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Informatika va axborot texnologiyalari fanidan
1-kurs 1semestr uchun

Elektron dars tagdimoti
Mavzu: Ofis dasturlari va ularning imkoniyatlari.

Tuzuvchi: Tadjibayeva M. X.
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1. Microsoft Office dasturlari paketi va uning
tarkibi
2. Micrﬁg‘i%fﬁce vositalari
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Dunyoga mashxur Microsoft firmasi shaxsiy
komp yuterlardan foydalanuvchilar uchun ko pgina
dasturlar va operatsion tizimlarni ishlab chigarishni

jadal rivojlantirmoqda. Jumladan .
.foidal.anuvchllammg komp yuterdan foydalanish
imkoniyatlarini, mehnat unumdorligini oshirish va
bir gancha og Ir ishlarni bajarish uchun OFFICE

dasturlar paketini ham ishlab chigarishgan.
OFFICE dasturlar paketi Windows operatsion
tizimida ishlashga mo ljallangan.
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Hozirgi kunda Office paketidagi dasturlar matnlar yozish, matnlar ustida turli

xil amallar bajarish, hisoblash ishlarini amalgam oshirish, turli xil tagdimotlar

yaratish, ma lumotlar bazasini yaratish va uni ko rib chigish uchun bir nechta
sohalarda keng foydalanilmoqda.

Office dasturlar paketining quyidagi versiyalari mavjud:

Office-95, Office-97, Office-2000, Office-XP, Office-2003, Office-2007 va
Office 2010.
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Microsoft Office dasturlar paketi o’z ichiga bir necha amaliy
dasturlarni mujassamlashtirgan. Bu dasturlarga Microsoft
Word matn muxariri,

Microsoft Excel elektron jadvali,
Microsoft Power Point tagdimotchisi,
Microsoft Access ma'lumotlar ombori,
Microsoft FrontPage Web sahifalarni tayyorlovchisi

Outlook Express elektron pochta orgali ma'lumotlarni uzatish
va gabul gilish magsadida ishlatiladigan dasturlar kiradi.



Microsoft Access 2010

Microsoft Excel 2010

Microsoft InfoPath Designer 2010
Microsoft InfoPath Filler 2010
Microsoft OneMote 2010

Microsoft Qutlook 2010

Microsoft PowerPoint 2010

Microsoft Publisher 2010

Microsoft SharePoint Workspace 2010
Microsoft Word 2010

. Cpeactea Microsoft Office 2010
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Microsoft Office Word — har xil ko rinishdagi boddiy va
murakkab matnlarnr kiritish va ularni_ tahrirlashga
mo ljallangan matn muharriri;

Microsoft Office Excel — har xil ko rinishdagi hisob-
KitobTi ma Tumotlar, jadvallar, formulalar, funktsiyalar
va diagrammalar bilan ishlashga mo ljallangan elektron
Jadvalli dastur;

Microsoft Office Power Point — ma lumotlarni
tagdimot (prezentat5|yagJ reklTama gilishga mo ljallangan
tagdimot dasturt;

Microsoft Office Access — ma lumotlar ombori (bazasi)
ni yarafish va unda 1shlashga mo ljallangan dastur;
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Microsoft Office Publisher — har xil tipdagi nashirlik ishlari, buklet,
byulletenlarni, e lon va Web-uzellarni yaratish va o0 zgartirishga moljallangan
muharrir dastur,;

Microsoft Office Outlook — elekton pochtadan foydalanishga mo'ljallangan
dastur.

Microsoft Office InfoPath — yordamida tashkilotda ma lumotlarni yig ish va
gayta ishlatishni dinamik shaklda to Idirish va ishlatish uchun mo ljallangan
dastur.
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. Cpeactea Microsoft Office 2010
5| ducnetuep pucyHkoe Microsoft Office

I Opranwzatop knunee (MankpocodT)
CpeacTBO CO3AAHNA LMD POELIX CEPTURKE
LlenTp otnpaekn Microsoft Office 2010

¥ Asbikoesie napamerpel Microsoft Office 2(
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Microsoft Office Access Snapshot Viewer — suratlarni ko rish yordamida
xisobotlarni ko'rib chigish va yozishga sharoit yaratadi.

Microsoft Office Document Imaging — Microsoft Office Document Imaging ilova

vositalari orqgali grafik shakldagi matn fakslarni o gish va qurish.

Microsoft Office Document Scanning — Microsoft Office Document Scanning
grafik hujjatlar matnlarini o qish, ko p varagli hujjatlarni skanerlash.
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Microsoft Office Picture Manager — Microsoft Office
dispetcheri yordamida grafik shakldagi fayllarni
tizimlashtirish, redaktorlash va hamkorlikda ishlatish.

Boccranosiaenue npunoxeaun Microsoft Office — Microsoft
Office tlovalarini tiklash.

Kommeknwms kapruaOK (Microsoft) — tovushlar, klip, rasm va
suratlarni import va tizimlashtirish.
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Macrtep coxpanenus HacTpoek Microsoft Office 2003 —
Microsoft Office 1lovalarini saglash va tiklash.

[{udporoii ceprudurar mis npoekroB VBA — bu dastur
tasdiglangan sertifikat yaratadi. Ushbu dastur aynan shu
kompyuterda personal makroslar bilan qo llanilishi mumkin.

SzpikoBeie mapamerpsl Microsoft Office 2003 — Microsoft
Office tlovalari uchun tilni tanlash.
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Savol va topshiriqglar

Office dasturlar paketi gaysi kompaniya tomonidan ishlab
chigariladi?

Office dasturlar paketi tarkibiga ganday dasturlar kiradi?
Microsoft Office vositalariga nimalar kiradi?
Office dasturlar paketining ganday versiyalarini bilasiz?
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