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Microsoft Access 2013 t (What is Ms Access 2013)

Microsoft Access (MSA) 2013 n‡”Q Database ˆZwi Ges †gBb‡UBb (Maintain) Kivi 

†cÖvMÖvg (Program).  
 

t (What is Database) 

Database n‡”Q Data msiÿb (Store) Kivi ’̄vb| †hLv‡b mymw¾Z (Organized) fv‡e Data 

msiÿY (Store) Kiv qvh Ges cÖ‡qvR‡b Lye mn‡RB †mB Data H Database †_‡K †bIqv qvh| 

‡WUv‡eR G Data ivLv Data ‡bIqv Ges †WUv e¨envi K‡i cÖ‡qvRb Abyhvqx Information mieivn 

(Provide) Kivi cÖ‡mm ¸‡jv Kiv nq Ms access 2013 Øviv| Ms Access 2013 Dc‡iv³ 

Process ¸‡jv 4 wU Object Øviv m¤úbœ Kiv nq| 

Ms Access 2013 Object t (Concept access 2013 Object) 

Ms Access 2013 mvavibZ 4wU Object _v‡K| g~jZ GB 4wU Object w`‡q database †gBb‡UBb 

(Maintain) Kiv nq| wb‡P 4wU Object ‡`Iqv n‡jv| 

1. Table : Ms Aceess G †Uwe‡ji (Table) gva¨‡g Data ivLv nq|  

2. Form: Form Gi gva¨‡g Lye mn‡RB †Uwe‡j Data ivLv hvq|  

3. Queries: wKDwii (Query) Gi gva¨‡g Database ‡_‡K †Kvb wbw ©̀ó Data wb‡q Avmv nq|  

4. Reports: wi‡cvU© (Report) Gi gva¨‡g Lye mn‡RB cvVK (Reader) Gi Kv‡Q information 

Dc ’̄vcb Kiv hvq|  
 

Ms Access 2013 t (How to open Ms Access 2013) 

1. Ms Access I‡cb Kivi Rb¨ cÖ_‡g Start †gby‡Z wK¬K& Ki‡Z n‡e| Zvici All Program G wK¬K& 

Ki‡j wb‡Pi wPÎwUi gZ AvDUcyU †`Lv‡e| 

 

 

 

 

 

 

 

(wPÎt 1.4.1 All Program evU‡b G wK¬K& Kivi ci) 

2. Dc‡ii wP‡Î Microsoft Office 2013 †Z wK¬K& Ki‡Z n‡e| wK¬K& Kivi ci wb‡Pi wPÎwU Avm‡e|  
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(wPÎt 1.4.2 Microsoft Office 2013 †Z wK¬K& Kivi ci)  

3. GLb Dc‡ii wP‡Îi Access 2013 †Z wK¬K& Ki‡j wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e|  

 

 

 

 

 

 

 

 

 

 

(wPÎt 1.4.3 Access Open Kivi ci) 

 t (How to Access a New Database) 

avc-1t Ms Access 2013 I‡cb (Open) Kiæb| Gici wb‡Pi wP‡Îi gZ Avm‡e| 
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(wPÎt 1.5.1 Ms Access 2013 Open Kivi ci) 

avc-2t Dc‡ii wP‡Îi Blank Desktop Database G wK¬K& Ki‡j wb‡Pi wPÎwU Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

(wPÎt 1.5.2 bZzb Database ˆZwi) 

avc-3t Dc‡ii wP‡Î File Name Gi wb‡P †hLv‡b Database2 †jLvwU Av‡Q| †mLv‡b gvDm c‡q›Uvi 

wb‡q wK¬K& Kiæb| wK¬K& Kivi ci Avcbvi Kvw•LZ Database Gi bvg UvBc Ki‡Z cvi‡eb| wb‡Pi wP‡Î 

Database Gi bvg My DB UvBc Kiv n‡q‡Q|  
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(wPÎt 1.5.3 Database Gi bvgKiY Kiv) 

avc-4t Dc‡ii wP‡Îi Create †jLvwUi Dc‡i gvDm c‡q›Uvi wb‡q wK¬K& Kiæb| Gici wb‡Pi wPÎwU 

Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

(wPÎt 1.5.4 My DB Database Create n‡q‡Q) 

Dc‡ii wP‡Î †`Lyb Table 1 bv‡g GKwU †Uwej Av‡Q| hLb †Kvb bZzb Database ˆZwi Kiv nq ZLb 

Default GKwU †Uwej †`Iqv _v‡K| GwU Avcwb G‡Kev‡i Wvb w`‡K µm evU‡b wK¬K& Ki‡j GwU Delete 

n‡q hv‡e| Ges wb‡Pi wP‡Îi gZ †`Lv‡e|  
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(wPÎt 1.5.5 my DB Lvwj Database) 

Ms Access 2013 (Introduction to the interface of Ms Access 2013) 

1. KzBK GK‡mm Uzjevi (Quick Access Toolbar) Øviv Avcwb †h †Kvb mg‡q Table, form, 

Queries Ges Reports ¸‡jv‡Z Undo (Ctrl+z), Save (Ctrl+S), Redio BZ¨vw` KgvÛ 

(Command) e¨envi Ki‡Z cvi‡eb|  
 

2. wieb (Ribbon)t  Ms Access 2013 Gi me KgvÛ¸‡jv GB wieb †Ue Gi wfZ‡i _v‡K| GLv‡b 

G‡Ki AwaK †Ue Av‡Q Ges cÖ‡Z¨K †Ue (Tab) Gi wfZi KwZcq KgvÛ _v‡K|  

3. Navigation Panet Database Gi me Object ¸‡jv †hg Table’s, form’s, Queries, 

Reports BZ¨vw` Navigation Pane Gi g‡a¨ _v‡K| Navigation Pane G Aew¯’Z Object ¸‡jv 

A_v©r Table, Form, Query, Report Gi Dci Wvej wK¬K& (Double Click) K‡i H Object ¸‡jv 

Open Kiv hvq|  
 

4. Document Tabs Bart †h Object (Table, Form, Queries, Report) ¸‡jv Open _v‡K 

†m¸‡jv Document Tabs bar Gi g‡a¨ †`Lv hvq|  

†Kvb Object †`L‡Z PvB‡j HUvi Tab Gi Dc‡i wK¬K& Ki‡Z n‡e| Avevi †mB Object wU Close 

Ki‡Z Pvb Zvn‡j H Object Gi Dci Click K‡i G‡Kev‡i Wvb w`‡Ki X (µm) G wK¬K& Ki‡jB H 

Object wU Closed n‡q hv‡e| 
 

5. Record Search Boxt GwU mvavib Search wn‡m‡e e¨envi nq| GB Box Gi gva¨‡g hw` Avcwb 

Document Bar G Open Kiv †Kvb Object †_‡K wKQz LyuR‡Z Pvb Zvn‡j H Search Box G 

Type K‡i Keyboard ‡_‡K Enter evUb Pvcyb|  
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6. Record Navigation Bar: Record Navigation Bar Gi G¨v‡iv (Arrow) †Z wK¬K& K‡i 

wewfbœ †iKW Gi Ae ’̄v‡b wM‡q †iKW© †`Lv hvq|  
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Öæ
 

æ ------------------------------------------------------- 

2.1 †nvg wieb †Ue, KgvÛ MÖæc Ges KgvÛ cwiwPwZ -------------------------------------------------- 

2.1.1 wfD MÖæc ------------------------------------------------------------------------------------- 

2.1.2 wK¬c‡evW© MÖæc -------------------------------------------------------------------------------- 

2.1.3 kU© GÛ wdëvi MÖæc ------------------------------------------------------------------------- 

2.1.4 †iKW© MÖæc ---------------------------------------------------------------------------------- 

2.1.5 dvBÛ MÖæc ----------------------------------------------------------------------------------- 

1.6 †U·U di‡gwUs MÖæc ---------------------------------------------------------------------------

2.2 wµ‡qU wieb †Ue, KgvÛ MÖæc Ges KgvÛ cwiwPwZ ----------------------------------------------- 

2.1 †Ug‡cøU MÖæc KgvÛ --------------------------------------------------------------------------------- 

2.2.2 †Uwej MÖæc KgvÛ --------------------------------------------------------------------------- 

2.2.3 †Kvqvwi MÖæc KgvÛ -------------------------------------------------------------------------- 

2.2.4 dg© MÖæc KgvÛ ------------------------------------------------------------------------------ 

2.2.5 wi‡cvU©m& MÖæc KgvÛ ------------------------------------------------------------------------ 

2.2.6 g¨v‡µvm& GÛ †KvW MÖæc --------------------------------------------------------------------- 

 

2.3 G·Uªvbvj †WUv wieb †Ue, KgvÛ MÖæc Ges KgvÛ cwiwPwZ -------------------------------------- 

2.3.1 Import & Link MÖæc --------------------------------------------------------------------- 

2.3.2 G·‡cvU© MÖæc -------------------------------------------------------------------------------- 

 

2.4 †WUv‡eR Uyjm& wieb †Ue, KgvÛ MÖæc Ges KgvÛ cwiwPwZ --------------------------------------- 

2.4.1 Tools (Uzjm&) MÖæc KgvÛ ---------------------------------------------------------------------- 

2.4.2 Macro (g¨v‡µv) MÖæc KgvÛ -------------------------------------------------------------- 

 2.4.3 Relationships (wi‡jkbkxc) MÖæc KgvÛ ---------------------------------------------- 
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æ   

wieb †Ue cwiwPwZ GB Aa¨vqwU‡Z Avwg Avcbv‡`i‡K gvB‡µvmd&U G¨vK‡mm& †cÖvMÖvgwUi wewfbœ wieb ‡Ue 

¸‡jv Ges †Ue ¸‡jvi mv‡_ _vKv KgvÛ I KgvÛ MÖæc Gi mv‡_ cwiPq Kwi‡q w`e| KviY Avcwb hLb 

†cÖvMÖvgwU‡Z KvR Ki‡eb ZLb Avcbv‡K Aek¨B †cÖvMÖvgwUi wewfbœ wieb †Ue I KgvÛ ¸‡jvi mv‡_ cwiPq 

nIqv GKvšÍ Avek¨K| Zv bv n‡j Avcwb Rvb‡eb bv KgvÛwU †Kvb MÖæ‡ci Ges KgvÛwUi gva¨‡g wK KvR 

Kiv hvq BZ¨vw`| †Zv GLb Avwg Avcbv‡`i wieb †Ue I KgvÛ ¸‡jv m¤ú‡K© Rvwb‡q w`e| 
 

æ   

wb‡¤§ †h wPÎwU †`L‡Z cv‡”Qb GwU †nvg wieb †Ue Ges Gi KgvÛ MÖæc ¸‡jvwUi wPÎ| gvB‡µvmd&U 

G¨vK‡mm& †cÖvMÖvgwU I‡cb Kivi ci Avcwb GB †nvg wieb †UewU I‡cb †`L‡Z cv‡eb| GB †UewU‡Z 

Avcwb 6wU KgvÛ MÖæc †`L‡Z cv‡eb| KgvÛ MÖæc ¸‡jv‡Z wewfbœ KgvÛ hy³ Kiv Av‡Q| Avcwb Avcbvi 

cÖ‡qvRb Abyhvqx KgvÛ ¸‡jv e¨envi K‡i KvR Ki‡Z cvi‡eb| wb‡¤§ KgvÛ MÖæc ¸‡jv m¤ú‡K© Av‡jvPbv 

Kiv nj| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

wPÎt 2.1.1 †nvg wieb †Ue I Gi KgvÛ MÖæc¸‡jv 

æ

GB wfD MÖæcwUi KgvÛwU‡Z wK¬K& Kivi ci Avcwb ỳÕwU KgvÛ †`L‡Z cv‡eb| GKwU Datasheet view 

AciwU Design view KgvÛ| GLv‡b cÖ_gwUi gva¨‡g Avcwb GKwU †Uwej‡K datasheet view ‡gvW 

G †`L‡Z cv‡eb Ges GB datasheet view †gv‡W ‡WUv Gw›Uª I †WUvi wfD †`L‡Z cvi‡eb| Avi 

wØZxqwUi gva¨‡g Avcwb GKwU †Uwej‡K Design view ‡gv‡W †`L‡Z cv‡eb| GLv‡b Avcwb †Uwej‡K 

GwWU Gi myweav cv‡eb wKš‘ GLv‡b Avcwb ‡Uwej G †WUv BbmvU© Ki‡Z cvi‡eb bv|  
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wPÎt 2.1.1.1 wfD MÖæ‡ci ỳÕwU KgvÛ 

æ

†nvg wieb †Ue Gi Clipboard MÖæcwU‡Z Avcwb †ek K‡qKwU KgvÛ cv‡eb| G ¸‡jvi gva¨‡g Avcwb 

†Uwej A_ev d‡g©i †Kvb †WUv‡K KvU, Kwc, †có BZ¨vw`i gva¨‡g wewfbœ fv‡e mvwR‡q wb‡Z cvi‡eb|  

 

 

 

 

 

 

 

 

 

wPÎt 2.1.2.1 wK¬c‡evW© Gi KgvÛ mg~n 

æ

GB MÖæcwUi KgvÛ ¸‡jvi gva¨‡g Avcwb ‡WUv‡K Ascending Ges Descending AvKv‡i Dc ’̄vcb Ges 

Filter e¨envi K‡i †WUv‡K ‡`L‡Z cvi‡eb|  

 

 

 

 

 

 

 

 
 

wPÎt 2.1.3.1 k©U GÛ wdëvi MÖæc 
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æ

†iKW© MÖæ‡ci KgvÛ ¸‡jvi gva¨‡g Avcwb †Uwej A_ev d‡g©i †WUv‡K Save, Refresh, Delete, 

Spelling Ges †Uwej A_ev d‡g©i bZzb †WUv BbcyU w`‡Z cvi‡eb|  

 

 

 

 

 

 

 

 

 

wPÎt 2.1.4.1 †iKW© MÖæc Gi KgvÛ mg~n 

æ

dvBÛ MÖæ‡ci KgvÛ ¸‡jvi gva¨‡g †Uwej A_ev d‡g©i †WUv‡K Luy‡R wb‡Z cvi‡eb| 

 

 

 

 

 

 

 

 

wPÎt 2.1.5.1 dvBÛ MÖæc Gi KgvÛ mg~n 

æ

†U·U di‡gwUs MÖæ‡ci KgvÛ ¸‡jvi gva¨‡g Avcwb ‡Uwe‡ji †WUv‡K wewfbœ fv‡e di‡gwUs Ki‡Z cvi‡eb|  
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wPÎt 2.1.6.1 †U·U di‡gwUs MÖæc KgvÛ mg~n 

Öæ

wµ‡qU wieb †Ue Gi gva¨‡g Avcwb †Uwej, dg©, †Kvqvwi, wi‡cvU© BZ¨vw` ˆZwi I wWRvBb Ki‡Z cvi‡eb| 

wb‡¤§ wPÎwU wµ‡qU wieb †Ue I Gi KgvÛ MÖæc ¸‡jvi wPÎ |  

 

 

 

 

 

 

 

 

wPÎt 2.2.1 wµ‡qU wieb †Ue I Gi KgvÛ MÖæc mg~n 

ø æ

†Ug‡cøU MÖæc G Avcwb Application parts G wK¬K& Kivi ci wKQz †iwW †Ug‡cøU cv‡eb| Avcwb Avcbvi 

Kv‡Ri cÖ‡qvR‡b G mKj †iwW †Ug‡cøU e¨envi Ki‡Z cv‡ib | 

 

 

 

 

 

wPÎt 2.2.1.1 †Ug‡cøUm& MÖæc  
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æ

†Uwej MÖæ‡ci KgvÛ ¸‡jvi gva¨‡g Avcwb bZzb GKwU †Uwej ˆZix, †Uwej‡K wWRvBb BZ¨vw` Ki‡Z 

cvi‡eb| wb‡¤§ †Uwej MÖæ‡ci wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

wPÎt 2.2.2.1 †Uwejm& MÖæc Gi KgvÛ mg~n 

æ

†Kvqvwi MÖæc Gi KgvÛ ¸‡jvi gva¨‡g Avcwb Query Wizard Ges Query Design e¨envi K‡i 

†Uwe‡ji †Kvqvwi I †Kvqvwi wWRvBb Ki‡Z cvi‡eb| wb‡¤§ †Kvqvwi MÖæc KgvÛ Gi wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

wPÎt 2.2.3.1 †Kvqvwi MÖæc  

æ

dg© MÖæc G Avcwb A‡bK ¸‡jv KgvÛ †`L‡Z cv‡eb| GB MÖæcwUi KgvÛ ¸‡jv e¨envi K‡i Avcwb dg© 

ˆZwi, dg© wWRvBb, dg© DBRvW e¨envi K‡i dg© ˆZwi BZ¨vw` KvR ¸‡jv Ki‡Z cvi‡eb| wb‡¤§ dg©m& MÖæc 

Gi wPÎ †`Iqv nj| 

 

 

 

 

 

wPÎt 2.2.4.1 dg©m& MÖæc 
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æ

wi‡cvU©m& Gi MÖæcwUi KgvÛ ¸‡jvi gva¨‡g Avcwb wi‡cvU© ˆZwi, wi‡cvU© wWRvBb, wi‡cvU© DBRvW© e¨envi 

K‡iI wi‡cvU© ˆZix Ki‡Z cv‡ib|  

 

 

 

 

 

 

 
 

wPÎt 2.2.5.1 wi‡cvU© MÖæc 

æ

GB MÖæcwUi KgvÛ ¸‡jvi gva¨‡g Avcwb  †Uwej A_ev dg©‡K †cÖvMÖvwgs fvlv e¨envi Gi gva¨‡g wbqš¿b 

Ki‡Z cv‡ib|  

 

 

 

 

 

 

 

wPÎt 2.2..6.1 g¨v‡µvm& GÛ †KvW MÖæc 

æ

G·Uªvbvj †WUv wieb †Ue Gi gva¨‡g Avcwb †Uwej A_ev dg© Gi †WUv‡K wewfbœ dvBj di‡g‡U G·‡cvU© 

Ki‡Z cvi‡eb Ges ‡Uwej I dg© Import & Link Kiv‡Z cv‡ib| wb‡¤§ G·Uªvbvj †WUv wieb †Ue Gi 

wPÎ †`Iqv nj| 
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wPÎt 2.3.1 G·Uªvbvj †WUv wieb †Ue  

Import & Link æ   

Bg‡cvU© Ges wjsK MÖæ‡ci gva¨‡g Avcwb Ab¨ GKwU dvBj Gi †Uwej A_ev dg©‡K A_ev wi‡cvU©‡K I‡cb 

K…Z dvBjwU‡Z Bg‡cvU© Ges wjsK BZ¨vw` Ki‡Z cvi‡eb|  

 

 

 

 

 

 

 

wPÎt 2.3.1.1 Bg‡cvU© GÛ wjsK MÖæc 

æ

G·‡cvU© MÖæ‡ci GB KgvÛ ¸‡jvi gva¨‡g Avcwb ‡Uwej A_ev d‡g©i †WUv‡K wewfbœ dvBj di‡g‡U 

G·‡cvU© Ki‡Z cvi‡eb| GB MÖæcwU‡Z †h mKj dvBj di‡g‡U Avcwb †Uwej A_ev d‡g©i ‡WUv‡K 

G·‡cvU© Ki‡Z cvi‡eb †m mKj dvBj di‡gU KgvÛ ¸‡jv G·‡cvU© MÖæ‡c †`Iqv Av‡Q| wb‡¤§ G·‡cvU© 

MÖæ‡ci wPÎ †`Iqv nj|  

 

 

 

 

 

 

wPÎt 2.3.2.1 G·‡cvU© MÖæc Gi wPÎ 
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Öæ

†WUv‡eR Uzjm& wieb †Ue Gi gva¨‡g Avcwb †WUv‡eRwU‡K wi‡cqvi, g¨v‡µv ˆZwi, wfRyqvj †ewmK GwWUi 

e¨envi K‡i dg© ‰Zix, wi‡jkbkxc ˆZwi, †Uwej G¨vbvjvBR BZ¨vw` KvR Ki‡Z cvi‡eb| wb‡¤§ †WUv‡eR 

Uzjm& Gi wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

 

wPÎt 2.4.1 †WUv‡eR wieb †Ue 

Tools æ

Uzjm& MÖæc Gi Compact and Repair Database GB KgvÛwUi gva¨‡g Avcwb †WUv‡eRwU‡K wi‡cqvi 

Ki‡Z cvi‡eb| wb‡¤§ Uzjm& MÖæc Gi wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

 

wPÎt 2.4.1.1 Uyjm& MÖæc 

Macro æ

g¨v‡µv MÖæc Gi g‡a¨ Avcwb ỳÕwU KgvÛ cv‡eb GB KgvÛ ỳÕwUi GKwUi (Run Macro) gva¨‡g Avcwb 

Avcbvi ˆZwiK…Z g¨v‡µv‡K ivb Ki‡Z cvi‡eb Ges AciwUi (Visual Basic) gva¨‡g Avcwb wfRyqvj 

†ewmK GwWUi e¨envi K‡i Avcwb Module Ges Class Modules ˆZwi K‡i wewfbœ cÖKvi †cÖvMÖvwgs 

mgm¨v mgvavb Ki‡Z cvi‡eb| wb‡¤§ g¨v‡µv MÖæc Gi wPÎ †`Iqv nj| 
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wPÎt 2.4.2.1 g¨v‡µv MÖæc 

Relationships æ

wi‡jkbkxc MÖæc Gi Relationships KgvÛwUi gva¨‡g Avcwb †Uwej ¸‡jvi mv‡_ wi‡jkbkxU ˆZwi 

Ki‡Z cvi‡eb Ges wi‡jkbkxc‡K GwWU I Ki‡Z cvi‡eb| wb‡¤§ Relationships MÖæc Gi wPÎ †`Iqv 

nj| 

 

 

 

 

 

 

 

 

 

wPÎt 2.4.3.1 wi‡jkbkxc MÖæc 
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------------------------------------------------- 

3.1 †Uwej Uzjm cwiwPwZ ------------------------------------------------------------------------------- 

3.1.1 †Uwej Uzjm& †Ue Gi wdìm& †Ue cwiwPwZ --------------------------------------------------  

3.1.2 †Uwej Uzjm& †Ue Gi †Uwej †Ue cwiwPwZ -------------------------------------------------- 

3.2 †Uwej Uzjm Gi wdìm †Ue Gi KgvÛ MÖæc I KgvÛ cwiwPwZ ----------------------------------- 

3.2.1 wfD KgvÛ MÖæc cwiwPwZ -------------------------------------------------------------------- 

3.2.2 G¨vW GÛ wWwjU KgvÛ MÖæc cwiwPwZ ------------------------------------------------------ 

3.2.3 †cÖvcvwUm& MÖæc cwiwPwZ --------------------------------------------------------------------- 

3.2.4 di‡gwUs MÖæc cwiwPwZ ---------------------------------------------------------------------- 

3.2.5 wdì †fwj‡Ukb MÖæc cwiwPwZ -------------------------------------------------------------- 

     3.3 †Uwej Uzjm Gi †Uwej †Ue Gi KgvÛ MÖæc I KgvÛ cwiwPwZ ------------------------------ 

3.3.1 †cÖvcvwU©m& MÖæc cwiwPwZ --------------------------------------------------------------------- 

3.3.2 †bBgW g¨v‡µv MÖæc cwiwPwZ --------------------------------------------------------------- 

3.3.3 wi‡jkbkxc MÖæc cwiwPwZ ------------------------------------------------------------------ 
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†Uwej Uzjm& †Ue Gi gva¨‡g Avcwb †Uwej m¤úwK©Z me ¸‡jv KvR Ki‡Z cvi‡eb| †Uwej Uzj&m †UewU‡Z 

Avcwb ỳÕwU †Ue cv‡eb| GKwU Fields Tab Ges AciwU Table Tab | GB ỳÕwU †Ue Gi gva¨‡g 

Avcwb GKwU †Uwe‡ji  Data Type wba©vib,  Name & Caption, Default Value, Field size 

‡mU Kiv, †Uwej‡K wWRvBb BZ¨vw` KvR ¸‡jv Ki‡Z cvi‡eb| 
 

gvB‡µvmd&U G¨vK‡mm& 2013 †cÖvMÖvgwU I‡cb Kivi ci Table 1 bv‡g GKwU †Uwej Avcwb †`L‡Z 

cv‡eb Ges †UwejwU I‡cb Kiv _vK‡j Avcwb Table Tools bv‡gi GB †UewU †`L‡Z cv‡eb| Avi hw` 

Avcwb †UwejwU‡K Close (eÜ) K‡ib Zvn‡j GB Table Tools Avi †`L‡Z cv‡eb bv| wb‡¤§ ‡Uwej 

Uzjm& Gi wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

wPÎt 3.1.1 †Uwej Uyjm& †Ue 

 

†Uwej Uzjm& †Ue Gi wdìm& †Ue G Avcwb 5wU KgvÛ MÖæc †`L‡Z cv‡eb| GB MÖæc ¸‡jvi KgvÛ ¸‡jv 

w`‡q Avcwb †Uwej m¤úwK©Z me ¸‡jv KvR Ki‡Z cvi‡eb| wb‡¤§ MÖæc ¸‡jv m¤ú‡K© Av‡jvPbv Kiv nj| 

 

 

 

 

 

 

wPÎt 3.1.1.1 †Uwej Uzjm& Gi wdìm& †Ue 

†Uwej Uzjm& †Ue Gi †Uwej †Ue G Avcwb 5wU KgvÛ MÖæc cv‡eb| GB KgvÛ MÖæc ¸‡jvi gva¨‡g Avcwb 

Table Properties wb‡q KvR Ki‡Z cvi‡eb| Macro ˆZwi I Macro wWwjU Ki‡Z cvi‡eb| 
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Relationships ˆZwi BZ¨vw` KvR ¸‡jv Ki‡Z cvi‡eb| wb‡¤§ †Uwej Uzjm& Gi †Uwej †Ue KgvÛ MÖæc 

Gi wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.1.2.1 †Uwej Uzjm& †Ue Gi †Uwej †Ue KgvÛ MÖæc 

æ

wb‡¤§i wPÎwU †Uwej Uzjm& Gi wdìm& †Ue KgvÛ MÖæc Gi wPÎ| GLb Avwg Avcbv‡`i wdìm& †Ue Gi KgvÛ 

MÖæc ¸‡jvi mv‡_ cwiPq Kwi‡q w`e| GB MÖæc ¸‡jvi KgvÛ ¸‡jv w`‡q wK wK KvR Kiv hvq| wb‡¤§ G 

m¤ú‡K© Av‡jvPbv Kiv nj| 

 

 

 

 

 

 

 

 

wPÎt 3.2.1.1 †Uwej Uzjm& Gi wdìm& †Ue 

æ

wfD KgvÛ MÖæcwU‡Z Avcwb ỳÕwU KgvÛ cv‡eb| GKwU Datasheet View Ges AciwU Design View GB 

ỳÕwU KgvÛ| Datasheet view †gvW G Avcwb †Uwej ‡WUv GwWU, wWwjU, †mf meB Ki‡Z cvi‡eb| Ges 

†Uwej Gi wdì ¸‡jvi bvg I GwWU Ki‡Z cvi‡eb| Avi Design view †gvW G Avcwb †Uwej‡K wWRvBb 

K‡i wb‡Z cvi‡eb| A_©vr Avcbvi cÖ‡qvRbxq †UwejwU‡Z †h mKj wdì `iKvi Avcwb me ¸‡jvB GLvb 

†_‡K †mU K‡i w`‡Z cvi‡eb|  
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wPÎt 3.2.1.1 wfD KgvÛ MÖæc 

Öæ

†Uwej Uzjm& †Ue Gi wdìm& †Ue Gi G¨vW GÛ wWwjU MÖæcwUi KgvÛ ¸‡jvi gva¨‡g Avcwb †Uwej Gi 

GKwU wdì G wK ai‡bi †WUv Bb&÷©v Ki‡eb Zv GLv‡b †mU K‡i w`‡Z cvi‡eb Ges ‡Uwej Gi †Kvb 

wdì‡K wWwjU Ki‡Z PvB‡j wWwjU Ki‡Z cvi‡eb|  

 

 

 

 

 

 

 

 

wPÎt 3.2.2.1 G¨vW GÛ wWwjU KgvÛ MÖæc 

æ

†cÖvcvwUm& MÖæc Gi KgvÛ ¸‡jvi gva¨‡g Avcwb wdì Gi Name & Caption, Default Value, Field Size 

BZ¨vw` †mU K‡i w`‡Z cvi‡eb| wb‡¤§ †cÖvcvwU©m& MÖæc Gi wPÎ †`Iqv nj| 

 

 

 

 

 

 

wPÎt 3.2.3.1 †cÖvcvwU©m& MÖæc 



A¨vWfvÝ gvB‡µvmd&U G¨vK‡mm& 2013 

 

æ

†Uwej Uzjm& Gi wdìm& †Ue Gi di‡gwUs MÖæc KgvÛ ¸‡jvi gva¨‡g Avcwb †Uwe‡ji †Kvb wdìm& G wK 

ai‡bi †WUv Bb&÷©v Ki‡eb †mwU GB Formatting MÖæc Gi KgvÛ ¸‡jv e¨envi K‡i Zv wba©vib K‡i 

w`‡Z cvi‡eb| wb‡¤§ di‡gwUs MÖæ‡ci wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.2.4.1 di‡gwUs Möæc 

 

æ

æ

†Uwej Uzjm& Gi †Uwej †Ue Gi KgvÛ ¸‡jv e¨envi K‡i Avcwb †Uwej Gi Orientation cwieZ©b, 

g¨v‡µv ˆZwi, g¨v‡µv wWwjU, wi‡jkbkxU ˆZwi BZ¨vw` KvR ¸‡jv Ki‡Z cvi‡eb| wb‡¤§ †Uwej Uzjm& Gi 

†Uwej †Ue Gi wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.1 †Uwej Uzjm& Gi ‡Uwej †Ue wPÎ 
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æ

†Uwej Uzjm& Gi †Uwej †Ue Gi †cÖvcvwU©m& MÖæcwUi †Uwej †cÖvcvwU©m& KgvÛwU‡Z wK¬K& K‡i Avcwb †Uwe‡ji 

Orientation †mU Ki‡Z ci‡eb| wb‡¤§ †cÖvcvwU©m& MÖæc Gi wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.1.1 †cÖvcvwU©m& MÖæc 

æ

†bBgW g¨v‡µv MÖæcwU‡Z Named Macro †Z wK¬K& K‡i Avcwb g¨v‡µv ˆZwi, g¨v‡µv GwWU Ges g¨v‡µv 

wWwjU Ki‡Z cvi‡eb| wb‡¤§ †bBgW g¨v‡µv MÖæc Gi wPÎ †`Iqv nj| 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.2.1 †bBgW g¨v‡µv MÖæc 

æ

wi‡jkbkxc MÖæc Relationships KgvÛwUi gva¨‡g Avcwb †Uwej Gi wi‡jkbkxc ˆZwi Ki‡Z cvi‡eb| 

wb‡¤§ wi‡jkbkxc MÖæc Gi wPÎ †`Iqv nj| 
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wPÎt 3.3.3.1 wi‡jkbkxc Möæc 
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Aa¨vq-4 †Uwej 
 

4.1 †Uwej wK? (what is table) --------------------------------------------------------------------- 

4.2 Ms Access G †Kb †Uwej e¨envi Kiv nq (Why use table in Ms Access) --------- 

4.3 †Uwe‡ji Data Types Gi cwiwPwZ (Introduction to table data types) -------------- 

4.4 †WUv UvBcm Gi wKQz Kgb wdì cÖcvwU©R Gi eY©bv Kiv (Describe some common fields of datatypes)  

4.5 †Uwej Gi †WUv UvBcm Ges wdì cÖcvwU©R Gi cÖ‡qvRbxqZv (Necessity of table data types 

and field properties) ---------------------------------------------------------------------- 

4.6 bZzb ‡Uwej ˆZix (creating a new table) --------------------------------------------------- 

4.7 †WUv‡eR †_‡K †Uwej †K¬vR Kiv (Closing a table from database) --------------------- 

4.8 †WUv‡eR Gi †Uwej I‡cb Kiv (Opening a table of database) ------------------------- 

4.9 †Uwe‡j †WUv Gw›Uª Kiv (Entering data into a table) -------------------------------------- 

4.10 †Uwe‡ji wdì (Kjvg) wWwjU Kiv (Deleting a field column of a table)------------- 

4.11 †Uwe‡j †iKW GwWU Kiv (Editing Record into a table) -------------------------------- 

4.12 ‡Uwej †_‡K †iKW (‡iv) wWwjU Kiv (Deleting a record from a table) --------------- 

4.13 †Uwej wi‡jkbkxc wK? (What is table Relationship)----------------------------------- 

4.14 †Uwej wi‡jkbkxc Gi cÖKvi †f` (Types of table relationship)----------------------- 

4.15 †Uwej wi‡jkbkxc ˆZix (Creating table relationship)---------------------------------- 

4.16 †Uwej wi‡jkbkxc GwWU Kiv (Editing table relationship) ----------------------------- 

4.17 †Uwej wi‡jkbkxc wWwjU Kiv (deleting table reletionship) --------------------------- 
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(wh

at is 

tabl

e)  

Ms 

Access G Table Gi gva¨‡g database G Data mvwR‡q ivLv hvq| hv‡Z K‡i Avgiv mn‡RB H †WUv 

¸‡jv c‡i e¨envi Ki‡Z cvwi| mvavibZ Table KwZcq †iv Ges Kjvg w`‡q MwVZ nq| ‡iv (Row) 

¸‡jv _v‡K AvovAvwo (Horizontally) Ges Kjvg ¸‡jv _v‡K j¤̂vjw¤̂ (Vertically) | wb‡Pi wP‡Î 

GKwU Table ‡`Iqv nj †hLv‡b †iv Ges Kjvg ¸‡jv wPwýZ Kiv Av‡Q|  
 

mvavibZ †iv ¸‡jv‡K Record Ges Kjvg ¸‡jv‡K Field ejv nq| GKwU Kjvg gv‡b GKwU wbw ©̀ó 

Field| †hLv‡b data type Abyhvqx †WUv ¸‡jv mvRv‡bv nq| wP‡Î jÿ Kiæb| Name Field G ïay 

Name B Av‡Q| Phone Number Field G ïay phone number B Av‡Q| myZivs ejv hvq †h Kjvg 

ïay GKB Type Data msiÿb K‡i| GKB fv‡e GKwU †iv‡Z ïay GKwU Record _vK‡e|  

cÖ`Ë wP‡Î- 2q †iv †Z ID num 2 hvi Name Saiful Islam Ges Zvi Age n‡”Q 23 Ges phone 

number n‡”Q 0178111111 | hv‡Z ïay GKR‡bi information ¸‡jv GB Record enb K‡i|  

Ms Access t Why use table in Ms Access) 

Avgiv Av‡MB †R‡bwQ †h ms access GKwU database ˆZwi Ges †gB‡UBb Kivi †cÖvMÖvg| Avgv‡`i 

g‡b ivLv `iKvi †h Database G table Qvov KLbB Data ivLv hvq bv| ZvB †Uwej Gi gva¨‡g †WUv 

ivLv nq| D`vni‡bi gva¨‡g database G †Kb Avgiv †Uwej e¨envi Kwi Zv eywS‡q †`Iqv n‡q‡Q|  
 

aiæb Avcwb evRvi Kivi Rb¨ GKwU eo e¨vM wb‡q †M‡jb †`vKvb`vi Avcbv‡K H e¨v‡Mi g‡a¨ PvDj, 

WvDj, †cuqvR, Avjy gwiP BZ¨vw` DcKib Avjv`vfv‡e †Kvb c¨v‡K‡U bv w`‡q me¸‡jv H e¨v‡Mi g‡a¨ 

w`‡q w`‡jb| Zvn‡j H ¸‡jv e¨evni Kivi mgq Avjv`v KivUv Avcbvi Rb¨ A‡bK KóKi n‡q co‡e| 

wKš‘ cÖ‡Z¨KUv‡K hw` Avjv`v Avjv`v c¨v‡K‡U †`Iqv nZ| Zvn‡j e¨envi Kivi mgq Avcbvi Rb¨ Lye 

mnR n‡q †hZ| G D`vni‡b e¨vMwU n‡”Q Database Avi Avjv`v Avjv`v c¨v‡KU ¸‡jv n‡”Q Tabel Ges 

c¨v‡K‡Ui †fZ‡ii DcKib ¸‡jv n‡”Q Data| myZivs Avgiv GK K_vq ej‡Z cvwi †WUv _v‡K †Uwej Gi 

g‡a¨ Avi †Uwej †K ivLv nq †WUv‡eR Gi g‡a¨| 

Data Types (Introduction to table data types) 

Datatype eY©bv 
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t

Desc

ribe 

some 

com

mon 

fields 

of  

datat

ypes) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Short text mvavib text A_ev bv¤̂vi (number) †h¸‡jv †hvM, we‡qvM, ¸b, fvM 

wn‡m‡e e¨envi Kiv nq bv| Short text Gi length m‡e©v”P 255 

K¨v‡iKUvi nq| D`vnib ¯îæc bvg, †ivj bv¤̂vi BZ¨vw`|  

Long text me wKQz Short text Gi gZ| wKš‘ GwUi length 255 K¨v‡iKUvi Gi 

†P‡q †ewk| GwU mvavibZ K‡g›U A_ev †bvU (note) ‡jLvi Rb¨ e¨evni 

Kiv nq| 

Number MvwbwZK wnmv‡ei Rb¨ e¨envi Kiv nq| D`vnib ¯îæc eqm (Age) 

cwigvb (Quantity) BZ¨vw` e¨envi Kiv nq|  

Data/time ZvwiL (Data) Ges mgq (time) Gi Rb¨ e¨envi Kiv nq| †hgb R¤§ 

ZvwiL (Data of Birth) 

Currency UvKvq (Moneytary) wnmve wbKv‡ki Rb¨ e¨envi Kiv nq| †hgb- †eZb 

(Salary)  

Yes/no hLb ïay Yes A_ev No †h †Kvb GKwU DËi PvIqv nq ZLb GwU e¨evni 

Kiv nq| †hgb- weevwnZ (Married) G Yes/No e¨envi Kiv nq|  

Ole Object object †hgb ms word document, ms excel spreadsheet Ges 

ms access Gi table mv‡_ hy³ Kiv n‡e|  

Auto 

Number  

GwU A‡Uv‡gwUK (Automatic) fv‡e †QvU †_‡K eo †hvM n‡Z _vK‡e|  

Hyper Link Internet Gi web address A_ev Email Address 

Attachment †Kvb dvBj (File) A_ev Qwe (photo) Add (mshy³) Kivi Rb¨ e¨envi 

Kiv nq| †hgb- jpg image, word document 

Calculate wnmve Kivi c‡i †h result ivLv nq Zvi †WUv UvBc n‡”Q Calculated 

Lookup 

wizard 

GwU mvavibZ Short text A_ev bv¤̂vi (Number) nq| hv Wªc WvDb 

wjó (Drop down List) Gi †fwjW Value Gi Dci wbf©i K‡i|  
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†Uwe‡ji †WUv UvBc (datatype) Gi wdì cÖcvwU©R (field properties) e¨envi K‡i †Uwe‡ji †WUv‡K 

wewfbœ fv‡e K‡›Uªvj Kiv hvq| datatype Gi wKQz Kgb wdì cÖcvwU©R Gi mswÿß eY©bv †`Iqv n‡jv|  

Field Size: Number Gi Auto number data types Gi †ÿ‡Î field size AwZ ¸iæZ¡c~Y©| KviY 

H field size wba©vib Ki‡e Avcwb KZ eo AvKv‡i †WUv ivL‡Z Pvb Ges Avcbvi H †WUvi Rb¨ Disk 

G KZUzKz RvqMv `Lj Ki‡e|  

 

 

 

 

 

 

 

 

 

(wPÎt 4.4.1 bv¤̂vi G wdì mvBR) 

Format: †Uwe‡ji g‡a¨ †WUv wK MV‡bi n‡e Zv wba©vib K‡i| Currency, data/time, number 

data types Gi †ÿ‡Î Format wdìwU AwZ ¸iæZ¡c~Y©| wb‡Pi wP‡Î number Ges Currency Data 

types Gi Format †`Iqv nj| 
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(wPÎt 4.4.2 bv¤̂vi Ges Kv‡iwÝ Gi di‡gU) 

Input mask: GwU ïay text Ges date Gi †ÿ‡Î e¨envi Kiv nq| wKfv‡e Data Entry Ki‡eb 

Input Mask GwU wba©vib K‡i| Avcwb hw` Date Gi Rb¨ Input mask (9/27/1962) wm‡j± 

K‡ib| Zvn‡j †Uwe‡j Input Kivi mgq GB Format Input wb‡e| A_v©r cÖ_‡g Month Gi msL¨v 

†b‡e Zvici (/) ø̄¨vk Gi Wvbcv‡k A‡Uv‡gwUK P‡j hv‡e Ges †mLvb †_‡K w`‡bi msL¨v w`‡q 2q (/) wU 

AwZµg Ki‡e Ges †mLv‡b PviwU msL¨v wb‡e eQi Format G wb‡e| D`vnib ¯îƒc ej‡Z cvwi Avcwb 

†gvevB‡j †hfv‡e Data set K‡ib|  

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.4.3 date Gi Rb¨ Input mask wizard 

Caption: Caption A_© n‡”Q wk‡ivbvg| Caption Gi Wvb w`‡K Text AvKv‡i hv wjL‡eb H †jLvwU 

Table Gi H Field Gi Header wn‡m‡e †kv Ki‡e|  

Default Value: GwU wd‡ìi A_ev Kjv‡g †Kvb †WUv Entry bv Ki‡jI †h Value ‡`Lv‡e Zv wba©vib 

K‡i| †hgb Date/time Gi †WUv UvBcm Gi Field Properties Default Value ‡Z hw` = date() 

Function type Kiv nq Zvn‡j H wd‡ì Automatic Computer Gi running date Entry n‡e| 
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Required: hw` Required wdì Properties Gi Yes wm‡j± Kiv nq Zv n‡j H wd‡ì Aek¨B data 

entry Ki‡Z n‡e| Zv bv n‡j control next wdì UªvÝdvi n‡e bv|  

Text Align: GwU †Uwe‡ji text ‡Kv_vq †kv Ki‡e Zv wbav©ib K‡i| †hgb- left, center, right 

BZ¨vw`|  

t Necessity of table data types and 

field properties) 

†Kvb †Uwej ˆZwi Ki‡eb ZLb †Uw‡ji Design view ‡Z cÖ‡Z¨K wdì Gi Rb¨ Avjv`v Avjv`v dat 

types wm‡j± Ki‡Z nq| †hgb bvg wdì Gi Rb¨ Short A_ev long text †eZb wdì Gi Rb¨ 

number ZvwiL Gi Rb¨ date/time BZ¨vw` data type wm‡j± Ki‡Z n‡e| aiæb Avcwb KL‡bv bvg 

Field Gi Rb¨ datatypes Number wm‡j± Ki‡jb Zvn‡j bvg †Zv Avi msL¨v w`‡q †jLv hvq bv| ZvB 

datatypes wm‡j± Kiv Riæwi| datatypes wm‡j± Kiv †hgb A‡bK ¸iæZ¡c~b© †Zgwb fv‡e H 

datatypes Gi field properties Gi wKQz ˆewkó Av‡Q †h¸‡jvi w`‡KI jÿ¨ ivLv Riæwi| g‡b Kiæb 

Avcwb ZvwiL wdì Gi Datatypes data/times wm‡j± Ki‡jb wKš‘ date Gi K‡qKwU formate 

Av‡Q| †hgb- 11/12/2014, Thursday, November 12, 2014, 12-Nov-2014| GLvb †_‡K 

Avcwb †Kvb formate Abyhvqx †Uwej ZvwiL ivL‡Z Pvb †mUv Avcbv‡K Field properties Gi 

formate bvgK properties G wM‡q K‡¤̂v e‡· wK¬K& K‡i wm‡j± Ki‡Z n‡e| wb‡P GKwU field 

properties Gi mvavib wPÎ †`Iqv n‡jv|  

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.5.1 Data Gi Formate 

Zvn‡j †`Lv hvq datatype wbe©vP‡bi mv‡_ mv‡_ H datatypes Gi Field properties I cÖ‡qvRb 

Abyhvqx cwieZ©b Ki‡Z n‡e|  
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(creating a new table) 

avc-1t Avcwb †h †WUv‡eR (Database) Gi †Uwej ˆZwi Ki‡Z Pvb †mB †WUv‡eRwU I‡cb Kiæb| hv 

wb‡Pi wP‡Îi gZ Avm‡e|  

 

 

 

 

 

 

 

 

wPÎt 4.6.1 mydb bv‡g database open Kiv n‡q‡Q 

avc-2t Dc‡ii wP‡Îi wieb (Ribbon bar) Gi Create tab G wK¬K& Ki‡j wb‡Pi wP‡Îi gZ Avm‡e|  

 

 

 

 

 

 

 

 

 

wPÎt 4.6.2 †Uwej ˆZwii Rb¨ Create tab G wK¬K& Kiv n‡q‡Q 

avc-3t Dc‡ii wP‡Îi Table Kgv‡Û wK¬K& Ki‡j wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e|  
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wPÎt 4.6.3 †Uwej 1 bv‡g GKwU †Uwej ˆZwi n‡q‡Q 

avc-4t Dc‡ii wP‡Îi View †Z wK¬K& Kiæb| hv wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.6.4 View Kgv‡Û wK¬K& Kivi ci 

avc-5t Dc‡ii wP‡Îi Design view Kgv‡Û wK¬K& Kiæb| hv wb‡Pi wP‡Îi gZ †`Lv‡e|  
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wPÎt 4.6.5 †Uwe‡ji bvg Save Kiv n‡”Q 

Dc‡ii wP‡Î jÿ Kiæb Save bv‡g GKwU †QvU DB‡Ûv Av‡Q| †hLv‡b Table name †jLvwUi wb‡P Avcwb 

Avcbvi table Gi bvg UvBc Ki‡Z cv‡ib| wP‡Î †Uwej Gi bvg Employee UvBc Kiv n‡q‡Q|  

avc-6t bvg Type K‡i ok evU‡b wK¬K& Kiæb| hv wb‡Pi wP‡Îi gZ Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.6.6 employee bv‡g GKwU †Uwej ˆZwi n‡q‡Q 

Dc‡ii wP‡Îi G¨v‡iv (Arrow) wPý w`‡q 1) Field name 2) datatype 3) description 

(optional) Ges GKwU wK (key) ‡`Lv‡bv n‡q‡Q| 

1) Field Name: G wM‡q wK wK ai‡bi Field ‡b‡eb †m¸‡jv Gw›Uª Kiæb| †hgb Employee ‡Uwe‡ji 

Employee id, Name, Email address, phone number Ges Photo. 

2) Datatype: Field Name Gi Wvb w`‡KB 2q Kjv‡g Av‡Q Datatype, Datatype wbav©ib K‡i 

Avcbvi Field Gi data wU wK ai‡bi n‡e| †hgb-Employee id wK UvB‡ci n‡e Zv wbavib K‡i w`‡Z 

n‡e datatype Kjv‡gi wfZi| datatype ¸‡jvi m¤ú‡K© c‡i we Í̄vwiZ Av‡jvPbv Kiv n‡q‡Q|  

(Primary Key) ‡mB field ‡K Avcwb cÖvBgvwi wK wn‡m‡e wW‡K¬qvi (Declare) Ki‡eb 

H field G GKB iK‡gi data _vK‡Z cvi‡e bv| wPÎ 2.6.7 G employee id ‡K cÖvBgvwi wK wn‡m‡e 

wW‡K¬qvi Kiv n‡q‡Q| GLv‡b GKB ai‡bi employee id G‡Ki AwaK n‡e bv|  
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 wPÎ 2.6.6 G Avcwb field name Gi wb‡P wK¬K& K‡i employee id type Kiæb| Zvici 

keyboard †_‡K tab evU‡b Pvcyb †`L‡eb control wU datatype Gi Kjv‡gi P‡j †M‡Q| datatype 

G K‡¤̂v e‡· wK¬K& K‡i wb‡Pi wP‡Îi b¨vq datatype, AutoNumber wm‡j± Kiæb| Description 

Kjv‡g †h‡nZz Optional ZvB Avcwb wKQz bv wjL‡jI Pj‡e|  

 

 

 

 

 

 

 

 

wPÎt 4.6.7 Employee id Gi datatype wm‡j± Kiv n‡q‡Q 

 Dc‡ii Setp Gi gZ Avcwb Name, email address, phone number Gi Rb¨ Short 

text Ges photo Gi Rb¨ Attachment, datatype wm‡j± Kiæb| hv wb‡Pi wP‡Î †`Lv‡bv n‡q‡Q| 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.6.8 employee table G field name Ges datatype Kiv n‡q‡Q 

 Dc‡ii wP‡Îi view †Z wK¬K& Ki‡j wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e|  
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wPÎt 4.6.9 

 Dc‡ii wP‡Îi view Gi datasheet view †Z wK¬K& Kiæb| hv wb‡Pi wP‡Îi gZ Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.6.10 

 Dc‡ii wP‡Îi †QvU DB‡Ûvi Yes evU‡b wK¬K& K‡i employee †Uwej wU Save Kiæb| Yes 

evU‡b wK¬K& Kivi ci wb‡Pi wPÎwU Avm‡e|  
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wPÎt 4.6.11 Employee table Gi data sheet view 

Dc‡ii wP‡Î jÿ¨ Kiæb G¨v‡iv wPýwU †h Wvb w`‡Ki †kl KjvgwUi †nWvi Photo †jLvwU bv †`wL‡q 

GKwU wm¤̂j (Symbol) †`Lv‡”Q| hw` Avcwb Photo †jLvwU Kjv‡gi †nWv‡i †`L‡Z Pvb Zvn‡j wb‡Pi 

avc Abyhvqx KvR Kiæb|  

 Ribbon bar Gi view †Z wK¬K& K‡i Zvici design view select Ki‡j wb‡Pi wPÎwU 

Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.6.12 caption Gi cv‡ki Kjv‡g photo †jLvwU Type Kiv n‡q‡Q 

Dc‡ii Qwei Field properties Gi caption †jLvwUi Wvb w`‡Ki Kjv‡g wK¬K& K‡i photo †jLvwU 

UvBc Kiæb Ges (Ctrl+S) †P‡c Save Kiæb|  

avc-13t GLb wie‡bi view †Z wK¬K& K‡i data sheet view  †Z wK¬K& Kiæb| jÿ¨ Kiæb Av‡M †hB 

Kjv‡g Photo ‡jLvwU †`LvZ bv GLb †mLv‡b photo †jLvwU †`Lv‡”Q|  
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wPÎt 4.6.13 datasheet view ‡Z employee table 

Avcbvi Employee †Uwej ˆZwi Kiv †kl n‡q‡Q|  

Closing a table from database)  

1) †h †UwejwU Avcwb †K¬vR (Close) Ki‡Z Pvb Document bar Gi †mwUi Dci wK¬K& Kiæb|  

2) Document Bar Gi G‡Kev‡i Wvb w`‡Ki (X) µm wPýwU‡Z wK¬K& Ki‡jB †UwejwU †K¬vR n‡q hv‡e| 

hv wb‡Pi wP‡Î †`Lv‡bv n‡jv|  

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.7.1 

t Opening a table of database) 

1) †WUv‡eBR I‡cb Kiæb|  

2) †mB †UwejwU I‡cb Ki‡Z Pvb| Navigation page G †mB †Uwe‡ji Dci Wvej wK¬K& Kiæb| hv 

wb‡Pi wP‡Îi gZ †`Lv‡e|  
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wPÎt 4.8.1 †Uwej I‡cb Kiv 

t Entering data into a table) 

1) Navigation pane †_‡K †UwejwU I‡cb Kiæb|  

2) †mB †iv‡Z G÷vwiK (*) wPýwU Av‡Q †mB †iv Gi cÖ_g Kjv‡g wK¬K& Kiæb|  (†hLv‡b New ‡jLvwU 

†`Lv hvq) A_ev [Ctrl+ (+)] Pvcyb|  

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.9.1 employee †Uwe‡j WvUv Gw›Uªi Rb¨ †iv wm‡j± Kiv n‡q‡Q 

3| GLb Keyboard †_‡K datatype Kiæb| Kjvg cwieZ©‡bi Rb¨ keyboard †_‡K tab key 

Pvcyb| A_ev gvDm w`‡q wK¬K& K‡i I Kjvg cwieZ©b Ki‡Z cv‡ib| wP‡Îi Employee id KjvgwUi 

datatype †h‡nZz auto number ‡`Iqv n‡qwQj| ZvB GwU Automatic Gw›Uª n‡q hv‡e|  
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wPÎt 4.9.2 †WUv UvBc Kiv n‡”Q 

4) hLb me©‡kl Kjv‡g WvUv UvBc †kl n‡e ZLb wK‡evW© Gi Enter Pvcyb| hv wb‡Pi wP‡Îi gZ Avm‡e|  

 

 

 

 

 

 

 

wPÎt 4.9.3 cÖ_g †iv‡Z †iKW© GW Kiv n‡q‡Q 

5) Ctrl +S †P‡c †iKWwU Save Kiæb|  

t (Deleting a field column of a table) 

†Kvb table wdì wWwjU (delete) Kiv gv‡b m¤ú~b© GKwU Kjvg wWwjU Kiv|  

 Navigation pane ‡_‡K Wvej wK¬‡Ki gva¨‡g †UwejwU I‡cb (open) Kiæb| 

 Document Bar Gi †UwejwU I‡cb nIqvi ci †h wdìwU wWwjU Ki‡Z Pvb| †mB wdìwU gvDm 

c‡q›Uvi w`‡q wK¬K& Gi gva¨‡g wm‡j± Kiæb| wb‡Pi wP‡Î Photo bv‡g wdìwU wm‡j± Kiv n‡q‡Q|  

 

 

 

 

 

 

 

 

 

wPÎt 4.10.1 †Uwe‡j Photo field wm‡j± Kiv n‡q‡Q 

 GLb ivBU evUb wK¬K& Ki‡j wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e| 
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wPÎt 4.10.2 ivBU evU‡b wK¬K& Kivi delete field AckbwU †`Lv hv‡”Q 

 Dc‡ii wP‡Î delete field option G wK¬K& Ki‡j wdìwU delete n‡q hv‡e Ges wb‡Pi wP‡Îi gZ 

Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.10.3 photo wdìwU wWwjU n‡q‡Q 

Dc‡ii wP‡Î jÿ¨ Kiæb Photo bv‡gi Field wU GLv‡b Avi †bB|  

(Editing Record into a table)  

1) Wvej wK¬K& K‡i Navigation pane †_‡K Empolyee †UwejwU I‡cb Kiæb|  

2) Employee id 3 Gi Email address wdì G wK¬K& Kiæb| 
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wPÎt 4.11.1 †WUv GwWU Kivi Rb¨ cell wm‡j± Kiv n‡q‡Q 

3) GLb Kx-†evW© Gi Backspace Gi mvnv‡h¨ †jLvwU †K‡U bZzb †jLv UvBc Kiæb| wP‡Î 

kahn@gmail.com Gi cwie‡Z© akram@yahoo.com UvcB Kiv n‡q‡Q|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.11.2 bZzb †WUv UvBc Kiv n‡”Q 

4) Kx-‡evW© †_‡K Ctrl+S ‡P‡c Save Kiæb| GKB Avcwb †h‡Kvb †Uwe‡j †iKW© GwWU Ki‡Z cv‡ib|  

Deleting a record from a table)  

1) †mB †Uwe‡ji †iKW© wWwjU Ki‡Z Pvb Navigation pane ‡_‡K H table wU I‡cb Kiæb| 

2) †h †iv †_‡K †iKW© wWwjU Ki‡Z Pvb| †mB †ivwUi G‡Kev‡i evg w`‡K wK¬K& K‡i wm‡j± Kiæb|  

 

 

mailto:kahn@gmail.com
mailto:akram@yahoo.com
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wPÎt 4.12.1 †iKW© wm‡j± Kiv n‡q‡Q 

3) gvDm Gi ivBU evUb wK¬K& Kiæb Ges Delete Record G wK¬K& Kiæb| hv wb‡Pi wP‡Îi gva¨‡g 

†`Lv‡bv n‡q‡Q| A_ev keyboard Gi delete (del) wK Pvcyb|  

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.12.2 Employee id =3 †iKW©wU wWwjU Kiv n‡q‡Q 

4) hLb delete record A_ev Kx-†evW© †_‡K delete (del) Pvcyb ZLb wb‡Pi wP‡Îi gZ Avm‡e|  
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wPÎt 4.12.3 wWwjU nIqvi Rb¨ AbygwZ PvIqv n‡q‡Q 

5) hw` wWwjU Ki‡Z Pvb Zvn‡j Yes evU‡b wK¬K& Kiæb | hv wb‡Pi wP‡Îi gZ Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.12.4 Employee id =2 †iKW©wU wWwjU n‡q‡Q 

Dc‡ii wP‡Î jÿ¨ Kiæb Employee id =2 †iKW©wU GLb †bB A_©vr Employee id =2 m¤ú~b© 

†iKW©wU wWwjU n‡q‡Q|  

(What is table Relationship) 

†Uwej Relationship n‡”Q GKwU †Uwe‡ji Field Gi mv‡_ Ab¨ †Uwe‡ji Kgb wdì ms‡hvM (link) 

wb‡Pi wP‡Î jÿ¨ Kiæb †h hw` †Kvb Order Kiv nq Zvn‡j H AW©viwU †Kvb Kv÷gvi K‡i‡Q Zvi Rb¨ 

Kv÷vgvi †Uwe‡ji Customer id bvgK GKwU wdì Order †Uwe‡j Av‡Q| A_v©r AWv©i †Uwe‡ji mv‡_ 

Kv÷gvi †Uwe‡ji †h m¤úK© ˆZwi Kiv nq Zv n‡”Q †Uwe‡j Relationship.  
 

Customer  Order 



A¨vWfvÝ gvB‡µvmd&U G¨vK‡mm& 2013 

 

Customer id (primary key) Order id 

customer name,email 

address, phone number 

Customer id 

(Foreignkey) 

order date, delivary date 

wPÎt 4.13.1 †Uwej Relationship 

Dc‡ii wP‡Î jÿ¨ Kiæb customer ‡Uwe‡j Customer id ‡K ejv nq primary key Ges GB 

customer id hLb Ab¨ †Uwej A_v©r order †Uwe‡j e¨envi Kiv n‡”Q ZLb GUv‡K ejv nq Foreign 

key|  

Types of table relationship ) 

wewfbœ Relationship Gi cÖKvi †f` ¸‡jv †`Iqv nj| 

1) Iqvb Uz †gwb wi‡jkbwkc (one to many relationship) 

2) †gwb Uz †gwb wi‡jkbwkc (many to many relationship) 

3) Iqvb Uz Iqvb wi‡jkbwkc (one to one relationship) 

one to many relationship): 

wb‡Pi wP‡Î Iqvb Uz †gwb wi‡jkbwkc †`Lv‡bv n‡q‡Q|  

Customer  Order 

Customer id (primary key) Order id 

customer name,email 

address, phone number 

Customer id 

(Foreignkey) 

order date, delivary date 

wPÎt 4.14.1 Iqvb Uz †gwb wi‡jkbwkc 

Dc‡ii wPÎ jÿ¨ Kiæb †h GKRb Kv÷gvi †h A‡bK ¸‡jv order Ki‡Z cv‡i| GUvB Iqvb Uz †gwU 

wi‡jkbwkc Kiv nq|  

Many to Many Relationship):  

g‡b Kiæb Product Ges order †Uwe‡ji wi‡jkbwkc GKwU order G product †Uwe‡ji A‡bK ¸‡jv 

(Many) Product _vK‡Z cv‡i Avevi GKwU Product A‡bK (many) order Gi _vK‡Z cv‡i| Avi 

GUvB n‡”Q †gwb Uz †gwb wi‡jkbwkc|  
 

One to one Relationship): 

Iqvb Uz †gwb Gi GKwU D`vnib †`Iqv n‡jv| GKRb gvby‡li †hgb GKwU Passport _v‡K Avevi 

Passport G ïay GKRb gvby‡li me‡iKW© msiÿY _v‡K|  

Creating table relationship) 
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1) WKz‡g›Uevi (Document Bar) †_‡K mKj †Uwej †K¬vRW (Close)Kiæb|  

2) wieb evi Gi database tools G wK¬K& Kiæb|  

 

 

 

 

 

 

 

 

 

wPÎt 4.15.1 wiebevi Gi †WUv‡eBR Uz) 

3) Dc‡ii wPÎ Abyhvqx Relationship KgvÛ G wK¬K& Kiæb| Zvici wb‡Pi wP‡Îi gZ Show table 

bv‡g GKwU dialog box Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.15.2 Show table WvqjM e· 

GLb Avcwb †h †Uwej Relationship G Add Ki‡Z Pvb †mB †Uwej ¸‡jv wK †ev‡W©i Ctrl evUb †P‡c 

a‡i gvDm w`‡q wK¬K& K‡i wm‡j± Kiæb| Zvici Add evU‡b wK¬K& Kiæb| hv wb‡Pi wP‡Î †`Lv‡bv n‡q‡Q|  
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wPÎt 4.15.3 †Uwej ¸‡jv Add Kiv n‡q‡Q 

4) Add evU‡b wK¬K& K‡iB †Uwej ¸‡jv Add n‡q hv‡e| Zvici Close evU‡b wK¬K& Kiæb| Zvici 

wb‡Pi wPÎwU Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.15.4 †Uwej ¸‡jv Relationship G Add Kiv n‡”Q 

5) GLb Customer †Uwej Ges order †Uwe‡ji g‡a¨ one to many wi‡jkbwkc Kiv n‡e|  

Customer †Uwe‡ji cÖvBgvix wK (Primary Key) Customer id †K gvDm w`‡q wK¬K& K‡i K‡i 

order †Uwe‡ji d‡ib wK (Foreign key) Customer id Gi Dci G‡b †Q‡o w`b| Zvici wb‡Pi gZ 

GKwU WvqjM e· Avm‡e|  
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wPÎt 4.15.5 Customer Ges order †Uwe‡ji g‡a¨ Iqvb Uz †gwb wi‡jkbwkc n‡q‡Q 

 

Dc‡ii wP‡Î jÿ¨ Kiæb Customer Ges order Gi g‡a¨ Iqvb Uz †gwb wi‡jkbwkc ˆZwi n‡q‡Q| evKx 

†Uwej ¸‡jvi g‡a¨ GKB fv‡e Avcwb wi‡jkbwkc ˆZwi Ki‡Z cv‡ib| wb‡Pi wP‡Îi gZ Avcbvi 

wi‡jkbwkc ˆZwi n‡q‡Q wKbv jÿ¨ Kiæb|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.15.6 †Uwej Relationshijp ˆZwi n‡q‡Q 

(Editing table relationship) 

1) Datadase tools Gi Relationship command G wK¬K& Kiæb| Gici wb‡Pi gZ AvDUcyU 

Avm‡e|  
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wPÎt 4.16.1 wi‡jkbwkc wjsK wm‡j± Kiv n‡”Q 

2) GLb †h ỳB †Uwe‡ji g‡a¨ wi‡jkbwkc Edit Ki‡eb Zvi gv‡S Link Gi Dci wK¬K& K‡i gvDm Gi 

ivBU evU‡b wK¬K& Ki‡j wb‡Pi wPÎwU Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.16.2 ivBU evU‡b wK¬K& Kiv n‡q‡Q 

3) Dc‡ii wP‡Îi Edit Relationship G wK¬K& Kiæb| Gici wb‡Pi wP‡Îi gZ Avm‡e|  
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wPÎt 4.16.3 wi‡jkbwkc GwWU Kivi WvqjM e· 

Dc‡ii wP‡Îi gZ †Uwej wm‡j± K‡i Zv‡`i g‡a¨ wi‡jkbwkc Edit Ki‡Z cv‡ib|  

(deleting table reletionship) 

1) Edit Relationship Gi Step1, Step2 Abyhvqx Kiæb|  

2) †h ỳwU †Uwe‡ji g‡a¨ wi‡jkbwkc wW‡jU Ki‡eb| †mB ỳB †Uwe‡ji gv‡S Link wm‡j± K‡i gvDm Gi 

ivBU evUb wK¬K& Kiæb| Zvici wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

wPÎt 4.17.1 wWwjU wi‡jkbwkc 

3) Dc‡ii wP‡Îi Delete G wK¬K& Ki‡j wb‡Pi wP‡Îi gZ GKwU Dialogbox Avm‡e|  

 

 

 

 

 

 



A¨vWfvÝ gvB‡µvmd&U G¨vK‡mm& 2013 

 

 

 

wPÎt 4.17.2 wi‡jkbwkc wW‡jU Gi Rb¨ cviwgkb PvIqv n‡q‡Q 

4) Dc‡ii wP‡Î ok evU‡b wK¬K& Ki‡jB Avcbvi wi‡jkbwkc wW‡jU n‡q hv‡e|  

 

 

 

 

 

 

 

---------------------------------------------------------- 

5.1 dg© wWRvBb Uzjm cwiwPwZ ------------------------------------------------------------------------- 

5.2 dg© wWRvBb Uzjm Gi wWRvBb †Ue, KgvÛ MÖæc Ges KgvÛ cwiwPwZ --------------------------- 

 5.2.1 wfD KgvÛ MÖæc cwiwPwZ -------------------------------------------------------------------- 

 5.2.2 K‡›Uªvj KgvÛ MÖæc cwiwPwZ ---------------------------------------------------------------- 

 5.2.3 †nWvi GÛ dzUvi KgvÛ MÖæc cwiwPwZ ------------------------------------------------------ 

 5.2.4 Uzjm& KgvÛ MÖæc cwiwPwZ ------------------------------------------------------------------- 

5.3 dg© wWRvBb Uzjm Gi G¨v‡iÄ †Ue, KgvÛ MÖæc Ges KgvÛ cwiwPwZ ---------------------------- 

 5.3.1 ‡iv GÛ Kjvgm& MÖæc KgvÛ cwiwPwZ ------------------------------------------------------- 

 5.3.2 gvR© GÛ GmwcøU MÖæc KgvÛ cwiwPwZ ------------------------------------------------------ 

 5.3.3 mvBwRs GÛ IqvWvwis MÖæc KgvÛ cwiwPwZ ------------------------------------------------ 

5.4 dg© wWRvBb Uzjm Gi di‡gU †Ue, KgvÛ MÖæc Ges KgvÛ cwiwPwZ ---------------------------- 

 5.4.1 dg© Gi e¨vKMÖvD‡Û Kvjvi hy³ Kiv ------------------------------------------------------- 

 5.4.2 dg© Gi e¨vKMÖvD‡Û Qwe hy³ Kiv ---------------------------------------------------------- 

 5.4.3 wm‡j±kb MÖæc KgvÛ cwiwPwZ -------------------------------------------------------------- 

 5.4.4 d›U MÖæc KgvÛ cwiwPwZ -------------------------------------------------------------------- 
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 5.4.5 bv¤̂vi MÖæc KgvÛ cwiwPwZ ------------------------------------------------------------------ 

 5.4.6 e¨vKMÖvDÛ MÖæc KgvÛ cwiwPwZ ------------------------------------------------------------- 

 5.4.7 K‡›Uªvj di‡gwUs MÖæc cwiwPwZ ------------------------------------------------------------- 

 

gvB‡µvmd&U GK‡mm †Kvb wbw ©̀ó KvR Kivi Rb¨ cÖ_‡g mswkøó Kv‡Ri Rb¨ †Uwej ‰Zwi Ki‡Z nq| 

Gici dg© ‰Zwi Ki‡Z nq| GLb Avwg Avcbv‡`i‡K dg© ˆZwi Ges Gi wewfbœ KgvÛ ¸‡jv m¤ú‡K© 

Av‡jvPbv Kie| wKfv‡e Avcwb dg© ˆZwi Ki‡eb Ges dg© wWRvBb UzjmwUi wewfbœ KgvÛ ¸‡jv e¨envi 

K‡i Avcwb KvR Ki‡eb| wb‡¤§ G Zv Av‡jvPbv Kiv nj| 

wieb †Ue Gi Create wieb †Ue G wK¬K& Ki‡j †UewUi Awa‡b Avcwb A‡bK ¸‡jv KgvÛ MÖæc †`L‡Z 

cv‡eb| GLv‡b Forms bv‡g GKwU KgvÛ MÖæc Av‡Q| GB MÖæc G Avcwb Form bv‡g GKwU KgvÛ 

†`L‡Z cv‡eb| GB dg© KgvÛwU‡Z wK¬K& K‡i GKwU dg© ˆZwi Kivi ci Avcwb Form Design Tools bv‡g 

GKwU Uzjevi †`L‡Z cv‡eb| Avcwb hLbB †Kvb dg© ˆZwi Ki‡eb ZLbB dg© ‰Zwii mv‡_ mv‡_ GB 

Form Design Tools eviwU †`L‡Z cv‡eb| GL‡b Avcwb wZbwU KgvÛ †Ue cv‡eb| (Design, 

Arrange, Format) GB †Ue ¸‡jvi wewfbœ KgvÛ mg~n e¨envi K‡i d‡g©i cÖ‡qvRbxq KvR ¸‡jv K‡i 

wb‡Z cvi‡eb| wb‡¤§ Form Design Tools eviwU wP‡Îi gva¨‡g †`Lv‡bv nj| 

 

 

 

 

 

 

 



A¨vWfvÝ gvB‡µvmd&U G¨vK‡mm& 2013 

 

 

wPÎt 5.1.1 dg© wWRvBb Uzjm evi 

Öæ t

Avcbvi ˆZixK…Z dg©wU I‡cb _vKv Ae¯’vq dg© wWRvBb Uzjm& evi Gi wWRvBb †Ue G wK¬K& Kiæb| Gici 

Avcwb K‡qKwU KgvÛ MÖæc †`L‡Z cv‡eb| wb‡¤§ wP‡Îi gva¨‡g Design †Ue Gi KgvÛ MÖæc ¸‡jv †`Lv‡bv 

nj| 

 

 

 

 

 

 

wPÎt 5.2.1 wWRvBb †Ue Gi KgvÛ MÖæc mg~n

Öæ

wfD KgvÛ MÖæc Gi gv‡S Avcwb wZbwU KgvÛ cv‡eb| 1. Form View 2. Layout View 3. Design 

View GB wZbwU KgvÛ e¨envi K‡i Avcwb d‡g© KvR Ki‡Z cvi‡eb| wb‡¤§ wfD MÖæ‡ci KgvÛ wP‡Îi 

gva¨‡g †`Lv‡bv Ges KgvÛ ¸‡jv m¤ú‡K© Av‡jvPbv Kiv nj| 

 

 

 

 

 

 

 

wPÎt 5.2.1.1 wfD KgvÛ MÖæc 

 Form View: Form View ‡gv‡W dg©‡K I‡cb K‡i Avcwb d‡g© †WUv Gw›Uª Ki‡Z cvi‡eb| wb‡¤§ 

wP‡Îi gva¨‡g dg© wfD †gvW †`Lv‡bv nj| 
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wPÎt 5.2.1.2 dg© wfD †gvW 

 Layout View: Layout View ‡gv‡W dg©‡K I‡cb Ki‡j d‡g©i wewfbœ wdì ¸‡jv‡K Avcwb 

Avcbvi cÖ‡qvRbxq di‡gwUs cÖ`vb Ki‡Z cvi‡eb| wb‡¤§ wP‡Îi gva¨‡g Layout view ‡gvW †`Lv‡bv nj| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 5.2.1.3 †jAvDU wfD †gvW 

3. Design View: Design View GB †gv‡W Avcwb dg©wU‡K wewfbœ fv‡e wWRvBb Ki‡Z cvi‡eb| 

wb‡¤§ wP‡Îi gva¨‡g Design View  ‡gvW †`Lv‡bv nj| 
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wPÎt 5.2.1.4 wWRvBb wfD †gvW 

æ

Form Design Tools evi Gi Design †Ue Gi Controls KgvÛ MÖæc G Avcwb A‡bK ¸‡jv KgvÛ 

cv‡eb| G mKj KgvÛ ¸‡jvi gva¨‡g Avcwb GKwU dg© wWRvBb Ki‡Z cvi‡eb| GLvb †_‡K KgvÛ ¸‡jv 

e¨envi Kivi gva¨‡g Avcwb d‡g©i gv‡S KgvÛ evUb, †U·U wdì †j‡ej, †U·U e· BZ¨vw` KgvÛ ¸‡jvi 

gva¨‡g Avcwb Avcbvi cÖ‡qvRb Abyhvqx dg© wWRvBb K‡i wb‡Z cvi‡eb| wb‡¤§ wP‡Îi gva¨‡g K‡›Uªvj 

KgvÛ MÖæc Gi KgvÛ †`Lv‡bv nj| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 5.2.2.1 K‡›Uªvjm& KgvÛ MÖæc 

æ

‡nWvi GÛ dzUvi  MÖæ‡ci KgvÛ ¸‡jvi gva¨‡g Avcwb d‡g©i †nWvi G j‡Mv I UvB‡Uj †mU Ki‡Z cvi‡eb 

Ges Avcwb PvB‡j d‡g©i †nWvi G Date and Time ‡mU Ki‡Z cvi‡eb| wb‡¤§ wP‡Îi gva¨‡g †nWvi 

GÛ dzUvi MÖæ‡ci KgvÛ ¸‡jv †`Lv‡bv nj| 
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wPÎt 5.2.3.1 †nWvi GÛ dzUvi MÖæc KgvÛ 

æ

Form Design Tools evi †Ue Gi Design ‡Ue n‡Z Tools MÖæc KgvÛ ¸‡jv e¨envi Kivi gva¨‡g 

Avcwb d‡g© Add Existing Fields KgvÛ Gi gva¨‡g bZzb wdì G¨vW Ki‡Z cvi‡eb| Property 

Sheet KgvÛ Gi gva¨‡g Avcwb d‡g©i †cÖvcvwU© Ges wdì ¸‡jvi wewfbœ Property †mU BZ¨vw` KvR 

¸‡jv Ki‡Z cvi‡eb| wb‡¤§ wP‡Îi gva¨‡g Tools MÖæ‡ci KgvÛ ¸‡jv †`Lv‡bv nj| 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 5.2.4.1 Uzjm& MÖæc KgvÛ 

æ

dg© ˆZwii ci dg©‡K wWRvBb wfD‡Z I‡cb Ki‡j Avcwb Form Design Tools eviwU cv‡ib| GB 

Uzjm& eviwUi wZbwU †Ue Gi gv‡S Arrange bv‡g GKwU †Ue i‡q‡Q| GB †UewU‡Z wK¬K& Ki‡j Avcwb 

K‡qKwU KgvÛ MÖæc †`L‡Z cv‡eb| GB KgvÛ MÖæc ¸‡jvi gva¨‡g Avcwb Avcbvi ˆZixK…Z d‡g©i 

cÖ‡qvRbxq KvR ¸‡jv K‡i wb‡Z cvi‡eb| wb‡¤§  wP‡Îi gva¨‡g  Form Design Tools eviwU Arrange 

‡Ue Gi KgvÛ MÖæc ¸‡jv †`Lv‡bv nj| 
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wPÎt 5.3.1 G¨v‡iÄ †Ue KgvÛ MÖæc cwiwPwZ 

æ

†iv GÛ Kjvgm& MÖæ‡ci KgvÛ ¸‡jvi gva¨‡g Avcwb d‡g©i mKj wdì ¸‡jv wm‡j± Ki‡Z cvi‡eb| GQvov 

I d‡g©i GKwU †iv †K Ges Kjvg‡K wm‡j± Ki‡Z cvi‡eb| d‡g©i GKwU wd‡ìi Dc‡i A_ev wb‡P bZzb 

wdì mshy³ Ki‡Z cvi‡eb| GQvov I Avcwb PvB‡j bZzb wdìwU‡K d‡g© _vKv c~‡e©i wdì ¸‡jvi evg 

cv‡k A_ev Wvb cv‡k ‡mU Ki‡Z cv‡ib| wb‡¤§  wP‡Îi gva¨‡g †iv GÛ Kjvgm& MÖæ‡ci KgvÛ ¸‡jv 

†`Lv‡bv nj| 

 

 

 

 

 

 

 

 

 

wPÎt 5.3.1.1 †iv GÛ Kjvgm& MÖæc KgvÛ mg~n 
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13.1 †cÖv‡R± Iqvb ------------------------------------------------------------------------- 

†cÖv‡R± cvU© -1 (†Uwej I dg©) ---------------------------------------------------------- 

†cÖv‡R± cvU© -2 (‡Kvqvwi) --------------------------------------------------------------- 

†cÖv‡R± cvU© -3 (wi‡cvU©) ---------------------------------------------------------------- 

†cÖv‡R± cvU© -4 (†bwf‡Mkb dg©) -------------------------------------------------------- 

13.2 †cÖv‡R± †dvb eyK --------------------------------------------------------------------- 

13.3 †cÖv‡R± weµq g~‡j¨i Dci wWmKvD›U -------------------------------------------------- 

13.4 †cÖv‡R± weµ‡qi Dci Kwgkb --------------------------------------------------------- 

13.5 †cÖv‡R± Ifvi UvBg wba©vib ------------------------------------------------------------ 

13.6 †cÖv‡R± Ifvi UvBg I gyRwi wba©viY --------------------------------------------------- 

13.7 †cÖv‡R± F‡Yi wKw Í̄i cwigvY wbY©q ----------------------------------------------------- 

13.8 †cÖv‡R± F‡Yi wKw Í̄i msL¨v wbY©q ------------------------------------------------------ 

13.9 †cÖv‡R± F‡Yi wKw Í̄‡Z my‡`i cwigvb wbY©q --------------------------------------------- 

13.10 †cÖv‡R± c~‡Y¨i AePq cwigvb wbY©q --------------------------------------------------- 
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Aa¨vq-13 †cÖv‡R± Iqvb 
 

†cÖv‡R± cvU© -1 (†Uwej I dg©) -------------------------------------------------------------- 

†cÖv‡R± cvU© -2 (‡Kvqvwi) ------------------------------------------------------------------- 

†cÖv‡R± cvU© -3 (wi‡cvU©) -------------------------------------------------------------------- 

†cÖv‡R± cvU© -4 (†bwf‡Mkb dg©) ------------------------------------------------------------ 
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†cÖv‡R± cvU©-1 
 

g‡b Kiæb Avcwb Enam Computer Ltd Gi Rb¨ GKwU Database ˆZwi Ki‡eb Ges H Database 

wU Enam Computer Ltd Gi Order Processing Gi KvR Ki‡e| GLb †WUv‡eBRwU ˆZix Kiæb 

Database Gi bvg †`b Enam Computer Ltd. GLb GB Database Gi Rb¨ †h †h †Uwej jvM‡e 

†m †Uwej ¸‡jv ˆZwi Kiæb|  
 

 hviv order Ki‡e Zviv n‡”Q Customer (Kv÷gvi) ZvB Kv÷gvi bv‡g GKwU †Uwej 

ˆZwi Kiæb| †mB †Uwe‡j ïay Kv÷vgv‡ii Bbdi‡gkb (information) ¸‡jv _vK‡e| wb‡Pi wPÎvbyhvqx 

Customer ‡Uwej ˆZwi Kiæb|  
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wPÎt 1.1.1 wWRvBb wfD‡Z Kv÷gvi †Uwej 

Dc‡ii wP‡Î Customer †Uwe‡j Customer id ‡K primary key †`Iqv n‡q‡Q| 
 

 †Uwe‡ji bvg product A_v©r Avcwb †h †h product weµq Ki‡eb †mB product 

¸‡jvi bvg Ges cÖ‡Z¨K product Gi `vg KZ Zv _vK‡e A_ev Product m¤ú‡K© †h †Kvb 

information ivL‡Z cv‡ib| wb‡Pi wP‡Î Product Name Ges UnitPrice bv‡g ỳBwU wdì w`‡q 

Product ‡Uwej ‰Zix Kiv n‡q‡Q| wb‡Pi wPÎ Abyhvqx product ‡Uwej ˆZix Kiæb| †hLv‡b Product 

Name ‡K Primary key aiv n‡q‡Q|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.2.1 wWRvBb wfD‡Z Product ‡Uwej 

 †Uwe‡ji bvg Order †hLv‡b order m¤ú‡K© information _vK‡e| hv wb‡Pi wP‡Îi gZ 

n‡e|  



A¨vWfvÝ gvB‡µvmd&U G¨vK‡mm& 2013 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.3.1 order †Uwej wWRvBb wfD‡Z  

Order †UwejwU wb‡Pi Step Abyhvqx ˆZwi Kiæb| 

1) cÖ_g wdìwUi bvg †`b order id hvi Data type wm‡j± Kiæb Auto Number. 

2) 2q wdìwUi bvg †`b Customer id †hwU Customer ‡Uwe‡ji Primary key ZvB GLv‡b GwU 

forigen key wn‡m‡e e¨envi Kiv n‡e| hvi data type Number wm‡j± Kiæb| 

3) GLb Avevi Customer id Gi data UvBc Look up wizard wm‡j± Kiæb| hv wb‡Pi wP‡Î 

†`Lv‡bv n‡q‡Q|  

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.3.2 lookup wizard †WUv UvBc wm‡j± Kiv n‡q‡Q  

4) Lookup wizard wm‡j± Ki‡jB wb‡Pi wP‡Îi gZ Avm‡e| 
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wPÎt 1.3.3 next evU‡b wK¬K& Kiv n‡q‡Q 

5) Dc‡ii wP‡Îi next evU‡b wK¬K& Kivi ci †h w¯ŒbwU Avm‡e †mLvb †_‡K Customer †Uwej wm‡j± 

Kiv n‡q‡Q| KviY Kv÷gvi †Uwe‡ji value ¸‡jvB Customer id wdì G e¨envi Kiv n‡e|  

 

 

 

 

 

 

 

 

 

wPÎt 1.3.4 Customer  †Uwej wm‡j± Kiv n‡q‡Q 

6) Next evU‡b wK¬K& Kiæb| Zvici †h Lookup wizard Gi WvqjM e·wU Avm‡e †mLvb †_‡K 

Customer id Ges Customer Name GB ỳBwU wdì wm‡j± Kiæb| hv wb‡Pi wP‡Î †`Lv‡b n‡q‡Q|  
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wPÎt 1.3.5 lookup wd‡ì Value wm‡j± Kiv n‡q‡Q 

7) GLb Next evU‡b wK¬K& Ki‡j †h Lookup wizard WvqjM e·wU Avm‡e| †mLv‡b Record Sort 

Gi Rb¨ Customer Name wm‡j± Kiv n‡q‡Q| hv wb‡Pi wP‡Î †`Lv‡bv n‡jv|  

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.3.6 Sort Gi Rb¨ Customer Name Assending order G wm‡j± Kiv n‡q‡Q 

8) GLb Customer Name wdìwU wm‡j± n‡q †M‡j Next evU‡b wK¬K& Ki‡jB wb‡Pi wP‡Îi gZ Avm‡e|  
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wPÎt 1.3.7 Kjvg Gi wide eviv‡bvi WvqjM e· 

9) Dc‡ii wP‡Îi Hide key Column Gi wUK wPýwU DwV‡q †`B, hv wb‡Pi wP‡Îi gZ Avm‡e| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.3.8 Customer id Column unhide Kiv n‡q‡Q 

10) GLb Next evU‡b wK&iK& Ki‡j wb‡Pi wP‡Îi gZ Avm‡e|  
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wPÎt 1.3.9 Lookup wd‡ìi value wm‡j± Kiv 

Dc‡ii wP‡Î †mB wdì wm‡j± Kiv n‡e †mB wdì Gi Value Order †Uwe‡j Customer id wdì G 

e¨envi Kiv hv‡e| 

11) Dc‡ii wP‡Î Customer id wm‡j± K‡i Next evU‡b wK¬K& Kiv n‡q‡Q| Zvici wb‡Pi wP‡Îi gZ 

Avm‡e| 

 

 

 

 

 

 

 

 

 

wPÎt 1.3.10 Lookup wd‡ìi bvg UvBc Kiv n‡”Q 

12) GLb finish evU‡b wK¬K& Ki‡j wb‡Pi wP‡Îi gZ WvqjM e· Avm‡e| †hLv‡b Yes evU‡b wK¬K& Ki‡j 

†UwejwU Save n‡q hv‡e| 
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wPÎt 1.3.11 Lookup wizard wdì Save Kiv n‡”Q 

13) GLb order date wd‡ìi bvg UvBc Kiæb hvi data type, date/time Gi Field prperties Gi 

default value Gi mvg‡b =date() UvBc Kiæb| hv wb‡Pi wP‡Î †`Lv‡bv n‡jv| 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.3.12 field properties Gi g‡a¨ date dvskb default value wn‡m‡e e¨envi Kiv n‡q‡Q 

Date() dvskb Deault value wn‡m‡ e¨envi Kivq order date Kjv‡g hw` †Kvb order Gw›Uª Kiv nq 

Zv n‡jv order date A‡Uv‡gwUK Computer Gi Runing date Gw›Uª n‡q hv‡e|  

14) me©‡k‡l Delivery date wdì UvBc Kiæb Ges Date/time G †WUv UvBc wm‡j± Kiæb Zvici 

Ctrl+S †P‡c †UwejwU Save Kiæb|  
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order product t 

GB †Uwe‡j †mB Product ¸‡jv AWv©i Kiv n‡e Zvi bvg (product name) cwigvb (Quantity) Ges 

Subtotal, ‡hLv‡b Avcwb 5wU subtotal=quantity x unit price ‡hgb Avcwb  5wU keyboard 

order Ki‡jb ‡mB keyboard Gi g~j¨ 450 UvKv Zvn‡j 5wU keyboard Gi g~j¨ 

Subtotal=quantity x unit price 

=5x450 

=2,250 
wb‡Pi wPÎ Abyhvqx †UwejwU ˆZwi Kiæb 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.4.1 wWRvBb wfD‡Z order product ‡Uwej 

order product 

 order product wWRvBb wfD‡Z wM‡q ID, hvi data type, Auto number, order id A_v©r 

order ‡Uwe‡ji order id GLv‡b order id bv‡g e¨envi Kiv n‡q‡Q A_v©r GwU GB ‡Uwe‡j foreign 

key wn‡m‡e KvR Ki‡e ZvB data type, number wn‡m‡e wm‡j± Ki‡Z n‡e| KviY Order ‡Uwe‡j 

order wU Auto number wQj| †Kvb †Uwe‡ji cÖvBgvix key auto number _vK‡j H key hw` Ab¨ 

†Uwe‡ji d‡ib Kx nq Z‡e Zvi datatype number wm‡j± Kiv n‡e| 
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wPÎt 1.4.2 order id d‡ib Kx wn‡m‡e †`Iqv n‡”Q 

avc-2t GLb order id Gici product Name bv‡g field Gi bvg UvBc Kiv n‡q‡Q| hvi data type 

Lookup wizard wm‡j± Kiæb|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.4.3 †WUv UvBc lookup wizard wm‡j± Kiv n‡q‡Q 

hLb Lookup wizard wm‡j± Ki‡eb ZLb wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e| 
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wPÎt 1.4.4 Lookup wizard Gi cÖ_g w¯Œb 

Lookup wizard n‡”Q GLb GKwU datatypes hv †Kvb Lookup field ˆZwi K‡i| Lookup field 

n‡”Q Ggb GKwU field ‡hLv‡b Ab¨ †Kvb †Uwe‡ji value Lye mn‡RB mivmwi drop list Gi gva¨‡g 

Entry Kiv hvq| A_ev Lookup wd‡ìi Rb¨ wbw ©̀ó †WUv UvBc Kiv hvq| hv Dc‡ii wP‡Î 2q radio 

wm‡j± Ki‡j n‡e|  
 

 Dc‡ii wP‡Î Next evU‡b wK¬K& Kiæb Zvicvi wb‡Pi wP‡Îi gZ w¯Œb Avm‡e|  

 

 

 

 

 

 

 

 

wPÎt 1.4.5 Product †Uwej wm‡j± Kiv n‡q‡Q 

Dc‡ii wP‡Î Product †Uwej wm‡j± Kiv n‡q‡Q A_v©r GB lookup field G product ‡Uwe‡j †h me 

value _vK‡e †m ¸‡jv Avm‡e| 

 Product †Uwej wm‡j± n‡q †M‡j Next evU‡b wK¬K& Kiæb hv wb‡Pi wP‡Îi gZ w¯Œ‡b †`Lv‡e|  
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wPÎt 1.4.6 Lookup wdì Gi Rb¨ product ‡Uwe‡ji wdì wm‡j± Kiv n‡”Q 

 GLv‡b Lookup wdì G †h Value ¸‡jv †`L‡Z Pvb †mB ¸‡jv wm‡j± Kiæb| hv wb‡Pi wP‡Îi 

gZ Avm‡e|  

 

 

 

 

 

 

 

 

 

 

wPÎt 1.4.7 lookup wd‡ìi Rb¨ Product †Uwe‡j Product Name, unit price wm‡j± Kiv n‡q‡Q 

 GLb Next evU‡b wK¬K& Kiæb hv wb‡Pi wP‡Îi b¨vq w¯Œ‡b Avm‡e|  
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wPÎt 1.4.8 Lookup field Gi sorting KvR n‡”Q 

Dc‡ii wP‡Î Product Name Gi Assending order G wm‡j± Kiv n‡q‡Q|  

 Next evU‡b wK¬K& Kiæb hv wb‡Pi wP‡Îi b¨vq w¯Œ‡b Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.4.9 lookup wdì Gi Kjvg †mwUsm 

Dc‡ii wP‡Î Hide key column (recommended) Gi e‡· G wK¬K& K‡i wUK gvK©wU DwV‡q †`B| 

Zvici wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e|  
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wPÎt 1.4.10 hide key column ‡_‡K wUK wPý DVv‡bv n‡q‡Q 

 Next evU‡b wK¬K& Kiæb| hv wb‡Pi wP‡Îi gZ Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.4.11 next evU‡b wK¬K& Kiv n‡”Q 

 Avevi Next evU‡b wK¬K& Kiæb hv wb‡Pi wP‡Îi gZ Avm‡e|  
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wPÎt 1.4.12 lookup field Gi name UvBc Kiv n‡q‡Q 

 Dc‡ii wP‡Î finish evU‡b wK¬K& Ki‡j wb‡Pi wP‡Îi gZ GKwU dialog box Avm‡e| †hLv‡b 

yes evU‡b wK¬K& Ki‡Z n‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 1.4.13 †Uwej‡K †mf Kiv n‡”Q 

 

Yes evU‡b wK¬K& Kivi ci wb‡Pi wP‡Îi b¨vq w¯Œb Avm‡e| †hLv‡b Quantity Gi data types 

Number Ges Subtotal currency (Standard) hv wb‡Pi wP‡Î †`Lv‡bv n‡jv|  
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wPÎt 1.4.14 Currency Gi wdì properties standared formate wm‡j± Kiv n‡”Q 

Relationship 
1) wb‡Pi wP‡Îi gZ wi‡jkbwkc ˆZwi Kiæb| 

 

 

 

 

 

 

 

 

 

wPÎt 2.1.1 †Uwej ¸‡jvi g‡a¨ wi‡jkbwkc †`Lv‡bv n‡q‡Q 

customer ‡Uwe‡j customer id Gi mv‡_ order ‡Uwe‡j customer id d‡ib key Gi Iqvb Uz †gwb 

wi‡jkbwkc|  

2) order †Uwe‡j order id (primary key) Gi mv‡_ ordered product Gi product id Ges 

d‡ib key Gi Iqvb Uz †gwb wi‡jkbwkc|  

3) Product ‡Uwe‡j product Name cÖvBgvix Kx Gi mv‡_ ordered product ‡Uwe‡ji Product 

name (d‡ib Kx) Iqvb Uz †gwb wi‡jkbwkc|  
 

Form Custome Registration form 

Kv÷gvi Registration Kivi Rb¨ A_v©r Kv÷gvi †Uwe‡j Customer Zvi Rb¨ information Gw›Uª 

Kivi Rb¨ Customer Registration bv‡g GKwU form ‰Zix Kiæb|  
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wPÎt 3.1.1 customer registration dg© Gi form view 

 

 

wb‡P form wUi wWRvBb wfD †`Iqv nj| 

 

 

 

 

 

 

 

 

 

wPÎt 3.1.2 customer registration form Gi wWRvBb wfD 

Dc‡ii dg©wU ˆZwi Kivi wb‡ ©̀kbvt 

1)  dg©wU form wizard Kgv‡Ûi mvnv‡h¨ ˆZix Kiæb| dg©wU n‡e ïay customer †Uwe‡ji Rb¨| wb‡Pi 

wP‡Î †`Lv‡bv n‡jv|  
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wPÎt 3.1.3 form wizard G customer †Uwe‡ji me¸‡jv wdì wm‡j± Kiv n‡”Q 

2) form wU (3.1.1) customer registration dg© Gi dg© wfD‡Z wZbwU KgvÛ evUb †`Iqv Av‡Q|  

1) Add New t G KgvÛ evUbwU Record operation Gi Add view record Gi A¨vKkb Øviv 

‰Zix Kiv n‡q‡Q| hv‡Z wK¬K& Ki‡j bZzb †iKW© Add nIqvi Rb¨ dg©wU cÖ ‘̄Z n‡q hv‡e|  
 

2) Save t G KgvÛ evUbwU ˆZwi Kiv n‡q‡Q Record operation Gi Save record A¨vKkb Øviv| 

hv‡Z wK¬K& Ki‡j dg© Gi data ¸‡jv Save n‡e| wb‡Pi wP‡Î Add New, Save KgvÛ evU‡bi A¨vKkb 

wm‡j± Gi WvqjM e· †`Iqv n‡jv|  

 

 

 

 

 

 

 

 

 

 

wPÎt 3.1.4 KgvÛ evU‡bi A¨vKkb wm‡j± Kiv  

3) Exit t GB KgvÛ evUbwU‡Z wK¬K& Ki‡j dg©wU Close n‡q hv‡e| GwU form operation Gi close 

form Gi A¨vKkb ¦̀viv ˆZix Kiv n‡q‡Q| wb‡Pi wP‡Î Zv †`Lv‡bv n‡q‡Q|  
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wPÎt 3.1.5 close form Gi A¨vKkb wm‡j± Kiv 

wet ª̀t form ‰Zix Ges KgvÛ evUb GW Kivi Rb¨ H eB Gi dg© Chapter Gi page No- ‡`Lyb| 

customer registration form ˆZwi n‡j Avcwb K‡qKRb Kv÷gv‡ii information entry Kiæb| 

Kv÷gvi †Uwe‡j Gw›Uª n‡q‡Q|  

Product (Add Prouct Form)  

Customer Registration dg© Gi gZ (form wizard command) e¨envi K‡i Product †Uwe‡ji 

product Gw›Uª Kivi Rb¨ wb‡Pi wP‡Îi gZ Add Product bv‡g GKwU dg© ˆZwi Kiæb|  

 

 

 

 

 

 

 

 

 

 

wPÎt 3.2.1 †cÖWv± Gw›Uª Kivi Rb¨ Add Product dg© 

Dc‡ii dg©wUi wWRvBb wfD wb‡P †`Iqv n‡jv 
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wPÎt 3.2.2 wWRvBb wfD‡Z Add Product dg© 

Order processing order form)  

GB dg©wU‡ZB Avcwb Avcbvi cÖwZw`‡bi order ¸‡jv process Ki‡Z cv‡ib| A_v©r †Kvb Kv÷gvi 

AWv©i Ki‡j †h KqwU product wb‡e| Zvi g~j¨ KZ, †h †Kvb Zvwi‡L †Wwjfvwi Pvq Zvi date BZ¨vw`| 

wb‡Pi wP‡Î dg©wU †`Iqv nj|  

 

 

 

 

 

 

 

 
wPÎt 3.3.1 order processing dg© 

Dc‡ii wP‡Î dg©wU ˆZix Kivi avc mg~n wb‡P †`Iqv njt  

 wie‡bi Create tab Gi form wizard KgvÛ G wK¬K& Kiæb| form wizard KgvÛ G wK¬K& 

Ki‡j wb‡Pi wPÎwU Avm‡e|  
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wPÎt 3.3.2 order ‡Uwej wm‡j± Kiv n‡”Q 

 Dc‡ii wP‡Îi gZ drop down ‡gby‡Z wK¬K& K‡i order ‡Uwej wm‡j± Kiæb|  

 order ‡Uwej wm‡j± n‡j order ‡Uwe‡j order id, customer id, delivary date H wZbwU 

field select K‡i Available wdì †_‡K selected wdì G wb‡q hvb| hv wb‡Pi wP‡Îi g‡Z Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.3 order ‡Uwe‡j order id, customer id, delivary date wm‡j± Kiv n‡q‡Q 
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 order date wm‡j± Kivi `iKvi †bB| KviY order date wdì G A‡Uv‡gwUK Date entry 

n‡e| KviY Order ‡Uwej ‰Zixi mgq Field preperties Gi Default value= date(); dvskb 

e¨envi Kiv n‡q‡Q| date wdì G computer Gi †_‡K date wb‡q entry Ki‡e|  

 GLb Ordered Product ‡Uwej wm‡j± K‡i †mLvb †_‡K order id, product name, 

quantity wm‡j± Kiæb| hv wb‡Pi wP‡Î †`Lv‡bv n‡q‡Q|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.4 order process Kivi Rb¨ ordered product Gi field wm‡j± Kiv n‡q‡Q 

 GLb product ‡Uwej wm‡j± K‡i ïay unit price field wU wm‡j± Kiæb| hv wb‡Pi wP‡Î 

†`Lv‡bv n‡q‡Q| 
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wPÎt 3.3.5  product †Uwej †_‡K unit price wm‡j± Kiv n‡q‡Q 

 GLb Avevi ordered product wm‡j± K‡i ïay subtotal wdìwU wm‡j± Kiæb| hv wb‡Pi wP‡Îi 

gZ Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.6 ordered product †Uwej †_‡K subtotal wdìwU wm‡j± Kiv n‡q‡Q 

 Dc‡ii wP‡Î wm‡j± †kl n‡q †M‡j Next evU‡b wK¬K& Kiæb| Next evU‡b wK¬K& Ki‡j wb‡Pi 

wP‡Îi gZ AvDUcyU Avm‡e|  
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wPÎt 3.3.7 next evU‡b wK¬K& Kiv n‡q‡Q 

avc-8t GLb Avevi Dc‡ii wP‡Îi gZ Next evU‡b wK¬K& Kiæb| Gici wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.8 next evU‡b wK¬K& Kiv n‡q‡Q 

avc-9t GLb Avevi Dc‡ii wP‡Îi gZ Next evU‡b wK¬K& Ki‡j wb‡Pi wPÎwUi gZ AvDUcyU Avm‡e|  
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wPÎt 3.3.9 form Ges subform Gi bvg UvBc Kiv 

Dc‡ii jÿ¨ Kiæb †h form Gi bvg order Av‡Q Ges subform Gi bvg ordered product 

subform Av‡Q| B‡”Q Ki‡j Avcwb GB bvg type K‡i cwieZ©b Ki‡Z cv‡ib| GB project G 

cwieZ©b Kiv n‡jv bv|  

avc-10t GLb Dc‡ii wP‡Îi (3.3.9) modify the forms design Ack‡bi †iwWI evU‡b wK¬K& K‡i 

wm‡j± Kiæb| Zvici finish evU‡b wK¬K& Ki‡j wb‡Pi wP‡Îi gZ AvDUcyU Avm‡e|  

 

 

 

 

 

 

 

 

 

wPÎt 3.3.10 design view ‡Z order form Ges order product subform 

 GLb Dc‡ii wP‡Îi gZ order product ‡jLvwUi text box ‡K wK¬K& Gi gva¨‡g wm‡j± K‡i 

Kx-‡evW© †_‡K Delete (del) evUb †P‡c wW‡jU K‡i †`B| Zvici ordered product subform wU 

wK¬K& Gi gva¨‡g wm‡j± K‡i Kx-‡ev‡W©i Arrow Kx A_ev gvDm Øviv †U‡b evg w`‡Ki Avbyb|  

 GLb Avcwb order id Gi cv‡k Add New bv‡g GKwU KgvÛ evUb emvb ‡hwU Record 

Operation Gi Add view Record A¨vKk‡bi KvR Ki‡e| hv wb‡Pi wP‡Îi gZ Avm‡e|  
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wPÎt 3.3.11 add new KgvÛ evUb †hvM Kiv n‡q‡Q 

avc-13t GLb wieb evi Gi view ‡Z wK¬K& Ki‡j wb‡Pi wP‡Îi gZ Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.12  

Dc‡ii wP‡Î jÿ¨ Kiæb AW©vi bv‡g GKwU form Ges ordered product subform bv‡g Av‡iKwU 

form Navigation pane †`Lv hv‡”Q|  

avc-14t GLb ordered product sbuform Gi G‡Kev‡i †k‡li subtotal KjvgwU‡K wK¬K& K‡i 

wm‡j± Kiæb| Zvici wiebevi Gi total KgvÛ G wK¬K& Kiæb Zvici wb‡Pi wP‡Îi gZ Avm‡e|  
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wPÎt 3.3.13 totals now K¨vjKz‡jU KgvÛ e¨envi Kiv n‡”Q 

avc-15t Dc‡ii wP‡Î Subtotal Kjv‡g Arrow wPwýZ row ‡Z wK¬&K Kiæb| Zvici wb‡Pi wP‡Îi gZ 

Avm‡e|  

 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.14 subtotal Kjv‡gi sub Kiv n‡”Q 

GLb Dc‡ii wP‡Î Sun ‡jLvwU wm‡j± Kiæb Ges ctrl+s †P‡c Save Kiæb|  

avc-16t Gevi wie‡bi view ‡Z wK¬K& K‡i design view ‡Z wK¬K& Kiæb| Gici wb‡Pi wP‡Îi gZ Avm‡e|  
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wPÎt 3.3.15 wWRvBb wfD‡Z AW©vi dg© 

 GLb subtotal e· G wK¬K& Ki‡j e‡·i wfZ‡i =[quantity X unitprice] GB G·‡cÖkb 

(Expresson) wU wjLyb| wb‡Pi wP‡Î Zv †`Lv‡bv n‡jv|  

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.3.16 subtotal Gi e‡· =[quantity X unitprice] 

GLb ctrl+s ‡P‡c G·‡cÖkbwU save Kiæb| 

 GLb view †Z wK¬K& K‡i form view wK¬K& Kiæb| Zvici wb‡Pi wP‡Îi gZ Avm‡e| wb‡Pi 

dg©wU m¤ú~Y©iƒ‡c order processing Kivi Rb¨ cÖ ‘̄Z|  
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wPÎt 3.3.17 form wU order processing Gi Rb¨ cÖ ‘̄Z 

order form data entry 

1) order id GB e‡· †Kvb Entry ‡`Iqv jvM‡e bv| GwU Automatic _vK‡e|  

2) Customer id Gi dropdown box G wK¬K& Ki‡j Kv÷gvi †Uwe‡ji †h mKj Kv÷gvi Gi 

information Add Kiv n‡q‡Q †m mKj Kv÷gv‡ii bvg Ges id P‡j Avm‡e| wb‡Pi wP‡Î †`Lv‡bv 

n‡jv|  

 

 

 

 

 

 

 

 

 

 

wPÎt 3.4.1 Dropdown box †_‡K rakib hassan bv‡g customer Gi id wm‡j± Kiv n‡q‡Q 

3) Delivery date e· Gi Wvb cv‡k wK¬K& Ki‡j K¨v‡jÛvi P‡j Avm‡e| †mB K¨v‡jÛvi †_‡K date 

wK¬K& K‡i wbe©vPb Ki‡Z n‡e| wb‡Pi wP‡Î 1/25/2014 wm‡j± Kiv n‡q‡Q|  
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wPÎt 3.4.2 delivery date wm‡j± Kiv n‡q‡Q 

4) GLb subform Gi cÖ_g order id automatic Dc‡i order id n‡q hv‡e| hLb Avcwb product 

name Kjv‡gi drop down †gby †_‡K †Kvb product wm‡j± Ki‡eb| hw` †Kvb product wm‡j± 

K‡ib Zvn‡j Zvi unit price 3 A‡Uv‡gwUK unit price Kjv‡g e‡m hv‡e| wb‡Pi wP‡Î keyboard –

bijoy wm‡j± Kivi ci †`Lyb, Zvi `vg 450 UvKv †mwU unit price Kjv‡g †`Lv hv‡”Q|  

 

5) GLb keyboard Gi tab †P‡c product name Kjv‡gi cv‡k Quantity Kjv‡g, Quantity 

value input Ki‡j mv‡_ mv‡_ subtotal Kjv‡g subtotal P‡j Avm‡e Ges c‡i †iv †Z K‡›Uªvj Avm‡j 

total ‡iv †`Lv‡e| hv wb‡Pi wP‡Î †`Lv‡bv n‡jvt  

 

 

 

 

 

 

 

 

 

wPÎt 3.4.3 total row ‡Z subtotal Gi sum ‡`Lv‡”Q 

6) Gfv‡e Avcwb GKB order Gi Rb¨ Av‡iv product ‡hvM Ki‡Z cv‡ib| hv wb‡Pi wP‡Î †`Lv‡bv 

n‡q‡Q|  
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wPÎt 3.4.4 GKwU order Gi details 

7) bZzb order Gi Rb¨ Dc‡i Add New ‡Z wK¬K& Ki‡j wb‡Pi wP‡Îi gZ Avm‡e Ges bZzb order id 

Gi Rb¨ dg©wU Lvwj n‡q hv‡e|  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

wPÎt 3.4.5 bZzb order Gi information add nIqvi Rb¨ order dg©wU cÖ ‘̄Z 
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