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<2=EF\]_`�����²_`�\]½¾HPQ�EF; 

<3=x�\]_`�NO����²_`YZx�¦§�\]; 

<4=x�M4_`���²_`�¿À���EFx��³´ÁLxF®Âx�ÃF; 

<5=z{¯°_`�³´ÄÅx�6Æ®ÇÈÉÊ�EF�Ë�¯°¼NO; 
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B 1.5H±; 
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�n�ÑÒÓBÔC�ÕÓÖO�P×Ø!BÔC�DÙD>��E 1.2H±; 

 

� 1.2  $OPQ6R� 

����6�79:>?ÚÛ�£Ü��NO��?R��ÝÞ��Fß[nàÍ_á

���}�Ì���â½¾ãhä���'; 

�� 2	 ���
������ 

���� 

<1=� 6�7�kl()��Ì; 

<2=� B�kl()��Ì; 

<3=� åæ�çè�é(); 

<4=� ¦§�êë()�ìí; 

<5=� �ëB®îïB��[B�(); 

<6=� BA¦§�ðñ(); 

<7=� òó�¶���lô(); 
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<9=BCDÙD>�lô; 

�� 2.1 

klRS÷�tEFG\]M4>?y�6�7; 

V��QWX 

���� 6�7�ø¶kl(); 

VÖO|ùX 

ú- Access 2010û�o Access 2010Ìñüýþ��t��y���A��t�ly��

E 2.1H±�	ûoÌñüýA��t�ly���A��t
6�7y��E 2.2H±�oÌ

ñüý���tkl6�7y�ÉA�É�t¸¹��~éy���E 2.3H±�[Ñ�E

2.4H±�t���l6�7y��a�ot��÷y��aAêëtEFG\]M4>?y�

É�t�×y�����E 2.3H±�tkl6�7y�É���É�tkly�; 
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� 2.3  S[Z$OPUV& 



����  ���� 

 

61 

 

� 2.4  S�TYZ$OPU\@] 

�� 2.2 

kltEFTUBy; 

V��QWX 

���� 1H���Bhi������tB��y^/kltEFTUBy�äêë�

E 2.5H±�¦§; 

 

� 2.5^ S�	_`QU2a 

VÖO|ùX 

<1=�ÚtEFG\]M4>?y6�7�É�tkly^/�É�tB��y���

�ÚtB��yüý��E 2.6H±; 

 

� 2.6^ SQbcUde 

<2=otåæ÷�y����RS
�ZAêëtF�w�y�äo�Zt6��áy

�A��t��y�ªtLcy���A�tåæÅ�yçè�¹� 20��E 2.7H±;u:

Ó��()��¿À� åæ�×Ø; 
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� 2.7  -fQg%h 

<3=¿ÀH�åæ�×Øû��!É�tF�w�yåæZ"#~é�I$[%ÉA�

�t«!y��E 2.8H±�ªtF�w�yåæ��tEFTUBy�«!; 

 

� 2.8  b-�� 

<4=É�N&'	�t(�y��o�E 2.9 H±�t)��y��aAêëB�÷

��tEFTUBy; 

 

� 2.9^ SijkU\@] 

<5=o�E 2.10 H±�t��y���A�É�t*Ey�BA�t6�B*Ey��

ÚtEFTUBy��E 2.11H±�+ß×�TUêë¦§; 

<6=êëtKÜ/�Cy�á�6����E 2.12H±�,â�-ïêë6��.â

�É�É/0���tKÜ/�Cy����tKÜy1��2;êë}�6�ûD3�

üý; 
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� 2.10^ S$OPUde 

 

� 2.11^ S�	_`QUl$OQm� 

 

� 2.12  34/56�)$Olno 

�� 2.3 

klt��TUBy; 

V��QWX 

���� 1H���B�hi������-ïêë6��()klt��TUBy�¦

§���E 2.13H±�äoB���*EA¸¹B�hi; 

 

� 2.13^ S: _`QU2a 

VÖO|ùX 

<1=�ÚtEFG\]M4>?y6�7�É�tkly^/�É�tBy����Ú

t6�B*Ey��E 2.14H±; 

 

� 2.14  $OQm� 

<2=o�E 2.14H±�~é�É�tÉ��·�y����E 2.15H±���t��y�
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ä¸¹åæ÷���E 2.16H±;oêëß×�¦§��ûÉ�t(�y��[Ñ�E 2.17

H±�t)��y��a�ªB4÷�t��TUByûÉ�t�×y�; 

 

� 2.15  pq%hr; 

   

 � 2.16  pq%h�� � 2.17  SijkU\@] 

<3=otåæy���A���t*Ey�5�Ba��E 2.18H±���t��*Ey

����!É�tIDyåæ���tº»Zy��E 2.19H±���ß×B�hiYZ6��

á�åæÅ��¸¹��ét��w�yåæ�«!û(��¸¹û�t��TUByhi�

E 2.20H±; 

 

� 2.18  stubcm� 

 

� 2.19  vwS: _`QUxy 
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� 2.20  vwzlS: _`QUxy 

�� 2.4 

kltz�TUBy®tEF�ËBy�tx�TUBy; 

V��QWX 

���� 1H���B�hi����¿À 3ÎB�kl�äêë�E 2.21ÐE 2.23H

±�¦§; 

   

 � 2.21^ S{�_`QU2a � 2.22  S�	��QU2a 

 

� 2.23  S9|_`QU2a 

VÖO|ùX 

6�� 2.2��� 2.3; 

�� 2.5 

�ét��TUByAt��èËyåæ��7ècg��7è��; 

V��QWX 

8:tB��y^/ªt��TUByAt��èËyåæ���9×o:/êët;y

<t=y>?Så¢A�RS��@êëABgß[AB*±tCêë;<=Dy; 

VÖO|ùX 

<1=ot6�7yüýþ�� Access �E�BA��!É�t��TUBy���t�

�*Ey��; 
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<2=o��*EA�At��èËyåæ�F�At�7ècgyçèa�o�A-ï

wGHåæ��7ècg�I�BJK�����";" Or "="; 

<3=�At�7è��yçèa�o�AêëHåæ��7è���tCêë;<=Dy�

�E 2.24H±; 

 

� 2.24^ b}S: ;�U%hl~�;�� 

<4=(�B���t6�7yüý; 

�� 2.6 

ªLB0t�NB.xlsxy�ë¡6�7A; 

V��QWX 

ª�E 2.25H±�t�NB.xlsxy�ë<îï=¡6�7A��RZ³M��N�t�N

w�y�«!��ëB�÷��t�NBy; 

 

� 2.25  �AQ.xlsx 

�������.xlsx���	
�� 

VÖO|ùX 

<1=��tõ�6�y�����E 2.26 H±�É�tExcely���$[tO2õ�

6�yp���E 2.27H±�É�t��y���E 2.28H±��APQ�ë�LB0

t�NB.xlsxy�É�t�Úy�; 

 

� 2.26  S��$OUVWX 
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� 2.27  S����$OU�� 

 

� 2.28  S��U\@] 

<2=��¡tO2õ�6�yp���E 2.27H±��AtªP6��ë¢£6�7�

�BAy���äÉ�t�×y���Ú�E 2.29 H±�t�ë6�Bp�y��aR�

\QPQ�ë�NOB�É�t�R|y���Ú�E 2.30 H±�t�ë6�Bp�y�

�aR��At�RZ³M��NyS�a�É�t�R|y�; 

 

� 2.29  S�o$OQ��U\@]� 
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� 2.30  S�o$OQ��U\@]� 

<3=o�E 2.31H±�t�ë6�Bp�y��aTA��åæTU�UQ�¸¹û�

É�t�R|y�; 

 

� 2.31  S�o$OQ��U\@]� 

<4=o�E 2.32 H±�t�ë6�Bp�y��aVA��AtW½¾��«!y�ä

I�BA��t�Nw�y�É�t�R|y�; 

 

� 2.32  S�o$OQ��U\@]� 
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<5=o�E 2.33H±�t�ë6�Bp�y��aXA�¸¹B÷�É�t¿Ày��

[Ñ�E 2.34H±�tO2õ�6�y��a�*±:q�ë¿À�É�tD3y�; 

 

� 2.33  S�o$OQ��U\@]� 

 

� 2.34  S����$OU\@] 

îïB�ÖO8�ëB�ÖO�Y�o|ù<1=A9��t��klîïB�îï¡6

�Py�	ûoE 2.27�E 2.28A�ÖO8�ëBZÓ�Äûotîï6�Bp�y��a�

ÄûR[AêëîïB�÷��tîï�NBy�äÉ�t¿Àt��Ó�\Q¡*±îï

¿À�]Ua�É�t�×y�^â; 

����������������������� !"���#$%&'(

�)'(*+,-���.#/'(*+
01234%&'( 356�'(789:;)

'(*+� 

�� 2.7 

¸¹t�NBy�hiä§ëtOLE�Ey�á6�; 

V��QWX 

<1=ªt�NByAt+_yåæ�6��á¸¹�tOLE�Ey; 

<2=ªtW��`yvtE_abyvt±cE_yA�tWinter.jpgyO�w��tZ01y
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�N�+_§ë¡t�NByA; 

VÖO|ùX 

<1=ot6�7yüýA�E�B��!É�t�NBy���t��*Ey����

Ú��*E; 

<2=ot�NBy���*EA�At+_yåæ�ot6��áy�BAª�¸¹�

tOLE�Ey��E 2.35H±;É�N&'	�t(�y��(�¸¹; 

 

� 2.35  S�AQUbcm� 

<3=É�t��y���A�t*Ey��de¡6�B*E��!É��Nw��

tZ01y¦§�+_åæ�$[�E 2.36H±�fg%É�IA��thë�Ey; 

 

� 2.36  S�AQU$OQm� 

<4=o�Ú�tMicrosoft Accessy��aA�At�ly�äot�E�áy�BA��

tijE_y��E 2.37H±�É�t�×y�; 

 

� 2.37  SMicrosoft AccessU\@] 
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<5=o�Ú�tiEyüýA�kZtwGy%É��tlm�Py4n��Útlm

�Py��a��×\odpä�AtWinter.jpgy��E 2.38H±; 

 

� 2.38  S����U\@] 

<6=É�t�Úy���¡tiEyüý�-ïD3tiEyüý��¡t�NBy

�6�B*E��E 2.39H±; 

 

� 2.39  S�AQU$OQm� 

<7=É�N&'	�t(�y��¿À+_�§ë; 

�� 2.8 

¸¹t�NBy�åæçè; 

V��QWX 

<1=ªt�Nw�yåæ�têëqryçè�é� 1~ås+2~6å; 

<2=ªt[�KÜyåæ�t±0K�é��XXu XXK XXXX���9u 6K 1970; 

<3=ªt�vyåæ�t�Nyçè�é�tHo�vy; 

<4=ªt�vyåæ�twx�yçè�é�tA�Üyy; 

VÖO|ùX 

<1=ot6�7yüý��E�BA�!É�t�NBy���t��*Ey����

Ú��*E; 

<2=ot�NBy��*EA�At�Nw�yåæ�äotåæçèyz�têëq

ryçèaAêëtL00y��E 2.40H±; 

<3=ot�NBy��*EA�At[�KÜyåæ�äo�tåæçèyz�t0Ky

çèaAêëtmm\u dd\K yyyyy��E 2.41H±; 

<4=ot�NBy���*EA�At�vyåæ�äo�tåæçèyz�t�Ny

çèaAêëtHo�vy�twx�yçèaAêëtA�Üyy��E 2.42H±; 
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� 2.40  b}Sno��Ur; 

 

� 2.41  b}S#*Ur; 

 

� 2.42  b}S��U�S���Ur; 
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<5=É�N&'	�t(�y��¿Àåæçè��é;¸¹û��Kâde¡6�

B*EA\Q��E 2.43H±; 

 

� 2.43  vwzlS�AQU$OQm� 

�� 2.9 

ªt��TUBy�[�����; 

V��QWX 

ªt��TUBy�[�t��.txty�åæC�{���|}��RZ³Måæ÷�; 

VÖO|ùX 

<1=ot6�7yüý��E�BA�!É�t��TUBy��E 2.44H±���t�

[y%ÉA�t����y��; 

 

� 2.44  $OP��VW 

<2=o�E 2.45H±�t�[~����y��aA�É�t��y��o�E 2.46

H±�t(���y��aA��é��Þ����÷û�É�t(�y����¡t�[

~����y��a�É�t�×y�; 

<3=o�Ú�t�[��p�y��aRA��t��|}y��E 2.47H±;É�t�

R|y�; 

<4=o�Ú�t�[��p�y��aRA��t�|}y�t{�y�ä�At�R

Z³Måæ÷�yS�a��E 2.48H±;É�t�R|y�; 
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� 2.45  S������TU\@] 

 

� 2.46  S�j�TU\@] 

 

� 2.47  S������U\@]� 
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� 2.48  S������U\@]� 

<5=o�Ú�t�[��p�y��aTA��×�[���~éäª���÷�¹�

t��.txty��E 2.49H±; 

 

� 2.49  S������U\@]� 

<6=É�t¿Ày��[Ñt�[~����y��a�É�tD3y�;�[�

t��.txty���E 2.50H±; 

 

� 2.50  S: .txtU�T 

�� 2.10 

�tEFTUByA�¦§YZðñ; 

V��QWX 

tF�Ê0yåæ���tEFTUByA�¦§YZ�ñðñ; 
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VÖO|ùX 

<1=ot6�7yüý��E�BA��tEFTUBy��Ú6�B*E; 

<2=()R�otEFTUBy�6�B*EA�×Qðñ�tF�Ê0yåæ���

tÚ�y���A�t�ñy���^â�Ñ�E 2.51 H±�ðñh@�äotF�Ê0y

åæ÷��t±p	���; 

<3=()R�otEFTUBy�6�B*EA�É�tF�Ê0y����5%ÉA

�t�ñy����E 2.52H±�Ó�â��Ñ�E 2.51H±�ðñh@; 

 

� 2.51  S�	_`QU��x� 

 

� 2.52  S�	_`QU�� ¡� 

�� 2.11 

�tEFTUByA�¦§YZ��; 

V��QWX 

<1=ItEFTUByA��[t�8�L[��y[��EF¦§; 

<2=ItEFTUByA��[tF�Ê0yo 30/���x[�EF¦§; 

VÖO|ùX 

1���[t�8�L[��y[��EF¦§ 

<1=o6�B*EA�ÚtEFTUBy;�

<2=�!É�t[��yåæ�A�t�8�L[��y�å�É/0�I%ÉA��

t¼�"�8�L[��"y����E 2.53H±� ¡�E 2.54H±�h@B; 

 

� 2.53  ¢£V-¤¥¦V 
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� 2.54^ ¦Vx�Q 

2���[Ê0o 30/���x[�EF¦§ 

<1=o6�B*EA�ÚtEFTUBy; 

<2=otÚ�y���A���t+�y%ÉA�t+���/ðñy����E 2.55

H±��Út��yüý; 

 

� 2.55  ¦V����§ 

<3=É�tåæyû���RSÉ/0�o�5�BA�×åæ÷�tF�Ê0y�o

tI�yû��É/0Aêët<30y�Fotåæyû���RSÉ/0A�×tm�x[y�

otI�yZêët-1y<< Yes®True=��E 2.56H±; 

 

� 2.56^ S¦VUde 

<4=��tÚ�y���A�tde��y���^â ¡�E 2.57H±���h@; 

 

� 2.57^ ¦Vx�Q 

�� 2.12 

�tEFTUByklòó; 
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V��QWX 

ßtEFTUByA�t�Ë�ry�t�¦KÜyåækl÷�tEFòóy�jå

æòó�QW+t�Ë�ry��ñ�t�¦KÜy��ñðñ; 

VÖO|ùX 

<1=otEFTUBy���*EA�ot��y���A���tòóy����Ú

HB�tòóyüý;oHüý�tòó÷�y���RS
�ZAêëòó÷�tEFòóy�

o�Ztåæ÷�y�A��t�Ë�ry�o�Ztðñ�ñy�A��t�ñy�äªt«

òóy���é�t�y�t�Ròóy���é�t�y�t��
�y���é�t�y��

E 2.58H±; 

 

� 2.58  b}S¨©Ude 

<2=otEFòóy��RS
�Z�tåæ÷�y�A��t�¦KÜy�o�Z�

tðñ�ñy�A��t�ñy��E 2.59H±; 

 

� 2.59^ bcª«lS¨©Ude 

<3=D3tòóyüý���tEFTUBy��*E�É�t(�y��¿Àòó

�kl�Ì; 

�� 2.13 

��t��TUBy�õö�³´�¹�å�t±®��åæt±���+�®�b�

�t±�®�h���é6�B0K;��h@�E 2.60H±; 

 

� 2.60  ¬I�zlS: _`QU 

V��QWX 

<1=ªt��TUBy�å��é���®�F®��®16 ; 
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<2=ªt��TUBy�Z+�� 20����é�tÄ¡¢£y; 

<3=ªt��TUBy�t¤¥3¦y��b®t±; 

<4=ªt��TUBy�t��§÷y��h; 

<5=ªt��TUBy�É/07@�é�¨©; 

VÖO|ùX 

<1=otÚ�y����t��0Kyª�ªtå�y�é�t�Fy®tå«y�é�

t��y®tå�y�é�t16y®t¬�y�é�t��y��E 2.61H±; 

 

� 2.61  ®¯°Q 

<2=o6�B*EA�Út��TUBy��!É�Z6���E 2.62H±���tZ

+y����ÚtZ+y��a��E 2.63H±�otZ+y��aAêë 20�É�t�×y

��¿ÀZ+��é®�AH��û�É��!��E 2.64H±���tåæ��y���

�Út��y��a��E 2.65H±�É�tÄ¡¢£y��¿À����é; 

   

 � 2.62  b}±² � 2.63  S±²U\@] 

   

 � 2.64  b}%h³( � 2.65  S°³U\@] 
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<3=�!É�t¤¥3¦yåæ�×¯��E 2.66H±���t�båæy���h@

�E 2.67H±®�@°±ªt¤¥3¦y�t±[����t2]�båæy4n��Út2

]�b�y��a��E 2.68H±�ot�y�BA�At¤¥3¦y�É�tD3y�; 

 

� 2.66  V-SBCDEU° 

 

� 2.67  ´µSBCDEU° 

 

� 2.68  S�¶´µ°U\@] 

<4=�!É�t��§÷yåæ�×¯���t�håæy��; 

<5=otÚ�y���A���t��0Kyª�t�é6�B0Ky�����E 2.69

H±��Ú�E 2.70H±�t�é6�B0Ky��a��éÉ/07@�t¨©y�É�t�

×y�; 

 

� 2.69  Sb}$OQ#*UVW 



����  ���� 
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� 2.70  Sb}$OQ#*U\@] 

�� 2.14 

���� 1 A��@��h@��tEFG\]M4y6�7A²kl¿À�tEFT

UBy®t��TUBy®tEF�ËBy�tx�TUBylôBC�DÙD>; 

V��QWX 

<1=lôtEF�ËBy8tEFTUByÔC�R�jD>; 

<2=lôtEFTUBy8tx�TUByÔC�R�jD>; 

<3=lôt��TUBy8tx�TUByÔC�R�jD>; 

VÖO|ùX 

<1=�ÚtEFG\]M4>?y6�7; 

<2=��t6�7N&y���A�tD>y���o�E 2.71 H±�tt±By��

aA�AVÎB�É�t·�y��$[�E 2.72H±�tD>yüý�É�tD3y�; 

 

� 2.71^ S·¸QU\@] 

 

� 2.72^ SR�Ude 



Access �������	
������ 
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<3=otD>yüýA�ªtEF�ËByA�t�Ë�ryåæ³¡tEFTUBy

A�t�Ë�ryåæ	´Úµ��$[twGD>y��a��E 2.73H±; 

 

� 2.73  S�¹R�U\@] 

<4=otwGD>y��aA���t�¶·+¿�èy�FÉ�tkly��?B

C¸�nRI¹º�»²tEF�ËBy�tEFTUByC¸lô©nR�j�DÙD>�

�E 2.74H±; 

 

� 2.74^ S�	��QUºS�	_`QU6l�\»R� 

<5=:Ó��()kltEFTUBy8tx�TUBy®t��TUBy8tx�TU

ByÔC�R�jD>;��2�tEFG\]M4>?y6�7A�BCDÙD>�E 2.75

H±; 

 

� 2.75^ bc¼lSR�Ude 

<6=D3tD>yüý�o�E 2.76H±�]UaAÉ�tmy��(�D>¼½�

1¹�¿ÀBCD>����Ì; 

 

� 2.76  �jR�¶`] 



����  ���� 
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���� 

½¾�¿+ 

!�+ À�+ ÁÂ+ 

½¾Ã+ ÄÅ�+ 34+ 

½¾¿l+ 

 

 

 

½¾¤¥+ 

 

 

 

 

 

 

 

 

½¾ª«ÆÇ+ 

 

 

 

jÈÉ�+ 

 

 

 

Ê�ËÌÍÎ+ 

 

 

�� 3  ������� 

���� 

<1=� 8:��*EklÉB®jB���\]; 

<2=� ¾:p��kl\]; 

<3=� o��*EAkl·6\]; 

<4=� o��*EAklÖO\]; 

<5=� o��*EAklã�\]; 


