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Z_¨ I †hvMv‡hvM cÖhyw³ 

e¨envwiK 

welq : †WUv‡eR g¨v‡bR‡g›U wm‡÷g 

 

cÖwZ‡e`b-1 t †WUv‡e‡R cÖ‡ek Kiv, †Uwej I wdì ‣Zwi Kiv | 

 

ZË¡ t GKwU †WUv‡e‡R GKvwaK †WUv †Uwej _v‡K| ‡WUv †Uwe‡j wewfbœ wd‡ìi Aax‡b GKB ai‡bi †WUv    

_v‡K| 

‡WUv †Uwe‡j †WUvmg~n mymw¾Z Ae¯’vq msiwÿZ _v‡K| ‡WUv †Uwej †_‡K wbw`©ó †Kvb †WUv AwZ `ªyZ I  

mn‡R mbv³ Kiv hvq,cÖ‡qvRbxq †WUv¸‡jv wewfbœ Avw½‡K mvRv‡bv hvq Ges cÖwZ‡e`b AvKv‡i Dc ’̄vcb  

Kiv hvq|  

 

hš¿cvwZi e¨envi t 

1.  nvW©Iqvi  t  GKwU Kw¤úDUvi  

2. mdUIq¨vi t Acv‡iwUs wm‡÷g- windows 7/windows XP, Gwcø‡Kkb  mdUIqvi –microsoft 

access 2007/XP. 

3. e¨envi     t D‡jøwLZ cixÿYwU m¤úbœ Ki‡Z hš¿cvwZ e¨env‡ii †ÿ‡Î wb‡Pi c×wZ Abymib  Kwi- 

 Kv‡Ri ïiæ‡Z Kw¤úDUv‡ii •e ỳ¨wZK ms‡hvM wVK Av‡Q wKbv Zv †`L‡Z n‡e| 

 •e ỳ¨wZK ms‡hvM wVK _vK‡j Kw¤úDUv‡ii cvIqvi myBP Ab K‡i Kw¤úDUviwU Pvjy Ki‡Z n‡e| 

 ewY©Z cixÿvwU m¤ú~Y© Kivi Rb¨ cÖ‡qvRbxq †cÖvMÖvgwU Pvjy Ki‡Z n‡e| 

 cixÿYwU m¤ú~Y© n‡j PvjyK…Z †cÖvMÖvgmg~n eÜ Ki‡Z n‡e Ges wbqgvbyhvqx Kw¤úDUviwU kvU© WvDb 

Ki‡Z n‡e|cÖ‡qvR‡b •e ỳ¨wZK myBP eÜ Ki‡Z n‡e| 

cÖwµqv AbymiY t 

 Kw¤úDUvi Pvjy _vKv Ae¯’vq start > all program > microsoft officer > microsoft 

office access 2007 wb‡`©k †`B | A¨vK‡mm †cÖvMÖvgwU Pvjy  n‡e| 

 ZvwjKv †_‡K †h‡Kv‡bv †U¤ú‡jU K¨vUvMwi wbe©vPb K‡i e¨envi Ki‡Z B”QyK †U¤ú‡jU wbe©vPb Kwi 

A_ev blank database evU‡b wK¬K Kwi| 

 File Name : e‡· collage wj‡L creat evU‡b wK¬K Kwi| 

 Datasheet wie‡bi view Kgv‡Ûi design view †Z wK¬K Kwi| 

 cÖvß save as WvqvjM e‡·i table name e‡· student wj‡L ok evU‡b wK¬K Kwi| 
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 student bv‡g bZzb †WUv †Uwej n‡j wb‡Pi wP‡Îi eY©vbvbyhvqx †WUv wdì I †WUv UvBc †Uwe‡ji 

†ivj wdì G Kvm©i †i‡L design wieb n‡Z primary key †Z wK¬K Kwi| 

 

 

 

 

 

 

 

 

 

 Dc‡ii wbqgvbyhvqx (4-5 avc) wb‡Pi g‡Zv wdì •Zwi K‡i result bv‡g Av‡iKwU †WUv †Uwej ‣Zwi 

Kwi| 

 office button G wK¬K K‡i cÖ`wk©Z †gby †_‡K close database mve‡gby wbe©vPb K‡i wKsev 

UvB‡Uj ev‡ii Wvb w`‡K µm evU‡b wK¬K K‡i gvB‡µvmdU GK‡mm eÜ Kwi| 

 

 

 

 

 

 

 

e¨vL¨v: 

cixÿYwU‡Z †h mKj wdì (wPÎ t †WUv †Uwej wdì ÷ªvKPvi) e¨envi Kiv n‡q‡Q Zv n‡jv 

AvBwW, †ivj, ÷z‡W›U-‡bg, Bswjk, evsjv,g¨v_ Ges AvBwmwU|Avi GmKj wd‡ìi †WUv UvBc wba©viY Kiv 

n‡q‡Q †U·U Ges bv¤̂vi| 

 e¨eüZ wewfbœ cÖKvi †WUv UvBc m¤ú‡K© e¨vL¨v t 

 

Text t mvaviYZ eY©wfwIK †WUvi †ÿ‡Î G †WUv UvBc e¨envi Kiv hvq|‡hgb- Name, Father name, 

Designation, Address BZ¨vw`|G wd‡ì e‡Y©i mv‡_ mv‡_ msL¨vI †jLv hvq|Z‡e H me msL¨vi Dci 

†Kvb MvwYwZK KvR Kiv hvq bv| 
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Number t msL¨v ev AsK †jLvi Rb¨ G †WUv UvBc e¨envi Kiv hvq|‡hgb, 625, G ai‡bi †WUv UvB‡c 

e¨eüZ msL¨v¸‡jv w`‡q MvwYwZK  Acv‡ikb †hgb, †hvM, we‡qvM ,MyY ,fvM BZ¨vw` Kv‡R e¨eüZ nq|Gi 

wewfbœ di‡gU Av‡Q|‡hgb- Byte, Integer, long Integer, Single, Decimal, Double BZ¨vw`| 

wd‡ìi bv‡gi †ÿ‡Î wb¤œwjwLZ welq¸‡jv jÿ¨ ivL‡Z n‡e| 

* wd‡ìi bvgwU‡Z †¯úm, †mwg‡Kvjb, Kgv, nvB‡db, W¨vm BZ¨vw` we‡kl eY© e¨envi Kiv hv‡e| 

* wd‡ìi bvgwU‡Z wcwiqW (.) G·‡K¬‡gUvwi wPý (!) eªv‡KU ([]) I ïiæ‡Z †¯úm e¨envi Kiv hv‡e bv| 

cÖvBgvix Kx : 

†Kvb GKwU wd‡ì hw` AwØZxq ivL‡Z nq Z‡e D³ wdì‡K cÖvBgvix Kx wdì wn‡m‡e †mU K‡i wb‡Z nq| 

†hgb QvÎ‡`i †ivj wdì GKwU cÖvBgvwi Kx wdì n‡Z cv‡i| 

 

djvdj : 

 GB cixÿYwU m¤úbœ n‡j K‡jR †WUv‡e‡R ÷z‡W›U bv‡g GKwU †Uwej •Zwi n‡e| G Ae ’̄vq †WUv †UwejwU 

I‡cb K‡i Zv‡Z †WUv Gw›Uª Kiv hv‡e| †hgb-  

 

 

 

 

 

 

cÖwZ‡e`b-2:†WUv‡e‡Ri dg© •Zwi Kiv Ges e¨envi 

ZË¡ : †WUv‡e‡Ri Aax‡b wewfbœ †Uwej •Zix K‡i Zv‡Z †WUv Gw›Uª dg© •Zwi K‡i dg© †_‡K mn‡R †WUv Gw›Uª 

Kiv hvq| DBRvW© e¨envi K‡i A_ev A‡Uv dg© •Zwii wb‡ ©̀k w`‡j ¯̂qswµqfv‡e Gw›Uª dg© •Zwi nq| Avevi 

wb‡Ri B‡”Qg‡Zv Kv÷g dg©I •Zwi Kiv hvq| 

hš¿cvwZi e¨envi t 

1. nvW©Iqvi  t  GKwU Kw¤úDUvi  

2.mdUIq¨vi t Acv‡iwUs wm‡÷g- windows 7/windows XP, Gwcø‡Kkb  mdUIqvi –microsoft 

access 2007/XP. 

3.e¨envi     t D‡jøwLZ cixÿYwU m¤úbœ Ki‡Z hš¿cvwZ e¨env‡ii †ÿ‡Î wb‡Pi c×wZ Abymib  Kwi- 

 Kv‡Ri ïiæ‡Z Kw¤úDUv‡ii •e ỳ¨wZK ms‡hvM wVK Av‡Q wKbv Zv †`L‡Z n‡e| 

 •e ỳ¨wZK ms‡hvM wVK _vK‡j Kw¤úDUv‡ii cvIqvi myBP Ab K‡i Kw¤úDUviwU Pvjy Ki‡Z n‡e| 

 ewY©Z cixÿvwU m¤ú~Y© Kivi Rb¨ cÖ‡qvRbxq †cÖvMÖvgwU Pvjy Ki‡Z n‡e| 

 cixÿYwU m¤ú~Y© n‡j PvjyK…Z †cÖvMÖvgmg~n eÜ Ki‡Z n‡e Ges wbqgvbyhvqx Kw¤úDUviwU kvU© WvDb 

Ki‡Z n‡e|cÖ‡qvR‡b •e ỳ¨wZK myBP eÜ Ki‡Z n‡e| 
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cÖwµqv AbymiY : 

 

* Start >All Programs > Microsoft Office > Microsoft Office Access 2007 wb‡`©k w`‡q 

†cÖvMÖvg Pvjy Kwi| 

* Open Recent Database List ‡_‡K College.accdb G wK¬K Kwi| 

* Student bvgK †WUv †Uwej wm‡j± K‡i Create wie‡bi Form Kgv‡Û wK¬K Kwi| 

* Format wie‡bi Auto Format KgvÛ MÖæc †_‡K †h †Kvb GKwU wWRvBb wm‡j± Kwi| 

* dg©‡K †mf Kivi Rb¨ Ctrl+W GK mv‡_ Pvc w`‡j dg©wU †K¬vR n‡e| Gfv‡e dig •Zwi K‡i dg© DB‡Ûv 

†_‡K dvBj †gbyi Print- Ackb wm‡j± K‡i dg©‡K mivmwi Qvcv‡bv hvq| •Zwi Kiv dig †_‡K Lye mn‡RB 

†WUv Gw›Uª Kiv hvq| 

 

 

 

e¨vL¨v : 

‡WUv‡e‡R †WUv Gw›Uª Kiv wKsev †WUv cÖ`k©b Kivi Rb¨ dg© e¨eüZ nq| GQvov dg©‡K myBP‡ev‡W© wn‡m‡e 

e¨envi K‡i Ab¨vb¨ dg©, wi‡cvU© I Kz‡qwi‡K I‡cb Kiv hvq| dg©‡K Kv÷g WvqvjM e· wn‡m‡eI Dc¯’vcb 

Kiv hvq| Kv÷g WvqvjM e‡· Kw¤úDUvi e¨enviKvixi BbcyU MÖnY K‡i K¬v‡q›U mvf©vi †WUv‡e‡Ri †ÿ‡Î dg© 

d«›U GÛ Gi f~wgKv cvjb K‡i| 

djvdj : 

Dchy³ cixÿYwU m¤úbœ Ki‡j Microsoft Access e¨envi K‡i My First Form bv‡g GKwU dg© •Zwi 

n‡e| College.accdb G Wvej wK¬K Ki‡j †WUv dg©wU I‡cb n‡e| 

 

cÖwZ‡e`b-3 : †WUv‡e‡Ri †iKW© mwUs Kiv 

ZË¡ : †WUv‡e‡Ri †WUv †Uwe‡j Gw›UªK…Z wewfbœ wd‡ìi Aax‡b †WUvmg~n‡K cÖ‡qvR‡b †QvU K‡i eo 

(Ascending order) A_ev eo †_‡K †QvU (Descending order) Gfv‡e mvRv‡bv hvq| mvRv‡bvi G 

cÖwµqv‡K mwUs ejv nq| 

hš¿cvwZi e¨envi t 

1. nvW©Iqvi  t  GKwU Kw¤úDUvi  

2.mdUIq¨vi t Acv‡iwUs wm‡÷g- windows 7/windows XP, Gwcø‡Kkb  mdUIqvi –microsoft 

access 2007/XP. 

3.e¨envi  t D‡jøwLZ cixÿYwU m¤úbœ Ki‡Z hš¿cvwZ e¨env‡ii †ÿ‡Î wb‡Pi c×wZ Abymib  Kwi- 

 Kv‡Ri ïiæ‡Z Kw¤úDUv‡ii •e ỳ¨wZK ms‡hvM wVK Av‡Q wKbv Zv †`L‡Z n‡e| 

 •e ỳ¨wZK ms‡hvM wVK _vK‡j Kw¤úDUv‡ii cvIqvi myBP Ab K‡i Kw¤úDUviwU Pvjy Ki‡Z n‡e| 
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 ewY©Z cixÿvwU m¤ú~Y© Kivi Rb¨ cÖ‡qvRbxq †cÖvMÖvgwU Pvjy Ki‡Z n‡e| 

 cixÿYwU m¤ú~Y© n‡j PvjyK…Z †cÖvMÖvgmg~n eÜ Ki‡Z n‡e Ges wbqgvbyhvqx Kw¤úDUviwU kvU© WvDb 

Ki‡Z n‡e|cÖ‡qvR‡b •e ỳ¨wZK myBP eÜ Ki‡Z n‡e| 

cÖwµqv AbymiY : 

* Start >All Programs > Microsoft Office Access 2007 wb‡`©k w`‡q GKwmm †cÖvMÖvg Pvjy Kwi| 

* Open Recent Database List †_‡K College.accdb G wK¬K Kwi| 

* Ô÷z‡W›UÕ WvUv‡eR DB‡Ûvi †Uwej U¨ve (evg w`‡Ki c¨v‡b‡j Aew ’̄Z) †_‡K Ô÷z‡W›UÕ †Uwe‡j Wvej wK¬K 

Kwi| 

* Ô†ivjÕ wd‡ì Kvm©i †i‡L Ô‡nvgÕ wie‡bi Descending evU‡b wK¬K Kwi| 

 

 

 

4. G Ae ’̄vq †WUv mwUs ev mvRv‡bv KvR m¤úbœ n‡e| 

 

e¨vL¨v : 

1. †Kvb †WUv‡eR Gi †WUv‡Uwe‡j iwÿZ †Kvb GK GKvwaK wd‡ìi †WUv‡eR dvB‡ji g‡a¨ †h wd‡ìi Dci 

wfwË mvRv‡bv KvR ỳfv‡e n‡q _v‡K| 

 h_v : 

  K. Ascending order ev †QvU †_‡K eo : Gfv‡e mvRv‡j †WUv‡eR dvB‡ii g‡a¨ †h wd‡ìi Dci 

wfwË K‡i mvRv‡bv n‡e †m wd‡ìi me‡P‡q Kg gv‡bi †iKW©wU mevi Dc‡i _vK‡e| 

 

  L. Descending order ev eo †_‡K †QvU : Gfv‡e mvRv‡j †WUv‡eR dvB‡ji g‡a¨ †h wd‡ìi Dci 

wfwË K‡i mvRv‡bv n‡e †m wd‡ìi me‡P‡q eo gv‡bi †iKW©wU mevi Dc‡i _vK‡e| 

2. GKvwaK wd‡ìi Dci wfwË K‡iI †iKW©¸‡jv mvRv‡bv hvq| 

djvdj :  

* GB cixÿYwU m¤úbœ n‡j ÔK‡jRÕ †WUv‡e‡Ri Ô÷z‡W›UÕ †Uwe‡j †iKW©¸‡jv Ô‡ivjÕ wd‡ìi Dci wfwË K‡i 

Descendign order G mvRv‡bv KvR m¤úbœ n‡e| G‡Z K‡i hvi †ivj me‡P‡q †ewk Zvi †iKW©wU mevi Dci 

cÖ`wk©Z n‡e| †hgb- 

 

 

 

 

     wPÎ : wW‡mwÛs nIqvi ci 
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* Ascending order G mRv‡j †QvU †_‡K eo Gfv‡e mw¾Z n‡Zv| 

 

cÖwZ‡e`b-4 :†iKW© ms‡hvRb I we‡qvRb Kiv | 

ZË¡ : gvB‡µvmdU GKwmm †WUv‡Uwej •Zwi K‡i Zv‡Z mivmwi A_ev d‡g©i gva¨‡g †WUv ev †iKW© ms‡hvRb 

Kiv hvq| wewfbœ wd‡ìi Aax‡b Gw›UªK…Z GKmvwi †WUv‡K GKwU †iKW© ejv nq| Gw›UªK…Z †WUvmg~n †_‡K 

AcÖ‡qvRbxq †iKW© gy‡Q †`qv hvq| 

 

hš¿cvwZi e¨envi t 

1. nvW©Iqvi  t  GKwU Kw¤úDUvi  

2.mdUIq¨vi t Acv‡iwUs wm‡÷g- windows 7/windows XP, Gwcø‡Kkb  mdUIqvi –microsoft 

access 2007/XP. 

3.e¨envi  t D‡jøwLZ cixÿYwU m¤úbœ Ki‡Z hš¿cvwZ e¨env‡ii †ÿ‡Î wb‡Pi c×wZ Abymib  Kwi- 

 Kv‡Ri ïiæ‡Z Kw¤úDUv‡ii •e ỳ¨wZK ms‡hvM wVK Av‡Q wKbv Zv †`L‡Z n‡e| 

 •e ỳ¨wZK ms‡hvM wVK _vK‡j Kw¤úDUv‡ii cvIqvi myBP Ab K‡i Kw¤úDUviwU Pvjy Ki‡Z n‡e| 

 ewY©Z cixÿvwU m¤ú~Y© Kivi Rb¨ cÖ‡qvRbxq †cÖvMÖvgwU Pvjy Ki‡Z n‡e| 

 cixÿYwU m¤ú~Y© n‡j PvjyK…Z †cÖvMÖvgmg~n eÜ Ki‡Z n‡e Ges wbqgvbyhvqx Kw¤úDUviwU kvU© WvDb 

Ki‡Z n‡e|cÖ‡qvR‡b •e ỳ¨wZK myBP eÜ Ki‡Z n‡e| 

cÖwµqv AbymiY : 

 

* Start > All Programs > Microsoft Office > Microsoft Office Access 2007 wb‡`©k w`‡q 

gvB‡µvmdU GKwmm †cÖvMÖvg Pvjy Kwi| 

* DB‡Ûvi Wvbw`‡Ki Open Recent Database List ‡_‡K College.accdb G wK¬K Kwi| 

* K‡jR WvUv‡eR DB‡Ûi †Uwej U¨ve (evg w`‡Ki c¨v‡b‡j Aew¯’Z) †_‡K ÷z‡W›U †Uwe‡j Wvej wK&iK Kwi| 

* ÷z‡W›U †Uwej I‡cb n‡e| G‡Z wb‡Pi †WUv Gw›Uª Kwi| 

 

 

  

 

 

 

* ms‡hvwRZ †iKW©mg~n msiÿ‡Yi Rb¨ dvBj †gby †_‡K †mf mve †gby‡Z wK¬K Kwi| 
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‡iKW© we‡qvRb 

*  K‡jR WvU‡eR DB‡Ûvi †Uwej U¨ve (evg w`‡Ki c¨v‡b‡j Aew¯’Z) †_‡K ÷z‡W›U †Uwej Wvej wK¬K Kwi| 

* ÷z‡W›U †Uwe‡ji evg w`‡Ki wdì wm‡j± e‡· wK¬K K‡i 3 bs †iKW© wbe©vPb Kwi| 

* Gevi wbe©vwPZ †iKW© gy‡Q †`Iqvi Rb¨ Kx‡evW© †_‡K wW‡jU PvU w`B| 

* †iKW©wU gy‡Q †`Iqv n‡e wKbv GKwU †g‡mR e‡·i gva¨‡g Rvb‡Z PvIqv n‡j ÔB‡qmÕ evU‡b wK¬K Kwi|  

Zvn‡j wbe©vwPZ †iKW©wU gy‡Q hv‡e| 

 

e¨vL¨v : 

* Dc‡ii cixÿYwU‡Z †h cÖwµqvq †WUv Gw›Uª Kiv n‡q‡Q Zv n‡jv †Uwej †gvo| GLv‡b GKwU †WUv‡eR •Zwi 

K‡i ZvrÿwYKfv‡e †WUv Gw›Uªi KvR Kiv hvq| Z‡e G c×wZ‡Z †WUv Gw›Uª Kivi mgq mKj mvwii (†iv) †WUv 

GKB  mv‡_ †`Lv hvq| G‡Z K‡i fy‡ji  m¤¢vebv _v‡K| 

* †WUv Gw›Uªi †ÿ‡Î me‡P‡q AvaywbK I mnR n‡jv dg© c×wZ| d‡g© †WUv Gw›Uª Ki‡Z bvbvwea myweavw` hy³ 

Kiv hvq| G‡Z fzj †WUv Gw›Uªi †ÿ‡Î ¯^qswµqfv‡e fzj avivi e¨e ’̄v _v‡K| 

* e¨enviKvix cÖ‡qvRb Abyhvqx †Kvb †Uwe‡j †iKW© ms‡hvRb Ges AcÖ‡qvRbxq †iKW© we‡qvRb K‡i _v‡K| 

 

djvdj : 

* GB cixÿYwU m¤úbœ n‡j ÔK‡jRÕ WvUv‡e‡Ri ÷z‡W›UÕ †Uwe‡j 4wU †iKW© ms‡hvRb Ges 3bs †iKW©wU 

we‡qvR‡bi KvR m¤úbœ n‡e| 

* ÔAvBwWÕ wd‡ì ÔGK, ỳBÕ Gi ci Pvi †`Lv hv‡e| †h‡nZzÔwZbÕ bv¤v̂i †iKW©wU gy‡Q †`qv n‡q‡Q ZvB GB 

†iKW©wU †`Lv hv‡e bv|  

 


