalTan muSaobisas SevinaxoT rogorc... 
funqciis daxmarebiT Tqven SegiZliaT SeinaxoT sameurneo operaciebis 
Jurnali (angariSTa gegmasTan da sawyis naSTebTan erTad) sxva 
saxeliT. 

mTavari menius puqtSi  dokumentebi/Sevseba, blankis Sevsebis reJimSi 
es funqcia uzrunvelyofs Sevsebuli blankis failSi Senaxvas nebismieri 
saxeliT. 

Cadgmul redaqtorSi (punqti faili/redaqtori) an tipiuri operaciebis 
redaqtorSi (punqti dayeneba/tipiuri operaciebi) muSaobisas punqtis 
`SevinaxoT rogorc~... arCeviT saSualeba geZlevaT teqsti SeinaxoT sxva 
saxeliT. 

ekranze gamova dialoguri fanjara `failSi Cawera~. am fanjaraSi 
unda SeiyvanoT axali saxeli, romliTac gsurT Seinaxos faili an 
unda amoirCioT siidan arsebuli failebi da katalogebi. fanjris zeda 
nawilSi moTavsebulia failebis tipebis sia, romelTa gamoyenebiTac Tqven 
SegiZliaT miuTiToT failis saWiro formati.

klaviaturis an mausis gamoyenebiT  Rilakze daWerisas Tqven CawerT 
fails miTiTebuli saxeliT.

Tu faili am saxeliT ukve arsebobs, maSin programa gamoitans 

Setyobinebas amis Sesaxeb:

sur. 133. gamafrTxilebeli Setyobineba failis arsebobis Sesaxeb.
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sameurneo operaciebis Jurnalis Senaxvisas programa mogTxovT 
miuTiToT agreTve damatebiTi parametrebi:

sur. 134. damatebiTi parametrebis miTiTeba.

am fanjaraSi mieTiTeba, rom failis saxelia IB.shp, paroli Sesvlaze 
dayenebuli ar aris da faili inaxeba kodirebiT Windows ANSI.

Tqven SegiZliaT kodirebis Secvla da programaSi Sesvlaze parolis 
dayeneba. 

sxva kodirebaSi failis Senaxva SesaZlebelia dagWirdeT sameurneo 
operaciebis Jurnalis (.shp gafarToebis failis) Windows-versiidan 
DOS-versiaSi gadatanisas.

faili / gaerTianeba

mTavari menius punqtis faili/gaerTianeba... daxmarebiT Tqven SegiZliaT 
mimdinare failis SigTavsi gaaerTianoT sxva failis SigTavsTan, romlis 
saxelsac Tqven miuTiTebT. 

sameurneo operaciebis JurnalTan muSaobisas (mTavari menius punqti 
operaciebi/Jurnali),  Tqven SegiZliaT sameurneo operaciebis mimdinare 
Jurnali gaaerTianoT sxva JurnalTan,  romelic inaxeba sxva .shp 
gafarToebis failSi. am SemTxvevaSi Tqvens sameurneo operaciebis 
Jurnals da angariSTa gegmas daemateba operaciebi, angariSebi da 
qveangariSebi Tqvens mier miTiTebuli failidan. 

mTavari menius punqtidan dayeneba/angariSTa gegma an dayeneba/sawyisi 
naSTebi am funqciis gamoZaxebisas mimdinare angariSTa gegmas daemateba 
is angariSebi an qveangariSebi, romlebic aklia. 

mTavari menius punqtis faili/redaqtori da dayeneba/ti piuri 
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operaciebi reJimebidan gaerTianeba... funqciis gamoZaxebisas teqstis 
boloSi daemateba miTiTebuli failis teqsti. 

faili / blokis Cawera

mTavari menius punqtis faili/blokis Cawera gamoyenebiT, Tqven 
SegiZliaT failSi SeinaxoT angariSTa gegma da gafiltruli sameurneo 
operaciebi. es punqti gamoiyeneba, Tu Tqven muSaobT operaciebis 
gafiltrul JurnalTan (mTavari menius punqti operaciebi/Jurnali). 

mTavari menius am punqtis arCevis Semdeg unda SeiyvanoT failis 
saxeli, romelSic Seinaxeba gafiltruli sameurneo operaciebis 
Jurnali. 

faili / gasufTaveba

yuradReba! 
mocemul reJimTan sasurvelia frTxilad imuSaoT, raTa ar dakargoT 

monacemebi.

sameurneo operaciebis Jurnalidan, angariSTa gegmidan da sawyisi 
naSTebidan arasaWiro informaciis wasaSlelad airCieT mTavari menius 
punqti faili/gasufTaveba. 

menius es punqti muSaobs Semdegi reJimebidan erT-erTSi: 
• operaciebi/Jurnali;
• dayeneba/sawyisi naSTebi;
• dayeneba/angariSTa gegma
operaciebi/Jurnalis reJimidan funqcia gasufTavebis gamoZaxebiT 

sameurneo operaciebis Jurnalidan waiSleba yvela operacia. waSlis 
win gamova Setyobineba: 

sur. 135. yvela sameurneo operaciis waSlis brZanebis dadastureba.

dayeneba/sawyisi naSTebis reJimidan funqcia `gasufTavebis~ 
gamoZaxebiT waiSleba naSTebi yvela angariSze an qveangariSze. 
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dayeneba/angariSTa gegmis reJimidan funqcia gasufTavebis gamoZaxebiT 
angariSTa gegmidan waiSleba yvela angariSi, xolo sameurneo 
operaciebis Jurnalidan _ yvela sameurneo operacia. 

sur. 136. yvela angariSis da sameurneo operaciis waSlis 
brZanebis dadastureba.

faili /gamosvla

mTavari menius punqti faili/gamosvla saSualebas mogcemT 
daasruloT muSaoba programa `info buRalterTan~ da gaxvideT 
operaciul sistemaSi. garda amisa, Tqven SegiZliaT gamoxvideT 
programidan nebismier momentSi, Tu SeasrulebT Semdegi moqmedebebidan 
erT-erTs:

• daaWerT Rilaks  programis mTavar fanjaraSi;
• daaWerT klaviSebis kombinacias Alt+F4;
• daaWerT klaviSebis kombinacias Alt+X.
Tu diskze raime monacemebi ar Seinaxeba, programa gamoitans 

Setyobinebas:

sur. 137. sameurneo operaciis JurnalSi cvlilebebis Senaxvis  
brZanebis dadastureba.

`diax~ Rilakze daWerisas programa Seinaxavs cvlilebebs diskze, 
`ara~ Rilakze daWerisas programasTan muSaoba dasruldeba cvlilebebis 
Senaxvis gareSe, Rilaki `gauqmeba~ saSualebas mogcemT programasTan 
gaagrZeloT muSaoba. 

Tu mTavari menius punqtis dayeneba/awyoba CanarTSi sxvadasxva 
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miTiTebulia sarezervo direqtoriaSi Senaxva, maSin programidan 
gamosvlisas miTiTebul direqtoriaSi moxdeba Jurnalis aslis 
Senaxva.

rekomendirebulia Senaxuli iqnes Jurnalis asli yoveli samuSao 
dRis dasrulebis Semdeg. es saSualebas mogcemT Jurnalis dazianebis 
SemTxvevaSi aRadginoT igi monacemebis minimaluri danakargebiT!

monacemTa bazis Seqmna

mTavari menius punqtis monacemTa baza/Seqmna... saSualebiT Tqven 
SegiZliaT SeqmnaT axali monacemTa baza. 

amis Semdeg gamova dialoguri fanjara, sadac axali monacemTa bazis 
Sesaqmnelad unda miuTiToT diski da katalogi. 

amisTvis unda SeiyvanoT paroli, romelic miTiTebulia eleqtronul 
gasaRebze. monacemTa bazisaTvis axali katalogis Sesaqmnelad gamoiyeneT 
Rilaki `axali~.

saWiro diskisa da katalogis arCevis Semdeg daaWireT Rilaks OK. 
Semdeg unda miuTiToT bazis dasaxeleba. 

sur. 138. axali bazis Seqmna.

programa ̀ info buRalteri~ saSualebas gvaZlevs gvqondes ramdenime 
monacemTa baza. monacemTa bazebi SeiZleba SevqmnaT rogorc qselur, 
aseve lokalur diskebze.

Tqvens mier arCeul direqtoriaSi programa moaTavsebs monacemTa 
bazis cariel failebs: 
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Hozop.db _ sameurneo operaciebi; 
Opredel.db _ gansazRvrebebi; 
Plost.db _ sawyisi naSTebi; 
Plscet.db _ angariSTa gegma; 
Provod.db _ gatarebebi sameurneo operaciebTan; 
Rekvisit.db _ rekvizitebi; 
Usrtabl.db _ momxmarebelTa sia; 
Ibw.dcf           _ monacemTa bazis faili-identifikatori, romelic 

Seicavs monacemTa bazis dasaxelebas. 
zemoT CamoTvlili failebis garda bazebis katalogSi muSaobis 

procesSi gamoCndeba indeqsebis failebi (.px, .x01, .y01 gafarToebiT 
da a.S) da Eventnet.db faili. isini saWiroa mxolod programasTan 
muSaobis procesSi. Secdomis SemTxvevaSi sasurvelia es failebi 
waiSalos. programis gaSvebis Semdeg saWiro failebi avtomaturad 
xelaxla Seiqmneba. 

standartuli angariSTa gegmis misaRebad, aucilebelia moaxdinoT 
monacemebis importi IFRS-2013.shp failidan, romelic imyofeba 
programa `info buRalteris~ samuSao katalogSi. amave katalogidan 
unda moaxdinoT standartuli gansazRvrebebisa da rekvizitebis 
importireba (failebi ib.opr da ib.rek Sesabamisad). angariSTa gegmis, 
gansazRvrebebis da rekvizitebis importireba monacemTa bazaSi 
SegiZliaT agreTve mTavari menius punqtidan faili/monacemTa baza/
importireba.

monacemTa baza/gadarTva

mTavari menius punqtis monacemTa baza/gadarTva... daxmarebiT Tqven 
SegiZliaT airCioT TqvenTvis saWiro monacemTa baza. menius am punqtis 
arCevis Semdeg gamova dialoguri fanjara, romelSic unda airCioT 
diski da monacemTa bazis katalogi.

monacemTa bazis arCeva SesaZlebelia rogorc xeliT, aseve Zebnis 
funqciis daxmarebiT rogorc lokalur, aseve qselur diskebze (Rilaki 
`Find~). monacemTa bazis Zebnisas faqtiurad iZebneba monacemTa bazis 
faili-identifikatori dcf.
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sur. 139. monacemTa bazis arCeva.

saWiro monacemTa bazis arCevis Semdeg daaWireT Rilaks OK.

monacemTa baza/sxva saxeliT Sesvla

programa saSualebas gaZlevT bazaSi SexvideT sxva, magaliTad, 
`administratori~-s saxeliT. ekranze gamova im fanjris analogiuri 
fanjara, romelic gamodis programaSi Sesvlis procesSi.

BDE-s awyoba 
programa `info buRalteri~-is lokaluri versia muSaobs BDE-s 

mxolod 5.01 da ufro maRal versiaze. BDE-s ufro adreuli versiis 
gamoyenebam SeiZleba Seaferxos programis normaluri muSaoba.  

BDE-s asawyobad SeasruleT Semdegi moqmedebebi:
• SediT `Start~;
• airCieT menius punqti Settings/Control panel;

• orjer daaWireT Rilaks  BDE Administrator;
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sur. 140. BDE administratoris konfiguraciis fanjara.

• airCieT CanarTi `Configuration~;
• `Configuration~_is xisebur struqturaSi airCieT punqti 

`Drivers/Native/PARADOX~ da daayeneT Semdegi parametrebi:
- NET DIR gza  Pdoxusrs.net failisaken (lokalur versiaSi NET 

DIR-Si Caiwereba C:\ );
- LANGDRIVER enis draiveri, romelic gamoiyeneba cxrilebis 

Sedgenisas, daxarisxebisas da a.S. – unda eyenos mniSvneloba `Pdox 
ANSI Cyrillic~.

• cvlilebebi SeinaxeT menius punqtidan Object/Apply  da Senaxvaze 
SekiTxvisas `Save all edits to PARADOX~ daaWireT Rilaks `OK~;

• ̀ Configuration~-is xisebur struqturaSi airCieT punqti  ̀ Drivers/
Native/DBASE~ da daayeneT Semdegi parametrebi

- LANGDRIVER  enis draiveri, romelic gamoiyeneba cxrilebis 
Sedgenisas, daxarisxebisas da a.S. – unda eyenos mniSvneloba `‘ascii’ 
ANSI~;

- LEVEL formati, romelSic Seiqmneba dBase-cxrilebi – unda 
eyenos mniSvneloba 7.

• cvlilebebi SeinaxeT menius punqtidan Object/Apply  da Senaxvaze 
SekiTxvisas `Save all edits to DBASE~  daaWireT Rilaks OK;
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sur. 141. BDE administratoris konfiguraciis fanjara.

• ̀ Configuration~ is xisebur struqturaSi airCieT punqti ̀ System/
INIT~  da daayeneT Semdegi parametrebi:

sur. 142. BDE administratoris konfiguraciis fanjara.

LANGDRIVER - enis draiveri, unda eyenos mniSvneloba `Pdox 
ANSI Cyrillic~;

- LOCAL SHARE mimarTvis gadanawileba lokaluri monacemebisTvis 
– unda eyenos mniSvneloba TRUE Windows-is bazaze erTrangiani 
qselebisTvis da FALSE, Tu gamoiyeneba Novell Netware Server.

• cvlilebebi SeinaxeT menius punqtidan Object/Apply da Senaxvaze 
SekiTxvisas `Save all edits to INIT~ daaWireT Rilaks OK;

• programidan gamodiT menius punqtidan Object/Exit.
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sur. 143. BDE administratoris konfiguraciis fanjara.

Semdeg Tqven SegiZliaT daayenoT BDE-s parametrebi BDEadmin.
exe programis gaSvebiT.

monacemTa baza/importi

mTavari menius punqtis faili/monacemTa baza es qvepunqti programa 
`info buRalteris~ lokaluri versiidan monacemebis importis 
saSualebas gvaZlevs. konkretuli moqmedebebi mocemul punqtTan 
mimarTvisas damokidebulia programa `info buRaltris~ aqtiuri 
fanjris tipze:   

angariSTa gegma _ angariSTa gegmis da sameurneo operaciebis importi  
.shp failidan an angariSTa gegmis importi .dbf failidan.

sameurneo operaciebi _ angariSTa gegmis da sameurneo operaciebis 
importi .shp failidan  an sameurneo operaciebis importi .dbf 
failidan.

rekvizitebi _ rekvizitebis importi .rek failebidan.
gansazRvrebebi _ gansazRvrebebis importi .opr failebidan.
nebismier sxva SemTxvevaSi moxdeba angariSTa gegmisa da sameurneo 

operaciebis Jurnalis importi .shp failebidan.
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yuradReba!
importirebisas monacemTa bazaSi myofi informacia Seicvleba 

importirebuliT.

sur. 144. failidan wakiTxva.

monacemTa baza/eqsporti

mTavari menius punqtis faili es qvepunqti programa `info 
buRalteris~ lokaluri versiidan monacemebis eqsportis saSualebas 
gvaZlevs. konkretuli moqmedebebi mocemul punqtTan mimarTvisas 
damokidebulia programa `info buRalteris~ aqtiuri fanjris tipze, 
monacemTa baza/importireba...~ punqtis analogiurad.    

sur. 145. failSi Cawera.
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yuradReba!
monacemTa Senaxvis saimedoobis gasazrdelad rekomendebulia  

monacemTa bazis sarezervo aslis Seqmna yoveli samuSao dRis bolos. 
amisaTvis moaxdineT monacemTa bazis eqsportireba shp gafarToebis 
failSi mimdinare TariRis miTiTebiT.

monacemTa baza/optimizacia

mTavari menius punqtis faili es qvepunqti monacemTa failebis 
optimizaciis saSualebas iZleva. am proceduras sasurvelia mivmarToT 
xangrZlivi redaqtirebis Semdeg (mag. TveSi erTxel). optimizaciaze 
mimarTva SesaZlebelia monopoliur reJimSi da ar sruldeba, Tu 
bazasTan  muSaoben sxva momxmareblebi.

monacemTa baza/ganaxleba

mTavari menius punqtis faili es qvepunqti  ganaaxlebs programaSi 
gaxsnil fanjrebs, romlebic Seicaven monacemebs qseluri bazidan. 
amis aucilebloba iqmneba maSin, rodesac Tqven gsurT naxoT sxva 
momxmareblebis mier Setanili cvlilebebi maTi SetanisTanave.

mocemuli punqti aucilebelia, Tuki mTavari menius punqtis dayeneba/
awyoba  CanarTze qseli avtomatur ganaxlebebs Soris miTiTebulia 
sakmarisad didi dro, anda avtomaturi ganaxlebebi saerTod amorTulia. 

am SemTxvevaSi Tqven SegiZliaT isargebloT gadaTvlis RilakiT.

 

monacemTa baza/Semowmeba

mTavari menius punqtis faili/monacemTa baza/Semowmeba daxmarebiT 
Tqven SegiZliaT SeamowmoT monacemTa bazis logikuri struqtura. 

Secdomebis aRmoCenis SemTxvevaSi xdeba maTi gasworeba. monacemTa 
bazis Semowmeba, iseve rogorc optimizacia, moiTxovs monacemTa bazaze 
monopoliur wvdomas, e.i. gadasamowmebeli monacemTa baza unda iqnes 
gamoyenebuli mxolod erTi momxmareblis mier. 

mocemul punqtze mimarTva SeuZlebelia, Tu mimdinareobs muSaoba 
`info buRalteris~ monacemTa bazis `programa-serverTan~.
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sur. 146. bazis Semowmeba.

monacemTa baza/blokirebis moxsna

Tu programis gaTiSvis Sedegad bazaSi darCa dablokili Canaweri, 
maSin aucilebelia visargebloT menius punqtiT `blokirebis moxsna~. 
menius es punqti Semotanilia programa `info buRalteri~-s 8.1 
versiidan.
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`cxeli~ Rilakebi (hot-keys)
sameurneo operaciebis Jurnali

Ctrl+C _ sameurneo operaciebis Jurnalis Senaxva failSi mimdinare 
saxeliT;

F3 _ sameurneo operaciebis Jurnalis beWdva;
F4 an Enter _ operaciis an gatarebis redaqtireba;
F5 _ operaciis an gatarebis dublireba;
F7 _ axali operaciis an gatarebis damateba;
F8 _ operaciis an gatarebis waSla;
Tab _ operaciis da gatarebis fanjrebs Soris moZraoba;
Ins _ axali operaciis damateba;
Ctrl+← da Ctrl+→ _ Zebna.
blankebis Sevseba
F3 _ blankis beWdva;
F9 an Ctrl+Enter _ saformulo ganyofilebis gadaTvla.

dokumentebis arqivi

F8 an Del _ dokumentis waSla arqividan;
Enter _ dokumentis arCeva arqividan.

angariSTa gegma

F3 _ angariSTa gegmis beWdva;
F4 _ angariSis monacemebis Secvla;
F7 _ axali angariSis an qveangariSis damateba;
F8 _ angariSis an qveangariSis waSla;
Enter _ bolo donis angariSis redaqtireba;
Ctrl+Enter _ angariSze qveangariSis damateba;
Esc _ qveangariSebis erTi doniT zeviT asvla.

sawyisi naSTebi

F3 _ sawyisi naSTebis beWdva;
F8 _ angariSze sawyisi naSTebis ganuleba;
F4 an Enter _ angariSze naSTebis redaqtireba an qveangariSebze 

gadasvla;
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Esc _ qveangariSebis erTi doniT zeviT asvla an naSTebis  
redaqtirebis dasruleba.

Jurnal-orderuli formebis redaqtireba

F4 an Enter _ detalizaciis an angariSTa siis nomrebis 
redaqtireba;

F7 _ Jurnal-orderis (uwyisis) damateba;
F8 _ Jurnal-orderis  (uwyisis) waSla;
Esc _ redaqtirebis dasruleba.

gansazRvrebebisa da rekvizitebis redaqtireba

F4 _ dasaxelebis, mniSvnelobis an komentaris Secvla;
F7 _ axali gansazRvrebis an rekvizitis damateba;
F8 _ gansazRvrebis an rekvizitis waSla;
Enter _ gansazRvrebis an rekvizitis mniSvnelobis Secvla;
Esc _ redaqtirebis dasruleba.

buRaltruli aRricxvis warmoeba ramdenime 

sawarmosaTvis

erT kompiuterze SegiZliaT awarmooT ramdenime sawarmos buRalteria, 
im SemTxvevaSic ki, Tu Tqven gaqvT programa `info buRalteris~ 
gamoyenebis licenzia mxolod erTi samuSao adgilisTvis.

imisaTvis, rom kompiuteri moawyoT ramdenime sawarmos buRalteriis 
warmoebisTvis, SegiZliaT SeqmnaT programa `info buRalteris~ 
ramdenime asli (es daiSveba salicenzio SeTanxmebis mixedviT). Tumca 
unda aRiniSnos, rom ramdenime sawarmos buRalteriis warmoeba SeiZleba 
`info buRalteris~ erTi aslis gamoyenebiTac.

yuradReba!
kompiuteris parametrebis dayenebis dawyebamde SeqmeniT Tqveni 

monacemebis sarezervo asli – sameurneo operaciebis failebis (.shp), 
monacemTa bazis failebis (.dbf) da dokumentebis arqivis failebis 
(.bar) saxiT.

monacemebis gacvla sxva programebTan

programa `info buRalterSi~ gaTvaliswinebulia Windows–is 
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garemoSi momuSave sxva programebSi: Microsoft Excel,  Microsoft 
Word, Lotus 1-2-3 da sxv. monacemebis gadatanis SesaZlebloba. 
Tqven SesaZlebloba gaqvT gadaitanoT `info buRalteris~ nebismieri 
dokumenti, romelsac aqvs cxrilis saxe. monacemTa gadatana 
xorcieldeba Windows-is gacvlis buferis meSveobiT.

Tu programas, romelSic gadagvaqvs monacemebi, aqvs monacemTa 
dinamiuri gacvlis SesaZlebloba (DDE), SesaZlebelia ganxorcieldes 
specialuri Casma programa `info buRalteris~ dokumentebidan.

specialuri CasmiT gadatanili monacemebi yovelTvis inarCuneben 
kavSirs programa `info buRalterTan~. programa `info buRalteris~ 
dokumentSi monacemis SecvliT Seicvleba masTan dakavSirebuli sxva 
programaSi gadatanili monacemebi. 

monacemebis gadatana specialuri CasmiT gaTvaliswinebulia programa 
`info buRalteris~ Semdegi cxriluri dokumentebisaTvis:

• brunviTi uwyisi;
• naSTTa uwyisi;
• Tanxis moZraoba;
• mTavari wigni;
• Wadrakuli uwyisi;
• Jurnal-orderi;
• Jurnal-orderuli uwyisi.

programa `info buRalteris~ danarCeni cxriluri dokumentebis 
kopireba SesaZlebelia Windows-is gacvlis buferis daxmarebiT, 
magram maT Soris kavSiri ar iqneba.

programis cxriluri dokumentidan monacemebis gadasatanad 
SeasruleT Semdegi moqmedebebi:

1. gamoiZaxeT programa ̀ info buRalteris~ is dokumenti, romlidanac 
moxdeba monacemebis gadatana.

2. mausis an klaviaturis daxmarebiT gamoyaviT cxrilis nawili an 
mTliani cxrili.

3. airCieT mTavari menius punqti redaqtireba/kopireba an mausis 
daxmarebiT daaWireT Rilaks  instrumentebis panelze. amis Semdeg 
cxrilis moniSnuli nawili moTavsdeba Windows-is gacvlis 
buferSi.

4. gadadiT programaSi, romelSic gindaT monacemebis gadatana da 
SeasruleT moqmedeba im mizniT, rom Windows – is gacvlis buferidan 
gadmovides monacemebi. magaliTad, Microsoft Excel_is eleqtronul 
cxrilebTan muSaobisas unda airCioT menius punqti Edit/Paste.

Tu programas SeuZlia monacemTa dinamiuri gacvla, maSin monacemTa 
Casasmelad SegiZliaT gamoiyenoT specialuri Casma. magaliTad, 
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Microsoft Excel_is eleqtronul cxrilebTan muSaobisas airCieT 
mTavari menius punqti Edit/ Paste Special, gamosul dialogur 
fanjaraSi `specialuri Casma~ daayeneT gadamrTveli `Paste Link~ da 
daaWireT klaviaturaze Enter an Rilaks OK.

zemoTaRwerili moqmedebebis Sesrulebis Semdeg ̀ info buRalteris~ 
cxriluri dokumentidan monacemebi gadava sxva programaSi.

SeniSvna!
Tu gamoiyeneT specialuri Casma, maSin dokumentis gaxsnis win 

aucilebelia gaxsnaT programa `info buRalteri~.
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Tavi 11

ZiriTadi saSualebebis cveTis daricxva

a) cveTis daricxva fass-ebis (IFRS) mixedviTY

ZiriTadi saSualebebis aRricxvaSi erT-erT umniSvnelovanes sakiTxs 
warmoadgens cveTis daricxva. sawarmos menejerebisa da buRaltrebisaTvis 
ZiriTadi saSualebebis cveTis sworad daricxvis amocana kidev ufro 
aqtualuri gaxda fass-ebze (Zveli saxelwodebaa bass-ebi) gadasvlis 
Semdeg, romelTa mixedviT am sakiTxisadmi Tvisobrivad sruliad axali, 
`Zveli~ buRalteriisagan gansxvavebuli bevri niuansi iqna daSvebuli. 
Tamamad SeiZleba iTqvas, rom ar arsebobs `swori~ buRaltruli 
aRricxva da WeSmariti finansuri suraTi cveTis sworad daricxvis 
gareSe, rogorc raodenobrivi (Tanxobrivi), aseve Sinaarsobrivi 
(xarjebze daniSnulebisamebr mikuTvnebis) TvalsazrisiT.

bass-16 ̀ ZiriTadi saSualebebi~ cveTis daricxvas 41-52-e muxlebSi 
mimoixilavs, Tumca sakiTxis Sesaswavlad am Tormet muxlSi ̀ SekumSuli~ 
informacia sakmarisi ar aris. aqve unda iTqvas, rom saerTaSoriso 
standartebiT aRricxvis warmoeba niSnavs ara mxolod oficialuri 
bass-ebiT sargeblobas, aramed damkvidrebuli saerTaSoriso saaRricxvo 
praqtikis gaziarebasac. ZiriTadi saSualebebis cveTis ganxilvisas, 
garda bass 16-isa, veyrdnobiT profesiul literaturas da sakuTar 
praqtikul gamocdilebas.

cveTis arsi mdgomareobs SemdegSi: ZiriTadi saSualebebis 
SeZenisas gadaxdili Tanxebi, cxadia, sawarmos danaxarjs warmoadgens, 
magram vinaidan ZiriTadi saSualebebi iseTi materialuri aqtivebia, 
romlebic ramdenime saangariSgebo periodis manZilze gamoiyeneba, ar 
aris marTebuli am danaxarjebis mimdinare saangariSgebo periodis 
finansur Sedegebze (xarjebze) erTbaSad mikuTvneba. amitom saWiroa 
am danaxarjebis gadanawileba ramdenime saangariSgebo periodze 
garkveuli meTodikiT, rac ZiriTadi saSualebebis cveTis daricxvis 
saxiT xorcieldeba. ̀ cveTa~ buRaltrulad aRniSnavs swored gaweuli 
xarjebis gadanawilebas da ara ZiriTadi saSualebis fizikur cveTas. 
magaliTad, buRaltrulad mTlianad gacveTili rkinis seifi jer kidev 
savsebiT vargisi SeiZleba iyos misi Semdgomi eqspluataciisaTvis.

cveTa bass-ebis mixedviT anu finansuri cveTa xorcieldeba 
sagadasaxado kodeqsis mixedviT cveTis daricxvisagan (e.w. sagadasaxado 
cveTa) gansxvavebuli principebiT. bass 16, muxli 6 ganmartavs im 
fundamentur cnebebs, romelTa Sesaxeb qvemoT gveqneba saubari, kerZod, 
ZiriTadi saSualebebis cveTas, momsaxurebis vadas da salikvidacio 
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Rirebulebas:
`cveTa aris aqtivis cveTis Tanxis sistematuri ganawileba misi 

momsaxurebis vadis ganmavlobaSi~;
`aqtivis cveTis Tanxa aris aqtivis Rirebuleba, an finansur 

angariSgebaSi aqtivis Rirebulebis Sesafaseblad gamoyenebuli sxva 
Tanxa salikvidacio Rirebulebis gamoklebiT~;

`aqtivis momsaxurebis vada ganisazRvreba: a) periodiT, romlis 
ganmavlobaSic mosalodnelia sawarmos mier aqtivis gamoyeneba; an 
b) produqciis an msgavsi nawarmis raodenobiT, romlis miRebac 
mosalodnelia sawarmos mier mocemuli aqtivis gamoyenebiT~;

`salikvidacio Rirebuleba aris wminda Tanxa, romelic mosalodnelia 
darCes sawarmos aqtivis momsaxurebis vadis amowurvisas, gayidvasTan 
dakavSirebuli mosalodneli danaxarjebis gamoklebiT~.

konkretuli ZiriTadi saSualebis cveTis daricxvisaTvis 
saWiroa:

1) vicodeT am ZiriTadi saSualebis Rirebuleba, romliTac is 
asaxulia sawarmos aRricxvaSi. rogorc wesi, es ar warmoadgens raime 
sirTules;

2) ganvsazRvroT is vada, romlis ganmavlobaSic unda moxdes 
misi cveTa. sasargeblo samsaxuris vadis zustad gansazRvra, 
calkeuli gamonaklisi SemTxvevebis garda, SeuZlebelia, amitom es 
vada ganisazRvreba miaxloebiT, profesiuli gansjis gziT. am dros 
gaTvaliswinebuli unda iqnes bass 16-is 43-e muxlSi CamoTvlili yvela 
faqtori, kerZod: `a) sawarmos mier aqtivis mosalodneli gamoyeneba. 
gamoyenebas gansazRvravs aqtivis savaraudo simZlavre an fizikurad 
gamoSvebuli produqcia; b) savaraudo fizikuri cveTa, romelic 
damokidebulia... sawarmoo faqtorebze...; g) teqnikuri moZveleba, 
romelic gamowveulia sawarmoo procesis cvlilebiT an gaumjobesebiT, 
an mocemuli aqtivis meSveobiT warmoebul saqonelze an momsaxurebaze 
bazris moTxovnis cvlilebiT; d) aqtivis gamoyenebis sakanonmdeblo 
an msgavsi SezRudvebi, magaliTad, ijaris vadis gasvla.~

magaliTad, axali kompiuteris SemTxvevaSi menejerma SeiZleba 
ivaraudos (da albaT marTalic iqneba), rom kompiuteruli teqnikisadmi 
moTxovnebis amJamindeli swrafi zrdis pirobebSi es kompiuteri 4 wlis 
Semdeg gamousadegari iqneba sawarmos miznebisaTvis da gansazRvros 
am kompiuteris sasargeblo samsaxuris vada 4 wliT. anda, vTqvaT, 
sacobis dasaxufi mowyobiloba gaTvlilia milioni sacobis daxufvaze, 
sawarmo ki varaudobs, rom weliwadSi awarmoebs 80 aTas boTl 
produqcias, maSin damxufi mowyobilobis sasargeblo samsaxuris vada 
unda ganisazRvros 12,5 wliT.

sasargeblo samsaxuris vadidan gamomdinare ganisazRvreba cveTis 
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wliuri norma, xolo daricxva xdeba yovelTviurad, wliuri cveTis 
Tanxis 1/12-is odenobiT.

im aqtivebs, romlebsac gaaCniaT SeuzRudavi samsaxuris vada (miwa, 
xelovnebis nimuSebi), cveTa ar ericxebaT. aseTi aqtivebi aRiricxebian 
calke. magaliTad, Senobisa da miwis nakveTis erTianad Sesyidvis 
SemTxvevaSi unda moxdes am ori ZiriTadi saSualebis gamijvna 
erTmaneTisagan maTi balansze ayvanis anu aRricxvis mizniT (ix. bass 
16, muxli 45);

3) ganvsazRvroT misi salikvidacio Rirebuleba, anu vivaraudoT 
fasi, ra fasadac SeiZleba realizebuli iqnes ZiriTadi saSualeba 
misi sasargeblo samsaxuris vadis gasvlis Semdeg. es mniSvnelovania, 
radgan buRaltrulad icviTeba ara mTlianad ZiriTadi saSualebis 
Tanxa, aramed sxvaoba am Tanxasa da salikvidacio Rirebulebas Soris 
(mniSvnelovani gansxvaveba ̀ Zvel~ buRalteriaSi cveTis daricxvisagan). 
raTqmaunda, salikvidacio Rirebulebis dadgenac mxolod miaxloebiT 
aris SesaZlebeli, rac profesiuli gansjis gziT xdeba. magaliTad, 
zemoTganxilul (kompiuteris) SemTxvevaSi SeiZleba menejerma ivaraudos, 
rom 1000 larad SeZenili kompiuteri, romelic 4 wlis Semdeg 
uvargisi gaxdeba sawarmoo miznebisaTvis, SeZileba moixmaroT saswavlo 
miznebisaTvis da SeiZleba gaiyidos 100 larad. aseT SemTxvevaSi 
buRaltrulad gaicviTeba (anu xarjebze 4 wlis ganmavlobaSi 
gadatanili iqneba) 900 lari. SesaZloa romelime ZiriTadi saSualeba 
sasargeblo samsaxuris vadis gasvlis Semdeg sruliad gamousadegari 
iyos misi Semdgomi eqspluataciisaTvis, magram mainc SeeZlos garkveuli 
fuladi sargeblis motana, magaliTad, jarTis saxiT realizebis gziT. 
aseT SemTxvevaSi ZiriTadi saSualebis salikvidacio Rirebuleba 
Sefasdeba rogorc misi wonis jarTis SesaZlo sarealizacio fasi;

4) unda ganisazRvros cveTis daricxvis meTodi. gansxvavebiT 
`Zveli~ buRalteriisagan, romelic calsaxad gansazRvravda cveTis 
daricxvis meTods, bass 16, muxli 47 uSvebs sami tipis cveTis 
daricxvis meTods. esenia: wrfivi cveTis meTodi; daCqarebuli 
anu Semcirebad naSTTa meTodi; warmoebis erTeulTa jamis anu 
mwarmoeblobis proporciuli cveTis meTodi. saaRricxvo praqtikaSi 
ZiriTadad laparakia cveTis daricxvis oTx meTodze,  radgan calke 
ganixilaven e.w. ricxvTa jamis anu welTa Sekrebis meTods, romelic 
cveTis daricxvis daCqarebuli meTodis nairsaxeobas warmoadgens. am 
meTodebs Cven qvemoT ganvixilavT;

5) unda ganisazRvros cveTis daricxvis sadebeto da sakredito 
angariSebi. buRaltrul gatarebas zogadad eqneba saxe:

d-ti 7170 an 7455 k-ti 22**.
sakredito angariSi, cxadia, unda warmoadgendes konkretuli 
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ZiriTadi saSualebis analizur qveangariSs, gaxsnils 2200 angariSebis 
jgufSi, xolo sadebeto angariSi _ xarjebis angariSs, ra xarjebsac 
miekuTvneba konkretuli ZiriTadi saSualebis cveTa. bass 16, muxli 
41 miuTiTebs, rom `yoveli periodis cveTis Tanxa unda aisaxos 
xarjis saxiT, garda im SemTxvevisa, roca es Tanxa Sedis sxva 
aqtivis sabalanso RirebulebaSi~. cveTis xarji SeiZleba miekuTvnos 
administraciul an miwodebis xarjebs, anda produqciis, momsaxurebis 
(an sxva ZiriTadi saSualebis) TviTRirebulebis angariSs. magaliTad, 
supermarketisaTvis salaros aparatis cveTa unda daericxos miwodebis 
xarjebs, xolo buRalteriaSi gamoyenebuli kompiuteris cveTa _ 
saerTo-administraciul xarjebs. gazeTis gamomcemeli firmisTvis 
stambis cveTa unda aisaxos gamoSvebuli produqciis (gazeTis) 
TviTRirebulebaSi. erTi da igive tipis ZiriTadi saSualebebis cveTa 
SeiZleba miekuTvnebodes sxvadasxva xarjebs, imisda mixedviT, Tu sad 
an risTvis gamoiyenebian isini. magaliTad, stambis ufrosis mobiluri 
telefonis cveTa unda Sevides gazeTis TviTRirebulebaSi, xolo 
generaluri direqtoris mobiluri telefonis cveTa miekuTvneba 
administraciul xarjebs.

erTi da igive ZiriTadi saSualeba SeiZleba erTdroulad 
gamoiyenebodes sxvadasxva daniSnulebiT. magaliTad, poligrafiul mcire 
sawarmoSi kompiuters SeiZleba iyenebdes buRalteric, komerciuli 
samsaxuric da damkabadonebelic. aseT SemTxvevaSi SesaZlebelia ornairi 
midgoma cveTis daricxvisadmi: pirvel SemTxvevaSi ZiriTadi saSualebis 
yovelTviur cveTas Tanabrad anawileben sxvadasxva xarjebs Soris. 
magaliTad, 1/3-s akuTvneben miwodebis xarjs, 1/3-s akuTvneben saerTo-
administraciul xarjs, 1/3-s ki _ warmoebis xarjs; meore SemTxvevaSi 
aseTi universalurad datvirTuli ZiriTadi saSualebis cveTas mTlianad 
miakuTvneben saerTo-administraciul xarjebs (imitomac hqviaT aseT 
xarjebs saerTo). pirveli midgoma,  cxadia,  ufro zustia, magram umetes 
SemTxvevaSi is iwvevs sizustis araarsebiTad gaumjobesebas aRricxvis 
mniSvnelovnad garTulebis xarjze. amitom Cven me-2 midgomas vuWerT 
mxars, radgan, mkiTxvelebs SevaxsenebT, aRricxvaSi daculi unda iyos 
e.w. sargeblianobasa da danaxarjebs Soris Tanafardobis principi (ix. 
bass ̀ finansuri angariSgebis momzadebisa da wardgenis struqturuli 
safuZvlebi~, muxli 44), rac gulisxmobs Semdegs: angariSgebis meti 
sizustiT momzadebisagan miRebuli sargebeli ar unda aRematebodes 
am `meti sizustis~ misaRwevad gaweul danaxarjebs.

xazi gvinda gavusvaT 2200 angariSebis jgufSi ZiriTadi saSualebebis 
cveTis analizuri aRricxvis (individualurad TiToeuli ZiriTadi 
saSualebis mixedviT) aucileblobas. es aucilebelia Tundac imisTvis, 
rom sworad ganisazRvros finansuri Sedegi ZiriTadi saSualebebis 
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realizaciis an Camoweris dros, rodesac maTi gasvlisgan miRebul 
sazRaurs an sargebels unda daakldes sxvaoba ZiriTadi saSualebis 
sabalanso Rirebulebasa da amave ZiriTadi saSualebis dagrovil 
cveTas Soris.

ganvixiloT axla zemoTxsenebuli cveTis daricxvis oTxi 
meTodi:

1. wrfivi cveTis meTodi.
es meTodi yvelaze ufro gavrcelebulia. misi arsi martivia: 

ZiriTadi saSualebis cveTis Tanxa gadanawildeba sasargeblo samsaxuris 
vadis manZilze Tanabrad. wliuri cveTa (aRvniSnoT T-Ti) udris:

T=(B-L)*D%,                                            
sadac B _ ZiriTadi saSualebis sabalanso Rirebulebaa, L _ misi 
salikvidacio Rirebuleba, xolo D _ sasargeblo samsaxuris 

vadidan (welTa raodenobidan) gamoangariSebuli wliuri cveTis %.
magaliTi: sawarmom SeiZina karada RirebulebiT 300 lari. misi 

salikvidacio Rirebuleba ganisazRvra 40 lariT, xolo sasargeblo 
samsaxuris vada _ 10 wliT. cveTis daricxvisaTvis arCeuli iqna wrfivi 
meTodi. karadis wliuri cveTa (rogorc pirvel, aseve Semdgom wlebSi) 
iqneba erTi da igive da Seadgens (300-40)/10=24 lars. Sesabamisad, 
Tviuri cveTa iqneba 2 laris toli;

2. Semcirebad naSTTa meTodi.
am meTodis arsi mdgomareobs imaSi,  rom yovelwliuri cveTis 

daricxva xdeba ara ZiriTadi saSualebis sabalanso Rirebulebidan, 
aramed narCeni Rirebulebidan,  salikvidacio Rirebulebis 
gaTvaliswinebiT (anu ufro naklebi Rirebulebidan),  magram samagierod 
cveTis normad aiReba, rogorc wesi, ufro maRali ganakveTi,  vidre 
wrfivi cveTis daricxvis dros (xSirad 2-jer meti). amitomac uwodeben 
mas daCqarebul meTods. wliuri cveTa udris:

T=((B-T1)-L)*D%,
sadac (B-T1) ZiriTadi saSualebis narCeni Rirebulebaa, xolo D - 
daCqarebuli cveTis wliuri procenti. 

magaliTi: sawarmom SeiZina da daamontaJa avtomaturi satelefono 
sadguri, romlis sabalanso Rirebuleba Seadgens 11000 lars. 
salikvidacio Rirebuleba ganisazRvra 1000-is, cveTis wliuri 
procenti ki 30%-is odenobiT. cveTis daricxvis meTodad arCeuli 
iqna Semcirebad naSTTa meTodi.

1-l wels daricxuli cveTa iqneba: (11000-1000)*30%=3000 
lari.

me-2 wels: (10000-3000)*30%=2100 lari.
me-3 wels: (10000-5100)*30%=1470 lari.
me-4 wels: (10000-6570)*30%=1029 lari, da a.S. manam,                
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sanam narCeni Rirebuleba (11000 lars minus dagrovili cveTa) 
salikvidacio Rirebulebas ar gauTanabrdeba.

3. welTa Sekrebis (ricxvTa jams) meTodi.
am meTodis arsi imaSi mdgomareobs, rom cveTis daricxva xdeba 

ZiriTadi saSualebis sabalanso Rirebulebidan (salikvidacio 
Rirebulebis gamoklebiT),  anu T=(B-L)*D%, sadac wliuri cveTis D% 
yovelwliurad iangariSeba sasargeblo samsaxuris vadis odenobidan 
Semdegnairad:

davuSvaT, sasargeblo samsaxuris vada Seadgens 4 wels. 1+2+3+4=10. 
pirvel wels wliuri cveTis %-ad aiReba 4/10*100=40%, meore 
wels _ 3/10*100=30%, mesame wels _ 2/10*100%=20%, xolo meoTxe 
wels _ 1/10*100=10%. amgvarad, 4 wlis Semdeg ZiriTadi saSualeba 
buRaltrulad mTlianad gacveTilia, amasTan pirvel wlebSi daricxuli 
iqna meti Tanxa, vidre Semdgom wlebSi.

magaliTi. sawarmom SeiZina manqana-danadgari, romlis sabalanso 
Rirebulebaa 1800 lari, salikvidacio Rirebuleba _ 0, xolo 
sasargeblo samsaxuris vada _ 5 weli. cveTis daricxvisaTvis arCeuli 
iqna welTa Sekrebis meTodi. 1+2+3+4+5=15.

1-l wels daricxuli wliuri cveTa iqneba 1800*5/15=600 lari. 
(Sesabamisad, Tviuri cveTa 1-l wels iqneba 50 lari).

me-2 wels daricxuli wliuri cveTa: 1800*4/15=480 lari.
me-3 wels: 1800*3/15=360 lari, da a.S.
vfiqrobT, gasagebia, Tu ratom uwodeben am meTodsac daCqarebul 

meTods.
4. mwarmoeblobis proporciuli cveTis meTodi.
meTodis arsi mdgomareobs SemdegSi: ZiriTadi saSualeba icviTeba misi 

saSualebiT warmoebuli produqciis raodenobis Tanabarproporciulad, 
anu cveTis sidide damokidebulia ara droze, aramed eqspluataciis 
sidideze. wliuri cveTa udris:

T=(B-L)*P/R,
sadac P - wlis manZilze gamoSvebuli produqciis odenobaa, xolo R 
- am ZiriTadi saSualebis saeqspluatacio vadis manZilze produqciis 
warmoebis savaraudo moculoba.

magaliTi. sawarmom SeiZina msubuqi avtomobili 12000 larad. 
salikvidacio Rirebuleba ganisazRvra 2000 lariT cveTis daricxvis 
meTodad arCeuli iqna mwarmoeblobis proporciulobis meTodi. 
sawarmos menejeri varaudobs, am avtomobiliT gaivlis 200000 km-s, 
xolo Semdeg gayidis mas salikvidacio Rirebulebis tol Tanxad. 1-l 
wels avtomanqanam gaiara 25000 km.

wliuri cveTis Tanxa iqneba: (12000-2000)*25000/200000=1250 
lari.
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Cveni rekomendaciaa, sawarmoebma ZiriTadad isargeblon wrfivi 
meTodiT, xolo aucileblobis SemTxvevaSi _ welTa Sekrebis an 
mwarmoeblobis proporciuli meTodebiT. Semcirebad naSTTa meTodi 
yvelaze ufro nakleb moxerxebulad migvaCnia. zogierTi buRalteri am 
meTods sagadasaxado cveTis daricxvis meTodTan ufro miaxloebulad 
miiCnevs, magram es siaxlove Zalian pirobiTia, radgan saqarTvelos 
sagadasaxado kodeqsis mixedviT, sagadasaxado cveTis daricxva xdeba 
ara ZiriTadi saSualebebis jgufebis narCeni Rirebulebidan, aramed 
jgufis RirebulebiTi balansidan, romelic zogad SemTxvevaSi 
ganxvavdeba jgufis narCeni Rirebulebisagan (da es gansxvaveba zogjer 
Zalian arsebiTi SeiZleba iyos)!

SeiZleba Tu ara, rom sawarmo erT jgufSi Semavali sxvadasxva 
ZiriTadi saSualebebisaTvis iyenebdes cveTis daricxvis sxvadasxva 
meTods? SeiZleba, vinaidan bass 16 ̀ ZiriTadi saSualebebi~ amis Taobaze 
raime amkrZalav debulebas ar Seicavs, Tumca, cxadia, ufro bunebrivia, 
Tu erT jgufSi Semavali ZiriTadi saSualebebisaTvis cveTis daricxvis 
erTi da igive meTodi iqneba arCeuli.

rac Seexeba konkretuli ZiriTadi saSualebisaTvis erTxel arCeuli 
momsaxurebis vadisa da cveTis daricxvis meTodis gadasinjvas, is araTu 
nebadarTulia, aramed rekomendebulic ki aris bass 16-Si, kerZod, 
miTiTebulia, rom: ̀ ZiriTadi saSualebis gamoyenebis vada periodulad 
unda gadaisinjos da Tu mosalodneli vada mniSvnelovnad gansxvavdeba 
wina Sefasebebisgan, cveTis Tanxebi mimdinare da momavali saangariSgebo 
periodebisaTvis unda Seicvalos~ (muxli 49). analogiurad, ̀ ZiriTadi 
saSualebebisaTvis cveTis daricxvis meTodi periodulad unda 
gadaisinjos da, Tu mniSvnelovani cvlilebebi moxdeba mocemuli 
aqtividan mosalodneli ekonomikuri sargeblis xasiaTSi, Sesabamisad 
unda Seicvalos cveTis daricxvis meTodic~ (muxli 52).

mniSvnelovani SeniSvna:
xSirad buRaltrebs Soris adgili aqvs kamaTs imis Sesaxeb, Tu 

rodidan unda daericxos axlad SeZenil ZiriTad saSualebas cveTa: 
a) SeZenis Tvidan; b) SeZenis Semdgomi Tvidan; g) Tu SeZena moxda 
15 ricxvamde, maSin SeZenis Tvidan, xolo Tu SeZena moxda 15-is 
mere, SeZenis Semdgomi Tvidan? cxadia, g) midgoma ufro zustia 
(Tumca Znelia vilaparakoT imaze, rom xdeba sizustis mniSvnelovani 
gaumjobeseba), magram Cven am rekomendacias mxars ar vuWerT da a) da 
b) midgomebi ufro marTebulad migvaCnia. ZiriTadi mizezi amisa Cvens 
mier zemoT ukve aRniSnuli (gv. 198) sargeblianobisa da danaxarjebs 
Soris Tanafardobis principia. yvela ZiriTadi saSualeba, rogorc 
wesi, ramdenime wlis manZilze icviTeba, amitom cveTis daricxvis 
dawyeba moxdeba SeZenis Tvidan Tu SeZenis Semdgomi Tvidan, arsebiTs 
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ar warmoadgens. aseT dros `15 ricxvis faqtoris~ gaTvaliswineba 
qmnis zedmet saaRricxvo sirTules, ris veranair aucileblobasac 
Cven ver vxedavT.

rac Seexeba arCevans a) da b) midgomas Soris, upiratesobas a) 
midgomas vaniWebT, anu cveTa daricxul unda iqnes ZiriTadi saSualebis 
SeZenis Tvidan, imisda miuxedavad, Tu romel ricxvSi moxda SeZena, da 
ar unda daericxos im TveSi, roca moxdeba am ZiriTadi saSualebis 
realizacia. sxvaTa Soris, am TvalsazrisiT igive midgomaa arCeuli 
saqarTvelos sagadasaxado kodeqsSi sagadasaxado cveTis daricxvis 
dros: saangariSo wlis 31 dekembers nayid da eqspluataciaSi Sesul 
ZiriTad saSualebas SeZenis welsve mTlianad ericxeba cveTa.

b) cveTis daricxva ”info buRalterSi”

programa `info buRalterSi~ cveTis daricxva Semdegnairad 
xorcieldeba: meniudan virCevT punqts dokumentebi/Sevseba, Semdeg 
ganyofilebas `ZiriTadi saSualebebi~ da blanks saxelwodebiT `Zs 
cveTis daricxva fass-ebis (IFRS) mixedviT 2007~. 

blankis Sevsebamde balansze arsebuli ZiriTadi saSualebebi unda 
iyos Seyvanili angariSTa gegmaSi, anu ZiriTadi saSualebebis sinTezur 
angariSebze unda gaixsnas analizuri kodebi TiToeuli maTganisaTvis. 
Tu saangariSo periodis dasawyisisaTvis (cveTis daricxvis periodis 
dasawyisi igulisxmeba) ukve balansze iyo ZiriTadi saSualeba, 
angariSTa gegmaSi unda iyos rogorc ZiriTadi saSualebis qveangariSi 
Tavisi sawyisi naSTiT, aseve cveTis Sesabamisi qveangariSic Tavisi 
sawyisi naSTiT (daricxuli cveTa), xolo im SemTxvevaSi, rodesac 
ZiriTadi saSualebis SeZena xdeba Sua saangariSo periodSi, cveTis 
qveangariSis gaxsna ar aris saWiro, radgan cveTis daricxvis programa 
avtomaturad gaxsnis maT.  

SeniSvna!
cveTis qveangariSebis kodebi aucileblad zustad unda emTxveodes 

Sesabamisi ZiriTadi saSualebebis qveangariSebis kodebs.
cveTis daricxva xdeba Semdegnairad: Tavdapirvelad kalendarze 

unda daayenoT cveTis daricxvis periodi, risTvisac instrumentebis 

panelze aWerT  Rilaks, gamosul fanjaraSi uTiTebT periodis 
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dasawyiss da dasasruls (sur. 147). 

sur. 147. saangariSo periodis fanjara.

momxmarebelma SeiZleba airCios cveTis daricxvis ori varianti: 
pirveli, roca saangariSo wlis ganmavlobaSi SeZenil ZiriTad 
saSualebebs ericxeba SeZenis Semdgomi periodis Sesabamisi cveTa, da 
meore, roca aseT ZiriTad saSualebebs ericxeba mTliani periodis 
Sesabamisi cveTa. magaliTad, sawarmom 2006 wlis ivnisSi SeiZina 1200 
laris Rirebulebis ZiriTadi saSualeba, romlis wliuri cveTis norma 
10%-ia. maSin pirveli variantis mixedviT mimdinare wels sawarmo 
aricxavs mxolod Svidi Tvis cveTas, anu 1200X10%X7/12=70 lars, 
Sesabamisad meore variantis mixedviT aseT ZiriTad saSualebebs 
ericxeba mTeli wlis Sesabamis cveTa, anu 1200X10%=120 lars.

cveTis daricxvis blankSi vavsebT Semdeg grafebs: organizaciis 
dasaxeleba, cveTis daricxvis TariRi, ZiriTadi saSualebebis bazis 
saxeli (ikrifeba aucileblad laTinuri asoebiT, radgan Zs baza 
warmoadgens fails), cveTis daricxvis Tve an periodi, cveTis 
daricxvis weli, cveTis daricxvis meTodi, unda mivuTiToT agreTve, 
Tu ris mixedviT unda moxdes ZiriTadi saSualebebis dalageba uwyisSi 
(Zs sagadasaxado jgufebis mixedviT Tu Zs dasaxelebis mixedviT) 
(sur.  148). 

sur. 148 cveTis daricxvis blankis Sesavsebi grafebi.
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Zs cveTis daricxvis procentebis da sagadasaxado jgufebis 
nomrebis Sesatanad vsargeblobT blankTan mibmuli Zs jgufebis baziT 
(sur. 149).

sur. 149. ZiriTadi saSualebebis jgufebis bazis fanjara.

cveTis procentis Sesatanad virCevT Sesabamis jgufs da vaWerT 
mausis marcxena Rilaks, gamodis striqonis redaqtirebis fanjara, 
sadac unda mivuTiToT procenti da sagadasaxado jgufi.
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sur. 150. ZiriTadi saSualebebis jgufis redaqtirebis fanjara.

grafebis Sevsebis Semdeg viyenebT brZanebas Ctrl+Enter an Rilaks 

F9 an instrumentebis panelis  Rilaks , gamodis meniu (sur. 

151):
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sur. 151. cveTis daricxvis blankis menius fanjara.

programaSi cveTis pirvelad daricxvis dros cxadia ar arsebobs 
ZiriTadi saSualebebis baza, amitom igi unda Seiqmnas da Seivsos. 

ganvixiloT menius punqtebi calk-calke.

ZiriTadi saSualebebis bazis Seqmna da Sevseba
movniSnavT pirvelive punqts da vaWerT Rilaks OK. gamodis 

ZiriTadi saSualebebis baza, romelic Seiqmna miTiTebuli saxelwodebiT 
da angariSTa gegmaSi gaxsnili Zs-ebebis qveangariSebis safuZvelze 
(sur. 152):

sur. 152. ZiriTadi saSualebebis Seqmnili bazis magaliTis fanjara.
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am moqmedebis Sesrulebis Semdeg saangariSo periodSi SeZenili 
ZiriTadi saSualebebisaTvis angariSTa gegmaSi Seiqmneba cveTis 
Sesabamisi qveangariSebi. bazaSi aris yvela is informacia, rac cnobili 
iyo programisaTvis (Zs dasaxeleba, buRaltruli kodi, cveTis meTodad 
gaCumebiT eTiTeba `I meTodi~, cveTis daricxvis debetad _ `7455~ 
angariSi, xolo cveTis procentis da sagadasaxado jgufis Sesabamis 
velebSi Cndeba Cvens mier cveTis daricxvis uwyisis Sesabamis velebSi 
Setanili mniSvnelobebi). Tu gaCumebiT Setanili informaciidan 
romelimes ar eTanxmebiT, an gsurT sxva damatebiTi velebis Sevseba, 
magaliTad, materialurad pasuxismgebeli piris, lokaciis adgilis da 
sxva, unda moniSnoT sasurveli Canaweri da SecvaloT igi redaqtirebis 
gziT (sur. 153).

sur. 153. ZiriTadi saSualebebis Seqmnil bazaSi konteqsturi 
menius fanjara.

gamodis fanjara sadac sasurvel velze orjer dawkapebiT gveZleva 
cvlilebis Setanis saSualeba (sur. 154):
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sur. 154. ZiriTadi saSualebebis Seqmnil bazaSi redaqtirebis 
fanjara.

bazis daTvaliereba da redaqtireba
Tu gvsurs ukve Seqmnili bazis Canawerebis redaqtireba, viZaxebT 

menius meore punqts `bazis daTvaliereba da redaqtireba~ (sur.155) 
155):

sur. 155. cveTis daricxvis blankis menius fanjara.
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gamodis bazis fanjara, sadac redaqtirebas vaxdenT iseve, rogorc 
aRwerili iyo wina punqtisaTvis.

bazis daTvaliereba grafikulad
Tu gsurT ZiriTadi saSualebebis siis amobeWdva, ekranze gamosul 

meniuSi unda moniSnoT mesame punqti.

cveTis daricxva saerTaSoriso standartebiT
cveTis daricxvisaTvis airCieT ekranze gamosul meniuSi meoTxe 

punqti.
gamodis cveTis daricxvis sameurneo operaciis fanjara (sur. 

156)

sur. 156. cveTis daricxvis sameurneo operaciis  redaqtirebis 
fanjara.

Tu gvsurs gatarebebi Cavardes sameurneo operaciis JurnalSi, 
viyenebT Rilaks OK, Tu ara, Rilaks Cancel. amis Semdeg miviRebT 
cveTis daricxvis uwyiss (sur. 157):
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sur. 157. cveTis daricxvis uwyisi.

cveTis daricxva amorCeviT
amorCeviT cveTis daricxva gulisxmobs romelime niSnis, magaliTad, 

materialurad pasuxismgebeli piris, lokaciis adgilis, sagadasaxado 
jgufis da sxv. mixedviT cveTis daricxvas. me-5 punqtis amorCevis 
Semdeg gamodis fanjara (sur. 158), 

sur. 158. cveTis amorCeviT daricxvis menius fanjara.
 

romelzec virCevT sasurvel punqts. arCeuli punqtis mixedviT 
gamodis erT-erTi Semdegi fanjrebidan (sur. 159-163), sadac 
Setanis velSi vuTiTebT saWiro monacems:
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sur. 159. materialurad pasuxismgebeli piris amorCevis fanjara.

sur. 160. adgilmdebareobis (lokaciis) adgilis amorCevis fanjara.

sur. 161. sagadasaxado jgufis amorCevis fanjara.
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sur. 162. ZiriTadi saSualebis jgufis amorCevis fanjara.

sur. 163. cveTis daricxvis debetis amorCevis fanjara.

aRsaniSnavia, rom amorCeviTi parametris misaTiTebeli velebi 
mierTebulia Zs monacemTa bazis Sesabamis svetebTan, saidanac 
SesaZlebelia misaTiTebeli parametris amorCeva. 

velis Sevsebis Semdeg OK Rilakze dawkapebiT gamodis daricxuli 
cveTis amsaxveli sameurneo operaciis fanjara. sur. 164-ze 
sailustraciod moyvanilia ZiriTadi saSualebis erTi angariSis _ 
`2161~ mixedviT daricxuli cveTis SemTxveva.

sur. 164. daricxuli cveTis sameurneo operaciis redaqtirebis fanjara.
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OK Rilakze daWeris Semdeg gatarebebi Cavardeba sameurneo 
operaciebis JurnalSi, xolo blankze gaCndeba cveTis daricxvis 
Sesabamisi uwyisi (sur. 165).

sur. 165. cveTis daricxvis uwyisi amorCeuli angariSis 
mixedviT.

SeniSvna! 
wlis manZilze axali ZiriTadi saSualebebis SeZenis sameurneo 

operaciis Sesatanad rekomendebulia tipiuri operaciis gamoyeneba: 
`ZiriTadi saSualebebi: mimwodeblisagan SeZena (qveangariSis Seqmna)~ 
gamosuli fanjaris Sesabamis velSi unda mieTiTos ukve arsebuli 
ZiriTadi saSualebebis bazis saxelwodeba bazaTa CamonaTvalidan da 
Seivsos fanjris yvela veli. OK Rilakze xelis daWeris Semdeg 
angariSTa gegmaSi Seiqmneba axlad SeZenili ZiriTadi saSualebis da 
misi cveTis qveangariSebi, romlis kodad aRebuli iqneba miTiTebuli 
sainventarizacio nomeri, moxdeba Sesabamisi gatarebis formireba, 
xolo ZiriTadi saSualebebis arsebul bazas daemateba Canaweri 
axlad SeZenili ZiriTadi saSualebis Sesaxeb cveTis daricxvisaTvis 
aucilebeli niSnebis gaTvaliswinebiT (cveTis procenti, cveTis 
daricxvis meTodi, lokaciis adgili, materialurad pasuxismgebeli 
piri, sainventarizacio nomeri, cveTis daricxvis debeti). amrigad, 
wlis bolos ZiriTadi saSualebebis cveTis uwyisis formirebisaTvis 
bazaSi iqneba yvela saWiro Canaweri.
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Tavi 12

xelfasis daricxva

`info buRalterSi~ arsebobs xelfasis daricxvis ori saSualeba: 
xelfasis daricxva statikuri uwyisiT da xelfasis daricxva dinamiuri 
uwyisiT. 

xelfasis daricxvis statikuri uwyisebis gamoyeneba rekomendirebulia 
TanamSromelTa SedarebiT mcire raodenobis SemTxvevebisaTvis. arsebobs 
10-kaciani, 20-kaciani da a.S. 70-kaciani uwyisebi.  magaliTad, Tu 
gvsurs xelfasis daricxva 5 TanamSromlisTvis, unda gamoviyenoT 
10-kaciani uwyisi, cxrilSi Seivseba mxolod pirveli 5 striqoni. am 
tipis uwyisebi ivseba ̀ info buRalteri~-s sxva dokumentebis Sevsebis 
wesiT.

xelfasis daricxvis dinamiuri uwyisi gulisxmobs xelfasis 
uwyisis dinamiurad formirebas TanamSromlebis raodenobis mixedviT 
da umetesad rekomendirebulia TanamSromelTa didi raodenobisaTvis. 
xelfasis dinamiuri uwyisis SemTxvevaSi iqmneba da ivseba xelfasis 
specialuri monacemebTa baza (DBF faili), romlidanac Semdeg 
monacemebi gadadis ukve uwyisSi.  

1. xelfasis daricxvis statikuri uwyisebi

meniudan virCevT punqts dokumentebi/Sevseba, Semdeg ganyofilebas 
_ `xelfasi~ da saWiro blanks, magaliTad `xelfasis daricxva 10 
muSakze~.

statikur blankebSi SesaZlebelia xelfasis daricxva ori saxiT: 
analizurad da jgufurad. analizuri daricxva gulisxmobs imas, rom 
TanamSromelTa kodebi (qveangariSebi) angariSTa gegmaSi gaxsnilia 
sabalanso 3130 angariSze da maTze xdeba xelfasis daricxva 
analizurad. jgufuri daricxvis SemTxvevisaTvis ki TanamSromelTa 
analizuri kodebi gaxsnilia garesabalanso angariSze `xelf~, 
romlebzec xdeba xelfasis daricxva analizurad, xolo xelfasis 
jamuri daricxva xorcieldeba sinTezur 3130 angariSze.

gaTvaliswinebulia agreTve axali angariSTa gegmiT, Zveli angariSTa 
gegmiT da sajaro samarTlis iuridiuli piris angariSTa gegmiT 
sargeblobis SesaZlebloba. 

uwyisSi ivseba organizaciis da ganyofilebis dasaxelebis, 
TariRis, angariSis (ivseba mxolod jgufuri daricxvis dros da  
mieTiTeba xelfasis jamuri daricxvis angariSi _ 3130 an 3130/1), 
koeficientis, uwyisis nomris, Tvis da wlis grafebi (sur. 165). 
Tu gvsurs daricxvis uwyisTan erTad daibeWdos xelfasis gacemis 
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uwyisebic, simboloTi `X~ aRvniSnavT Sesabamis grafas `xelfasis 
gacemis uwyisebis beWdva~. daricxvis tipis grafaSi vuTiTebT niSans 
`jgufuri~ an `analizuri~, xolo angariSTa gegmis tipis grafaSi  _ 
Sesabamis angariSTa gegmas. 

sur. 165. xelfasis daricxis statikuri uwyisis saerTo 
Sesavsebi grafebi.

uwyisis me-2 svetSi (ix. sur. 166) eTiTeba TanamSromlis 
qveangariSi garesabalanso, Tu xelfass varicxavT jgufurad (mag. 
xelf/...) da sabalanso, Tu xelfass varicxavT analizurad (3130/...)). 
me-3 svetis zeda grafa ivseba avtomaturad blankis gadaTvlis 
Semdeg - TanamSromlis saxeliTa da gvariT, xolo qveda grafaSi 
unda mieTiTos Tanamdeboba. me-4, me-5 da me-6 svetebi ivseba ZiriTadi 
xelfasis, damatebiTi xelfasis da sxva saxis Semosavlis TanxebiT 
saTanado daricxvis debetis angariSebis aRniSvniT Tanxis qvemoT, xolo 
me-7 svetSi Caiwereba Svebulebis Tanxa. me-6 da me-7 svetebSi Tanxis 
zemoT SeiZleba Semosavlis saxis ganmartebis aRmniSvneli komentaris 
gakeTebac. me-12 da me-15 svetebSi Seitaneba Sesabamisad sxva dakavebis 
Tanxa Sesabamisi komentarisa da daricxvis debetis aRniSvniT da 

saangariSo TveSi gacemuli avansis Tanxa.
sur. 166. xelfasis daricxvis statikuri uwyisis Sevsebis magaliTi.

rac Seexeba me-10 svets, igi gamoiyeneba individualuri saSemosavlo 
SeRavaTis gasaTvaliswineblad (magaliTad, zogierTi kategoriis 



215

muSisTvis is weliwadSi 3000 laria).
xelfasis uwyisis Setanis  velebis zemoaRniSnuli wesiT Sevsebis 

Semdeg F9 Rilakis, brZanebis Ctrl+Enter an instrumentebis panelis 

 Rilakis gamoyenebiT xdeba uwyisis gadaTvla da ivseba 

gamosasvleli velebi (saSemosavlo gadasaxadis,  sxva dakavebebis,  xelze 
gasacemi Tanxis da sxv.). amave dros formirdeba Sesabamisi sabuRaltro 
gatarebebis redaqtirebis fanjara. ,,OK~ Rilakis gamoyenebiT 
formirebuli gatarebebi Cavardeba sameurneo operaciebis im JurnalSi, 
romelic gaxsnilia mocemul momentSi. SesaZlebelia agreTve gatarebebis 
Cagdebis ugulebelyofac (,,Cancel~ Rilakis gamoyeneba). amis Semdeg 
xdeba Sevsebuli uwyisis beWdva da damaxsovreba arqivSi (Senaxvis 
brZaneba), rac ar niSnavs Setanili gatarebebis avtomatur damaxsovrebas 
sameurneo operaciebis JurnalSi. aRniSnul reJimSi aseve unda 
mivmarToT ,,Save~ brZanebas.

 xelfasis daricxvisas momdevno TvisaTvis arqividan vxsniT 
wina Tvis Senaxul blanks da vaxdenT mis redaqtirebas axali Tvis 
monacemebis (TariRi, Tve, xelfasis uwyisis nomeri, agreTve xelfasis 
Tanxa, Tu icvleba) mixedviT. 

2. xelfasis ukudaricxvis statikuri uwyisebi

xelfasis ukudaricxvis statikur uwyisebs  aseve viZaxebT menius 
punqtidan dokumentebi/Sevseba, Semdeg virCevT ganyofilebas _ ̀ xelfasi~  
da Sesabamis blanks, magaliTad `xelfasis analizuri ukudaricxva 10 
muSakze~. uwyisis Sevsebis wesi analogiuria xelfasis pirdapiri 
daricxvis uwyisebis Sevsebis zemoTaRwerili wesisa, gansxvaveba 
mdgomareobs mxolod imaSi,  rom me-4 svetSi Sesatani dasaricxi Tanxis 
nacvlad Segvaqvs xelze asaRebi Tanxa me-14 svetSi, xolo xelfasis 
dasaricx Tanxas angariSobs programa blankis gadaTvlis Semdeg.

3. xelfasis daricxvis dinamiuri uwyisi

meniudan virCevT punqts dokumentebi/Sevseba, Semdeg ganyofilebas 
`xelfasi~  da blanks saxelwodebiT `xelfasis daricxva monacemTa 
baziT~. aRniSnuli blanki aricxavs xelfass jgufuri meTodiT. 
TanamSromelTa analizuri kodebi ixsneba garesabalanso angariSze 
`xelf~, romlebzec xdeba xelfasis daricxva analizurad, xolo 
xelfasis jamuri daricxva xorcieldeba sinTezur 3130 an 3130/1 
angariSze.
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ivseba Semdegi grafebi (sur. 167): organizaciis dasaxeleba, bazis 
saxelwodeba (aucilebelia bazis dasaxeleba Sedgebodes laTinuri 
asoebisagan!), daricxvis TariRi, angariSi, uwyisis nomeri, Tve da weli. 
grafaSi ̀ samuSao saaTebis raodenoba~ eTiTeba im TveSi sruli samuSao 
saaTebis raodenoba (am grafas mniSvneloba eniWeba im SemTxvevaSi, Tu 
organizaciaSi saxelfaso anazRaureba damokidebulia namuSevari saaTebis 
raodenobaze), koeficienti (kursi) (valutaSi xelfasis daricxvis 
SemTxvevisTvis). Tu koeficienti (kursi) ar aris, ̀ gaCumebis principiT~ 
is aiReba 1-is tolad.

sur. 167. xelfasis daricxis dinamiuri uwyisis Sesavsebi grafebi.

xelfasis uwyisis Setanis velebis Sevsebis Semdeg F9 Rilakis, 
brZanebis Ctrl+Enter an instrumentebis panelis  Rilakis gamoyenebiT 
gamodis fanjara (sur. 168):

sur. 168. xelfasis daricxis dinamiuri uwyisis menius fanjara  
_ punqtis `bazis Seqmna da Sevseba~ arCeva.
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xelfasis dasaricxad Tavdapirvelad iqmneba baza.

3.1. bazis Seqmna da Sevseba

movniSnoT `bazis Seqmna da Sevseba~ da OK Rilakze daWeriT 
Seiqmneba baza angariSTa gegmaSi arsebuli qveangariSebis safuZvelze 
(sur. 169);

sur. 169. Seqmnili xelfasis monacemTa bazis fanjara.

Tu gsurT bazis sxva damatebiTi velebis Sevseba (Tanamdebobis, 
satabelo nomris da sxva), unda moniSnoT sasurveli Canaweri, daaWiroT 
mausis marjvena Rilaks da airCioT `Secvla~ (sur. 170):

sur. 170. xelfasis monacemTa bazis Canaweris redaqtirebis fanjara.
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gamodis fanjara, sadac sasurvel velze orjer dawkapebiT gveZleva 
cvlilebis Setanis saSualeba (sur. 171):

sur. 171. xelfasis daricxis dinamiuri uwyisis menius fanjara  
_ punqtis `bazis daTvaliereba da redaqtireba~ arCeva.

3.2. bazis daTvaliereba da redaqtireba
 
bazis ukve arsebobis SemTxvevaSi, Tu gvsurs misi Canawerebis 

redaqtireba, viZaxebT menius meore punqts `bazis daTvaliereba da 
redaqtireba~ (sur. 172):
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sur. 172. xelfasis daricxis dinamiuri uwyisis menius fanjara  
_ punqtis `bazis daTvaliereba da redaqtireba~ arCeva.

gamodis bazis fanjara, sadac redaqtirebas vaxdenT igivenairad, 
rogorc aRwerili iyo wina punqtisaTvis.

3.3. xelfasis daricxva

xelfasis daricxvisaTvis viyenebT menius mesame punqts (sur. 
173):
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sur. 173. xelfasis daricxis dinamiuri uwyisis menius fanjara  
_ punqtis `xelfasis daricxva~ arCeva.

OK Rilakis gamoyenebis Semdeg jer gamodis SekiTxvis fanjara 
(sur. 174), 

sur. 174. gatarebebis JurnalSi Cagdebis SekiTxvis fanjara.

romelzec dadebiTi pasuxis gacemis SemTxvevaSi gatarebebi Cavardeba 
sameurneo operaciebis JurnalSi. amis Semdeg  kvlav gamova SekiTxvis 
fanjara (sur. 175):
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sur. 175. gamoyenebuli  xelfasis bazis monacemebis arqivSi 
Senaxvis SekiTxvis fanjara.

romelzec dadebiTi pasuxis gacemis SemTxvevaSi arqivSi Seinaxeba 
gamoyenebuli bazis monacemebi.

gamova gatarebebis fanjara, sadac agreTve unda daveTanxmoT, raTa 
gatarebebi Cavardes JurnalSi (sur. 176):

sur. 176. daricxuli xelfasis Sesabamisi gatarebebis sameurneo 
operaciis fanjara

3.4. daricxva amorCeviT

xelfasis amorCeviT daricxvisaTvis viyenebT menius me-4 punqts. 
igi  gulisxmobs damatebiTi informaciis mixedviT xelfasis amorCeviT 
daricxvas. damatebiTi informaciis Setana xdeba bazis velSi ̀ damatebiTi 
informacia~ (sur. 177). OK Rilakze daWeris Semdeg gamodis fanjara, 
sadac unda mivuTiToT im damatebiTi informaciis mniSvneloba,   romlis 
mixedviTac xdeba daricxva. magaliTad,     
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sur. 177-is SemTxvevaSi damatebiT informaciad arCeulia organizaciis 
ganyofileba _ `administracia~. amorCeviT daricxvis SesaZlebloba 
SeiZleba warmatebiT gamoviyenoT erTi romelime TanamSromlis 
xelfasis individualuri daricxvis uwyisis formirebisaTvis.   

sur. 177. xelfasis damatebiTi informaciis amorCeviT daricxvis fanjara.

3.5. beWdva gverdebze ganawilebiT

es brZaneba gamoiyeneba imisaTvis, rom xelfasis uwyisi ganawildes 
gverdebze TanamSromelTa miTiTebuli raodenobis mixedviT (sur. 
178):

sur. 178. xelfasis daricxvis dinamiuri uwyisis menius fanjara  
_ punqtis `beWdva gverdebze ganawilebiT~ arCeva
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OK Rilakis gamoyenebis Semdeg gamodis fanjara (sur. 179):

sur. 179. sabeWdi gverdebis raodenobis arCevis fanjara.

unda mivuTiToT erT gverdze dasabeWd TanamSromelTa 
raodenoba.

3.6. gacemis uwyisebis beWdva

Tu gvsurs daricxvis uwyisTan erTad gacemis uwyisebic daibeWdos, 
movniSnavT menius me-6 punqts (sur. 180):

sur. 180. xelfasis daricxis dinamiuri uwyisis menius fanjara  
_ punqtis `gacemis uwyisebi~ arCeva.

Semdeg gamodis fanjara, sadac unda mivuTiToT erT gverdze 
amosabeWd TanamSromelTa raodenoba (sur. 179). OK Rilakze daWeris 
Semdeg formirdeba xelfasis gacemis uwyisebi. 
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3.7. gasavlis orderebis beWdva

im organizaciam, romelic xelfasis gacemas axdens gasavlis 
orderebiT, unda gamoiyenos me-7 punqti (sur. 180).

OK Rilakze daWeris Semdeg gadavdivarT blankze, sadac unda 
mivuTiToT  Sesabamisi xelfasis bazis saxelwodeba da xelfasis 
gacemis TariRi (sur. 180):

sur. 180. gasavlis orderis Sesavsebi grafebi.

amis Semdeg viyenebT isev F9 Rilaks an brZanebas Ctrl+Enter 
an instrumentebis panelis Rilaks, ris Semdegac dinamiur reJimSi 
formirdeba gasavlis orderi TiToeuli TanamSromlisaTvis.

3.8. saSemosavlo gadasaxadis gadaricxva

saSemosavlo gadasaxadis gadasaricxad viyenebT me-9 punqts. OK 
Rilakze daWeris Semdeg gadavdivarT sagadaxdo davalebaze, romelic 
carielia, unda mivuTiToT sagadaxdo davalebis nomeri da gadaricxvis 
TariRi. F9 Rilakis an brZanebis Ctrl+Enter an instrumentebis panelis  
Rilakis gamoyenebiT gamodis gatarebis fanjara, romelic Cavardeba 
JurnalSi OK Rilakze daWeris Semdeg (sur. 181):



225

sur. 181. saSemosavlo gadasaxadis gadaricxvis sameurneo 
operaciis fanjara.

gadasaricxi saSemosavlo gadasaxadis Tanxas angariSobs programa, 
Seivseba agreTve sagadaxdo davalebis sxva velebic _ gadamxdelis 
rekvizitebi rekvizitebis failis mixedviT,   xolo mimRebis rekvizitebi  
_ sagadasaxado inspeqciis rekvizitebis mixedviT.
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Tavi 13

finansuri angariSgebis momzadeba

saangariSo wlis bolos unda Sedges finansuri angariSgeba,   
romelic or punqts gulisxmobs:

1. balansis reformacia;
2. finansuri angariSgebis formebis Sevseba.

balansis reformacia niSnavs saangariSo periodis bolo TariRiT 
sameurneo operaciebis  JurnalSi iseTi gatarebebis Seyvanas, romelic 
kompaniis saboloo finansuri Sedegebis miRebisTvis aris aucilebeli. 
esenia: savaluto angariSebis naSTebis gadafaseba valutis kursis 
cvlilebis gamo da xarjebis  da Semosavlebis angariSebis naSTebis 
gadatana mimdinare wlis mogeba-zaralis 5330-e angariSze, xolo 
Semdeg miRebuli naSTis gadatanas 5310 (`gaunawilebeli mogeba~) an 
5320 (`daufaravi zarali~) angariSze.

balansis reformaciis ganxorcielebamde unda gadamowmdes saboloo 
naSTebi angariSebze naSTTa uwyisis an brunviTi uwyisis  gamoyenebiT, 
risTvisac  kalendarze unda dayendes Sesabamisi saangariSo periodi. 
am dros mowmdeba, aris  Tu ara romelime angariSze uaryofiTi naSTi, 
arsebuli naSTi Seesabameba Tu ara sinamdviles da a.S. Tu gsurT 
aRniSnuli uwyisebis gamoZaxebisas programam gamoitanos informacia 

sur. 182. programis parametrebis awyobis fanjara.
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uaryofiTi naSTebis Sesaxeb, unda CarToT ofcia `naSTebis Semowmeba~ 
menius punqtidan dayeneba/awyoba/uwyisebi (sur. 182).  

naSTebis gadamowmebisa da gasworebis Semdeg unda moaxdinoT 
savaluto angariSebis naSTebis gadafaseba tipiuri operaciiT. 

savaluto angariSebis naSTebis gadafaseba

tipiuri operaciis fanjridan unda airCioT ganyofileba ̀ valuta~-Si 
arsebuli gadafasebis operaciebi (sur. 183):

sur. 183. savaluto angariSebis gadafasebis zogadi tipiuri 
operaciis amorCeva tipiuri operaciebis ganyofilebidan `valuta~.

magaliTad, tipiuri operacia `savaluto angariSis gadafaseba 
(zogadi)~. gamova fanjara:
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sur. 184. savaluto angariSebis gadafasebis zogadi tipiuri 
operciis fanjara.

sadac unda miuTiToT saangariSo periodis bolo TariRi, am TariRis 
Sesabamisi kursi da valutis saxe. valutis kursisa da valutis saxis 
misaTiTebel grafebTan mibmulia monacemTa baza, saidanac SeiZleba maTi 
mniSvnelobis arCeva (sur. 185):

sur. 185. valutis kursebis monacemTa bazis fanjara.

am operaciiT moxdeba miTiTebuli valutis yvela angariSis naSTis 
erTdrouli gadafaseba  Sesabamisi gatarebebis avtomaturi formirebis 
gziT (sur. 186):
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sur. 186. valutaSi aRricxuli angariSebis erTdrouli gadafasebis 
sameurneo operaciis fanjara.

tipiuri operacia ̀ savaluto angariSis gadafaseba (zogadi – EUR)  
gankuTvnilia evroSi aRricxuli yvela angariSis gadafasebisTvis. 
gaTvaliswinebulia agreTve msgavsi tipiuri operaciebi sxva valutaSi 
(aSS dolarSi, rusul rublSi da sxv.) aRricxuli angariSebis naSTebis 
gadasafaseblad.

rac Seexeba tipiur operacias `savaluto angariSis gadafaseba 
(konkretuli)~, igi gulisxmobs konkretuli erTi savaluto angariSis 
naSTis gadafasebas (sur. 187), amasTan,  valutis saxes mniSvneloba 
ara aqvs:

sur. 187. konkretuli savaluto angariSis gadafasebis tipiuri 
oparaciis fanjara
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xarjebis da Semosavlebis angariSebis daxurva
xarjebisa da Semosavlebis angariSebis dasaxurad ti piuri 

operaciebis fanjridan virCevT ganyofilebas `balansis reformacia~ 
(sur. 188):

sur. 188. ganyofilebis `balansis reformacia~ amorCeva tipiuri 
operaciebis siidan.
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Semdeg _ operacias `xarjebis Camowera (universaluri)~ (sur. 
189):

sur. 189. xarjebis Camoweris universaluri tipiuri operaciis 
amorCeva tipiuri operaciebis ganyofilebidan `balansis reformacia~.

gamova Semdegi fanjara (sur. 190): 

sur. 190. saangariSo periodis sworad dayenebis 
gafrTxilebis fanjara.
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romelzedac saangariSo periodis bolo TariRis miTiTebis Semdeg 
formirdeba sameurneo operaciebi (sur. 191 da sur. 192) da moxdeba 
xarjebis angariSebis daxurva,  anu Sesabamisi naSTebis gadatana mogeba-
zaralis angariSze.

sur. 191. miwodebis xarjebis Camoweris sameurneo operaciis 
gatarebebis fanjara.

sur. 192. saerTo da administraciuli xarjebis Camoweris 
sameurneo operaciis gatarebebis fanjara.

 programiT gaTvaliswinebulia agreTve calkeuli tipis xarjebis _ 
miwodebis xarjebis, saerTo da administraciuli xarjebis cal-calke 
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Camoweris tipiuri operaciebic
xarjebis Camoweris Semdeg Semosavlebis angariSis naSTi unda 

gadaitanoT mogeba-zaralis angariSze, amisaTvis viZaxebT tipiur 
operacias `finansuri Sedegi realizaciidan~. gamodis fanjara (sur. 
193), 

sur. 193. saangariSo periodis sworad dayenebis gafrTxilebis 
fanjara.

romelzec Sesabamisi TariRis miTiTebis Semdeg formirdeba Semosavlebis 
mogeba-zaralis angariSze gadatanis sameurneo operaciis gatarebebi 
(sur. 194):

sur. 194. Semosavlebis mogeba-zaralis angariSze gadatanis 
sameurneo operaciis gatarebebis fanjara.
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finansuri angariSgebis formebis Sevseba

bass 1, me-8 muxlis Tanaxmad, fass-ebis mixedviT momzadebuli 
finansuri angariSgebis sruli paketi Sedgeba 5 nawilisagan:
1) balansi;
2) mogebisa da zaralis angariSgeba;
3) sakuTari kapitalis cvlilebebis angariSgeba;
4) fuladi nakadebis angariSgeba;
5) finansuri angariSgebis ganmartebiTi SeniSvnebi.

CamoTvlilidan pirveli oTxi warmoadgens uwyisebis, cxrilebis 
saxiT gadmocemul ricxviT informacias, xolo mexuTe _ ganmartebiTi 
SeniSvnebi warmoadgens TxrobiTi xasiaTis teqsts _ damatebiT 
informacias, romelSic gaxsnilia sawarmos mier arCeuli saaRricxvo 
politika da gasuli wlis sameurneo saqmianobis mniSvnelovani aspeqtebi, 
aseve im muxlebis Sesaxeb informacia, romlebic ar akmayofilebs 
finansur angariSgebaSi asaxvis kriteriumebs.

finansuri angariSgebis sarekomendacio formebi, romlebic 
kompiuteruli saxiT realizebulni arian sabuRaltro programaSi _ 
`info buRalteri~, momzadebulia Sps audituri koncerni ̀ codnisa~-s 
specialistebis mier. mogebisa da zaralis angariSgebis forma Sedgenilia 
xarjebis klasifikaciiT funqciuri daniSnulebis mixedviT.

finansuri angariSgebis formebis gamosaZaxeblad unda SexvideT 
mTavari menius punqt dokumentebis qvepunqtSi Sevseba,,  ganyofilebaSi 
`07. finansuri angariSgeba~ (sur. 195).

sur. 195. finansuri angariSgebis ganyofilebis arCeva menius 
punqtidan `dokumentebi~.

am moqmedebebis Sesrulebis Semdeg xarjebis (`7*~) da realizaciis 
(`6*~) angariSebze naSTebi ganuldeba, xolo mimdinare wlis mogeba/
zaralis angariSze (`5330~) gaCndeba naSTi.
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programiT gaTvaliswinebulia balansis da mogeba-zaralis formebis 
rogorc avtomaturi,  aseve ̀ xeliT~ Sevsebis variantebi. Tavdapirvelad 
unda Seivsos mogeba-zaralis angariSgebis forma (sur. 196). 

sur. 196. mogeba-zaralis angariSgebis uwyisis arCeva  
ganyofilebidan `finansuri angariSgeba~.

Tu gsurT mogeba-zaralis uwyisi (sur. 197) Seivsos avtomaturad, 
angariSebi unda gadaxuroT zemoT aRwerili balansis reformaciis 
operaciebis mixedviT. gasuli wlis monacemebi unda Seivsos `xeliT~, 
xolo mimdinare wlis monacemebi Seivseba avtomaturad gadaTvlis 
Semdeg (ar dagaviwydeT, rom am dros saangariSo periodi unda gqondeT 
dayenebuli Sesabamisad _ wlis dasawyisidan saangariSo periodis 
bolomde).

Semdeg viZaxebT blanks `01. balansi (avtomaturi Sevseba)~ an `02. 
balansi (xeliT Sevseba)~.

orive SemTxvevaSi mimdinare wlis mogeba/zaralis angariSis  naSTis 
mniSvneloba unda gadmoitanoT mogeba/zaralis formidan. saWiro 
velebis Sevsebis Semdeg vaWerT gadaTvlis Rilaks. 

finansuri angariSgebis mesame Semadgenel nawils warmoadgens 
sakuTar kapitalSi cvlilebebis angariSgeba, romelic uzrunvelyofs 
momxmarebels informaciiT sawarmos sakuTari kapitalis muxlebSi 
momxdari cvlilebebis Sesaxeb. aqve aRvniSnavT, rom balansisa da 
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mogeba-zaralis angariSebisgan gansxvavebiT, romelic mTlianad 
avtomatizebulia, kapitalis moZraobis angariSgeba da fuladi nakadebis 
angariSgebis Sevseba xdeba naxevradavtomatur reJimSi.

ganyofilebidan `07. finansuri angariSgeba~ viZaxebT formas `05. 
kapitalis moZraobis angariSgeba~. Sevsebis Semdeg vaZlevT gadaTvlas.

fuladi saxsrebis moZraobis anu fuladi nakadebis angariSgeba finansuri 
angariSgebis mniSvnelovani Semadgeneli nawilia. mas xSirad moixsenieben 
`qeS flou~-s (Cash flow) saxeliT. igi momxmarebels saSualebas aZlevs 
Seafasos sawarmos wminda aqtivebSi momxdari cvlilebebi, misi finansuri 
struqtura (likvidobisa da gadaxdisunarianobis CaTvliT) da sawarmos 
SesaZlebloba _ droulad moaxdinos reagireba fuladi saxsrebis 
raodenobriv mxareze Secvlili viTarebisa da pirobebis Sesabamisad. 
arsebobs fuladi saxsrebis moZraobis angariSgebis wardgenis ori 
alternatiuli forma: e.w. pirdapiri meTodiT, rodesac uSualod 
mieTiTeba saoperacio saqmianobidan mTlianad miRebuli an mTlianad 
gacemuli fuladi saxsrebis ZiriTadi muxlebi, da e.w. arapirdapiri 
meTodiT, rodesac saoperacio saqmianobidan fuladi saxsrebis 
nakadebis asaxvisaTvis xdeba wminda mogebis an zaralis koreqtireba 
arafuladi xasiaTis operaciebiT (cveTa, amortizacia, anaricxebi), 
warsuli an momavali periodis SemosavlebiTa da gasavlebiT, agreTve 
im SemosavlebiTa da gasavlebiT, romlebic ganekuTvnebian sainvesticio 
an safinanso saqmianobas. Tu romeli meTodiT waradginos fuladi 
saxsrebis moZraobis angariSgeba, es Tavad sawarmos gadasawyvetia anu 
warmoadgens misi saaRricxvo politikis Semadgenel elements, Tumca 
bass 7, muxli 19 calsaxad miuTiTebs: ̀ sawarmoebs rekomendacia eZlevaT, 
rom fuladi saxsrebis nakadebis angariSgeba Seadginon pirdapiri 
meTodiT. pirdapiri meTodi iZleva informacias, romelic sasargebloa 
momavali fuladi nakadebis Sesafaseblad, ris saSualebasac ver iZleva 
arapirdapiri meTodi~.

ganyofilebidan `07. finansuri angariSgeba~ viZaxebT fuladi 
saxsrebis moZraobis angariSgebas (pirdapiri an arapirdapiri meTodi). 
saTanado ujrebis `xeliT~ Sevsebis Semdeg vaZlevT gadaTvlas. 
gadaTvlis Sedegad programa Tavad daiTvlis savaluto kursTaSorisi 
sxvaobebiT gamowveul nazrds da fuladi saxsrebis sawyis da saboloo 
naSTebs. im SemTxvevaSi, Tu momxmareblis mier Seyvanil monacemebsa 
da programis daTvlil ricxvebs Soris iqneba Seusabamoba, ekranze 
gamova Sesabamisi Setyobineba. kidev erTxel xazgasmiT aRvniSnavT im 
mniSvnelovan garemoebas, rom finansuri angariSgebis formebis Sevsebis 
dros saangariSo periodi sworad unda gqondeT dayenebuli.

fass-ebSi Sesuli cvlilebebis gamo, axlo momavalSi mosalodnelia 
am formebis mciredi Secvla, magram maTTan muSaobis principi darCeba 
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Tavi 14

eleqtronuli sasaqonlo zednadebebisa da 

angariS-faqturebis atvirTva-CamotvirTva 

Semosavlebis samsaxuris veb-portalze (RS.GE)
sabuRaltro programa `info buRalteri~ iZleva saSualebas 

moxdes  eleqtronuli sasaqonlo zednadebebisa da angariS-faqturebis 
atvirTva-CamotvirTva Semosavlebis samsaxuris veb-portalze (rs.ge).

gaecaniT Sesabamis instruqcias:
sabuRaltro programa `info buRalterSi~ es programuli bloki 

moTavsebulia ganyofilebaSi dokumentebi/Sevseba/ rs.ge  eleqtronuli 
servisebi da iTvaliswinebs Semdeg programul modulebs:

00. qvemomxmareblis registracia rs.ge-ze; 
01. organizaciis saidentifikacio kodis Semowmeba;
02. sasaqonlo zednadebis gamowera (atvirTva);
03. sasaqonlo zednadebis gamowera monacemTa baziT (atvirTva);
04. sasaqonlo zednadebis dasruleba an/da angariS-faqturis   

gamowera;
05. angariS-faqturis gamowera miTiTebul periodze (erTiani);
06. gamowerili zednadebis CamotvirTva;
07. miRebuli zednadebis CamotvirTva
00. miRebuli zednadebis CamotvirTva-avtomaturi.

00. qvemomxmareblis registracia RS.GE-ze 
igi gulisxmobs axali momxmareblis angariSis Seqmnas sagadasaxado 

portalze (rs.ge). igi saWiroa imisTvis,  rom operators misceT ufleba 

isargeblos rs.ge eleqtronuli  servisebiT. es keTdeba Semosavlebis 
samsaxuris portalis Tqveni organizaciis gverdze. (sur. 201)

sur. 201 Semosavlebis samsaxuris portali
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unda SexvideT marTvis paneli/momxmareblis marTva/axali 
momxmarebeli da gamosul fanjaraSi SeavsoT monacemebi.(sur. 202,203)          

sur. 202 momxmareblis marTva

sur. 203 axali momxmareblis damateba
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01. organizaciis saidentifikacio kodis 

Semowmeba

saWiroa organizaciis identifikaciisaTvis. (sur. 204)

 sur. 204 saidentifikacio kodis Semowmeba

02. sasaqonlo zednadebis gamowera (atvirTva)

gamoiZaxeT fanjara: dokumentebi/Sevseba/ rs.ge
eleqtronuli  servisebi/
  
02. sasaqonlo zednadebis gamowera (atvirTva) (sur 205)

sur. 205 sasaqonlo zednadebi
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gamova zednadebis forma. realizaciis angariSSi unda mieTiTos 
`6110~ angariSis Sesabamisi qveangariSi, xolo myidvelis angariSSi - 
`1410~-is Sesabamisi qveangariSi. unda moniSnoT tvirTis gadazidvis 
saxe:

`transportirebiT~ an `Sida gadazidva~. 
unda Seivsos danarCeni velebic: saidentifikacio kodi,  

transportirebis dawyebis adgili, transportirebis dasrulebis 
adgili, mZRolis monacemebi. amis Semdeg ivseba saqonlis CamonaTvali. 
(sur.206)

sur. 206 sasaqonlo zednadebi
siaSi svetSi `krediti~ unda mieTiTos saqonlis qveangariSis kodi, 

Sesabamis svetebSi vuTiTebT agreTve saqonlis raodenobas, erTeulis 
fass da zomis erTeuls.

yvela velis Sevsebis Semdeg jer gamodis SekiTxvis fanjara, 
romelsac veTanxmebiT (sur.207).

sur. 207 sasaqonlo zednadebis gamoweris SekiTxvis fanjara.
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fanjarebSi  (sur.208) da (sur.209), romlebic Semdeg gamova, unda 
SeviyvanoT momxmareblis saxeli da paroli.

sur.208 momxmareblis saxelis Seyvanis fanjara.

sur.209 momxmareblis parolis Seyvanis fanjara.

parolis Seyvanis Semdeg vaWerT Rilaks OK.
SesaZlebelia gamovides Secdomebi:
-1014 - mZRoli ar moiZebna;
-1004 – myidvelis veli carielia,  is unda Seivsos yovelTvis, 

garda Sida gadazidvis SemTxvevisa;
-1005 – myidveli ar moiZebna;
-1006 – myidveli likvidirebulia an kodi gauqmebulia;
-1022 – gamyidveli likvidirebulia;
-1013 – mZRolis saxeli aucilebelia yvela tipis zednadebze;
-3002 – gamyidveli ar aris deklarirebaSi registrirebuli.

 

03. sasaqonlo zednadebis gamowera monacemTa 

baziT (atvirTva)

es moduli wina modulis analogiuria. maT Soris gansxvaveba 
mdgomareobs imaSi, rom im organizaciis monacemebi, visac vuwerT 
zednadebs, inaxeba monacemTa bazaSi da samomavalod bazaSi arsebuli 
organizaciisaTvis ar dagvWirdeba sxvadasxva velebis Tavidan 
Sevseba. 
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04. sasaqonlo zednadebis dasruleba an/da angariS-

faqturis gamowera

am blankis saSualebiT xorcieldeba sasaqonlo zednadebis 
dasruleba da a/f-is gagzavna. gamosul fanjaraSi unda miuTiToT 
saidentifikacio kodi da xeli daaWiroT gadaTvlis Rilaks 

sur. 210 zednadebis dasrulebis fanjara
.
 05. angariS-faqturis gamowera miTiTebul 

periodze (erTiani)

es blanki saSualebas iZleva Seyvanili gatarebebis safuZvelze 

Seqmnas da aitvirTos angariS-faqturebi rs.ge-ze. (sur. 211)

sur. 211 angariS-faqturis gamoweris fanjara
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blankis asamuSaveblad unda mivuTiToT Cveni organizaciis 
saidentifikacio kodi da im periodis sawyisi da saboloo TariRi, 
romelSic angariS-faqturebi unda gamoiweros.

06. gamowerili zednadebebis CamotvirTva

gamowerili zednadebebis CamotvirTva gulisxmobs, Cvens mier rs.ge 
portalze gamowerili zednadebebis CamotvirTvas, ris Sedegadac 
gatarebebi `info buRalterSi~ avtomaturad xvdeba (sur. 212)

sur. 212 zednadebis gamoweris fanjara

07. miRebuli zednadebebis CamotvirTva

miRebuli zednadebebis CamotvirTvis blankis saSualebiT 
SesaZlebelia  Sesyidul saqonelze miRebuli sasaqonlo zednadebebis 
avtomaturi Seyvana `info buRalterSi~.

amisaTvis vuTiTebT sasurvel periods da gadaTvlis Rilakze 
xelis daWeriT vaxdenT miRebuli zednadebebis CamotvirTvas. gamodis 
monacemTa baza, sadac virCevT saqonlis kodebs angariSTa gegmidan.

08. miRebuli zednadebebis CamotvirTva - 

avtomaturi

miRebuli zednadebebis CamotvirTvis blankis saSualebiT 
SesaZlebelia  Sesyidul saqonelze miRebuli sasaqonlo zednadebebis 
avtomaturi Seyvana `info buRalterSi~.  
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 amisaTvis vuTiTebT sasurvel periods da gadaTvlis Rilakze xelis 
daWeriT vaxdenT   miRebuli zednadebebis CamotvirTvas.

danarTi 1

kiTxva-pasuxi

1. sawyisi naSTebis mniSvneloba brunviT uwyisSi ar emTxveva sawyis 
monacemebs (naSTebs) sawyisi naSTebis reJimSi, ra SeiZleba iyos amis 
mizezi? 

Tu brunviT uwyisSi sawyisi naSTebis mniSvneloba ar emTxveva 
sawyisi naSTebis mniSvnelobas sawyisi naSTebis reJimSi, amis mizezi 
SeiZleba iyos is, rom saangariSo periodis fanjaraSi sawyis TariRad 
miTiTebulia sawyisi naSTebis TariRi, xolo JurnalSi SecdomiT 
gatarebulia sameurneo operacia sawyisi naSTebis TariRis wina TariRiT 
(lokaluri versia, qseluri versia).  

2. ar emTxveva debetis da kreditis saboloo naSTebis jamebi, ra 
SeiZleba iyos amis mizezi?  

Tu ar emTxveva debetisa da kreditis saboloo naSTebis jamebi, 
amis mizezi SeiZleba iyos Semdegi: 1. ar emTxveva jamuri sadebeto da 
sakredito sawyisi naSTebi. 2. ar emTxveva Sesabamis saangariSo periodSi 
debetis da kreditis jamuri brunvebi. pirvel SemTxvevaSi gaasworeT 
sawyis naSTebi, meore SemTxvevaSi moiqeciT ise, rogorc aRwerilia 
38-e kiTxvis me-3 pasuxSi (lokaluri versia, qseluri versia).  

3. rogor gadavitanoT samuSao faili (X.SHP)  erTi kompiuteridan 
meoreSi? 

imisaTvis, rom gadaitanoT samuSao faili (X. SHP) erTi 
kompiuteridan meoreSi, unda SexvideT ̀ My Computer ~-Si, Semdeg C an  
D diskze, romelzec Cawerilia `info buRalteri~ da moZebnoT IBW 
folderi, romelSic airCevT TqvenTvis sasurvel fails da moaxdenT 
mis kopirebas, xolo iqidan CawerT im kompiuteris IBW folderSi, 
romelSic gindaT samuSao failis gadawera. Tu es ori kompiuteri 
CarTulia lokalur qselSi, maSin samuSao failis gadawera SeiZleba 
qseliTac garda amisa, samuSao faili (X. SHP) SeiZleba gaigzavnos 
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daSorebul kompiuterze eleqtronuli fostis saSualebiT (lokaluri 
versia).

4. rogor gavxsnaT qseluri versiis samuSao baza lokalur 
versiaSi? 

imisaTvis, rom qseluri versiis samuSao baza gaixsnas lokalur 
versiaSi, unda SexvideT mTavari menius punqtSi faili/monacemTa baza/
eqsporti. gamova dialogis fanjara, sadac miuTiTebT SHP failis 
saxels, romliTac gsurT CaweroT samuSao baza lokaluri versiisTvis 
da daaWerT Save. Semdeg lokalur versiaSi gavxsniT igive fails 
Cveulebrivi wesiT.

5. rogor moviqceT, Tu samuSao JurnalSi ar Cans wina periodSi 
Setanili operaciebi? 

Tu samuSao JurnalSi ar Cans Cvens mier Setanili operaciebi, amis 
mizezi iqneba is, rom JurnalSi operaciebi gafiltrulia. filtris 
mosaxsnelad SediT mTavari menius punqtSi operaciebi/filtri da 
amorTeT niSani `filtris CarTva~ (lokaluri versia, qseluri 
versia).

6. sad unda Caiweros ganaxlebis failebi internetsaitidan? 

ganaxlebis failebi internetsaitidan unda Caiweros programis 
ZiriTad IBW  folderSi, an mis qvefolderebSi, imisda mixedviT, Tu 
ra tipis failis CamotvirTvas axdenT: IBW folderSi iwereba failebi 
gafarToebiT: ***.SHP (sameurneo operaciebis Jurnalis faili), ***.TOP 
(tipiuri operaciebis faili), ***.REK (rekvizitebis faili), ***.OPR 
(gansazRvrebebis faili), ***.GRF (grafikebis faili), ***.INI, ***.DLL, 
***.EXE; xolo IBW / BLANKS folderSi – failebi gafarToebiT ***.
BLW (blankebis failebi), ***.IBL(biblioTekis failebi); IBW/DATA 
folderSi iwereba ***.DBF (monacemTa bazis failebi). (lokaluri 
versia, qseluri versia).

SeniSvna!
im SemTxvevaSi, Tu blankebi, maTi arqivebi da biblioTekis failebi 

ar aris Cawerili IBW / BLANKS folderSi, aseve ***.DBF failebi  ar 
aris Cawerili IBW/DATA folderSi da aseve ***.TOP, ***.REK, ***.
OPR, ***.GRF, ***.INI, ***.DLL, ***.EXE failebi IBW  folderSi, maSin 
maTi Sesabamisi ganaxlebis failebi, CamotvirTuli internet-saitidan 
unda CaweroT Sesabamis folderebSi.
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7. rogor gavasworoT `info buRalteri~-s mTavari menius areuli 
fontebi? (Windows XP, Windows 7)

meniuSi Secvlili fontebis gasasworeblad daaklikeT ̀ Desktop~-ze 
mausis marjvena Rilaks da konteqstur meniuSi airCieT ̀ Properties~, 
Semdeg CanarTSi `Appearance~, Semdeg a) Windows XP/2000/2003 
SemTxvevaSi daaWireT Rilaks `Advanced~ da `Item~ ganyofilebaSi 
airCieT yvela punqti saTiTaod da romelzec gaaqtiurdeba veli 
`Fonts~, airCieT fonti New da OK. b) Windows 95/98  SemTxvevaSi 
`Item~ ganyofilebaSi airCieT yvela punqti saTiTaod da romelzec 
gaaqtiurdeba veli `Fonts~, airCieT fonti New da OK.  

SesaZlebelia agreTve am mizniT gamoviyenoT fontebis gasworebis 
specialuri programa, risTvisac unda SevideT IBW folderis 
qvefolderSi register da gavuSvaT Sesrulebadi faili xpeng.bat  
inglisuri Windows-isaTvis, an faili xprus.bat  rusuli Windows-
isaTvis. Tu qvefolderi register ar aRmoCnda folderSi IBW, moZebneT 
igi sainstalacio diskze folderSi Install Data an Sps ̀ iber-info~-s 
saitze www.iberinfo.ge.

(lokaluri versia, qseluri versia).

8 .  rogor Se v q m n aT s a muS ao fa ili (X .SHP)  a x ali 
organizaciisTvis?

axali organizaciisTvis samuSao faili (X. SHP) iqmneba sabaziso 
Jurnalis safuZvelze. sabaziso Jurnalebia (failebia): IFRS-2013. SHP 
axali angariSTa gegmiT momuSave komerciuli organizaciebisTvis, Geo-
qar.SHP organizaciebisTvis, romlebic sargebloben Zveli angariSTa 
gegmiT, SABIUJETO_SAJARO.SHP sabiujeto organizaciebisTvis da 
sajaro samarTlis iuridiuli pirebisaTvis. yvela es Jurnali (faili) 
Cawerilia IBW folderSi. axali Jurnalis Sesaqmnelad airCieT mTavari 
menius punqti faili/gaxsna, gamosul fanjaraSi zemoTCamoTvlili  
failebidan airCieT TqvenTvis saWiro sabaziso faili, amis Semdeg 
airCieT mTavari menius punqti faili/SevinaxoT rogorc, gamosuli 
fanjris grafaSi ̀ failis saxeli~ miuTiTeT Tqveni samuSao Jurnalis 
failis dasaxeleba. imisaTvis, rom CaweroT faili miTiTebuli saxeliT, 
daaWireT Rilaks Save.

(lokaluri versia).

9. rogor gavxsnaT axali samuSao baza qselur versiaSi?

mTavari menius punqtis monacemTa baza/Seqmna... saSualebiT Tqven 
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SegiZliaT SeqmnaT axali monacemTa baza.
amis Semdeg gamova dialoguri fanjara, sadac axali monacemTa bazis 

Sesaqmnelad unda miuTiToT diski da katalogi
amisTvis unda SeiyvanoT paroli, romelic miTiTebulia eleqtronul 

gasaRebze. monacemTa bazisaTvis axali katalogis Sesaqmnelad gamoiyeneT 
Rilaki `axali~.

saWiro diskisa da katalogis arCevis Semdeg daaWireT Rilaks ̀ OK~. 
Semdeg unda miuTiToT bazis dasaxeleba.

standartuli angariSTa gegmis misaRebad, aucilebelia moaxdinoT 
monacemebis importi IFRS-2013.shp failidan, romelic imyofeba 
programa `info buRalteri~-s samuSao katalogSi. amave katalogidan 
unda moaxdinoT standartuli gansazRvrebebisa da rekvizitebis 
importireba (failebi ib.opr da ib.rek Sesabamisad).

angariSTa gegmis, gansazRvrebebis da rekvizitebis importireba 
monacemTa bazaSi SegiZliaT agreTve mTavari menius punqtidan faili/
monacemTa baza/importireba. (qseluri versia)

10. rogor gavyoT sameurneo operaciebis Jurnali or periodad? 
(lokaluri versia, qseluri versia).

lokalur versiaSi axali sameurneo operaciebis Jurnalis 
formirebisTvis airCieT mTavari menius punqti operaciebi/axali 
Jurnali. gamosul fanjaraSi `axali Jurnalis formireba~ SeiyvaneT 
TariRi, romliTac gsurT daiwyos Tqveni axali Jurnali (X. SHP) 
da daaWireT Rilaks OK. amis Semdeg programa moiTxovs axali 
Jurnalis saxels. grafaSi ̀ failis saxeli~ miuTiTeT axali Jurnalis 
failis dasaxeleba da daaWireT Save-s. failSi Seinaxeba sameurneo 
operaciebis Jurnali yvela gatarebiT, aseve Seinaxeba angariSTa gegma 
da wina Jurnalis saboloo naSTebi gadaitaneba axal JurnalSi sawyis 
naSTebad. axali Jurnalis formirebis proceduris dasrulebis Semdeg 
programa gamoitans Setyobinebas operaciis warmatebiT dasrulebis 
Sesaxeb. daaWireT OK (lokaluri versia).

qselur versiaSi samuSao bazis or periodad gayofa xdeba lokaluri 
versiis analogiurad im gansxvavebiT, rom axali Jurnalis (X. SHP 
faili) nacvlad iqmneba axali samuSao baza Cveulebrivi wesiT (ix. 
kiTxva 9) (qseluri versia).

11.  rogor gamovaCinoT sameurneo operaciebis JurnalSi gatarebebi 
operaciis komentaris gverdiT? 

imisaTvis, rom sameurneo operaciebis JurnalSi gatarebebi gamoaCinoT 
operaciis komentaris gverdiT da damaloT gatarebebis fanjara, unda 
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airCioT mTavari menius punqti dayeneba/awyoba, gamosul fanjaraSi 
airCieT CanarTi sameurneo operaciebi, gaaqtiureT `gatarebebi 
operaciebTan erTad~ da amorTeT `gatarebebis fanjara~. Tu gsurT 
`gatarebebis fanjris~ datovebac, maSin `gatarebebis fanjara~ ar 
amorToT (lokaluri versia, qseluri versia).

12.  ra fontebia saWiro `info buRalterSi~ samuSaod da rogor 
unda moxdes maTi Cawera? 

`info buRalterSi~ samuSaod saWiroa Semdegi fontebi: New, 
Courier geo, Ms Sans Serif IB. CawereT es fontebi `Control panel~-
is an Windows-is `Fonts~ folderSi (lokaluri versia, qseluri 
versia).

13. SeiZleba Tu ara dakarguli sameurneo operaciebis Jurnalis 
(X. SHP failis)  aRdgena da rogor? 

dakarguli Jurnalis aRdgenisTvis, airCieT mTavari menius punqti 
faili/gaxsna. gamosul fanjaraSi ki folderi BACKUP. failis 
tipebSi (Type of file) airCieT bolo qvepunqti. gamoCndeba dakarguli 
Jurnalis failis variantebi igive saxelwodebiT da rigiTi nomrebiT, 
romelTac aqvT .bak gafarToeba. dakarguli Jurnalis aRsadgenad 
airCieT Tqveni Jurnalis faili yvelaze meti rigiTi nomriT, gaxseniT, 
SeinaxeT TqvenTvis sasurvel folderSi da gafarToebad mianiWeT SHP.  
(lokaluri versia).

14.  rogor moviqceT, Tu tipiuri operaciebis gamoZaxebisas isini 
ar Cans Sesabamis fanjaraSi? 

imisaTvis, rom tipiuri operaciebis gamoZaxebisas, isini gamoCndnen 
Sesabamis fanjaraSi, airCieT mTavari menius punqti dayeneba/awyoba 
da CanarTis katalogebi velSi tipiuri operaciebi miuTiTeT im 
folderis saxeli, saidanac gsurT waikiTxoT tipiuri operaciebis 
faili gafarToebiT .Top (lokaluri versia, qseluri versia).

15. rogor gamovaCinoT angariSebi qveangariSebTan erTad 
uwyisebSi? 

imisaTvis, rom uwyisebSi gamoaCinoT angariSebi qveangariSebTan 
erTad, unda airCioT mTavari menius punqti dayeneba/awyoba da 
CanarTSi uwyisebi gaaaqtiuroT gaSlili angariSTa gegma, xolo 
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makorespondirebeli angariSebis `maqsimalur rigSi~ miuTiToT erTze 
meti parametri. (lokaluri versia, qseluri versia).

16. programis Sesabamis katalogebSi blankebis, maTi arqivebis, 
biblioTekebis, DBF failebis sworad Cawerisas ra SeiZleba iyos 
mizezi imisa, rom aRniSnuli failebi arasworad muSaobdnen? 

Tu programis folderebSi Sesabamis failebis sworad Cawerisas 
programa ver mimarTavs maT, SeamowmeT xom ara aqvT micemuli aRniSnul 
failebs niSani `Read-only~, Tu es niSani CarTulia, amourTeT. 
(lokaluri versia, qseluri versia).

17. rogor gavaerTianoT sameurneo operaciebis ori Jurnali? 
(lokaluri versia, qseluri versia).

ori Jurnalis gasaerTianeblad, gaxseniT is Jurnali, romlis 
sawyisi naSTebic unda darCes gaerTianebul JurnalSi, Semdeg airCieT 
mTavari menius punqti faili/gaerTianeba, gamosul fanjaraSi airCieT 
Jurnali, romelsac uerTebT pirvels da daaWireT Rilaks Open. 
gamova gaerTianebis fanjara, romelic gvTavazobs gaerTianebis or 
variants: `mxolod axali operaciebis damateba~ da `Tanxvdenaze 
Semowmebis gareSe~. pirvel SemTxvevaSi xdeba mxolod im operaciebis 
damateba, romlebic ar iyo sawyis JurnalSi, xolo meore SemTxvevaSi 
pirvel Jurnals daemateba meore Jurnalis yvela operacia. operaciis 
dasrulebis Semdeg gamova Setyobineba Jurnalebis gaerTianebis 
warmatebiT dasrulebis Sesaxeb. gaerTianebul Jurnals mieniWeba saxeli 
Noname*.shp, romelsac survilis SemTxvevaSi SeucvliT saxels 
brZanebiT faili/SevinaxoT rogorc (lokaluri versia).

qseluri versiis SemTxvevaSi mTavari menius punqtis faili/
gaerTianeba daxmarebiT SegiZliaT sameurneo operaciebis mimdinare 
bazis SigTavsi gaaerTianoT im bazis SigTavsTan, romlis saxelsac 
miuTiTebT. ori bazis gasaerTianeblad, gaxseniT is baza, romlis 
sawyisi naSTebic unda darCes gaerTianebul bazaSi, SediT mTavari menius 
punqtSi faili/gaerTianeba, gamosul fanjaraSi airCieT baza, romelsac 
uerTebT pirvels da daaWireT Rilaks Open.  bazebis SigTavsebis 
gaerTianeba xdeba lokaluri versiis analogiurad da gaerTianebul 
bazas avtomaturad eniWeba pirveli bazis saxeli (qseluri versia).

18. rogor gadavideT erTi Jurnalidan meoreze? 
(lokaluri versia).

imisaTvis,  rom gadaxvideT erTi Jurnalidan meoreze,   SediT mTavari 
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menius punqtSi faili/gaxsna, gamosul fanjaraSi airCieT TqvenTvis 
sasurveli Jurnali da daaWireT Rilaks Open. (lokaluri versia).

19. muSaoba gvixdeba ramdenime organizaciis JurnalSi, rogor 
gavxsnaT TiToeuli maTganisTvis Sesabamisi rekvizitebis faili? 
(lokaluri versia, qseluri versia).

Tu muSaobT ramdenime organizaciisTvis, maSin TiToeulisaTvis 
unda gaxsnaT Tavisi rekvizitebis faili. rekvizitebis axali failis 
gasaxsnelad, airCieT mTavari menius punqti dayeneba/rekvizitebi, 
gamova rekvizitebis standartuli faili ib.rek, amis Semdeg airCieT 
mTavari menius punqti faili/SevinaxoT rogorc da failis saxelSi 
miuTiTeT is saxeli, romelic gsurT erqvas konkretuli organizaciis 
rekvizitebis fails da daaWireT Rilaks Save. ama Tu im organizaciis 
sameurneo operaciebis JurnalSi muSaobisas Sesabamisi rekvizitebis  
gamoyenebisaTvis gaxsnili unda iyos am organizaciis rekvizitebis 
faili (lokaluri versia).

qselur versiaSi aseve unda SevqmnaT sxvadasxva organizaciebis 
Sesabamisi rekvizitebis failebi da organizaciis Sesabamis bazaSi 
muSaobisas unda davaimportoT am organizaciis Sesabamisi rekvizitebis 
faili (qseluri versia).

20. programis gaSvebisas gamodis Setyobineba: ̀ eleqtronuli gasaRebi 
ar Seesabameba programis versias~. rogor moviqceT am SemTxvevaSi? 

Tu programis gaSvebis SemTxvevaSi gamodis Setyobineba: ̀ eleqtronuli 
gasaRebi ar Seesabameba programis versias~, aucilebelia gamocvaloT 
Tqveni gasaRebi versiis Sesabamisad. (lokaluri versia).

21. rogor davayenoT gasaRebis draiverebi kompiuterze? 

imisaTvis, rom gasaRebis draiverebi daayenoT kompiuterze, SediT 
sainstalacio diskis mTavar folderSi da airCieT `Install Data~, 
Semdeg `Tools~. lokaluris SemTxvevaSi daayeneT `Setup~, xolo 
qseluris SemTxvevaSi daayeneT `Super-Pronet ~. (lokaluri versia, 
qseluri versia).

22. operaciis damatebis fanjaraSi Tanxis oTxcifriani ricxvis 
akrefisas, mZime fiqsirdeba ricxvis win, rogor gavasworoT ? 

Tu operaciaSi Tanxis Setanisas oTxcifriani ricxvis akrefisas, 
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mZime fiqsirdeba ricxvis win, amis gasasworeblad SediT `Control 
Panel~-Si, Semdeg `Regional and Language Options~ da CanarTSi 
`Regional Options~, Semdeg `Customize~ da velSi `Digit grouping 
symbol~, mZimis nacvlad CasviT  hari (`probeli~). Semdeg CanarTSi 
`Currency~  gaimeoreT igive da daaWireT OK (lokaluri versia, 
qseluri versia).

23. rogori unda iyos BDE-s rekomendebuli konfiguracia `info 
buRalteri~-s qseluri versiisaTvis?

programa `info buRalteri~-s lokaluri versia muSaobs BDE-s 
mxolod 5.01 da ufro maRal versiaze. BDE-s ufro adreuli versiis 
gamoyenebam SeiZleba Seaferxos programis normaluri muSaoba.  

BDE-s asawyobad SeasruleT Semdegi moqmedebebi:
• SediT `Start~;
• airCieT menius punqti Settings/Control panel;
• orjer daaWireT Rilaks  BDE Administrator;

sur. 213. BDE administratoris konfiguraciis fanjara.

• airCieT CanarTi `Configuration~;
• `Configuration~_is xisebur struqturaSi airCieT punqti 

`Drivers/Native/PARADOX~ da daayeneT Semdegi parametrebi:
- NET DIR gza  Pdoxusrs.net failisaken (lokalur versiaSi NET 



256

DIR-Si Caiwereba C:\ );
- LANGDRIVER enis draiveri, romelic gamoiyeneba cxrilebis 

Sedgenisas, daxarisxebisas da a.S. – unda eyenos mniSvneloba `Pdox 
ANSI Cyrillic~.

• cvlilebebi SeinaxeT menius punqtidan Object/Apply, da Senaxvaze 
SekiTxvisas `Save all edits to PARADOX~ daaWireT Rilaks `OK~;

• ̀ Configuration~-is xisebur struqturaSi airCieT punqti  ̀ Drivers/
Native/DBASE~ da daayeneT Semdegi parametrebi:

- LANGDRIVER  enis draiveri, romelic gamoiyeneba cxrilebis 
Sedgenisas, daxarisxebisas da a.S. unda eyenos mniSvneloba `dBASE 
ANSI~;

- LEVEL formati, romelSic Seiqmneba dBase-cxrilebi – unda 
eyenos mniSvneloba 7.

• cvlilebebi SeinaxeT menius punqtidan Object/Apply   da Senaxvaze 
SekiTxvisas `Save all edits to DBASE~  daaWireT Rilaks OK;

sur. 214. BDE administratoris konfiguraciis fanjara.

• ̀ Configuration~ is xisebur struqturaSi airCieT punqti ̀ System/
INIT`~ da daayeneT Semdegi parametrebi:



257

sur. 215. BDE administratoris konfiguraciis fanjara.

LANGDRIVER - enis draiveri, gaCumebiT unda eyenos mniSvneloba 
`Pdox ANSI Cyrillic~;

- LOCAL SHARE mimarTvis gadanawileba lokaluri monacemebisTvis 
– unda eyenos mniSvneloba TRUE Windows bazaze erTrangiani 
qselebisTvis da FALSE, Tu gamoiyeneba Novell Netware Server.

• cvlilebebi SeinaxeT menius punqtidan Object/Apply  da Senaxvaze 
SekiTxvisas `Save all edits to INIT~ daaWireT Rilaks OK;

• programidan gamodiT menius punqtidan Object/Exit.
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sur. 216. BDE administratoris konfiguraciis fanjara.

Semdeg Tqven SegiZliaT daayenoT BDE-s parametrebi BDEadmin.
exe programis gaSvebiT.

24.  rogor moviqceT im SemTxvevaSi, Tu lokalur versiaSi Seqmnili 
Jurnali ar importirdeba qselur versiaSi?

1. SeadareT dayenebuli BDE-s konfiguracia rekomendebuls (ix. 
kiTxva 22) da gansxvavebis SemTxvevaSi CaasworeT;

2. SeqmeniT axali baza da daaimporteT (qseluri versia).

25. gamodis Setyobineba: `parametri Net Dir gansxvavdeba sxvadasxva 
momxmareblisaTvis~. ra SeiZleba iyos amis mizezi? 

1. arasworia BDE-s konfiguracia qseluri versiisaTvis. SeadareT 
rekomendebuls (ix. kiTxva 22);

2. droebiT folderSi (Temp) SenarCunebulia blokirebis faili 
(pdoxusrs.lck),  gaasufTaveT droebiTi folderebi,  Windows-is 
Zebnis SesaZleblobebiT moZebneT pdoxusrs.lck faili da waSaleT 
(qseluri versia).
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26. gamodis Setyobineba: `ar aris napovni L:\...~, rogor 
gavasworoT? 

1. L: diski faqtiurad warmoadgens bmuls qselSi serveris romelime 
folderze. Sesabamisad ar xdeba mimarTva am folderze. darwmundiT, 
rom serveri CarTulia, qseli normalurad muSaobs da miTiTebuli 
folderis parametrebi (saxeli, wvdomisa  (Sharing) da usafrTxoebis 
parametrebi (Security) ar Secvlila;

2. xSirad sistema CatvirTvisas avtomaturad ar mimarTavs qselur 
disks. am dros sakmarisia erTxel SexvideT am diskze (magaliTad 
ormagi dawkapebiT). amis Semdeg programaSi uproblemod SexvalT. 
(qseluri versia).

27. gamodis Setyobineba: ̀ ar xdeba mimarTva failze L:\PDOXUSRS.
NET, rogor moviqceT? 

SeamowmeT L: diski da momxmareblis mier am diskze wvdomis uflebebi 
(Sharing). momxmarebels unda hqondes sruli kontrolis ufleba.
(qseluri versia).

28.  gamodis Setyobineba: `aralegaluri kopirebisgan dacvis 
Secdoma~. 

ra SeiZleba iyos amis mizezi? 

1. SesaZloa problema iyos gasaRebis draiverSi an gasaRebSi. 
waSaleT dayenebuli gasaRebis draiveri da daayeneT xelaxla;

2. SesaZloa Tqveni antivirusi xels uSlis gasaRebis Semowmebis 
process (qseluri versia).

29.  gamodis Setyobineba: `eleqtronuli gasaRebi ar aris napovni, 
SeamowmeT misi arseboba da SeerTebis xarisxi~, rogor moviqceT?

1. pirvel rigSi SeamowmeT SeerTebulia Tu ara eleqtronuli 
gasaRebi;

2. im kompiuterze, romelzec SeerTebulia eleqtronuli gasaRebi, 
aucileblad unda eyenos Sesabamisi draiveri;

3. Tu gasaRebi ayenia LPT portze, maSin SeamowmoT, CarTulia Tu 
ara es porti;

4. Tu qseluri versia ver poulobs gasaRebs, romelic sxva 
kompiuterzea ganTavsebuli, SesaZloa mizezi iyos Windows Firewall-i. 
gaTiSeT Firewall-i da SeamowmeT programa. Tu mizezi Firewall-Sia 
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da misi CarTva aucilebelia, Firewall-is parametrebSi gamonaklisebSi 
miuTiTeT porti 6002 (lokaluri versia, qseluri versia).

30. gamodis Setyobineba: `… file is locked~, ra SeiZleba iyos amis 
mizezi? 

es Setyobineba SesaZloa warmoiSvas im SemTxvevaSi, roca ori 
sxvadasxva momxmarebeli erTdroulad cdilobs erTi da igive angariSis 
redaqtirebas. daxureT programebi (yvela, romelic miTiTebul bazaSi 
muSaobda) da gaasufTaveT indeqsirebisa (*.px, *py, *.x*, *.y*) da 
blokirebis (*.lck) failebi bazis folderSi (qseluri versia).

31. Tu programa muSaobisas ̀ ekideba~ (fanjris menius zoli gaTeTrda, 
aRar reagirebs), rogor moviqceT? 

1. SeamowmeT qselis aparatura da programuli uzrunvelyofa 
(qseluri versia);

2. Tu aseTi ram xSirad meordeba da mcire xans grZeldeba, es 
SesaZloa iyos antivirusis aqtivobis Sedegi (msgavsi ram SeniSnulia 
NOD32-antivirusis SemTxvevaSi) (lokaluri versia, qseluri 
versia);

3. SesaZloa problemaa eleqtronuli gasaRebidan kodis wakiTxvaSi. 
waSaleT da Semdeg xelaxla daayeneT gasaRebis draiveri (lokaluri 
versia, qseluri versia).

32. gamodis Setyobineba: `indeqsi saWiroebs ganaxlebas~, rogor 
moviqceT? 

gamosul SekiTxvaze upasuxeT ̀ diax~ da mSvidad gaagrZeleT muSaoba. 
(qseluri versia).

33.  Tu sameurneo operaciebis JurnalSi operaciebi aris, gatarebebi 
ki ara, ra SeiZleba iyos amis mizezi? 

darRveulia monacemTa bazis mTlianoba arakoreqtuli muSaobis 
(denis uecari gaTiSva, aparaturuli gaumarTavoba, wyvetebi qselis 
muSaobaSi) Sedegad. umjobesia ar gaagrZeloT muSaoba da daukavSirdeT 
specialists Sps `iber-info~-dan (qseluri versia).

34. qselur versiaSi Sesvlisas SeviyvaneT momxmareblis saxeli da 
paroli, `OK~-ze daWeris Semdeg programa daekida, rogor moviqceT? 
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daxureT programa. miTiTebuli bazis folderSi gaasufTaveT 
indeqsirebisa (*.px, *py, *.x*, *.y*) da blokirebis (*.lck) failebi da 
Semdeg isev SediT programaSi (qseluri versia).

35. rogor moviqceT im SemTxvevaSi, Tu zogierTi angariSis kodSi 
moulodnelad (magaliTad, bazis Semowmebisa da Sesworebisas) gaCnda 
simbolo Z? 

am SemTxvevaSi SecdomiT iqneboda angariSebis kodebSi gamoyenebuli 
akrZaluli simboloebi (`info buRalterSi~ angariSis kodSi ar 
SeiZleba gamoyenebuli iyos zogierTi simbolo: !, /, *, …...), romelic 
Z–iT Seicvala  bazis Sesworebisas.

amis Semdeg Tqven SegiZliaT SecvaloT simbolo Z TqvenTvis 
sasurveli simboloebiT angariSis redaqtirebis fanjaraSi (qseluri 
versia).

36.  ra aris mizezi imisa, rom raime angariSze brunva ar emTxveva 
misi qveangariSebis brunvebis jams. 

aRniSnulis mizezi SeiZleba iyos Semdegi:
1. darRveulia monacemTa bazis mTlianoba. SeamowmeT monacemTa 

bazisa, romlis win aucilebelia bazis aslis gakeTeba (Sesabamisi 
folderis kopireba);

2. gatarebebSi gamoyenebuli angariSebi ar aris bolo donis. 
CaasworeT isini. SeamowmeT monacemTa baza. (qseluri versia).

37. raime angariSze brunviT uwyisSi Tanxa ar emTxveva amave angariSis 
Tanxas Wadrakul uwyisSi. rogor moviqceT? 

1. darRveulia monacemTa bazis mTlianoba. SeamowmeT igi. Semowmebis 
win aucilebelia bazis aslis gakeTeba.

2. gatarebebSi gamoyenebuli angariSebi ar aris bolo donis. 
CaasworeT isini, risTvisac unda SeamowmoT monacemTa baza (qseluri 
versia).

38. brunviT uwyisSi ar emTxveva sadebeto da sakredito jamuri 
brunvebi.

ra SeiZleba iyos amis mizezi?

aRniSnulis mizezi SeiZleba iyos Semdegi:
1. darRveulia monacemTa bazis mTlianoba. SeamowmeT. Semowmebis 
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win aucilebelia bazis aslis gakeTeba (qseluri versia);
2. gatarebebSi gamoyenebuli angariSebi ar aris bolo donis. 

SeamowmeT monacemTa baza (qseluri versia);
3. amis mizezi SeiZleba iyos agreTve is, rom Sesabamis saangariSo 

periodSi, JurnalSi gvaqvs dauSvebeli gatarebebi sabalanso da 
garesabalanso angariSebs Soris. am xarvezis aRmosafxvrelad saWiroa 
SexvideT angariSTa gegmaSi da svetSi `balansis ganyofileba~ naxoT, 
xom ar aqvs SemTxveviT romelime sabalanso angariSs CarTuli 
niSani `garesabalanso~ (roca erTdroulad amorTulia `aqtiuri~ 
da `pasiuri~) da gaasworoT, magram im SemTxvevaSi, Tu niSani 
`garesabalanso~ micemuli aqvs romelime angariSis romelime qveangariSs, 
maSin angariSTa gegmidan amis dafiqsireba Znelia, aseT SemTxvevaSi 
iqceviT Semdegnairad: amcirebT saangariSo periods da akvirdebiT 
jamur sadebeto da sakredito brunvebs da ase iqceviT manam, sanam 
brunvebis balansi ar aRdgeba, anu mas Semdeg, rac gecodinebaT drois 
is mcire monakveTi, romlis drosac adgili aqvs dauSvebel gatarebas 
sabalanso da garesabalanso angariSebs Soris, amowmebT saTiTaod 
gatarebebs JurnalSi am periodisTvis da angariSTa gegmaSi eZebT, 
romel gamoyenebul qveangariSebs aqvs CarTuli niSani ̀ garesabalanso~,  
sabalanso angariSad gadaaqcevT mas da amis Semdeg debetis da kreditis 
jamuri brunvebi erTmaneTs gautoldeba (lokaluri versia, qseluri 
versia).   

39. gamodis Setyobineba: `SeuZlebelia droebiT direqtoriaSi… 
TEMP…~ rogor moviqceT?

erTdroulad gaSvebulia ̀ info buRalteris~ ramdenime egzemplari 
(magaliTad, lokaluri da qseluri versiebi). programaSi muSaobis 
gagrZeleba SesaZlebelia, Tumca Semdeg SesaZloa SegeqmnaT garkveuli 
problemebi (magaliTad, filtris gamoyenebisas). koreqtuli 
muSaobisaTvis `info buRalteri~-s axali egzemplaris gaSvebis win 
(Tu romelime egzemplari ukve gaxsnilia), saWiroa axali droebiTi 
folderis gansazRvra (lokaluri versia, qseluri versia).

40. vapirebT operaciuli sistemis xelaxla dayenebas. romeli 
failebi unda SevinaxoT `info buRalterSi~ namuSevris sruli 
variantis aRsadgenad? 

unda SeinaxoT mTlianad folderi IBW*, amas garda inaxavT fails 
IBW. ini, folderidan Windows. Tu samuSao faili gafarToebiT 
SHP ar inaxeba folderSi IBW*, maSin SeinaxeT isini im folderidan, 
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sadac arian  moTavsebulni. aseve, Tu monacemTa bazebis, blankebis da 
arqivebis Tqveni samuSao katalogebi ar emTxveva Sesabamisad IBW* 
folderis DATA da BLANKS katalogebs, maSin SeinaxeT agreTve 
Tqvens mier am mizniT gamoyenebuli katalogebi (lokaluri versia, 
qseluri versia).

41. ratom ikargeba zogierTi blankis arqivi? 

es problema axal versiebSi gadaWrilia. Zvel versiebSi Secdoma 
Cndeboda Zalian didi zomis blankebSi, roca arqivis erTi Canaweris 
zoma aRemateboda 2 kilobaits (lokaluri versia, qseluri versia).

42.  Tu JurnalSi gatarebebi vardeba or-orad (`gatarebebis 
Sewebeba~), rogor moviqceT? 

1. SeamowmeT BDE-s konfiguracia. LOCAL SHARE aucileblad 
unda iyos TRUE;

2. SeamowmeT qselis aparaturuli da programuli uzrunvelyofa 
da darwmundiT mis gamarTul funqcionirebaSi;

3. mimdinare bazis folderSi waSaleT indeqsirebisa (*.px, *py, 
*.x*, *.y*) da blokirebis (*.lck) failebi (qseluri versia).

43. ratomaa sxvadasxva samuSao adgilebze sxvadasxva operaciebi? 

1. mimdinare bazis folderSi waSaleT indeqsirebisa (*.px, *py, 
*.x*, *.y*) da blokirebis (*.lck) failebi;

2. darRveulia monacemTa bazis mTlianoba. SeamowmeT igi. Semowmebis 
win aucilebelia bazis aslis gakeTeba (qseluri versia).

44. ratom ver xerxdeba axali angariSis damateba? 

1. darRveulia monacemTa bazis mTlianoba. SeamowmeT igi. Semowmebis 
win aucilebelia bazis aslis gakeTeba;

2. mimdinare bazis folderSi waSaleT indeqsirebisa (*.px, *py, 
*.x*, *.y*) da blokirebis (*.lck) failebi (qseluri versia).

45. saWiro blankis faili Cavwere folderSi IBW*/ BLANKS, magram 
programaSi Sesvlis Semdeg igi ar aRmoCnda dokumentebis Sesabamis 
ganyofilebaSi. ra SeiZleba iyos amis mizezi?

amis mizezi SeiZleba iyos is, rom programaSi blankebis katalogad 
mocemul momentSi ar aris miTiTebuli katalogi BLANKS. SediT 
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`dayeneba/awyoba/katalogebi~, naxeT romelia blankebis mimdinare 
katalogi da mocemuli blankis faili CawereT am katalogSi an 
blankebis katalogad miuTiTeT BLANKS (lokaluri versia, qseluri 
versia).

46.  rogor moviqceT im SemTxvevaSi, Tu blankis gadaTvlis Semdeg 
ar Seivso is velebi, romlebic Cveulebriv ivseba xolme rekvizitebis 
failis monacemebiT 

SediT dayeneba/rekvizitebSi da darwmundiT, rom rekvizitebis 
faili namdvilad CatvirTulia (Tu ar aris CatvirTuli, CawereT 
ib.rek faili folderSi IBW, xolo qselur versiaSi moaxdineT igive 
failis importireba). Tu amis Semdeg rekvizitebis reJimSi kodebi 
areuli aRmoCndeba, maSin Windows-Si CawereT faili ibw.ini. ib.rek 
da ibw.ini failebi ganTavsebulia Sps `iber-info~-s veb-saitze www.
iberinfo.ge. (lokaluri versia, qseluri versia)

47. lokalur versiaSi gavxseniT qselur versiaSi namuSevari baza 
da gavagrZeleT muSaoba *.SHP failSi. mogvianebiT aRmovaCineT, rom 
sameurneo operaciebis JurnalSi gvaqvs didi raodenobiT operaciebi 
gatarebebis gareSe (TariRi, komentari, dokumentis nomeri) _ 
vvaraudobT, rom amis mizezia is, rom qseluri versiis baza iyo 
dazainebuli. rogor wavSaloT martivad aseTi gatarebebi?

imisaTvis, rom martivad wavSaloT aseTi gatarebebi sameurneo 
operaciebis JurnalSi, gavfiltroT Jurnali Semdegnairad: filtris 
fanjris velSi `makor. angariSi~ SevitanoT simbolo brWyali (`). 
ekranze darCeba mxolod is operaciebi, romelTa waSlac gvinda 
(operaciebi gatarebebis gareSe), amis Semdeg darCenili operaciebi 
SegviZlia wavSaloT. 

SeniSvna:
analogiurad SeiZleba am tipis operaciebis waSla qselur versiis 

bazaSi maTi arsebobis SemTxvevaSi.

48.  raodenobriv-Tanxobriv angariSs gaaCnia qveangariSebi, ratom 
ar Cans brunviT uwyisSi raodenoba mis yvela qveangariSze?

savaraudoa, rom am qveangariSebisaTvis ar aris miTiTebuli 
raodenobriv-Tanxobrivi aRricxvis niSani. CaurTeT yvela qveangariSs 
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raodenobriv-Tanxobrivi aRricxvis niSani, SeamowmeT gatarebebi am 
qveangariSebis gamoyenebiT. miTiTebulia Tu ara maTSi raodenoba? Tu 
gatarebebSi raodenoba ar aris miTiTebuli, maSin brunviT uwyisSi is, 
ra Tqma unda, ar aisaxeba.

49. ratom ar xorcieldeba Zebna sameurneo operaciebis 
JurnalSi?

imisaTvis, rom sameurneo operaciebis JurnalSi Zebna ganxorcieldes, 
aucilebelia winaswar avirCioT Jurnalis sveti, romlis mixedviTac 
xdeba Zebna. amisaTvis saWiro svetis mosaniSnad daaklikeT mis saTaurze. 
igive wesi moqmedebs `info buRalteri~-s cxriluri saxis mqone sxva 
reJimebzec Zebnis ganxorcielebisas.

50. balansis formis (dokumentebi/Sevseba/finansuri angariSgeba/
balansi) gadaTvlisas ar ivseba Sesabamisi velebi saangariSo periodis 
sworad miTiTebis da sameurneo operaciebis JurnalSi operaciebis 
arsebobisas. ra SeiZleba iyos amis mizezi?

1. imisaTvis, rom sworad Seivsos balansis forma, amorTeT niSani 
`dokumentebSi aTasis gamoyofa~ fanjaraSi dayeneba/awyoba/formati.

2. im buRaltruli angariSebisaTvis, romelTa naSTebi unda aisaxos 
balansis formis muxlebSi, miTiTebulia niSani `aqtiur/pasiuri~.

51. ̀ info buRalteri~-dan Excel-Si eqsportisas gadatanili Tanxebi 
aRiqmeba arasworad striqonul tipad, nacvlad ricxviTisa. ra aris 
amis mizezi?

aRniSnulis Tavidan asacileblad unda amoirTos niSani `aTasis 
gamoyofa~ fanjaraSi dayeneba/awyoba/formati.

52. SeiZleba Tu ara `info buRalterSi~ sabuRaltro aRricxvis 
warmoeba inglisur da rusul enaze?

`info buRalterSi~ SesaZlebelia sabuRaltro aRricxvis warmoeba 
inglisur da rusul enaze. avirCieT mTavari menius punqti faili/
gaxsna, gamosul fanjaraSi inglisuris SemTxvevaSi airCieT IAS_GEO.
ENG.SHP faili, rusulis SemTxvevaSi airCiT I.F.R.S_GEO.RUS.SHP 
faili, Semdeg airCevT mTavari menius punqts faili/SevinaxoT rogorc 
da gamosul fanjaraSi, velSi `failis saxeli~ miuTiTeT saxeli da 
daaWireT Rilaks Save.
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danarTi 2

savarjiSo davalebebi

davaleba 1

1. gaxseniT axali sameurneo operaciebis Jurnali `Beta-2011.   
SHP~;
2. gamoiZaxeT angariSTa gegma da daamateT angariSebi: 

a) 7443 _ `avtomanqanis remontis xarjebi~;
b) 1122 _ `naRdi fuli salaroSi evroebSi~.

3. SeitaneT sawyisi naSTebi angariSebze angariSTa gegmis 
reJimidan:

1110 _ `naRdi fuli larebSi~ _ 10000 lari;
1120 _ `naRdi fuli aSS dolarebSi~ _ 10000 USD;  kursi-    
1.6740;
1122 _ `naRdi fuli evroebSi~ _ 5000 EUR; kursi 2.33.
4. a) gauxseniT qveangariSebi 1210 da 1220 angariSebs:
      

   1. `Tibisi~ banki 
    2. `viTibi~ banki 
   
b) 4a) punqtSi gaxsnil qveangariSebze dasviT sawyisi 
naSTebi:
      
1210 _ 1. 10000 lari;
          2. 8000 lari;
1220 _ 1. 10000 USD,  larebSi 16600;
          2. 8000 USD,  larebSi 13280.

  g) 1430 angariSs gauxseniT qveangariSebi firmaSi momuSave 
TanamSromelTa mixedviT.

1. andriaZe levan;
2. beriZe mariami;
3. karbelaSvili Tamar;
4. lomiZe giorgi;
5. maisuraZe salome;
6. xuciSvili zaza.
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amasTan igive qveangariSebi gadaitaneT 3160 angariSze angariSTa xis 
kopirebis gamoyenebiT, xolo 3130 angariSze _ kopirebiT.

d) 1. 1410 angariSze gaxseniT qveangariSebi Semdegi firmebisaTvis:

1. `garanti~;
2. `imperiali~;
3. `lideri~.
  
2. 3110 angariSze gaxseniT qveangariSebi momwodebeli 

firmebisaTvis:

1. `jeoseli~;
2. `saqarTvelos satelekomunikacio kompania~;
3. `Telasi~;
4. `beluqsi~.

e)  gaxseniT qveangariSebi ZiriTadi saSualebebis angariSebze da maTi 
cveTis angariSebze. SeiyvaneT sawyisi naSTebi gaxsnil qveangariSebze: 

1. 2170 _ `aveji~  da 2270 _ `avejis cveTa~

a. savarZeli _ raodenoba 8, erTeulis fasi 1050 lari;
b. magida _ raodenoba 6, erTeulis fasi 1300 lari;
g. karada _ raodenoba 2, erTeulis fasi 1400 lari;

2.  2180 _`msubuqi avtomobilebi~ da 2280_`msubuqi avtomobilebis 
cveTa~     

1. mersedesi _ raodenoba 1, Tanxa 12000 lari;
2. audi _ raodenoba 1, Tanxa 8000 lari;
3. opeli _ raodenoba 1, Tanxa 6000 lari;

3. 2161 _`kompiuteruli teqnika da periferiuli mowyobilobebi~ 
da 2261 _`komp. teqn. da periferiuli mowyobilobebis cveTa~

1. kompiuteri _ raodenoba 6, erTeulis fasi 1200 lari;
2. printeri _ raodenoba 2, erTeulis fasi 1050 lari.
   
v) 1610 angariSze gaxseniT qveangariSebi produqtebis mixedviT da 

SeitaneT sawyisi naSTebi, miuTiTeT erTeulebi:
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1. barda _ raodenoba 100 qila, Tanxa 110 lari;
2. brinji _ raodenoba 80 kg, Tanxa 80 lari;
3. marili _ raodenoba 50 kolofi, Tanxa 25 lari;
4. fqvili _ raodenoba 20 tona, Tanxa 4000 lari;
5. Saqari _ raodenoba 150 kg, Tanxa 195 lari;
6. puri _ raodenoba 60 cali, Tanxa 30 lari.

5. SeitaneT Tqveni firmis rekvizitebi:
kodi

mniSvneloba

Sps `beta-2011~
andriaZe levan
123456789
wereTlis 45
239-37-89
`Tibisi banki~
12345484582

komentari

firma
direqtori
saidentifikacio kodi
misamarTi
telefoni
bankis dasaxeleba
angariSsworebis angariSi

Ïðåäïðèÿò
Ðóêîâîä
ÃîñÍîì
Àäðåñ
Òåëåôîí
áàíê
ÍàøÁàíêÊñ÷
ÍàøÐàñ÷Ñ÷

6. SeitaneT gansazRvrebebi:

mniSvneloba

18
20
15

komentari

dRg
saSemosavlo gadasaxadi
mogebis gadasaxadi

kodi

ÍÄÑ
ÏÎÄÎ
ÏÐÈÁ
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3. 1 da 2 operaciebs miuTiTeT samuSao adgili #2,  xolo 
danarCenebs samuSao adgili #1;

4. me-2 operaciisaTvis amorTeT erT-erTi gatareba; 
5. sameurneo operaciebis Jurnals SeucvaleT forma da gadarTeT 

reJimSi `gatarebebi operaciebTan erTad~. dabeWdeT sameurneo 
operaciebis Jurnali.

TariRi

01.02.2011

25.02.2011

05.03.2011

17.03.2011

30.03.2011

30.03.2011

10.04.2011

10.04.2011

30.04.2011

02.05.2011

Sinaarsi

firma ̀ imperialma~ SeiZina 30 qila barda  (operacia 
SeitaneT tipiuri operaciebis gamoyenebiT);
firma `liderma~ SeiZina 1 tona fqvili (operacia 
SeitaneT kopireba CasmiT);
firma ̀ imperialma~ gadaixada produqciis Rirebuleba. 
(gamoiyeneT salaros Semosavlis orderis Sevseba);
firma `liderma~ `Tibisi~ bankSi Caricxa SeZenili 
produqciis Rirebuleba (operacia SeitaneT tipiuri 
operaciebis gamoyenebiT);
angariSvaldebuli pirisaTvis lomiZe giorgi gacemu-
lia avansi (operacia SeitaneT `xeliT~);
igive pirma SeiZina kompania ̀ jeoseli~-sagan baraTebi 
(operacia SeitaneT `xeliT~);
firma `beluqsi~-sagan SeZenilia ZiriTadi saSualeba 
– savarZeli (erTi cali) (operacia SeitaneT tipiuri 
operaciebis gamoyenebiT);
salarodan gadaxdilia `beluqsi~-saTvis Tanxa. 
dabeWdeT salaros gasavlis orderi da gatarebac 
SeitaneT JurnalSi; (gamoiyeneT salaros gasavlis 
orderis Sevseba);
gaweulia momsaxureba firma ̀ Telasi~–sagan, (operacia 
SeitaneT tipiuri operaciebis gamoyenebiT);
`Tibisi~ bankidan gadaricxulia `Telasis~-saTvis 
Tanxa; (gamoiyeneT sagadaxdo davalebis Sevseba).

Tanxa

80

350

80

350

50

50

1300

1300

150

150

davaleba 2

1. gaxseniT sameurneo operaciebis Jurnali `Beta_2011. SHP~.
2. JurnalSi SeitaneT cxrilSi CamoTvlili operaciebi;
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davaleba 3.

1. gaxseniT sameurneo operaciebis Jurnali `Beta_2011. SHP~ da  
gafiltreT Semdegnairad: 

a) salaros Semosavlis orderis da salaros gasavlis orderis 
mixedviT;

b) samuSao adgilis mixedviT. miuTiTeT samuSao adgili `2~;
g) TariRis mixedviT _ 30.03.2011;
d) Sinaarsis mixedviT, magaliTad `Telasi~;
e) mokorespondento angariSebis mixedviT: 1110 da 1210;
v) debetis mixedviT 3110;
z) kreditis mixedviT 1210;
T) angariSTa korespondenciis mixedviT, debetSi 3110 da kreditSi 

1110
i) drois diapazoniT: 30.03.2011-dan 02.05.2011-mde;
k) 1-dan 6 operaciamde;
l) TanxiT _ 50 lari;
m) l) SemTxvevas daumateT ̀ parametrebSi~ ̀ gafiltruli operaciebis 

gamoricxva~;
n) l) SemTxvevas daumateT `amorTvis niSanSi~ mxolod CarTuli 

da nawilobriv CarTuli operaciebi;
2. SeinaxeT filtri Semdegi monacemebiT: Sinaarsi – ̀ Telasi~, krediti 

_ 1210, Tanxa _ 150 lari. filtris fails daarqviT saxeli 
`2011. FLT;
3. gaxseniT filtri ̀ 2011. FLT~ da gafiltreT sameurneo operaciebis 

Jurnali;
4. moaxdineT axali Jurnalis formireba sawyisi TariRiT: 10.04.2011 

da Jurnals daarqviT saxeli `Beta-2011_2~.
5. moaxdineT Semdegi Jurnalebis gaerTianeba: ̀ Beta-2011~ da ̀ Beta-

2011_2~ da gaerTianebisas miuTiTeT funqcia `Tanxvedraze Semowmebis 
gareSe~. axal Jurnals daarqviT `Beta-total~.

davaleba 4

1. kalendarze daayeneT saangariSo periodi: 01.01.2011_01.01.2012;
2. moaxdineT brunviTi uwyisis formireba pirveli donis 

angariSebisaTvis;
3. brunviTi uwyisidan 1410 angariSisaTvis gamoiZaxeT `Tanxis 

moZraoba~;
4. gamoiZaxeT brunviTi uwyisi gaSlili angariSTa gegmiT me-3 donis 

angariSebisaTvis;
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5. gamoiZaxeT naSTTa uwyisi;
6. gamoiZaxeT Tanxis moZraoba 1110 da 1210 angariSebisaTvis;
7. gamoiZaxeT Wadrakuli uwyisi gaSlili brunvebis gareSe da Semdeg 

gaSlil brunvebTan da naSTebTan erTad;
8. gamoiZaxeT mTavari wigni 1110 da 1210 angariSebisTvis erTdroulad 

da gamoiyeneT detalizaciad `Tve~;
9. gamoiZaxeT Jurnal-orderi 1610 angariSisaTvis da CarTeT niSani 

`mxolod Tanxobrivi forma~;
10. gamoiZaxeT Jurnal-orderuli uwyisi 1410 angariSisaTvis;
11. moaxdineT mTavari wignis formireba 7000-iani jgufis 

angariSebisaTvis Sablonis (7*) gamoyenebiT da amorTeT cxrilebSi 
horizontaluri da vertikaluri xazebi;

12. gamoiZaxeT materialuri angariSi 21-iani jgufis angariSebisaTvis 
da miuTiTeT makorespondirebeli angariSebis maqsimaluri rigi 2,  
xolo qveangariSebis maqsimaluri rigi 3;

13. dabeWdeT gamoZaxebuli uwyisebi.

davaleba 5

1.  meniudan dokumentebi gamoiZaxeT da SeavseT salaros Semosavlis 
orderi SemTxvevisaTvis: firma Sps `imperiali~-s mier SeZenili 
produqciis Rirebuleba 100 lari. miuTiTeT TariRi _ 22.05.2011. 
dabeWdeT da SeinaxeT arqivSi;

2. SeavseT igive Semosavlis orderi gatarebidan;

3. arqividan gaxseniT igive Semosavlis orderi da SecvaleT 
mxolod Tanxis Semomtani firmis dasaxeleba: Sps `garanti~. dabeWdeT 
da SeinaxeT arqivSi;

4. SeavseT salaros gasavlis orderi Semdegi SemTxvevisaTvis:

kompania – `jeoseli~_saTvis gadasaxdelia Tanxa 50 lari, TariRi 
- 30.05.2011. dabeWdeT da SeinaxeT arqivSi;

5. SeavseT igive gasavlis orderi gatarebidan;

6. SeavseT sagadaxdo davaleba SemTxvevisaTvis `Tibisi~ bankidan 
gadaricxulia `Telasi~_saTvis momsaxurebis Rirebuleba 150 lari. 
miuTiTeT TariRi _ 02.05.2011.

7. blankebis ganyofilebaSi daamateT `droebiTi ganyofileba~ da 
SeqmeniT axali  blanki. miuTiTeT blankis saxeli: `satransporto 
zednadebi~. SeqmeniT  Satransporto.BLW da misi arqivis failic igive 
saxelwodebiT.
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davaleba 6

1. gamoiZaxeT xelfasis daricxvis 10 kaciani uwyisi da daaricxeT 
ianvris Tvis xelfasi analizurad Semdegi monacemebis safuZvelze:

1). andriaZe levan _ ZiriTadi xelfasi 500 lari, damatebiTi 
xelfasi 150 lari;

2). beriZe mariam _ ZiriTadi xelfasi 300 lari,  damatebiTi xelfasi 
100 lari, SeRavaTi saSemosavlo gadasaxadSi 300 lari;

3). karbelaSvili Tamar _ ZiriTadi xelfasi 250 lari, damatebiTi 
xelfasi 150 lari;

4). lomiZe giorgi _ ZiriTadi xelfasi 400 lari, damatebiTi 
xelfasi 50 lari, avansi 150 lari;

5). maisuraZe salome _ ZiriTadi xelfasi 300 lari, damatebiTi 
xelfasi 150 lari, avansi 50 lari;

6). xuciSvili zaza _ ZiriTadi xelfasi 500 lari, damatebiTi 
xelfasi 100 lari. miuTiTeT SeRavaTi saSemosavlo gadasaxadSi

 isargebleT axali angariSTa gegmiT da dabeWdeT xelfasis 
uwyisi.

2. SeinaxeT arqivSi Sevsebuli uwyisi, moniSneT `gacemis uwyisebis 
beWdva~;

3. xelfasis daricxvis 20 kaciani uwyisiT daaricxeT xelfasi 
jgufurad igive monacemebiT. dabeWdeT xelfasis uwyisi;

4. gamoiZaxeT xelfasis blanki monacemTa baziT. SeqmeniT xelfasis 
bazis faili ̀ XELFBASE~ . bazaSi SeitaneT xelfasis igive monacemebi 
da

a. daaricxeT xelfasi;
b. daaricxeT xelfasi amorCeviT romelime niSnis mixedviT.

6. dabeWdeT xelfasis gasavlis orderebi da saSemosavlo gadasaxadis 
sagadaxdo davalebeba. dabeWdeT xelfasis uwyisi.

davaleba 7

1. gamoiZaxeT ZiriTadi saSualebebis cveTis uwyisi. SeqmeniT 
ZiriTadi saSualebebis baza ̀ Cvetabase~ da daaricxeT cveTa I meTodiT. 
kalendarze saangariSo periodze daayeneT: 01.01.2011-01.01.2012;

2. ZiriTadi saSualebebis bazaSi SeavseT materialurad 
pasuxismgebelis piris da lokaciis adgilis Sesabamisi velebi:

   2170 angariSze _ materialurad pasuxismgebeli piri - ̀ andriaZe~, 
lokaciis adgili _ `Tbilisi~;

   2181 _ materialurad pasuxismgebeli piri _ ̀ beriZe~, lokaciis 
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adgili _ `quTaisi~;
   2161 _ materialurad pasuxismgebeli piri _ ̀ andriaZe~, lokaciis 

adgili _ `baTumi~.
3. daaricxeT cveTa amorCeviT Semdegi SemTxvevebisaTvis:
a) materialurad pasuxismgebeli piri `andriaZe~;
b) lokaciis adgili `quTaisi~;
g) sagadasaxado jgufi `1~;
d) ZiriTadi saSualebis angariSi `2161~;
e) cveTis daricxvis debeti 7455.
4. dabeWdeT cveTis uwyisebi.
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d a g v i k a v S i r d i T : 

Tbilisi - 239-33-48/49/69, 239-33-50 (faqsi), 
          (599)-10-93-31, (598)-17-07-37 (mob.);
baTumi -   (595)-55-87-83, (514)-91-19-19; 
quTaisi -  (595)-39-30-84

q. Tbilisi, 0117, vaJa-fSavelas gamz. #41, IV sarT.

info@iberinfo.ge
WWW.IBERINFO.GE
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