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ST U9 Ugfd & TINT RT oIGihT YoIToll

SICEY Bl A0 B B Aaegbcl S AHY Bl © o4 g8 AT AAT H SICT DI ST Al
Iy BR= & forv T el Ried &1 mavydar 8|

TAUNT U U ReleMd STy #-urive Rived 2 | RTIdT YOI STerdd 9919 S Uhid a) ol
IAGT Yg R B o1y fhar I B | YR @) eHar Sad, FON, B ar Rue 99 | UReT Bl 2| fiR
Ig STel B dfefee &x1 & oIy Yaaedt &1 TN dxa AR U1 a-al © | I8 fagerd 9 vftdae
(VBA) &I YT &R WHIFe qarferc] & WITH &1 (A0 3R Fhar g1 e ey wR fawm st fear o
A |
VR &1 g ferfoiad sl § 8 dodr § —

1. SICEY &1 A : AT §1h) SIedd b7 fFHir &A1, egel g1, 2ol | fhos g Srer SralT |

2. el Pl Ya : RPret df HHd BT, TN a9H1 T S99 BT |

3. SIel &I fawelyo, Srer witd & foq Bl &1 9991 9 JART 6T |

4. o 9991 : T Y T T @ R W RUIE gl Sl 7 |
THUY. Q?REI'\‘T 3R IS9P UTH (MS Access and its Components)

I8 UH U AIDIUA SICe¥ Ya Ughd & foal JanT Serdd a9, SS9 Udhd & ol SHaT Yaw
F & fory fdar Srar & | yafora AT H S0 U9Nd ded o | VA H SICe™ & 9 W 3ddd a1 "edh B
3 _
1. RYY (Tables) — Cgl BT YA STl R &R & folv fbam Srar 21 U 2™ # U ¥ s <o
g Aol B | <9 H & aRafad Sl R fHar ST € |

2. M (Forms) — BTH BT YT Cqal H STl STe™ 4 SW 98ad & g fhar S 8 | B &7 YT U
IR ¥ P Rars <@ & forg & 2am 2|

3. T (Queries)— <IA FT Tl fhoex v & oIy gt 9978 W 2| 3991 g9 T Rare an fores
B <9 A U fHY O B | IR oR @ YAl BT SR <l § 9 fF GIT A1 ISR & w9 H g
gl

4. RAIE (Reports)— RUIE &1 FANT A@ead TGN ST YRR YRGAERY H & forg fdar arar £

R o &€ M W fiic oxa fAvawo & fov yam fear S Ao 21
5. IeT Vaad Ul (Data Access Type) — STl U ot & 5aim HTML O 999 & forw &1am €1 5=
SICIS ¥ ol ¥ T G | -7 I 2 |

6. Hl (Macro)— SIS # dR IR ¥ TM a1l ®1AT BT A% gRT Automate fhar &7 dodr €1 IR
IR By O arel ROt @1 #Whl b w9 § Repre fbar Srar 21
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7. HISgA (Modules)— Wafd URIGRI & &l gu @I 3ficiic &x+ & fory Hisged &1 YANT fhar S
€| TE YT 3 A |

Microsoft Access
| Wiew Insert  Tools  Window  Help Twpe a question for help =

(N e

Ohjects Create kable in De:

Tables Bh] create table by using wizard
Create table by entering data

Queties
== Forms
Reparts
Pages
Macros

Modules

GEroups

3 Favorites

Ready UM
~ @B > s M &K 314 pm

T 9. 6.1 T # BRI & I & oY Seed fawel &1 I
THUE. e (MS Access) @I TN &1 & foly d7gex W vAyd 3fifthd (MS Office) &1 swrd
FRAT AP T | $9 Q¥R & oy U Ufegd 11 (Pantium 1) T = YRER dTell HFYCX AT 64 THdI
¥ B JATaRIEHAT BNl T |
TAUH Ve § ®Igdl &1 AW 9 39 Yaqced (Extension).MDB @& wrer fdar Simem @ |
STeNd (IR &1 ¥ Tad & o 3R (Access Basics for Creating a Database)
TR & Ihaddd S¥CId BF & 98, TRE SIeHd UM Bl YE IR b [ FE A WRIDT
fr=farfaa & —
¢ W W s a |
* UM delae @ |
o UHUY Sfffhd — TATH VR W s @ |
THUH Vaid & Y[ B IR AT S AR fHar S 2 | s9e fon fefeRad ugl &1 uree R ol © —
o WTell VRN STered Yo o oy VeRid fawel Wied 3R 3ila. &l 9 I faerd &Y |
o VY Wigd SCH¥ SHENT 999 fearmm R SSsR @ BIsd &1 AW IR Seed & M
foTRg=T BT 39 SWRIT fhue ded a9y fdeld HrAT a1y |
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o I BRI UF TR G © A5 A A A BIsd d O R Y W fFad X MG T S 99 G |
Q’cﬂq’ﬂ # grRof g9 (Creating of Tables in Access)

Hedl AR & oY U <qd UH deR BT & fordd SIel ded & | ofd ok Ve H SIel Sradl & df
<qd Th O SIET & dlfoide U0 9Kl & 9T <9 Bl fSomad SIel &1 Ufddl d i d §ed & ¢ |
Cq F W U YOR B <A Bl @A B oIy TR BT IO FRAT gl B, S fF UH Srere™ e 2 |
U SICN &l i = wgdd SI@rT dfad gRT faar ofar 1 399 @s gu B 8 3 frefafad g —

1. Open a File - 78al 9§ &1 ®I3al & @iewl & folg

2. New File — 7€ wgd ¥ & forg

3. New From Existing File - a1 g8 wIsal ¥ & S84 ®Igdl a9 & foy

4. New From Templet — Software # Ugal ¥ 9 UIwdl & &M H o1 @ Q|
29 g9 @ "fshar (Table Creation Process)

1. Th ¢ <9l 913

2. AT Wies FT M, TICI—<ISY qAT AT el |

3. % URMING Wiee @l Gract a1 fIemarg ref |

4. 93AY key 9T R |

5. LIS Hice! & oy grsad &I 0T o |

6. oMo &1 wa o |
f$GgT & # <9 &1 AT (Creating a Table in Design View)

grerdfie # <rer sied 9 g, g e # wieel & uRvifg foar Sirar 21 g favel <) vt # fawfoa
Bl 8| FW @ 91T H Bleg 9 SICT TISY T Hieg &1 URHNT STl oral 2 | fedt ft aroft & <1 9 ofT
flhes @7 M SR TTeT YHR B 2 |

1. Hice $T AW — Ig Wiee &I 1F & I 64 J&RT A SATQT S| 811 A | Bl B ¥ $4 THR BT

IRy Y a8 W ®U A 9SG dwdl B AR IR GD |

2. SR BT YSR — Ig Hies H Slell S dTell 9o BT YBR o | Sl & AJAR D] <IgY AT Il 8 |
VI gRT 9UIE fBd S dTel STel ey 2 |

urggier (Text) - ¥E f¥Wlec C8Y 2 | SAH AfGHTH 255 31 & AHd 2 |

9 (Memo) - I8 64000 TRT TIZU & AR TR HR AHT 2 |

|@&l (Number) - I fI% ST R &R Al ¢ |

fafyr /w7 (Date / Time) - 39 YR @ STl S8 AN 9 ARG AT 99 AT 41 RIS H 2|
7a1 (Currency) - I8 a1 WR F_Al 8| $0H G@I6 & 31T 370+ a1 &1 g & faar S 2 |

wWa: §&ar (Auto Number) - 519 @15 931 ReIS a1 AT 8 Y™ $9 ol 9 3770 74T R
T @) T 2| I8 STeT TIRY Id STAN & TUT UE WA B (Key) &I ORE BT B FH ¢ |
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8f /78 (Yes/No) : U 3= Yes/No, True/False T V=i & o9 I & fog wanT ® o wabam ©
o R a1 & 9oy 2|
aIfrere, sige iR dIF@eor (OLE Object) - I 3fiesiae TH AmaTa o a7 3= affesiae § S G
U W 99T T % | g9l wanT s 3 OLE (Objects Linking and Embedding)  efissiae

ST ¥ fopar 9T 7
3RS ST (Hyper Link) — 3@ 1@ (Hyper Link) ®1 H81IAT § geic &l AIgC AT SCHd H
TR WM Bl fofw far omar 2

&3 & T (Field Properties) - <19 &1 75 favel H Wies & U B WIS Aolde B | Bies & AU
IS Sl ey R R 3=l 8| B U] &1 gl 39 UPR & |

&3 BT B (Field Size) - ST Bles B ofarg AT BT S B

BRAC (Format) - STerfic & # fw@rg < dret grer &1 W@y ffya fovar omar 2|

TYMAd I (Decimal Places) - I8 faff=1 SRAa deg & TR &7 dc <uiar 2| 98 % Number &
Currency field & foTU BRI &R € |

et #gag (Input Mask) - 399 $1Yc fT WM arel Srer &1 Yot faam Srer 2, S Telno  # &18W
T T |

WF (Caption) - SIH Wies & AW BT oldel AT Gl & ST fb <o, B a1 Rard # gwiar S 2|
fshH A (Default Value) - 399 Bles & T4 Rarel & forw fwree 3oy & ol 21

PRI Y (Validation Value) - SHH AMaRIGAIAR ST B G FRIRT 31 S 2 |

QAT YIS (Validation Text) - JoR §RT Teld 3 STel W W Aferee A gear 2 a1 sa fean

YT AT ST STl & |

MU (Required) - I8 gamar ® fhafe &9 ReE # ST X a1 € O Wies @lell el BIeT off

HHdT
WW@W(AHOWZerOLength)-Q—S’W%}%aﬂgwmﬁﬁﬁwmwﬁﬁ
STel I qhd & AT e |

G (Indexed) - S99 flhes # <rer Wit &1 1fd 9 ol Rl 2 | W1 UTgA @1 (Primary Key) fhes
3 MY 3ISHRT By ST B |

EId SIeed & fordl ARV T |ee B g1

(Creating Tables and Relationships for Accounting database)

59 FG § SCd © Uehl d ey H IRIad fAaRer § g & urey @ T H TS 2| sqel A9y
ARV HEAT T WER H6 S YT & BRI & HRU 2 | U HIaad dfed o fawg # s
g # fafder yeR @& gDl (areri) @ ford faaR | faavor fear ar 2
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AR @9 YHIVG] & ol STeed Uy (Database Design for Simple Transaction Voucher)
fod s @ o 9 517 # A T YU & ATER UM YHR @1 Sl ARFOMET B § e A 2
HHAR, @], YHIUG, HeRE AR W SR | RIS & e A TI6 IRV &7 SHS HUSRY AR &
IER TR IS D M, ST YHR TAT IFd 0N & AR FferRad aeffaxor frar m 8-
1. oG YBR (Accounts Type) — 39 TR § T i 8 & de 3MS. ST TAT TG

. ®e M. S (Cat ID) — oG YHR ARV G Ig PicH @I & THET BT Jod qam & ford
YR a1 ST 2 | oRdl YR & [ g9 TR 8 & SRU $5 9@ & ®9 H UgdH &A1 91 8| 59
&3 @ TICT YBR P GREIT Y 9 TRR /93¢ § ford o7 Iad | I8 &9 WA 3 (Key) & U6T & Y
¥ TR a1 S € Rifs aiierer & e & g 4 4o [y & yelRid oxd ¢ |

. TG (Category) — 39 &9 & i d WA S &4, M, Ul 9 1R o e arel
U B THET A @ o YA H AR WG § | ST STl UHR UeA & ®U H e ARy e &
BT ATHR 15 T BT &1 1R |

2. oGl (Accounts) — %1 RV H <9 B BT & — Pls, M AR UHR

. B8 (Code) — TP fI9Y BIe gRT WA Pl YA Il 2 | 3 DIctH P YA XD 5 T

far ST 21 9 SIeT USHR B UeHY | A Il § adifh bl 39 A B UHE B @ ford Bl
g | Saf% gT@l TUAT SEH FE BN B | SHD & BT MR B 0N B BT ¥ i YAS @I Bl B: Abi
ERT OIR 5 Srar 21 3 9o # Afgdlig 89 & RO I8 &F UH el WA @ (Key) &5 & 0 2 |
T IMHR B Wgfd(zero length allow) BT T T8l (No) TR Reid 811 =MMEY | $9 &7 & YADIS (index)
U1 BT 8 R ReJd BT AR | ST 31 BT © b SICdd W@a: &1 39 &3 &I fdND Gadid a1l @ |
T STeT AIfeg &l @ioi § 997 F8) o fTdl © | 398 §RT Adell g ad el fhd o &8 Hiifd
AGIH A oI & BIs W ARG 7 |

. 9 (Name) — oI@idT ToTell ¥ YAd WA &I Uh 19 Bl 2| WAl & bl A @I BT 4
uqr R ST ¥ 1 $9a SIeT YBR Bl UIeAre wEl ol © | i 39d 9gd 9 U B § 39 849
3MHR H 30 TN T6 & FHg ¥ IGAT A1V | I8 Wl & M foreq & ford g3t g 2 |

. Y&HR (Types) — Gl THR ARV # Toha [ OF aidl TS @1 &I Gl @ JeR | G4
BT AIRT | I8 WAl YR AR F HEfd & S & &3 & fordl BRA &I (Foreign Key) 2l € |
$EHT W1 YHR AR = I & A9 841 A1V | 36 ARG g69S Hod 0T I B W BT A2y |
Ul STeT 9RO ¥ e UhR & fav # 9 8 9 'l 7 Hife @l TR B Ry @mar ger | @
JHAT & AT ARG O MY, BT TSl Hod & ©U H &3 UGR H UH3 B Ahdl & | Wl YbR arefl &
BT IATS.SI. DI AR WIAT IR & YHR Hictd I Faeh bl IRIINT 8 a1fau dife Gefdd srgvsar g+
T |
3. HHARNI (Employee) — I8 AR WRAT & HHATRAT & HdfOd el & Uhd axal 2 | 394 fraferfad
BT BId & — DHAN LS. : UADh HHARI DI BHARN] TS, S. RIS Sffal & | haamn arefl
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d P & W W IS FHON D UM B ST HAT T 2| 3H BiaH B ST YBR
greAer # XEd @ RIer &7 MER AR & FEH Bl ¢ | faP qeu B ted e R HHard
@ AT B TEAM # WHE BN P PRU I§ &F P WEAY P HEAIT T SHD U o
@ & R Rafd g1 a1y | Wiad g aR 07 @ 6 W Rafy g9 afte | sue A dad o
@ & W g ARy |
e WH AW (First Name) — Jg BiciH HHAR & YIH A q FeRId &1 8 a1 59 g
JHR B UG & WY A foram Sr ©| Hife $HH IUHIn & AR SR (A B © |
TS &7 P AR 10 Bl & | Rifh YT AHT SGT & 16 $Ha) T YIH 719 39 &7 JHR
¥l Sl Hehdll & | MUl ol @1 8f R ¥@d & | 91 Y ABR T B T8 W & § 399 I8
FHRed g1 & & 9&® SRl B YH AM BT 8 SR UH AW @ 991 $lg N HHAR] B

A DI ThF T qUeIRT 8] fhaT & IhdT 2 |

o Heg T (Middle Name) — Ig $iclH 5N & T 9M B HUSIRG &1 & ford Brar &
@ ST YHR UISAE # BT 2| §6d &7 B Al 10 S avI&% il 8| Ui o1 3y A
w Rl foar o 2 iR 3@ R O F 8 W Red G o 2| aifd 9gd 9 S
3TT WA BT A Ud G 9 3@ G Ao 39 &4 & oI Bl WUSIRG oAl URBE & A
gl

o 3iftm IM (Last Name) — I8 HHaAN & A M & 9veiRa HRal 81 T AR &
T H g I T ST R 1 39 Bfel™ @7 SIeT YBR UEHY ¥ Bl ¥ | 3HD &7 BT AGR
10 & §AM BT B MU 0T BT E W TN YW AGR O F 8 W R FAT BN 6D
08 Heq T Tl BROT & 2|
e I WX (Phone No.) — TE BHicTH HHAN & BIF TR Bl HUSIRG PR ® BF § ol
S B | 390 ST USR USHY H B ¢ | §H &F B UHR 12 & WA BT © | YT IO
T W TN Y AGR T P T8 W Rerd S 21 591 oef A2 7 5 39 a3 H @ g
Y Bl & RN 987 § FHAIRAT & U B TR el B ¢ |
o YR AMSI (Super ID) — FHAN ARVl AT § I§ BioH GURAZOR AN FHAN B
IRP B HHI M. W AT BT T THBT ST UBR UIGATY H Tl 2| gHDI eI AR
FHANI LS. B WA BRI T | THBT MR T FE W T gy FdlgGd O d B W @
ST 2 | 31 I el W1 g9 A BT © | U S9feiY BIaT & R{ife |l & g AUeN @
SR BIs A ARER T2 Brar 2| T Rafq &1 warafora fear o 99 |

4. YHUE (Vouchers) — I8 AR THOTGH i M A6 & ST & WS &1 & fordl §97718 Tl & |

SHH 9 Bictd BId © S Bl B SIdRI =" & =Y 2

e UHIG AT (Voucher Number) — I8 FicH Iy YoR & WGl & WG G=T &l
NUSIRT P & ford AR fHar W11 8| THdI Sl YbR TR § B Godl | Ife &R
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H 3 JAS TG W &l R 1 9@ SeT YBR & UIgdieT | AMT Wil & | adife I8 fas o
UhR & TR, IS AAT AT YAl (TR, Yol AaR), Ju5 v & ford STRerl g | g9
AR B B W B Gl & ) W YUH & WH A€ b ¥ 9 IR WH uAP
A @ foa & o ghleg R o 21 98 ofcw fRw q@i & foR IR e
1515 A s s G S e o 2 e o ) s ol | N B e i B o B
fHaT ST ebaT & SAleR I ATHR Widd & T[0T Bl T8l AT AU T[T Bl 8l W Rerd v&d & |
TafY 396 SeT YR JUie WAfRd & § W9 3k W o Dmax O gRT 3ifSrhad Jeal dtef
YAV BT Fd: Tferd a1 Y& ¢ |

o I (Name) — IE BicM & THT DI I ARG o1 & ford AR foar <mar B
Jg W6l # IfoREd o g @ # W & o o 8| R®fE I8 BS i B
Hed I ¥ O SWRigw Y W o anefl dusEd @ & v A & ]| 3w e
aeefl # BRA B B W F oW H BN § Biad B SCT YR A ol RO & 7 @
PIS DA & IIAR B AT | ofhd 39 oifaRad dovd T & & W BFr Ay | ded
TS B TN W B o W@l ARV & Bl DiaH TN YANG AR B AW
DicH & &7 ey S ARy |

o RN (Amount) - IE BicH WK @I ART I AQINT & & fold BRI g1 @l #
M T S A E SHET STl YHR TRR 8 96dl § 3R &F & YSR g Bl § 9D

UUH HT ANEG BT § : SUHGd Bl 2, D Jod 000 IHcUF ®I H THS SISl UBR Bl HaT
d g o "ol 51 i Rl ¥ 39 UUF P YT A I9WSAT $ Q& WM qb A b
IR

o UHIUG fIfY (Voucher Date) — IE HidW dai & [y & wveiRd &war | 9@
ST yeR i & W we Y yua (dd-mm-yy) R Red @t ®) omiNa qou g
%0 g fafY o1 aafds v & | §ide o w® QA o1 enfya fasar s 2

e JMRAM (Narration) — SH B & YHAH dI WUSIRG fhaT W@ | SHBT SEl UHR
urgrer # BT ¥ | fAE &3 SR 100 @R B BT B, SMURT TOT B AL T AHR Bl B
R Reyd foam rar g &R Had @ T2 W @ AT 2| A AR 255 JFER W IS B Al
TS SEl UHR B HA R R f&ar Sar aifd uded # 65536 3ER (AT 65 US)

P IER AT Sl G |

* ERI (AR (Prepared by) — I& PfeH THAUIG (UR IR dldd HHAN B UgaN @l
HUSIRA IRAT B $H &F P SET SR TA R YU HHaNl L. S §AF B B
9% AR ddd o1 I Tl W 3ifbd HRA &1 UTHY & AR I§ Dlctd HHAN] AR Bl
FHAN JAMSEN. & Bferd P YR Hd g BRA Goll & U § I IR 8| Hew sravsdr &
TR G B o) FHaN) ARl # A SESL Biom | ey YeRia a1 =fey |
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o gERI 3% (Authorised By) — I8 HicH HHAN @ UM &I WUSING %1 & forg
g 2, R e & fod afiga frar R a8 @feM N IR @ WA BT 2
e FHAN AEE. & WY FHHI TET YBR, YU AR G HH gRI R B FAM
B B

* WES (Support) — U WRUN W GWEA YUG B W Jg wdell b fART B
for woeTRT fham ST B | S9! IR Dicd gRT JIR fbar o 2 |

o ¥ W& (Serial Number) — IE Pl ARV WG & A €& 123... & 4O
W TS B HH B AUSIRG B B I THUIG R HH A BN B BRY 3P &7 |
SART AT Thell eI & Fahd © | I I dferd - Sv no R S no & A RV I &1 TR
a2 /i IRdE TWoe @ o wH Ae S9 WA fod wed § ok s ewor
A Ry & o B 39 arofl # S Bfem @ Us A1 UIET B O A B SIaeadhal
Tedl B

e T 9 (Document Name) — $H P BT G4 AT ® M ¥ BT & | IHPT ST THR
gAY # OBl g1 Te &3 $1 AR 30 & WAH Bl © w6l & AWl B Ui
RN AR e o ®

o 19 fAfyr (Support document date) — I8 B 3T T WERS XA @ faslid I yeRid
T 2| TP SIeT UHR Ay /FH BT § 3o g @ W Y @& ey emufd qor qen
Fobd O H Tel R R fBar e g |

3| TIve @) WP WY Y@T (Modified Design for implementing Compound Vouchers)

D! QT AR BN & — T YHIOD IR FHIOTG fIaRor

(1) Y& UHIUIG (Main Voucher) — 39 AR &1 WA Ydd Al Bl AMARId T HUSIRG SR H Bl 2 |
39 AR B AP Ufdd gRT S ST ¥l & YATG &l Yeidfd fhar Srdr 8| s98 U9Ivre 9., 1l brs, .
fafr, gRT U, gRT I SR yeR Wi BId €|

@Il BI€ (Account Code) — 3 BicH H [Re @Il Hle A WaId aI JIHGIRAT Bt €, o ™

QT # ST YAV qT ST @I W A IO W e faeRer grar 8| 9 yEee §, 9 9,
T AT g W SR W 8 | 9 RS @I a1 WId & (O Sl |iel @ Yfaded @l S S ¢ |
i UBR W S YAIUIG H SN @I, S @I Mg Bl ST ST €| 3§ RS @Td a7 &N @

T 9 I&l &I Gide &I ST Sl & | YReb A W §9 HioH § W S © | $9 BIeH @I
BIRA @I (Foreign Key) @ @¥g ¥l WIRT # o1 Sl € ®ifd I @1 ARell @ uigedy @ (Key) @f

eI 2| SHHT SIeT YBR AR U1 WAl ARV & BIS DIctd I a8 BT d18y | 50 3ffRad Fad
U7 Bl B TR WG HAT MY 3R &8F & UPR $ Sl oI Bl Hle Jod & A1 T Bls H

(N [aN o
HUSIRA XAl dleY |
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o UHR (Type) — A Bfctd B FANT TR(0) o Aqdl Udh (1) Ao (ST YATH) & ford frar imam 2|
3T TS ST YHR B AR B Ao W RId o7 0 §1 39 $iom &1 STANRAT 9gd ST 8 ¥R
T BRI A 3! AR DI YUSIRT B THI BI%I I Y& a1V | $9d Wal Ufaded &l
M H SHST YA HAT ST § | 59 Bl & SRR UANT 9 o & Il b1 Jected a8l
FhaT B | yve |, fafY, g aifdrad, ok g (AR @ T SR STeT YBR 99 & B Ay o fF
AERY YAG & YIReY $I YHITS AR 4§ {Q@r 71 2 | YHIUTd |, Bie & U U SifaRad g

g RIfh I8 THIvTH fIaR0T IR & YHIUIh GRAT & B gIRT 3ATd {har SrdT 2 |
(§) T UT® AR (Voucher detail)
o YHUG fIaRT (Voucher detail) — 39 IRVl & YAUIG & 39 STl Hal &I HUSIRG &Rd & W A
31TaT ST YHIVTS & WHE H S I © | Sdfd YA B fol MR DI HUSIRG T8I R & Hlich
I JHITT STl BIdT & $9H YATIG ., HHI, B, N3N R AR BT Hictd H IMfie fhar Srar 2|

s YAIU& WA (Voucher Number) — 3 dfcH H YHIVG = ARVl & M /M Rre & TAS

TRAT DI YUSIRT HRA & Ol b o4 /9 gfasedi rerdr yaore fqaxer arell 9 e 81 | sHeT sTel
THIOE @ % fold 91 ARl &1 JHIOIG €@ S 3R Sl B SHST Yod Y TRl 8 Fahdl ©

3R gHfoRl 3@ Widd Y MR B (Key) W Reyd &_a1 A1 | MU IO ®I 8f R @
TR | TS & AR & YA o 1/ yfdfie & foRd va A ffds 9 / o ufaftedt &1 wach!
=

o % A& (Serial Number) — $H i &I AR AR § YUSIRT HH & 1,2,3..... F&frd A4 / STH

yfafieal o1 oigi UG & B, ST AT A Pl WA AT S 2| $9 &5 H Ahell qod I
I Fife ufafteal @ HH A= YA Bl BH EE @ GAE 8 9adl 2| R SHl dfem:
THIUG W1 IR HH AT U 91 Afgd oI YN Al & | ifh GHIG b U-hd glae @I
HHer: 3ifdhd fhar Srar € foes 3 orfgci & o &1 39 9RO # Ml Sfe™ &1 UIg™RI @l (Primary
Key) <€ WA a1 SI7e 2 |

e BIS (Code) — 39 BicTH H WAl dls BT HUSIRT fpar Sdr & RRTH 9 JA0G $T A1 @rdr den

ST JHTOIG BT ST @TAT & |eW H SR ST & | A8 dietd BRA $1 $icH 1 8 Hifs I8 @ra
IR & Bl & TS B WG 8| 3D SICT YHR T 0T @Il AR B BleH HIe B GHIT
B ¥ 398 AR Had T BT & W T XA AT | §9@ ST Aot & &7 BT IS Yool a%
AT @ & S o AR H PieM & SIel UPR & AT JRAM 3R, I 0T JHIS ARV &
FA & B § 8 Ugdl 1 fIRR qaamran S g g |

YIS & YIS BT JINT (Vouchers using Forms)

9 AT 4 U | UUF Bl TR D AR AUR W IR AT A 2| TH0G YIHY $I Uad I AR
T H HUIART HRAT TAT TA0S & o YU IR BRAT 41 MM 2 |
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Y9 B IR &R & ol T @ HeT TR (Access Basics for creating Forms)

TR H dIR 9 faaRid fod T gyua & fF=faRad Sewal & ford 9arT | orar o dobar 2 |

S1eT ufafte (Data Entry) — 993 &I Y3 STl @ Ufafic &A1, STeT & |urfed &+ iR Srer &l e
# forar e 2|

wrf TS (Application Form) — W95 §RT WRiAT U= &7 e fcer feam mar & |

SUHIGAT Hare 97 (Customer Dialog Box) — $H®T TART el &I SUIRTGAl 0 Al Fal TR

3R YA & Faul Bl I qb UG & |

ggul ol (Printing information) — $HY STeT UfAfe aT &1 Jfad Sl B Fedprer & YN H ATl
ST 2|

U9 U8 91 BT & f TR ¥ YUF &1 WA ddd il &l Ufdftc e § fhar S Gdar g1 v |
U5 BT YANT ST & A AT S96 AUET I T Sl &l Jf¥eiRad o & o fbar orar 2|

A e 3R WU ST (Tool Box and Form Control)

A dfew o T S @ R © OOl P UUF R RIENIRG B R §B 997 31 UIH el 2| UF YU
@ USY B 39 YBR IR fbar Srar g o 6 0 el &1 w@r o @ 9e @ & SR SR o 8l

gl

o= 3 T (Properties of Controls )

yRid YA FRIE0 U U Il @ HHE P WA U YU 9% © Ol [P a9 b ATPR, M, FAER TAT SHb
fohar weral @1 FelRa BRar g1 39 avgall @ oIl &I i sofi[l H dier S 8 | 66y, SIel ail 377 9Hw
IuRIgd il 1 FRIF0 R AT e AT S AHar © | 59 avgel @ Bo UHE U Bl A AR B TS

T -

1. %Y 707 (Format Properties) — &8 & Il &I FHfRad TeR & e & T8 © —

1.

ii.

1ii.

H®Y AT (Format) — S99 FRAFAT # STl & S & il &1 FRiRa f6ar S 2| I8 o7 39
S[el & X@ifbd Wdl gRI WA UG fba1 ST €1 I8 Tb YHR P AYTd WHU Sl & Sl
eIl § YANT W AT Wl | YU We U Y@ifed &9 & ford SwEa @@l g fgdm o9
YGIfhd &3 & S &I g ANE 8 Tl 8, AT oid e aFvn, S f fesl vaifad ser am
¥ g el erar A1 39 US f9R fafyr gR1 gehe fohar S 2

TYFAT W (Decimal Places) — I8 T[0T ITFGId WM & bl & yeRfd o=ar 2| 9@ d& &
PRI U 3@l Slel &l YSRId &)+ & ford 8Id1 & | $9dT YN H®Y U7 & |1 |3 w0 4
ax@ HfFa grer @l sifew SuRefa @ amen &1 & foy 89 @y |

S (Caption)— ¥ [T, 9 U=, QY g q1 ST 9e W YANT Bram 2 | I8 07 I8 feiRa
AT 2 b ogd MR & ded | fires fawa # oids T[or &1 yainT far S € |




1v.

Vi.

viil.

1X.

X.

XI.

XIi.

XIil.

X1v.

XV.

XVI.

XVil.
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ycae (Visible) — I8 o1 I8 FEIRT @_al & 6wy & A1 FRIF0 &1 geRid gF1 =anfey |, I o
SIRIHAT & AR FIFAT B ol & A1l IR (HaT o el 2 |
QT U1 (G, SN, @rers, A1) (Layout Properties i.e. Left, Top, Width, Heighty— SH®T WART
feriaor fAgT=T 3R 19 &I e o= # 8rar 2 |

IS A BT T AR IAS! el (Back Colour and Style)— Y8 YA BT T T FRIFV &I qoyfH & T
Pl oG $ W1 ARG ST 81 I8 o1 FREV §RT AR 31 g & T Pl I 2 |

i ey wTa (Special Effects)— I o1 faa07 @1 SuRerfa § = omard ya uae axar 21 39 0 &

Vil.

fed © — F¥ae, Sl gall, SaT Ball, TGaT g3l BIifhd qAT Shivl, 374 F Yhdh Y91d =0 o
T 37T ®Y AT 2 |

A o7 (Sefl, 7 T 9NrE) (Border Properties i.e. Style, Colour and Effect) — I8 0T FRIF01 &1 w1
1 ell, T TAT AIClE DI YAIId B H e | A1 el & [Adped— URSRIA, Aorqd, fag anfe
g | A BT T IO A S [T BT S § d 59 A 0 H [ g a1 daar 8| A @ des
o7 fOfT MR & favgell & AT oI 2|

AT BT T (Fore Colour)— 9 T[UT &1 YANT UGN & 1 &1 F¥aq &= 4 foam mar 2

JeR YR 0T (M, MBR, ¥R, fRe1, ¥@ifdd) (Font Properties ie. Name, Size, Weight, Italics,
Underline) — 3 o1 et foizor # uraarer @ SuRerfa & Mafd ovd 21 98 R @ MR &1 o
U HR AHT § |

uTGAre Ufddag (Text Align)— wraarer ufddag T fAffml &1 gwifad &=ar 2 i foeel Faer # srer
1 dfadag B & 39 AERUAA <9, 9, § SR arf # | A1 o 2

fPaRT (SU, <7, 9191, 3MIR) (Margins i.e. Top, Left, Right and Bottom)— 1§ gd&T warT field
memo & UG drad & ford BT 8 99 g YO AT & okg @ Hud, i, R, der def g1
@1 ¥ wvar 2 |

YT IR (Line Spacing)— Ig UIaATe &l @Rl & 619 o & & ARed axar 2| 98 99 Syarfh @
Sig el oRg FRIE B fBR SeT @ SUd & $ AgAR YRR o Wid bR & oy S
ST ST 2 |

39 (Display)— I8 T[0T I8 FEIRT &< 4 e 2 {6 a9 & Srer @ &ei Ao oy fier W
AT Us W, &RV & oy o, forad (e 8Id 8, @1 ua W <idn o Javar fier R 78 |
gAgER BS (Scroll Bar) — I8 Tv1 I8 ff¥ed &=+ ¥ @ed 8l & b gAEGER B8 IuReYd &l 9
fRIZT % B TTeT UG $9G AMHR H AT & frdT e |

fRIAYT S (Control Source)— I8 T o’g YHIYT & FId I FR@d a=xar 2 ol & & faey frmo
& 1 el B 2 | g8 Rars Wd 8ial & Sl b Uud & Urey 4 |H1ed el © |

fyaeh ARG (Input Mask)— I o1 99 fafy &1 waifad exare & ez # <rer ufafe & swa
SuRIfT & fAuda @ forg vt it & S 5 Wy den fag o7 & wifaa et 2
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xviii. @A e (Default Value) — <14 09 T4 SIS AT $I Sl Sl & Al g 0T oAl $ &3 &
IR ufRa dvar @ | 78 Srer a8 YW@ifed &5 9 U g g @ fuiRa g @ e |
fFri3or g gorm B 2 |

Xix. derar (W qen ureaien) (Validation i.e. Rule and Text)— fRIF0T & forg urganier &1 o qern o+ &
AT $1 F I UHR BT © O UPR Sel 9RO & & H drlftad sl | derdr FRE &
AT AMHR TR TR AT &5 & =i STel IRVl R wraffad g 2| afs fasor & forg dermn
e o Y@ifea a3 fRE 8 ar it Frae § Suamedr o § srer ufafte 981 aR | |

XX. I T 9 (Enabled and Locked)—ww,ﬂgﬁﬂfﬁﬁmiﬁﬁﬂmé%iﬁ?ﬁﬁﬂ?ﬂaﬁ
SrgAfa & S srerar el | Afe g§ el WR X QAT Ofer € A1 e O Qg <ar § der e
& BRI U FEEl gR1 gl TET 8 Webd © | I YU dad Siel B <@l g oifas FREe & forg
ST B | 95 07 I8 FeiRa a=ar & f& FriFer § a8 1 s1er gg B 91 daar & sierar w81, afe
39 O @I B W iR e Srar @ @ STt St &1 gE @ guEdar 9 §fd I8 2| 98 a1
o7 e & foiad @Rl 4 Ue g @ WY fhardbery aRd © —

< | Ay |y — R @ w2

SE T U — $A® SICT Bl A0 8 Aadl § IR Y& el [hal o Fahdl 2
TE | & T UIftd oIl S1eT Yg fhar o |l & |

T | T | B wifia TE - Srer @t iy Ol velRia B 2

2. 3G U7 (Other Properties)

i. M (Name)— Ig T[0T UIUddl & R0 & fQ U6 fRIY 99 Suael dxam &1 ge odl © | Jreuddi
gR1 fefRa = Iz gut e =nfey ey @ yua &1 R |9aT e W—Yold 99 99 |

ii. drgare Refd 8§ (Status Bar Text)— I8 FRIF0 Ureaier Hew & Mfdc wrar 8 99 I8 30 &g
B T Il & a1 Rfa v # yefa faar mar €

iii. TR Foll Bl AFER (Enter Key Behaviour)— I8 0T I8 (eiRd &=+ & forg giam 2 fa grex doll &
TANT 5 @1 Bl Siled & U BIAT © JA2al HRAR DI el AT H of S bl GRUM & | S
Rerfay so4 & @ a1fdd ureare oo @ forg SuarRft & |

iv. wa: W8l &I "5 (Allow Auto Correct) — ¥8 0T, Sid “81" &I Rerd &xar & ol wd: qel o1 AH
MERT DY TAfTAl TAT BUE BT Wa: & P BR <l 8 | T8 S99 &5 H urggrer v & forg Suanft
gl

V. @ ad (Vertical) - I8 07 I8 FMEiRT &1 & U giar 2 & @15 ursare oz 4 orgaq feers <ar
2 3fqal 9Hdd | Ife g9 Rufq 9817 € @ s9@T 31 IHHdd & afe & & O s | urgaier 90°
TH AT & |
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vi. A (Default)— I8 0T AT FHoll W AT W & AR I8 FiRd F=ar & 6 Fazor we amm=
Rz 2 arerar T8 |
Vii. <9 % (Tab Stop)— I 0T I8 I & fb <q FHoll Vs FRIF0 BT YfAfe A # AT &1 Fhall ©
rerar el | 39 FRET & forg 39 o &1 T2 R Rer fFan Sg fer Jeu 98d € &9 g8 2|
vili. <9 GAF (Tab Index)— IT o1 FRIFV & fofg ST HA $T @ § YINT BT 2 | I8 0T &l «R W
W P A S ARIT T B9 B & TN & AJAR AIRAT B § T F_al 2 |
ix. 8IS fafy A (Short Cut Menu)— I8 a7 w& Ry = &1 ff=or & Siew § we el 7 @R
ST9 YANThdr e R e fids axar € 1 faeer wR e g
X. =0T Had uredrer (Control Tip Text)— I8 0T UIGAY &I YA ox< & fou 2 o 98 bl
FRIAT & oy SR Habd @1 TRE FaeR X | 99 AIHd @I AT & SR o 9 § a7 U & &
forg B 3 € I8 iR dod w@d: & yehid & 9 © |
Xi. YT WErIdl yger (Help Context ID) — I Y01 Ve fRIV =01 & 919 S U Weryal fawg &l
AT @R B
THUY. Q?REI'\‘T & M= R (Common Controls in MS-Access)

TR ¥ 9gd 9 FREl @ forg Sie ged w1 TN aRd € SR I8 W O UeR & frgEe § -
I, SraTer, TR a1t | §fa Mo srer ARl @1 srer ARv H quSIRG STeT Bl R @RI S
& oy yanT g1 21 a8 fEAw s6e g e o § feiRd omer # wa: € SuRerd & orar @ den
I &3 ¥ e 6 3 a9 810§ # Ui Bl UV PR ol © | AR AT wanedl & fog
A ST & Fal TARTRA § Slel ol & ol & srer arefll § |im &< & fog 981 gl 2 | i
=0T v fRIY yeR &1 e 8 O f5 gware & orgAita aRvmEl & gwifar 8, o 5 ger # afferd @
HHd 8| {B AR TANT BT B 999 qA1 5901 9o uRRee ¢ F fear T &, safory TR s 3§
ST B GURT &1 ol Fehdl i I8 AJANNT SIeT 1Fal G € | 57 A0 FT Jou W@k & aaefal I8

g1 o9 Al srer, e ar FRET @ B a8l § Sl BY gqeldl Rl § | §P A AT @
AUl favgalt @1 guie fFr=ifarRad 2 |
1. olda (Label)— I8 FFRIFV MHR W QTN & B & YANT § A1 Sl © | oI P olF—a gH1ore,

JHTOTS ., A AT, FAH, ST, M, SRAM, gRI ARigd, §RT IR A & 9l TG qer |@id @
I A AR W H S A, G YO ShR o @ qreel TR (ST b R 6.4 W ogwiiAm
T E) forer gom 21 99 o= R o b urearer dfew, wRell dfew, dikEl dfed onfe Bl SreT
SIAr 8 A1 AW W 8 98 o 8 @it e FEEe o e far Siar @ S9aT Uh o g1 1Ry
e {6 wamredl & o e 9o 6 fEe & grr ufafte {53 T Ser &1 gurT o &7 © |
ol9dt &1 FEiRa oife fiae & Y@ifed &3 &1 e g & a9 aifdd gar €1 3ft oed
wfe T[UT BT &3 H Wrell Ble oA ST & 1 & $1 A4 € Sl fud & e g |




245
. ueEY 49 (Text Box)— I8 a0 R # |ffford gar & ot srer & @@ fufRa 1eaf &«
31erar I9a a7 ufafte oxa @& forg Rad e Suder avrar €| IR M 9 onTell Rad ¥ giar 2|
IR @ ORI &5 9 9y BT ¥ 1 &5 | SIel B YA W avam @ e e orgd § g9 qwfar @
T rferar # €TeT B TS q1 GUR )1 H WerH BT © | e wreary dfew, Rard fawm fdy
YA TR & oI JAFTaRal | el dax Rufe § Iqa@r T 8 & |
. 9RU 4fe9 (List of Box)— I8 fRIF0 wamadl &I fdd gY TR qeal # 9 Aiffd g9 a1 & fory
TG AN 5o S 81 390 Il &1 &5 gl 9 & uRIfa gar @ safae 3 Wfia e 7 | arefi
FRIZT WM S8R JEI0Th 3 A9 9T ST @Ml & odd @ gRd 9% YA B 9 § foad &
T o 9 Reafa ura 2 w5 |
. P! dfad (Combo Box)— I8 =0 AR dfe dom wredier dfe & oI &1 FHferd ®Y Bl 2 |
TG AR # {5 a%g B g ST B A B YA gRT S gl @l yfafte @R 2|
. 39 YUH (Sub- Form)— SU YU & §{B YU UE A A ARVl qo7 39 A6l W) mRd g 2|
Ul AR & ReTe &1 JU3 & e JuF IR &R U4 Reprel d AR g A & |rer yshRia fear
ST 8| YUS @ e} @ YU bl SU-YUUA HEd ¢ | THE YU AR TU YA B AES R g B
Hee § @ o Gobdl 21 WA BIC YU g9 @ g fg fR=or &1 9AT g @ S SU U9H /S
gfides @8d 21 Uh o & ¥iax SuRerd srer Rare! @ erer arvfl § I yua s &1 gan
HRe i fHar o Faar 81 919 B SU YU B 9ROl § O I8 U W&dd St @ 69 H
ARVIg fhar Sam g, o b Srer ARell # WgW YuF | Safe WY@ yud # IU guF EEe & e
07 B ©§ —

o I & IW (Source Object) — THH UuF &1 A Affdferd & ot f6 Iy yua o #

YR Bl § |

* B &3 B GS[@ (Link Child Fields)— J8 BIC YU & I &3 & Sl 39 PR & TI YI3 &
T S €, g9 et el @ ared Gl o wET o 2

o %l &5 &1 SS1d (Link Master Fields)— I8 U@ 995 & d1 &3 & Sl BIC JU3 &I T4 Ju=

T WY SIed ¢ | THHI YT AR P GG doil 41 Bl Sl 2| Usl g gread we fE
UG YOS H SU GUF @I Sired 9 Ugel FRIE SRl & SiWR gof 'l

. fawes I8 (Option Group)— 14 fdded ded &1 @F Ixd & a9 MUl f¥N fAded @ IR &
SAfaRad ureysdl b1 T a9y faded g @ srgAfd oar 2| I8 feey M o1 aeR & M
TAT STHT THIOTh & foTU ATH=I YHT0T YU 3MTHR Bl UTeidd &R & folv SUART 2 |

. Waﬁ(CommandButton)—Wwﬁwﬁ%@maﬁw&dﬁwiﬁﬁﬂﬁglﬁﬁ
3T Foil Bl B: a1 H qler T & e quie = e i g —
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. e Arfeefd (Record Navigation)— 3Ta3T @il bl e ArfeRRier Ser @ sfyeE W
UETT BT AN G Bl 2| AT Uh AT W ARV & had UH U Bl S STeT Ao HEedl §
W Ul S § | 3 ufdaal B UM @ U Ush e 31gvg BT ANty fTAY 9 W BIS UWg 7 US|

. e ¥fohar (Record Operation) — I8 TR STeT 3ff¥erd & foy faf= yeRr o1 dfhamd grcft
8, Sl |iHIRl B GH 9 & fU S T 31f¥elg Bl Sife, ge, died &<, yfafafd g8 o
@ forg el 2| TR S UG GfhaT @ oI gUd ST doll SUere R 2 |

. WU NifehdT (Form Operation)— $¥1 NifspdT &7 31ef YUF &I Udh Seed A1 vy & w9 § foeres
H W BT | A U9 Gel, §%, qfad, g ufqmfed srer yus st & w9 H B B

. gfardes wfhar (Report Operation)— 3 Wfsharg R fava 4 wefed el &1 39% wa9 ugd
RUE @ IR &1 & S 3 S o Ad Ruie, RuE &1 g faelid, RUC &1 g0 iR
Brgel § RUIC BT 4oT1, 3Mfe B € | YRt H g7 1 b1l & ford S7ervT SferT Sfrew gofl elell &

. TN (Application)— I8 W FHIId YA HAHH A HeRT wrimpAl & fog Ry wu 4
AT o™ e ol BT ey dIR fHAT AT 1 RUN &7 31 6l SuRerfer diswd &1 g 4
BIAT &, TAT Quit FT 31f e <A1 PRIHH BT b+ $ oIy BT 8| RUN MS EXCEL 31 Gl MS
EXCEL & forg i grell €|

. [T (Miscellaneous)— 59 #I00 H IR 3< Holl Al Bl & I & — W SR
(Auto Dialer) 8aT® FI (Run Quary), ATSHI I (Run Micro), FRU H&0T (Table Print) e &
9T B 2| ST UHR MS Word I IS Hofl §RT Tl WAl & | IROTRG®Y 396 uredis MS
Office Y& & Notepad MY de-1 gRT FHifad I W &1 Ot ffSa & MR W wreaier & g1
FRAT & | W SR Foll B 99 UH Yu3 # factd fHar Srar 8 99 F7qex yorel § AfeA 9 9S g¢
el RUY & TR BT T H G BIaT & | IBars AR goil (B aadH I A | s
B BT PR I FETH BT © | APl AT ged Uh IV Agh] B Hrufad &)+ & ol YA
BT 2T ARV GEOT AR ded, 99 fata fhar oar & @ a8 el anell # va fRiy grer aRoh &
Il HT T G H GeH B T | VAT & YHIG UUF B IETERV DI fF FE&T 6.4 F qAT WA
7, foree IRl 3 92 s gU & | YoM 9 o9 fIdd fhar orar @ 99 797 afder St © Safd
T g DI fFAd P IRV STeT B AeIRad T HRAT 2 | AT JA<Y e JAHelkd Bl TeH &
forg rar & e e 9ed W9 fiasd fHar Sar @ dr Srer 9ol # Ser wew aq # dfad @i @
Srafes v Refa # 9 yore areflt @ fawa # uget guiE far S 9@ g |
g 3 faSms (Control Wizard)— 519 g+ gU FRIFV (G fo ARON dfew, Sl dfaq ferdT IU YuH) &I
T9 yuE H SIS O Wa: & Are] T8l 81 | YU & U Bl IR aRA @ forg S fEEer 99
ST S frEr Ao W fadd gRr g o 2
YO BT T (Creating of Form)
SICd ¢qd H WR Py T Sl ¥ 98 TR U &1 ARl © | 98 Slel ¥ ¢ad ¥ ®R e
T B, YO ®U W YT BT AN | 39 ST DI UMK Wl g AHud a¥id 4 el Ay e S1er @ J8
wU H TR S A | I8 Access Bl Ueb 91 B & | gUD! U T BIRAC H Bl &, fT4 B Hel il 2 |
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B4 §RT STl $I @1, Siedl d fSfere A1 98 & aRerd ¢ | 8 qdhdl © | B gRI JoR Uh 99d 4
Uh AT AAF RbTe <g Fhal & | 99 3T M HT WM I & a Jork 9 fhes a1 a9 R 6 IR
H MY I W@ AHAT © | B BT YN SAAN dfad AT 3§91 & forg 1 fBar S |avar 2 | B SIel &
e BRAC # @A @ forg SuarRl 2|

B & TN ERT JoR IS Bies ®I SWBIIEAR fhdl Hl WIH W @ F6dT 2, W Bles d 1 e
HHdl 8 qAT TSI gl & ol Fgldd bl A Whal 2 | Jok U G H 3 <qall H SIeT STl FadT § aoff
&WW%@WWWW@W@WW%Is_rfﬁl?ia“ﬁﬁOptionButton,CheckBox
TqoIT List dfa 2t 2 |

MWicrosoft Access

Insert  Tools  Window  Help Type a question for help =

Ohjects @ Create fForm in De:
[ Tables Create Form by using wizard

Queties

= Forms

il Reports
Pages
Macros

Modules

GEroups

&l Favorites

Ready MM

ﬁ-',j shanpshat - Micrasa, ., i dbl : Database (Acc... ’(_ 1% Lo G

3 4. 62 U= s @ A B Iiar SR faser

B P TG (Composition of Form)
B BT IMHYDd 1 a1 R0 @1 A= JoR @ TR o)A & folw i &l o fafi=t Wit # qfer o
HHAT & | ARV Th B & O 90 81 & | 8 9N $T 3 S G FaeR Bl ¢ | TIPS Tad GH &
frferRad 9 wmT 8d 8 —

1. B, 2. f&d a1 fawaR 3. gex
BT BT B W HAd: B Bl 2fSH <dl 8| 399 SR T8 TMeR BM & SR I <ad & dcdl $ [Aug |
EGIGIR



248

S T $T Ueh &I 91T 2 | I8 9% AeaqUl & | B »d @d &, I8 f5¢d 9 R iR axan § | g9
TANT S9 AT B W ARG R & TeT &1 o & forg 2iem g
BT & fex W H U SR SR SRl & 1 &R Rare @ oy TE aqerd! 1 39 SfdaR HAvS ged
Y A & Safdh cavie (Text) Te% H AT 1T % |
BT B THR (Types of Form)
FRTIR B & B UHR 8 8 —

1. Plct dTel BT — 3961 YART STeT $9YC & fory foham i & |

2. <9 Tl B — Y T AT I HF 3P BRAC fBY 8T B T T H S & |

3. I B,/ 94 B — Y 98 SIeT 3N &, forad e =rges Rerwmid wmfie el & |

4 il BM — I8 te & 9 # e RaE o ufad g dfad & w9 # urtdr g |

5. fgc ¢ga Wi — T T FT YANT HRd BH! B ST 2 |

6. % — I8 IR UG, UTS aTC, 3T Al & YhRI B ST 2 |
B &I o (Form Creation)
3MMAIH, Hecd 9 9T & ULl & JJAR BTH s YHR F 917 O Fhd o | Vad H 9 ke & B
IIY T Fh 2 |

1. Auto Form 31U &1 YART IR

2. Form Wizard 3T®9 & YN §RT

3. Form Design Window T YT &R |
1. ®M fOSTS §RT B 99T (Create Form by using Wizard Option)
B A9 ¥ Wics @ Hal W8 R WA 3N 8 9T B I8 BT U b U | fIuTs gRT $s
JeHfed U S 21 I Y P AH | U § g SR Y84 @ ol & & 9 § Frgiad & BH |
Rafy ove fvar Srdm 21 59 WUl ¥ U AHaN & AN B g9 & fhar orar g1 foore § o &
fESe & fvg & oFe Ued 48 A @ R¥aT ITR a6 ok 310 39 B 97T 2 |
39 AR XA ® fofy frfeead wu & —

* WIY UTA SN fAvel # BH de Helde o |

s R Create form using form Wizard I+ |

o 59 FA/ TN B U BTH IR O X@T B, S Aoldex PR | I8 <9/ FAN fore dfvd # < Ol B

o Tics I A BIH W M Tl Bles Welde Y R Next 94 TR fIodd v |

o 3IFTCH WA A iU 9 | o ST (Lay Out) Aelde o |

o B UM & fory WS (Style) I |

o 3 H B Pl AU STWIIER M < AT [I9TE & 3 H Design view IT Data Entry view T |
2. ST BT SAIYE B FANT &@ (By using Auto Form Option)

Ig I B g9 BT T ATAEH TIDT & | ST FHeTRad d¥id | TANT fhar 7 FheT 8—
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STeT 99 favel # TaaR W Y (New) e W fFdsd o |
f% Insert — Form % Auto Form & 3ifei W fde@ &% | 3 Dialogue Box ¥ 39T Tl 2|
Auto Form Option & T ok HH Pl foids Bx aTell <qal A1 TR BT g FHT & |
Ok 91 3qM ¥ T AT Bl Gefdl 2 |
B & AT @) fewiee Wt 3T IR AU STaLIHATIAR ST S /el 2 |

3. feuTms+ famst & v gRT (By using from Design Window)
B o de @ Ig Siftm fafyr emyfe wamedfet & forg a1 SWe g @ S e oy Wt el wRer

Ired 2 | 59 fefelad ey 8 —

Design View § = W I TAT i of ST (Black Layout) Felde &R HIH g1 |

Iz AT SIeled fIver § % g Tar & 916 A1 Il & |
RSN W object SIS HAT € AT Properties Windows ¥ 3@ faRiyard aR¥rfd & Adbdr 2|

YU5 QIR B DI Ufhar 1 ferefaRad uel § geiar mam g —

1.

TI (New) &1 fFeid axa 41 gu= Gare @iem & fow 1 g fias dae @ o yef¥fd 8d 81 &
T YU HA1E @i @ ol T R fdeid | yua 999 & forv faf= fadey Suaer axem o @t
Eifhd g%, gUA faoims, w@d: AR A T AR ARl 3T yodre & g+ S8l 9 fawd &1 <er
3T B | g A FREr § | gR1 g 9ad 2 |

arefl a1 wfed ST & w9 H g9 @G g Ser IRl # Gfd 81 €1 99 aRe g9 o Se ar
OK ¢ s & |

TR H A favel Bl § 0 U T Rad yuF & U v ok dfed urey & forg den T e
T B AU S Gafa s JHIT S @ 99%Y 8, UUF Vg a%g ol Us g3 dfed @l v
FAER BRA & S Y FRE0 & forg S yud & urey # SUANT AR 2|

&3 A H W TS &F DI g qAT o ¢ Glell YU H, S S AATSIS Bl YOSl b gRI, 59 UihAT
B TERT UG &7 H 99 IR F BN, TR USGR 9 AR &3 Bl g7 Fhd & Ydd 85 W Fad wwa
Siafes TR Gl (Ctrl Key) 1 Sd16R @1 ¢ dlfd 9di+1d &30 $1 FH0G Y3 H IoT TAT BIS
Fhd ¢ |

9¥d ST (Adding Titlet)— YU5 &1 Uga & forv Ua Sfua fide g9 r anfgy o f6 wa—afdfa g
=MRY | Ua e HT Sed & oy ofda FRiEe W g dfed R fade fear wiar 71 99 g fafya
&3 ® WY ® WG dedl © a9 I8 I3 R A H 95 9 2| fIg 1 ¥ &7 1 TR® IgY A
I WM R fFad o o8 W o9d A1y qA1 q9 Uredie &1 9Ne (e | U6 dR 979 graarer yfdfte
B AT § 99 oqdl FEE # @ G Wad 8 9edl 2| 99F ¥ 6E f fids e W d9d <R
AT B Al & | YD DI g8 & [ < dle’s &1 YA {1 ST Al € |

=0T qen yus @ TTﬁ @1 geaT (Changing the Properties of Forms and Controls)— Uid TR vy
gus T AT g oIl g1 AfOfd €I £ 1 I8 YO Usel & S ¥ T SR g% dF g 9l §
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qIeT AT ¥ | AHY, TCT T 3 | UAS IuTe] T[0T TR | YO & UeT & oy el B ol 2 |
I fav S0 TRE § FIER T8l IR BT & ol S AUer off A1 fell avg @ oY T Bl <@ &
forg, o qR e fdere o) qer oI B T By | ved sl <9 § giReEd IR i B Sude
HRATT & | U aR Od U a9 & U 07 U8 Gofdl & 9 [0 U6 s ar # fell a7 o1 &1
T TS SED TN BT AT TR & oIl 2 |

U U & qAl PI SWIIER dadl Ghd © | YUF 9I9 W & IR [Fqd axd YU & I $T S Bl
Gl Adhd & ol fb Faad aon @ifs faEl & gfided fag & 98 w_e Red giar g e fawa
B JIT HRd Th & g9 ¥ fAfr frdsel @ e @ ved 89 @ Uik @ 95d wad § | dad
I O B ou # @ A g W 6 wafa vt 3 o e & e 2 sfed g @1 faee
& d1¢ Rige @ofl B 9T &9 Afte | Afd [Avg &7 799 R T ¢ |

FFRIFTON &I I AT J: MBR YK AT (Moving and Resisting Control) — T I3 &1 el &
for ugel g9l s fham gR1 @99 &} R gaer & wafia e & R ) gen &R 3
Gried & b g f g MHR <%l Sl Tex i & wy § IuRYd & 98 ga! A fawgad 7 o |
9 YAH BT AMBR BIC WY 4 981 MY T ATHA ded Hl qaaR I B IqHT 75 Reafd iR o
TG | a0 AT AT HaH Bl SHeal deel df JrgAfa ol <ar @ am FREr &7 g enfid &
& oIy 9@ R T SATET TN F1T & |

o @1 e der SH 3R @)A1 (Alignment and Spacing Control)— QT 3ferar 2ifde = &l
A (@9 B arel FREel R Riwe ol fids o) Wer a-e & fog ok A yum o g st Hien
fdetes Y qer fasey Al B Wie & g BIdl & & A faden g+ | arar—den, waed o o
T fFIR @ e a1 gfE dRar 21 der-sri FRE SR fFARE B1 e a)ar g
R BT SR TIT R Gafe ofaRerT Bl U Siell fowg, WAl 3i2fal dadd & gIRT dacl @l

AT ST 2 | AR I9 THY HedQUl B O @ Ofd (AT Pl 98l Wil § AUl Vb Ah YU &
forg o # @ S g1 I8 e ghRed e @ fou o ok @1 W 8 daar © fe fREe |
IR R 2 |

gaer el fREr (Converting or Morphing Controls) — 1@ U Y= q91T ST & Al S9H g1 T
foRI=IoT WM STH B IS 99 T8l 2, [AUver i 39 Urey YU fauTe gRT 9T AT 8 | TR U
FRIZOT 1 SEBTIER daa+ @ AR ol & | A UbR & URad 4 4 U & uredrd A gl

qTed TIART JferdT HiFl dfadT “g&e ®I” (Change to) T IS IR FRIFN & YR & I RS

o ureier 9 BT gqe WA 2, I8 UIGArY el WX Wl fded dRa U fhar o wedr @
TS T B TS g A H 95t E o Ahar 2|

QTGS a1 &1 [ Wy (Conditional Formating of Text Boxes)— i@ Uradel A & Jeu fuiRa
Rrgrat &1 o o & srrar iR Ae! & g 9@ Ugd W g 1 FREe § aed 9e e €
IR0 @ forw ufafie fer &1 <7 @rat 71 H 9 S ARy o9 98 U (AfdEa [fyr (S %, 20,000
®.) A Af¥G B Y| FYd d B T D HH H a9 & B @ oIy urewiy dfed W WEe
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e o <19 a8 for oraven # 1 SN foes favs @ Werd 919 916 H Uadd 99 9199 fasel YeT
TG URIRAT Rl & ol fb A fang T8 2 |
T H W Gy favel & Reu=a @I &1 9 # 9ic Fad © : qd FuiRa @awen ik w1, Safe
df BRI &F $ oI B SMER TR IU BT & | AP Gl FREAT BT A AR B GAE FRA B
foTy WA #R |ehd © SR 20,000 ®. P oA 1 & SR RGO diad H Ul IR Fad € | I8 W i
forg 8, e, <al, Rad, fUsar [T AT UBA M ST b oA P diad BRU S oy, 9F P
fR9d 8 IRl @ 99 9afd e & JMUR W HwY STl ol W TN ax e S 2 afk dwy &
fory 98q ¥l €, 9 SIS doll W [P IR Gdd © ARG A®Y Wl I gl & folg | Sarar 4
STET F W E | 99 Sie Foil W s a) wad 2 AfaRed §%9 wal @ a & oy, sarer |
STeT AF A AHY B WA B G A S Fhdl 2 | 3D, B [FAD IR Il bl AL 71 fefle
foere ava wrdl B gl Hadl 2 |
T IS B g fAeIRoT (Rearranging the Tab order)— W@ U&% YUA &I g1 STl & A YUH &I <d
¥ (Fra=ol &1 %7 IRl 3R g™ & folv 919 <9 &7 <qr ofrar ®) FefRa gar & | o9 yost fason
P G @aRerd f&ar ST @ @ <3 ¥, 370 HH W dIe] adll ST ¢ | Ud Id <d HH AYE SIeT
yfdfic &1 ST 81 <9 HH Bl 980 & ol <9 g (View Tab) HH B I 31rar <1 foedd a &R
<9 F |aTe @ B @ied @ folg ¢F HF g1 ITHAR W WA HF Bl [Fdd a1 W &89 Fal HF g
AR TR WA HH B fFad o)1 W &3 981 B9 4 W & JaRYT 8 A 2 | f[Adey 31 oRw |
TART HRAT <12 | AfE W 9 S el © d9 <dd Pl 8K GRT AT A1V |

D Ele Edt Vew Ineert Farmat [ook  Window lp Typs & question for hep =

| Tt = | Tahoma Sle - Bz U | EEE H-AZ-
] | 9 - o8] AR L

()
Diefault Formatting

] This Formek will be used F no - - ||
cordlitions are met: ‘ A#BbCEYYZ2 ‘ BZU|d-A-r

Condilen 1

|Fleld\-'alue 1s v: :between v| | | and |

Fresvlew of Format to use when o - || .
condition is rus; ‘ Mo Format Set ‘ B L U|a-|A ||'_'

| eddoe || peee. || ek | [ camd |

o [0 N T B¥ Formi ...
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THIOTS Y5 JIR &R+ oY Al (Procedure of Creating Voucher Forms)

YA UUS BT g9 &1 FrefeiRad fafer &1 are o geR @& 9o 99 | A S dadn 2

AW oF—Q JHIVG — ATRIRYT @Al JHI0G 6T o9 < el Ud el arvfl o yarores arefl # oo & @
fou oo 21 g H erer yfife uus @& AT NI 59 UBR $ YU aU §6Y UHI0G B Uy B el

3EHA BT ©
B3 Microsoft Access - [Form? ¢ Form]
e Elle  Edt  Mew Inssrt  Forrab  Jocls  Wirdew  Help Type & question For help » o @ X
j petal o N AN T TR AR =1 |

FE= IR S N R A 0 e T N e N —'|'|@!

rJns'o'u}'.a” o

[rbound

s

‘ | s
Cesign Vi cAPS LM

rs s e, | Bedbt, [ ERRer. [ @hshan, [ Py BEron. &)U 00K 9mFmM

3 9. 6.4 A9 YHIVIG oI Slel ARl @ YTy

SWIGd FH0TH Yo H STee™ Wey (Wied 1) & 9arT fhar a1 & e 6 a8f R &1 91T € | 917 90T qe
ST AT S U T8 @1 gRT Y 63 ¢ 2 | ardf 9 oFied S1el @l Siel ufafte &1 waftd g Safes die
9T H S G AT 8| Ue W dl AH G S B @ (oY §d & WERY o o YHG & g gfed d
IWRIFT MR & JRff TRE TR g & ©Y § SURIT 21 2 | Tt & U gd jfed faw @) |wefy o
# o @ oy snawsd © STl ufafe & Raa o @ fawdia garores =, fafdr, if¥r qen e urgarer A=
BT B | A A, M Ed, 99 @, g GRSk gRT i fhd W & fIwia dfdd e 9§
UHIOTd BT W ofddl [RHAT BT WANT @R [l S § | FHIOe YU H dR fhAT 9ed, Sl Q¥ ged
FEad B | Srer gfafie 31 FREfa oxd | SwRied JHoE 9uF @ WY g @ )G A e fawga gow |
TART BT & 19 TAT SHI G DI o $ [ SURIG YAI0G GUF Bl a9 & (ol FAmeEl ST WA 8Iel ©

gfeTq olde, g, a1 FE=v 3iR S7<er deAi |fed dufed a1 § |#e 81 2|
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icrasoft Access - [Products]

| Flle  Edit  Wew Insert Records  Tools  Window  Halp

Type o quaction For help =
i -l | | B L U | B o Ao [ -'!

AN RN N AR e NN R TAR 7 T Al A e i =AY |
* | proauctip

R —

Product Dsscrlmlm‘

Category ID

Units In Stock
Units On Order

L]
L]
1

Unit Price ]
L 1
1]

Reorder Level

Discontinued

Record: (14 T b ()r of 1

Farm View CARS UM
o &) G ai3e Pl

19 9. 6.5 <IFle YHIUD

IR 37 T Tad T $ 0 AR e JH0S S 94919 & oy Frafaiad ual o1 sraeaear
Bl & —

1.

% IR S fawel gd ol § R yud FfEd 8 o €, 99 g aR @ | iy W e w¥ |
TR Ud 3 UUF [AUel B YSRid wxae URifhar dRar 8 R @1 te aRell s qudre &1 9adq
HA B g S 9 dTe THIOG @ g N@ifdd STel W $1 e R @R, T TN 599 faae
IURerd BT § U gl FRIFY & 1, \Re HIve Yus & YTed H, 98 giaar 9% € 5y
YU &1 YANT IR g¢ ufafe Srer dad g AR @1 & Wi dear 2 |

gH19T ARV BT g TAT ALD. R fddd X, 1 fb GRS Ufdd d o9 <7 SIeT @I Yrd JHIv & Y
# |ftaferd w) da |

TR YuF famel 4 ve Rad Uua 9% @l UeRid oxe Ulifhar &=l 8 3= & famsl & e feaw
YAV ARV & SGTR dfad AT &3 A 39 R P Qe IRW% Ig3il d ST &l 1T SR oI
I oo e & @1 RIS BT AT a)d gU 3 1 1 P JIurd H |

FRIAY §o BT G AT JAT YHIUG [I7Sl B &7 Gl § TS & W aAd B | &F g b A
el 7 # ggel W |

TG &F & WM BT SAY AR R 907 & 911 TR TR &3 I o AN A8l W FHG & SIel
yfiftc & WR sfgud Rerd 8 & | U sel ufafte FRiFer & aifll &% ST gon oda o g
a1y frear ¥ife g areft # a3 &1 e g

Uod & 9 MR H e A @ 9o 3B Wil R g @aRed wY | ga O B TR W
e & | g B Q@ gfed gud 9 A & fod die or B guR w2 |
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oo dfad | o9d FREEn R e X qen e @ Sed & folt yud & 9 )% oY ) 91 A o
S AR IS | $9d ER U7 Bl 16 W RId I A1 TEN &0 & AT YUH M Bl Al W ReR
N |
yrd H FE Al uedie dfed B Fuery iR sEe AT W QU & =Val(dmax) “V no”,
voucher”))+1. THY IE FHARTT AT 2 6 1T B BIS TIT YA SITST ST & a9 JHIOTS Aol |
gfafie Sif<s TS TR & Hed W 98d 8¢ T eI Bl o AV 9T § | URUTERY THTS

AR H GHAOTS HE&T =Val(dmax) “V no”, “voucher”))+1. &I T &1 & IR THITH A&l & HH B
W M B fIg Ue qedr 1 o A YT B T W W N O fF wWa A qod @
AN & gRT Gl 9eara & forg ywma 7 21|

g fafy @ wfafte & forg qd feiRa e &1 e & = = Now () I8 uRem yaoe & qd feffRa
ffr & wu # g8 RTC il &1 <7 # Bl 81 919 S a7 YA0Is S1el qadl ave 4 fdfte faar
ST 8 oiftre fraae W foed o oot dfew # AIgwie Srel aur 9Hy 99 fRiEer quie —6 @t
Jg FRIF0 U6 JARTedl gIE a9l URERS A B O & g & v Sude wRarar w1 59
R & 3MBR T BT “3-dpt [ “wR For A goz o1 I fAfI—a -8 R T @ |

UIGATE e & U1 Bl Il IR & Ty &, Bl 2 S¥Merd fawgail @ A1f Standard W T &Y | I8 IR
@ IYRAMT BT a1 LT Wl Tb qAT Db qeal & ey fRM gl & |1y SuRerfd @
g wvar 2 |

TP Y YAUTH 20,000 I P BN W Uh HHARI gRT Af&Ga 7 fbar Sy e $.9. A=001 ©
gD UG Awd W fdad o qn AR & ol urgaier dfed W SR fFad dxaburar Sff gl 2
Udh WU WwY Hag SURY UdT BT © fOTAH @1 eH—1 &3 eI 20,000 ¥ AR & w9 H & T
21 Add 9e9 R e X wd—2 @& fou el @& w9 # (fdga grn) < >A001 q1 () S 71
Id—2 § ot 37 Bl 9 a1 & folv 37 e R fode oxe 99d §9U g Bl 9 BRI B (o10
AP, R s a |

vl &1 geoer urgare d@fed @ aRelt dfed # 9T gar 2 aR el § &R oue am, o
BT gRT AT §RT 1T AT BT FART PR & (U &, TAP FRHAT W TP TP bR QI foiep
FRD IAT TR s favsl 7 doig vy W e dva arRn o Fadl g1 o aRA & g, A
oA A IFTAT AR dfed fAdeq &1 ureaiyr dfed & fory fraa o) | urgaer IRl @1 aw T 99 Sl
2| TP SHD! KD JARqT H YA FaRT By qAl U fael B T FxA & forg I foae
N | Ui Sl I W[ AR & ®U H SUT IR B lQ STer U1 g bl F17d & | T 0T
T Bl 2 R AR W Aree O B 0.5 TR AT &R & oIy o1 gy’ 92 W faad o | Gl
R @1 Ferg U M & fU B9 | $H 175 W A 81 O @1 dad 3R W & AW B gl
fRIF0 @ te wee § e A 96 | S @ SFTel UediY dfad @ foft 9 Ufhar @ qrERmr o
FHdT B 1 GRT AR R gRT TR & forg wrearer Fimon &1 @ s yeR dfew 9ol o 3§
IEAT T FHAT © | WA S O dHaRI ARVl W SR W diels 0.33 W T 8 R®ife @@ dad,
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34 &1 ©: IEl P SeRd Bl 8, 39 fAuRId BHR] UgaTd $ad IR ol ¥H W € ¥edl 8| 39
Al FRFVT B dleTs O B JARRIT FaRed IR Fdhd © | HAN Ugdrd 3R YAVH Al T
g dTel PHAR & A BT FARISGH B AJAR W © | YAVG YUF B S BRI P RS AM
ST @rd @l frd exd @ forg gt o @ R |
Td dfaq W Iyl g dfed AT R e a AR A9 I 31 guF & SRl R% o S | 59
Ua gl AT & W 9qd ol B 1 39l UuF & < Wi ¥ Y R Rt v |aRefl dfed
faoTe &1 91T o} Uffehan dRaT & S giewd Jedl @l g & oy 9 fdded Iuele PR 2 |
qafeRer gRT faome AR # 9§ gftewd qodl &1 g & fory Suerer Fwiar 2|
o It AR YBd® &l fAeud Gl & e $R1 B o a1 I A g1 B U Next ged
o foctd X | T9 AGRM W WA Al S g Fifds S qAT AW 8 dTel @I BT e

ST difeTdT H Sude] Widl § g+ Ygdl ¢ |

o I RVl & IUAH &F Bl UM B I Next 924 W fddd X — Habd, M R ISR,
Had R W @ g > R s 37 |
* QU B WHW WM $ WY WAl D GAl Bl UK B b [ Next ded R Fdsd o |, e
fr=or # Al g wW Bl YeRid $x1 @ U ugdd | S §U @M Bl 7 i |
o  Next SrCdd # Al b3 S a6l Wbd ®l g+ & [dbed @I U & oy Next W el
S R &1 f[AHed UTd § | Ugel P I 918 § TAN B & (ol A1E IEd & 0 T 3T A
a1 gd &5 A <dfoa fear s €
o S BN are @ral & g & A & forg g9 ufeham @ <R S |
TH R A JA1 o ufafe & forg S g dfew fouat iy oa 2 iR v @l dfedl @ e o
gV oad @ ¥¥d U P el QT © | USel A I B oY M BN Tl Wi Bl g | o
fored ofR “Sr1 B aTel | @ g | g G da B Y gET 9RO B TR W, 8 B
A R AR W R 7 X A9 q1 9 Gl A0 # R BN I9D] dlels Bl odd & oD
T USAY B FARING A B ITIER T¢1 IR GAl dfa Bl @] dlels IR Hag Bl Fel a)E o
FaRd HRb IHb YUF DI G GO & < | O fael o dxA & oy yR&AS FRE Wi
[T PR TSB! URAT O FHhal & | ool dIad § AR ded Bl [Fdd d iR A9 fd7g 31 yavs
903 & IR Tell IR W ad & # of WY | S9ST YUH IeY ded @ |t ¥ ¥ 95 orar 2
§UP! Tad IR FHAGE Wi aR RN | Ue ST diels 3R o Tg o @ fofg qR=d, 31ael e
IS foram &1 S0 @l TSR $T 77 TRAT 8 3R AR 9e & JAN R {6y I arel & &1
SR qrexrdl & | Rers fhar oF 9o & wu § dom a1 Rere o @ a1 & wy § Ue a1
| 78 @M & U oIfTell (Next) 9ed R fFad o & e 9e &1 Oe U6 urears qed s
31TAT TF IS Ifad I & 918 1Tl (Next) W fIeld B WR QY deq & U@ 3Ifod fawg
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B 99 e S @1 gd PuiRa feat of Wer o i R fFdd o3 | I8 s # fharcHs 9eq
@ RIS b1 gRU™ 2 Sl b U A Reprel &) Sied &1 Jgdl & |1l 8idr ¢ |
14, S IIa YAV WMl & JJAR AR 31T <2l BT g1 & oY 39 foham & ISR S ¢ |
g fAf3rd o9 AT gWIOTe ST SHT UHIVIG 6T ofFed erel, off fh ugel 9 & g o ed e @
wY # T 2| T B U THVEERT R yEvre R aRell # wuftd e & forg sraws
g1, 99 yAvre IR aReft # ST T Srel orar @ @ feforlRad yus @ wu H gl g gadr
gl
TR YU & 9 H AW GHIOG qAT ST JHIVEG 6 foll SURIGd Ui YOS @ Jegdd ¥ I8 sy
et € fb I81 W IR o9d ©; WIS HAG, [, gRT TR, 3R gRT Af¥ed I fb Tev 3R o
B F| YT 9 UG @ ddl Bl T B JJIR IRWING FRA @ foU BidTe | uge Q1 o9 |
3ITSlT IO H. 3R Ay urgater dfe g € o f 99a STel dwil & Uehfd axd B | o9d @ <1
T GRT MTRd R GRT a1 A dfew FRIF0 & & oy ureaie dfedy Jamore SR ST
gHue Bl AIfaa fRE & w9 e B UelRid aRar 21 S gl UBR & UAITS T AW
yHvTG @ forg Wt T B ) 39 gwaed Wide @ die A Reer wgg Mm@ ol w
TARTEHAT A TAT ST @Il UM & forg ol faviy =+ &1 wahar 2| e |l FREe @ 9
T vfafte Sre &R o @M1 99 iR S B dTel @I @I g @ ol WANT BT © | gedaerd
ragTer R, Uredrer Hl Bl WSVl BRAT © 9 AER W YR d- & folv & fddwey vz 4 4
T AT T T | GIARYT UISANT dew R # AT ofdd g | WA & IqH aeie @l Wl &
90 & folg S1a # U W BN © o HH G Wad, @ B AW, R qRT S Afe | o
g # ST yTA REF B G R g¢ I8 R g 21 s9e afaRed dgf W uie ey 9ed
yeffd B 2| R &I Sied @ forg, Rars wfed o a5 & & foy yde e g wafid grdm
§ | UB MY ded, sl ylafte yuz # fpanfad 8l €1 $9 YA UuF Bl 9 B [ THAl Bl
YT R U Frefeiad #al &1 uAT B —
1. Raq gz A1 4 9910 q1 gARea & 6 saer Waifda ser @ fawel 9 g 9 &
1 ¥ yeRid 8|
2. fRF0 g (CTRL#Y) BT @R @ AT & el o fa=el § JHve |, JAors o, grRi
AT 3R ERT IR W faetd & |
3. Bl o FuiRa fhee (@) @1 IR T1 S &M @ &l ORIy 9 W) @ a1 818 394
I W@ A1 Fahdre & dyel fad &= ff 39 83 3 91 @i &R e 9| 2
4. 9od ¥ d fFRET @ S9a $fRed e W g nfid o iR URAE & IR O Bl TR
R 90 | 39 TS o dd D G O B GUR FHd § Al TG 36 9 qfad 66T 4§
e A |
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gurgerell ¥fve & foy yua WM & Sie A9 f[Aded WE A B [uer | yarTadl T/
fAwes & forg oiga ™ @1 ufafte @xar | fafer= ufaqar § M dor o feRgax a1 fawmedi
&1 ufafte o | I8 3FTel(Next) 9 W foddd $_- & 91¢ (9T BT Ay |

e e faore afdamd faded @ gfafe & & foly WArTeHal & IR axa ufafear
HT 2 |

T B G A1 6 ve afddsd | Ffa uHere ve T gEoTe B1dT 8 T 31Tl (Next)ded
R fFdd BN | IS [ddhey ogdd & gwU SIel el &l ufdfte &= & oy vadd ganTahai
BT TIR HAT 2| M T 5 & forg 0 3R 1 @1 gfafle o, o 3rTel (Next) g4 W faaid
& |

TR WAt & o U amavas € 6 O qeu a1e & wan @ fov Wi @ s fwey
BT A SR YAUIG FT B 8T UPR b WY § GRIEK I 0 Next de W fdefd o |
TR TR Sfed FREFAT UeR ® g 3 oy quex ufifear exar § | faors dare ¥
9 f3F U ST B WY Aded 9 B g qA1 G (Finish) 929 R e & | (add T
AfITHH ofde B by Fqg & A1 Fwfid axar g | I fFas oxd oda & fFaa o

qAqT P’ R fFld B sqD! e ¢

T dfed # gy RE @ e e &R M dar S e e & fou ua
HTERITE UTGaATel IUeTe] BRI & folY SHS UUF & Fegelly W SIS | ST g3l ofdel (3o
P W [F9d H B a8 39 ogd W TR (AP PRD R o Fhdl € | uredie o1 &
GEU1 BT &R WY 16 TR AT BHT T8 2 AT 9T 0T DI MG R YIH A Pl Al W Fa
T | b FRAT A O B S UBR R R =1F([Type]=0, M, &) 3R “ ” @R
A0 59 UIeAiY FRIEUE Aels Bl YA ATHING X R @ I8 YHIUG B gHEeid
WS B T8 T AP qAT USRI R D | T WA QU H IWia 9 gfafte avs,
E BT oRg FREF gaTERITell 99 91T 7| 99 Sl UeR &5 0 Iod W efid g6 g
e FRiFr WY & forg M MU @I URRA #RaT §; 3R 99 UER @ qod 1 R d
BT © 9 39 oI R0 & §RT S JHIOTE TR Sl 8 | WRRY o e UG & ¥
ReR BT | 3O TS olad 39 See & fofg TART 8T | 11T AW VI(Enabled) &1 =&l
R fad & e 6 yeRia o sRada 81, wanTadl g1 {6 W 98ea & forg 8iam @
q FE I wHE fEe # W gAnT g @ S 39 it yud H yMraeid ureaiy & forg
gl 2|

31 ISy dfad H YU Bl Hel Al FHudy iR g9 AT SG 0 B 39 UBR R
FR =Val(Dmax(“Vno” “Voucher”))+1 T Visible 0T &I &I' T W& WR M qd feiiRa
I 0T Bl THVG g & 95 RE G I V9 = Jod (Dmax (“Vno” “Voucher”))+1
IEGIRTd BRI & 6 S $ Pz 1 RPE Jodl & Td YA0re AR H yfafe yarors
AT & 9o §U U AR T Hod Bl IUH IRAT o | TS UROTHEHY JHIG AROT
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THTUTG AT BT TdT Tl & IR TP Uh B YIS IRl HH A SO~ sIch Ol © | SHD)
Ar(Enable) o BT R T Y |

12, UTGAT 91T & Afdasd qodi I (S wHvre fAfy @1 gfafe & fog &l 2) 39 weR fra
X =319 (Now) () 914 & I Rare Sirel 9T & @@ RTC fafdr yamores o) aafaasa fafdr &
wu ¥ yeffa & 2|

13. Tl TG == YOI (V. No.)d&dT ofas <1 foarg o1 yores # A1 &l 3R Ad

YIS H ST Bl G2 @ [Ty, 396 S §U oidel Bl B 3R $dd GRUT YUF dol Yul AR
o Sfad &7 @ Fad | R saa FriFe Sd qur fd gar @ =1F([Type]=0,511, )
a9 {5 9' ey dfed sfeod uredry &I UaRid &xdl 2| ¢ dfed H | gdl A @
JOMY AT 59 GAIRT UGN AT I 31T W | Wil $ g & o qrea gl FRmom
faoTTe aR™T T USRI B War 21 g AT & 999 @l {5 3 [ X AR oed
UUd $T URU IR GG Jg GEredd I 6 gHeT AT Sd O 59 YeR Feid 8 =
&3 M WAl Had, Ufdd Sid @Al W, WY MO 2 W, g W9 2 W AR WY Alers 057
W, AT $T Hell Wil e & g g omenRa a |
™/ o ufafte & foe S a9 —
gfaftc & el Suyus foRi=or gRT 99 a2 | fAwfeiRad sl &1 9T Su-—yus & 991 & folg
AT YH YAV YUH b W Sied @ oY gl 8| SU GuH IS el Bl © el Yerdid i € |
Next 99 R fFdd & & q6 IGAM AlfeIdT /JBare &1 g1d 3 | Iuud fasie Ud |arg @l
UeRid axar &, S9! 9RvN 9 fa=nfud &3l @ <ar 8| 9o f9eRr (Voucher Details) Rl 31 58
H Bre & g9 AM WAl GR H GIRT AR, ARAE TN YHIIS H. YHOTS quiF ARl {3l
(Next) 929 WR faeid o |
TV T BT JANT aRd gU UAIUE WA W URE Rare & fou wavre fJaver i g9 @R
Next W el $x d21 U yus fqug foU M Sue® &R1Y | Y Yu= Finish W fdeld &Y S 9= &1
TN B | YOS STl # STeT acd $1 WA BR & ot SU U3 &7 1 ofdel Jwrasell eived aem
B G M B o e o1 g1 [Y yud b MY H O gERT ursdie AT (Y ddd AT @
TCPR) W B} I8 U fFar Srar 21 g9 sramar f fdaor Sd o a8 =IF([Type]=0,
) & ¢ “& Entries” I8 GeaaRerd AT S & ¥Nd Bl o1 YAt a1 Am ufafe & w9 |
e H el BT 2 | AT AT WHI H fAded 98 @ g W R IR 2 | A H yHve S W
B GURAT ST AHAT © | SHS] oFdd @l Bl e &1 (AT a0 Bl gos el &) & A HelaR
TS . W BT G 3R BIS USRI & gRT AT o g |
qTSITe 4 B HHY 0T (S R F AU BT 8) BT SIHAT @ T W B WY WSS W
BN | YT AT BT IURART PI THAT S &l AT TP FDII ol & Ad [a-ME foreel & ey gHkead
AT ¢ |
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. NI (Amount) @ T AHT BT UGS BRI O™ 6 SHBT I ATl 81 ST | FH 1T YAUIG 20,000
H AfF B W, TP HHAN §RI @1 &, Tgd =A001 2 ffered 7 fBar WY e | 9wy
Hare IR BT & o b erd —1 <1 g B § e 9o 20,000 W AR B WY H URWRS
Add e R s X Td—2 31 3 & fou o 5 a1ef 2 [ affiga g1, < > “A001” &R (M) S
“71% forg R s X offd 1 & f9a 1 @ fog sd—2 # sfia. R fadts o |

. @i yfifte & forg urgarer frimer Gt &1 fsr § gee O e €| ueai dtea | gl dfed
FRIZOT Bl geereT o o # A1 T 81 9adl € Wl gRT Aed’ R CERT 9IR & folg Srer
et @1 |fd dee & forg 8 2|

BRI AHT 9 BRI AR’ & SleT i &l |ad &)1 & oy ureanyr dfed | gl dfeq ad o)

BT AT ST ®
. SY UTH B T Y W oldgd AT @ foud@ (Paste) @ T (View) @ ford Th—9 &1 faetd & |

. AW /S U9E ® dd UR 3MMQY §Tq Bl SISl O Adhdl & | AR JagR Y93 & Hed ¥ Ud ffaRed

Y g2 "YuF g ¥f¥e & A1 SISl Sl Fehdl © | YU UlhAT B 00 T Yus g dl a1 &
wY H T GHd 2 |

SR YUF Bl dle] fawel H I F99 YRl gRT GAREd a1 =@ty 6 o & s
wfaftedt &l B | Do STeT @l @I (JAVE $) Sl & 916X drad ax R®ifd Sl & 98X dadl &
S1eTl (RPE y o) d 9RO 9 |efdd 81 2 | 9oM 9R ¥ W Rare a1a # @18 el Rare @
yfiftc & ugel IuRerd 8 =Ry | yHToTe gvid wReN # &ffom U W @fud 8 9 g

o & o 9281 &1 JANT (Used Qiuery for Information)

oG gAY b @il RUle § TR &1 o1l & | DBMS &7 WA e fafi gkl &l ae1as 99 varfad

TOR GRT YR o9dl # R fhd T rer & vy # w9 ued fear onar @ a1 S99 wed 21 O @
IJUHRVT GRT B! GIR 8| TR Th <ql & SHUR ARG TRV &R A1 81 Fdbdl & a1 e cqal W
3R faws F 1 | FoR & Fa) BT W Y™ I SHHRI & $HRal o |

TR F FoR P 1T AU TWFAR BT fl THR <5 31 & el 21 S1eT & gAY Re A a1l T
ERT 8 9d © | goR g™l gRI Fr=ifalad &1l aR el & —

g AT — IR Uh AT A Tqal | TSR U o Fahell & S o oo # Hafdd gt 2
Bies gl — Yok IRV H {3 arel Wics A1 g7 Al © |

o RPIS I BHT FIAT T DAl HRAT — JoRk (Gl 91 AR H SIeT B HHIG DR Ghal & a2
HARA W B T ¢ |

o FI W IAMRT <qel, B g RUIE F9MT — JoR Fa | Uit RO @l <qel, B a1 Rard a1
HhT 2 |
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BT (@) & UBR (Classification of Queries)
Il R A= gpR @1 TR gadd Bl & Sl b G I BR @ ol WA § ARl ol © | Ul FaiRa

B Fgd g9 ded © @il I TP A gU el & AHE & Wy Rerel @ Fag &1 @ YA g6l 2| 3
araifde R MABE T ve 3T g @ & fog «f1 81l & | oieied RUIc @l I &)+ & oIy gd”) diF UaR
P BN 2| 9 FA FT 90 9 UBR T —

1.

AR 9287 (Simple Query) — Vs 17T Je@T AR U287 e © | Afa Ve Sl & AR Bl I
B B U $IS g1 BRI (function) A &1 BIaT 3R H© Red qeu a1 gl w amenia fFam o=
gl § UANT B © | J&TeRVl & o0 Uh Jeol, oidad Rebrsl &I RN o fdfy &1 e & forg forad
B TP QAT B UEAM B SR 8 Bre =711001 T B, T WHERY Y87 & iR fHarfad g dea—1 &
SICT 3R & T &1 YN Hxab 3R F=foiad SQL aaied g ¢

SELECT Vdate, Amount

FROM Vouchers

WHERE Debt = “711001°

SIRIFT SQL gafed #, SELECT daqad eI oI dTet &4 & eliRd & fou 8, FROM Sudaded €l &
S &1 FEiRa & & 3k WHERE SUaaded YUl &f Biedl 8 W8t 9M &5 &l §ad ="711001° |
UMM geaT(Parameter Queries) — Ud UAMT Y281 WARTHAT B YA & & oIy dIR &_ell & | 919
UH & geeT @l fAfe frasl & drr SR @) awddr Bl § O AfdRe dfed @ gRI, Uh SIel &l
e rad &)1 & oy, ve AT gesT SuAd €| €l Wil g9 WY el @l [eled 9Hd, Uh
qA JBdT8 WE B A= @ $ie & fu TART @R $1 amaedddl sl & | EfeiRad SQL
g R AR o |

PARAMETERS Account Name Text

SELECT Name

FROM Accounts

WHERE Code = Account No.

SWRIGT J28T H§ UHT SU gaed, TRad-1d @ 9. S °9ifd a4 & oy 8 § | I8 SQL e 9

ST BT & A YARTRdT BT @Al F. & el Bl U] BRI & ol TR HAT 2 |

3.

AR Y281 (Summary Queries) — Ud AR UTBT, U HERY BT & AW © | b Rale & Th
affa g @f el v Re & Fg @ forg srer vl &1 fMerem 3 uan g1 21 98 J98T YR
T @ ¥ IRy A § i WA AN o e SIel & RN W MG gl ¢ | FrefaRad SQL
g9 R AR & |

SELECT Code, Name, Sum (Amount)

FROM Voucher INNER Join Accounts

On (Accounts, Code = Vouchers.Debit)

Group By. Code, Name
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SR & T TR F gHG AR B @A R | S eI ST 2| 39 @rdr & $ie iR yEE
T TH PR & B JJAR I 371 o €, e gkl Rere WE & Pl 3R @i & AW @
IER VS 98 4 9@ ¥ 9 2| 3% 3¢l UBR IS A & ford gvRIR &1 e MRed ava,
yefRic fobar ST & | 599 Ufshar o7 Siis febrer ARIe Gfshan A= &l 2 |
T AR B DI A (Method of Creating Query)
IoR B IARIHAR & IR W & TN $§ YR ¥ - A 8| <9 9919 9 I Il Sleld & 918
3T TR &1 Fad & | 399 forg fFfead wu 8 —
1. SEeEd el # 7 929 R s a |
2. 9 e W Faad |
3. A gu fawedl 9 9 318 va faded |
4. 78 I o<1 § 9 <qa AT TR Aelae N T R Fa amenRa grFf |
5. T9c Welde I Wies Holde dx AT Next W fadd o
6. 3TTell famel # Fo1 &1 9 < qor1 o &g H &iel | $9@ 18 Finish W faetd & |
TR H SWRIGd <1 T T o @ @ A9 ISR 9 IR A S 9Edr § —
1. faeT€ faf¥r (Wizard Method) — fISTTS T 9O (IR &% & % H 8 U8 - I T § —
a. fa<l & Seey & a) % & T AR F G99 BT IT B ARE A G|
b. T We & T F®, I e gRT 999 B &l IR TG AT fFqd $X| R & T fawel
ST e ARl F99) IS @I eIar & | SRRl &) AR 4 Udh &5 Bl of of Jfdr IaH
TEd 9 AR @9 ¥ @ R e e gg w8 wifia Bl 0 38 aEl @ ga @
JILIHAT & FTAR FAT S AHdl & | RN B TR AR B arel SIel Sl F GAT SIRAT |
&3 Bl M T FI & SISl Hal & ARIH A Fol O o | &F B g4 & ford favel & arff &R
& T AR R 3T IR AP IR |
C. SATUfRTT &3 BT G B IWI Next g2 Pl <ard | AT MUl d1 (Key) AUl & |1 A1 gal
g A UeuSdl B I8 faded < BT 6 I8 ) Gl w7 a1 R faega w2
o I faga fdew @1 g1 A1 € A1 TS I8 URUM BRN 6 ST WA 9 el Rapre @
geiRid BT |
o I ARG faPped B A WA 2 A SWIRGAl I IE g1 B b S fFE UBR @I
HiAriesor =Ry : I, 3fd, e, Sfddmas & |fiiaxy & &3 & fJaR fAf= gaR
& GlriaRy & AR A= 9 9o @l facd BT BN $9d SURIT AL, fdefd Bl
&I |
d. Next @I foad o R g9, T M & JHR W TR & T 8, IFDT WE I 3R A 9osiRd
TN | FIRY BT gROTH STeT uF # yefRid 8 SR |
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2 Microsoft Access |-_||E|§|

I Ele  Edi wiew [neert  Tools  window  Help Tpe a question for help =
E ] P L ] e - 5

[= B[]

% Create query in Design vier
@ Craate query by using wizard

‘Which Fields do you want In your query?

You can chooss Fram moee than ore bable or quecy,

[ mes ][ Enen

Tables/Gueries
| Tabler Irveices %

Lvallabie Fislds: Selected Felds!

Tl sharpshek - Mierass,,, W dbl ; Database (Ao,

o7 97 6.6 AR R faoE @1 g fawer

ey fafer (Design Method)
T fAfY gRT & BT IR &1 & H9 § A=fiRad uel &) smavgsddr gl & —

1.

ereed el @ qr ok & i Il & SewEl 9§ @A) B g | Qe oiR & T Uy Sui g
TR BT TIR AT BT &1 IR s a3 |

TR gRT, g9 g iR Aol guid st wefRfa axar €1 @ faver o W <1 wrn # farfora g
2B g | R <1 U BT R e U ok e U R o 67 W wefia fed R

3 U9 gRT STel WId & Uefid fdar Srar 8 don 1 09 Ry Ja) +ft @ed g1 o ot a1 fre
S T dic™ H TR & IS B &3 W BIal 8 $9 od 1 e @l I Ufad gRT s9a &
1 4, IRV (FR) g AT Bl USRI IR 7 | 39 MR ) aRomm # g9 9ian AT B A
R 9 9 <R T 8 e R WR 39 &F &1 Wi fEar g U@ F9) @ uRum WIS
SR ST |l 8 | AR faRel Bl g1 @1 Jfef AR Bl SIS, g%y Jfrar FAR) fave g™ o1 Uud
ST AT AT BT 2| I8 §€ © A <l SR e oxe §9 199 AT Soff 6ehdll & |

AN AT Fol ARV & A R AY IR S A (37MgcH) R s dY |

e a1 W & Bicrd & &3 Ufdd @l faeie oY | 599 &7 [ g A & Bl g dabd ¢ | gy
o ford g i <evrEl SR SR Wl afem & fre o @l & e a3 wifia 811 g @
3 UBR gRT T A dIR Bid 2 | i SQL fdavvr gr yefRia foar Sirar g1
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1 Microsoft Access [= [[=][x]
i Flle  Edit  Miw  Insert  Tools  Wirdow  Help Type aauesticn for help [+
[ 4 o (8 [ ) o [ LB | | i | 1 | i

db Database (Access 2000 File forma
L apen 10, pesicn [[TMR] | < | 2o e [EE]
Objectks ﬁ Create query in Design view
T Tables ] create query by Lsing wizard

Which Eable o query contains the

Flalds you wank for the crosstab query

results?

Ta Inchads fields Fram maore than ane

table, create s cuary contairing ol the
f|  Fislds vou reed and then use ks

query ko make Ehe crosstab query,

L

& Tables O Qrierims () Bath

Headerl Header2 Headerd
TOTAL

Crosstab CAHPS ML
()

fo 9. 67 T8 F1 @ 7 fawer ARl § yoeiA

5. WRYN A &F T AIAR WG g arel &5 B yeRid fhar ST €1 39 UGR @ AR ar R A
SIeT Ed @ SQL faaver § FORM gRT S=IaT oirell & | 9o QVE fre & gad) ufdd &1 |arol g
& FHIAT TIF H &7 BT II9 B g gs IRV T dF & AT @ 2

6. WE @I fAfed & & o’ Ay SR qul B gRI1 e a1 Sirel &) ufed @1 faerd a o aodl &
FRiE a7 W fdaRer GuR 2 S 2

7. 83 @ Bedl ®A (Igd AT ged) o ford fie a1 oitar @t ufda &l fadd ¥ | SQL fAaRwT & iewr gRT
qR B Bl HH D gl gU &l DI <@ O GHAl © | T4 UAT H 98 HH Bl Bl gRT YaRI
foar Srar 2|

8. TUR T A F yRuM, B T @ ford Wfad W fids X | &8 B e fR & o g7 T e
I Bl DAl HH b ford AT S Tl 2 |
TR g R fF M Raret & Wifd R W e @ fod fire & dfad w® faae o) | e
AMHR & IR FB SUeHl & <R fawd g, 78 SQL fIaver WHERE a1 & 18 <& 9ahd o |

9. WA @I faad IR Ctrl + S gRT T B YUGIR & | Harg a1 § IUANTohdl gRT TIR B T
IRy M &1 T Bl ySRIT HRAT 2| Tl ¥ gHST Abe =M, 9 SART A1 Wigd & |1er fuferd
¥, B T B |

SQL TN fffr — va g 1 ¥, g7 gU RN W 9w, qMfe NG ARV MM R s oxeh, U
foam S \wehar 21 SQL 9 g gU 99 & favel @ 37 9 f1 UF gRT @l dre @1 Weral 9 SQL faaver
R for@r S g1 amufeia SQL fdarvr & ford o\ W iy S iR 39wy faf @ aveg wusiRa faan
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ON  ON N

ST 81 99 SQL fIaRvr @ (R fhar Sar € d9 fefaiRad SuarRil & RIRY ®Y W F9 @ ford
It & W H YA AR 2 |

(1)

(if)

(iif)

SELECT % $9 SU 91 &1 TN US {92y &3 & SIeT a1 gERll o Ualid &+ 4 f&ar S
2| famfalRad SQL faarer & 9 &1 foram Mm 2 |

SELECT Code, Name, Account
&5 BT Brs, A, WAl Bl SELECT & SUITR & d1¢ d SIel qal &l dd™l faavor # yelRia &xa

=

FORM : 39 SYATR § STel & Bid &l ROl a1 9oy 3rerar a1 | yefdfd #xd 21 < arRof
Bl Siied @ JOIN SUaTad & Sirew & -8 W) eRd 8id 2| a1 YR 9§ el ol dhdl
2 — 3rex, 91T 3R T |

3R (Inner) : 39 Siig SUarad # &I SIeT Wd & yfadedl (Rersh) &f smow § qof . | e
IR YeRIT ard 2 Nwe fJavor & frafaRad 9rm &1 forar S d@ar 2

FROM Account INNER JOIN Account type

ON Cat ID = Type

SRIFT fqaRer § e @ Raere &1 98 IR ¢ & 49 T Rere & IR &7 #4d & | o

3% Cat ID = Type H <@ ST HHhT 2 |

(iv)

v)

(vi)

AT (Left) : s 1T e § 9 uRfie Rere o f6 wdfta weei & gelR¥fd g & s9ar
IR & RS & AT §a fHar S g e1erar 721 foar Sirar ® fFafalRad SQL wo+ & 91T |
T @ AT GEHT 2 |

FROM Account LEFT JOIN Account Type

On Cat ID = Type, Code

SWRIFd U9 H @rdl & 9 Rarsl @S9 @rar yeR ARvll & 91 §9 f&ar 7 g o 6
S9® Fa FAal @ f fe@rar 21 #9 &9 (Case) Cat ID = Type

TR (RIGHT) © 39 Sl @ &1, M0 waell 9 Hafdd arvll & vt R arg a8 wigwe
IR & fier a1 9 fiet, &1 yelRia far Sirar g1 71 SQL faaRer & 9T &1 form 7 dhar 2 |
FROM Account RIGHT JOIN Account Type

ON Cat ID = Type

SWRIFT [AaRT H, TR SeT & /A | drdl & 949 Rpre, T IR JdR & Rerel &
IR HA B AT Hel B AT BT T Dbe M S = THR Bl & |

WHERE : SQL IR0l & 3 Suaray § 39 999 &1 YT Rérs &7 dd) § a0 o | b
1 Reft BT Ut &A1 2| g9 & Repre ¥ URVMH I WHERE SUarq &1 @l & 319R
BT =RV | 39T 3rf a8 2T ® fb ") gy fRarel T Reprst wR arad arer 2|
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(vii) 3M<e §RT (Order By) : S0 IU a/ad &l 3fef VA MW &I g1 O g1 & gRenfig Rars
I AT AT T | AT §RT IYATHR & 918, AT & JER b (R & ford ezl & arefl 1
A o1 & | FrfeRad SQL faeRer & it &1 feran S wear § —
ORDERED BY Type.Code
T ARVl & Ao H IuRIGd faaRvr BT 1o 2 b Reprel & uRom &1 q@d & ford amawr faan
ST & S W B &7 BT USR 3R YBR B A1, WAl S &3 BIS gRT &l 2 |
(viil) 998 N1 : W8 §RT SUATR &I FANT SQL faaver # HAferay g% &1 a1 # Rabrel & 98 &
ford foram ST 2| WE §NT SUGIed ¥, 918 &1 &5 REE & g $ YSRid sear ¢ | few
Wfera TR BT aRemE Wi 8§ | 7 SQL fIaRvr & 9T @r form o Ao 2 |
SELECT Debit., Sum(Amount)
FROM Vouchers
GROUP By Debit
IWRIF SQL fdarer # WE gRT Suared ¥ M WAl B ol YA0G @I AT Bl 0T B &
ford wamT # R 9 71 Gt I e gR U Ai] B @i § 99 a1 Dr. W 2 |
9 SQL faeR # §9 o W WeRIA fhar S g 6 ydie wg & Rarel @I dd I GROUP
BY SUITR gRT IR o S |
AEIHT Ufaded @ IR T (Generating Accounting Report)
UF dEied guell gfdded & O e 7| oidia yoren ot ured gRT iR e R e aRa w7,
SaH URIes I e BT B | of@id YUl & fRTa w9 oaied gfides g € | vad # ufadedt @
TIR BRA & o e ey gidl & | o) SuHIaTdRel a1 S Feball @ |
kS| il 1;I'f%IaHW(Accounting Report)
UAF Ufcded § I Bkl & O & 1 ydR & Ser & ®U d eRil 8| STl UhA STl WU Hl
U BRAT © SR IS UHH o9 AMGRId O & AT YA BT & A S Il dRal @ | Gad B I,

STINTEAT & AR Il PI GG HHIG JUF U H M1, BRAT Beadl & | U Uloded $I G Had
I & o TR fhar omar 2 | fdll 3Ry sraegadr 2g Ud S9a IR¥d & A1 Udd Ufdded Bl dIR

I € | Gl BT &1 &g Sewdl A1 G A1 | Y (il @1 AREdn B 9 ) fgd Mol
@ FIER Bl JIA X | SWIKTJAR BT G Bl @i ST & YhH §RT a1 Al & ORI oheh

YRIIee @ IR &R H YA H Al A1 & | 3d: oldide Yfade o@idhd ol &l Ud Hifdd w9 &l © |
AMEIS oRdied I $9d Hifded Yed & AfARad i@ Ul H |HIRT BT B | 0 GEeudl, 9Harg,
UREET, qOIdT 3R | | eiRaie Ufdes &1 SuHiadr & fold derdd M & fo)l I AcAfavard &l
oM & for vy a%g @ IMEN B fa¥d USRI S Ay R Iqd AIER I AHRIAD YH1d 81
3R FHRIES (0 o U wR Ao | W Ufoded R IWRIad I8¥g IS T8l § SHbT A1 §B Wl A8
REd1 2 | oEid Ufddes & & Y @ B8 7| O Arerdg R e (W deed aifafea) ar am aRen
¥ HEd ¢ |
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AroHTeg gfided : 39 yfaaesl # o gearl @ ol ofd 9ad &M ol &, & o § weifed R g
2| 39 YbR & Yfoded & YR & B ¢ |

ST Ul 3R 91T AR gfaed

AT RG9S : 59 UBR & Uil P FARTERT ®U A A7 o1l & | R g ufdded @Ed €1 I8
TR ufafes, avdrfed, iR, R, sefaffe swerar affe & woar 21 e & ufided & 6B
IRV JAUC ook, IHS [Iavur (9 Jd), AR Wral [qervr, ff~m e Ruie, oM &R g1 wrar &R
o I3 37 |

AT SR Ufas : 39 TSR & ufided R R g Aiel 91 wyfad Sew & fod daR e s 2
I75 W TR Ul ded © | A AT Uiidedl & B8 IaTexvl IYFIR & WMl HI [daro] FHEGE]
F1 faqervl, TG A&l & Rl Bl faaRT anfe |

FHET FRdeT — U ufddes R sawgadrgey 9rfieR T80 81d € oifdhe arhed Sieovd U W T
@ IR W VW yfraedl f daR fFar Sar 21 0 ufddes deef ufaded g € R 8 aafRal & R W
TR b1 ST & | I8 Arotdg ufided & Uliide gt el & |

gfded IR B B ufshar (Process of Creating Reports)

TR H oI Ufddad @l dIR &R P UfhaT & A AR B1d & : URdad BT U6y, oidid Gl

PRI BT UZATAT R 39 TR b MR TR TGihT Yladed bl JIR BT |

1. 9IS &7 WY : TS URided @ Ifad §9 S B § RiFe MR W URidedl & urey g
9! faamRrd far SIdr 8 | g9 UTHT T BIHT Bicl 8 3R 7 By 991 8 forad fofaedl & ford
UG SRR SUerel BRil 8 | St @ ufaded &1 oef a8 gian 8, & qafeiRa Sl & smR
B & # @A gY 39 JIR e S g

2. WGIEHT GE TN Pl IEAE : S G § SQL ARy 'd 7| i ¥y SQL fawRer &
RVl @1 favaa-ar & A1 e T4 Sl @I Ugell IR & €l | gAd] gAdbl AR Bl
ST 7 |

3. 3ifom SQL & ol aifeal & wgl &l WaINT : it SQL @ ford sif¥eral & &g gdadi SQL faarwl
W PR &RA | Y gfddes ol g b1 s Bl & | Yidad Bl dIR dxA H 39 e FYE Bl
MgTIEHAr Bl B |

T # gfiaed @ WY @ AR 74 & Hel AR (Basis of Designing a Report in Access)

BlicHag Uaded @ YR (Columnar Report Format) — U%h diciHdg Ufded & YU &5 & o¥d BT U
@ I arel 9T H UH Bfcrd gRT AT e & Agd | YSRid oxal 2| &5 9 |&fd ga o v g
TR Do W YERIT Bl & iR 39 UaR o &F W # ar] grar 2| afe ot & oifa o7 @1 @rel <@
SR A1 39 & & A9 8 ¥ue & wu A el <0 39 UuA | & UBR & DioW BId © UUH &3 Bl YaRid
& 3 ford fgedia aftra gammeit @ fawa g @ uelRfd o7 & ford o Rare @ v # 9 &7 B1d €| o
= U U3 H YeRiA f6a1 Sr & 99 Ufcdas &1 A oreai @l awadhal gkil @ | dioHdg 9ud d qfad &
TSl @1 W& SHG &3 B WAl AR Rbre U $T A& & [UAhe $ &R Bl & |
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Wﬁﬁ@’ﬂﬁﬁﬁiﬂmﬂabular Report Format) — U$h ARUIEE Yo H &5 BT WY I AR § uelid
BT © IR W e 31 fAvg 9] gAY S H USRI Bl © | GRUIag Ufded § died @1 G-I IS
&3 @ G M P R BNl 8§ 399 9% 3T BT 7 P SWied A W Re Wi @ 99 arfleg yos H
yelRfd far ST 8 99 ve o, &5 & dide 9ur s dRd, I @ vg gl & ol emawd g 7
ARG UU5 H qfed B A8l B A& IqD Rble Al &I A1 AR &F & e e o HieH 3
R TR B B, BT Sres W aRIaR YT Bl 2 |

W # gfdeT #1 WA (Structure of Report in Access)

TR § U Ufdded @ YUY &l IR &1 & ol I9a A1 9T &1 U6 a1 fordn Srar § | I8 aedd g
2 5 ue ufcrded &1 Urey TR H IR 81 dfed 7 9l 9 o 9 oy Y € e 8 anfRv |

o Ufdded ¥® (Report Header) — Ufded ¥ UfIaes & Wa¥l SUR dTel 1T # 81T & S99 Gafdd o
fawr g # +f & 2

o U ¥fif@ (Page Header) — IS 3@ ftaed 09 & I w e <ar € g9 fosl ufodes @ 99wy
o WA BId & T I8 S1d 8l & b I8 S uladed &l U § |

Wgﬁﬁkﬁ(GroupHeader)—ﬁﬁ&@ﬁwwﬁﬁ%?w@ﬁ@wwﬁw
o SR @ 9 e T frdd, ufades # SuRed 81 2| 9 ae @ uRaifd & & fo wig
% SR T & O BT YA BT 8| WE b WR b AJAR G ANe GAP Yfided $ O W
fe@r <ar 2| ufdes o9 & W g ufided wE @1 i g ¥ | URe WE @ WX @l ufided
ST AT WP gRT Yelid fbar o & |

RRT (Details) — &R & HRT BT Yfda &1 G T A AT © | $EH Ufqda bl dIR HA D ol
Srel der g9 B ARell F forn S g1 I8 9T swfed P Bl © il 39d ufided @ &
I @1 favg 9% Bl 7 |
Wﬁﬂﬂ(GroupFooter)—ngﬁ?ﬁﬂﬂg?ﬁwﬁ?ﬁ%{mﬁwﬁm%ﬁﬁwwfﬁﬂ%
9T &7 ST & Fhdl o |

Raré s @ fafer (Methods of Creating a Report)
TR H P RUE 9 PR I 9978 O Goball © | TP aNId b7 Afera faaxer g fear & <=1 8 —

1.

¥ YRTdeT (Auto Report) — T8 Bic¥ I A0S U=l dTel Yo H RUIE 99 &7 Fa M AR
2| goIAT frll TR & yus F SR wueiRd 9 ot Rue @ Jgaer Hd & fow Rare wqg a1
YTaeTE R H e B @ | %oy wU A SeHd @l & Uh ARl § o Sid uael 8F 491y |
I I UF 4§ e AR R d Bl B, @ N P ey & U H AUART A1 AT 2 |
SIere™ H a1 |d Iy 8 o R, FEfaRed e 9 @ fdded 991 o1 9l © —

SIeed famel & 918 3R &1 W% v g # 9 uftaed @ gh 3R ¢ R W vy e R foae

TR | TR H 39S Hoawy T gfcrded favsl ger |




1l.

1.

1v.

1.

iii.

2.
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AT F TN G AR BN GA B 18 W Ufaed Bl AYdT W Giided: ARUTTRS § F b Bl
g |
RAIE TM & fod . W fadtsd o | e (Jaor <X fafd) # Ruid a9 oxqa &l © |
RArE & fire &= & o0 < IR & 0T 3P W et o |
Rurc grey @I favg o1 a8 9UeIRd &_+ & oy (1 320y fawsi @) 98 Pxa 39 3T 19 < |

W@ yfded @ o g Wudr @ S S §ehdl 8] WReg I RUE SRT $H aevd ekl g |
AT gfided g & fory Rurc s @1 yan A fear s g |

Microsoft Access

dit Wiew Insert Tools Window Help Twpe a question for help =

Ohjects Create report in Design view
Tables Create report by using wizard

‘Which fields do you wank on vour report?

*fau can choose From mare than one table or query.

Tables/Queries

|Table: Invoices |w |

—| Awailable Ficlds: Selected Fields:

InvoiceDate
Salespersoniame
ShipDate

T e
B shanpshot -Microso... | B My Computer B b1 : Database (Acc... @)% W@ 939

fr d. 6.8 RulE feomsT 91 fafr & === & fog == Rurd fawen

faore — RUIE fosre @1 de A e, aue RUlC & Faar fawg avg &1 Julexvr &1 qosiRd

AT AP B fITY ST T fRIar el &7 @1 7o fafeet et § ¥ a) \aar | g gw

W@ yicrded @1 &aar 1 M ¢ SRl 2 | faers 9 ufided e9M & forg fefaRed wew Som

AIRF & —

fase grr R g9 (Preparation of Report using Wizard) — et # o] faome @ e & Ruic

[EEISERIERTIRIR

AR /G B AR # A RAE & I arel i B FOR) A7 ARVl BT AT D |

R & o1 S & Uae™ & foly W 98 & YA gRT 3R &5 @ 97| AR -1 W &

WINT ¥ $9d U 81 &3 B gId SR qdd & odidh g W ¢ & gRI $3 &3 &1 (P ol IR d




1v.

Vi.

Vil.

viil.

1X.
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T a1 S wadr 2| fAhey & ®U § Fad &1 OF dTell &3 R & IR faodd & 9, 9 941 fFad
&y 17 w9 | R 7 yeffa & o 2|

SIRITT {il. D ATE AT TR T AR BT T fHar o7 Faar g iR Ruie # aifda &5 &1 gafd o
Fhd 21 g TS ARVl R /W TR B 99 e gAREd ddy F1 aftfd FRe @) srawaddr el 2|
SICT WA & 99 HH BT IR IR o 98 Next R fFad o |

RN e oo Rud o ga fawy avg @1 yelfa ox @ forg, el off 9 wR @1 sroem
& oy Icfed axar 2| fdt 9 @ 99 @ forg, fossl ) Srer a8 @ el aR T @ & Rard
T B | GHE AR DI Gired qo aftfd wRe & 918 Next W faefd & |

T H e R ool RUIé &l fhelt ff e wR amenmlRd BIc %H &7 a9y &=1 &1 aegdar e
2| ufcrded &l 9% a7 & foIy RIS a7 SR HH # if¥ean IR &5 aF Biel fhar S A 2 |
BIC HH B (AT BT 916 Next WR &I ¥ | 0 BRI & oY Wl o7 Bl g7 ®U ¥ afid & |
e Joa H Sre, S, AT AR AEHaH 2| 5a] R & 919 3 R fFdd a%db  Next W
fdretes N |

Rurc fasms 4 fSomeR @ RUIS &7 ured ®R, 719d e AER, T2 s9a! AqEd (e &7 &iR)
BT I BRAT BN &, UIReY A1 fgRaar &r aftfa ox= & arg 31 wR s o |

Rure faoe @ oraid fesR @1 v+l Rud @ foy Sucter dferdl (oM, dles, AR AAf3E,
ARG UT6Y AR AFC U) § I TP Bl T A1 8l & | difod B g4 & 918 Next W fddd
& |

Ruré faorre 8 foosR @1, 9918 W arell Ruié &1 3 o afdfa & glar 2| 59 forv feoms=
& N o fawmed RUE &7 @aie (oar gy # guR) B 2| e fwer & g @ de
Finish W et 3 |

TARIRT STl TR 31TaT YTy 7aRell # | gl MY ofawe § Ruld uvgd vl 2 |

. oy ¥ — RUI 991 & fou ureu <3ty fYy feoms=~ &1 waifde Haraqmsi § J<iieus e

HAT & 39 a9 ¥ RU &R qrad @ A= ofer e RUiE & e &1 amr a1 g1 e €|

gy <oty fafsr | Ruid a9 sfore fe=faRad ufthar gRT R fhd o €

i, Ruid fawg &1 o9 &=+ & 915 Rule & uoY W R Fodd o | 396 Holawd TR
A T arelt Rurd /o e faaxor &k Rud /oo fada o f6 fa & —— # fo@man
T 2| e @rell R favy Suerer avamar 2 |

ii. =9 Rud @ forfos B9 & IrRff IR fixg arel dret 99 R 7189 9 o R e’ W foddd
TN | 39 Horawy Rurd vy v fad famet a1 yeffa a=ar &

iii. TR AR I AR SEHE B gRI RPre FAG B AT | RPe S Th B
e # uRafda grer =1 A @l ok 9RO &1 el UsM &Rl 2| 9918 S drell
RUI 4 y=gd &1 S arell a1 & faeaai 9 GEARTa Sd o1 aaTes | Ve g1 83
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Repre Sd @ & &1 Al SUaTe BRI ¢ | Ife gl 7 (9 312rar Tefcll & §€ 81 Sg
T dia dTel ISP W Usel AWy Y &3 qAl ASDA W fFdd B § IERT WhiA W
ferg usdl 2 |

Microsoft Access

I File

PReport - | W B Bl= == O A s

Edit  Wiew Insert Formak Tools  Window  Help

e NI Y e R

& db1 : Database {Access 2000 file format) (=]
&, Preview B Design “G@bew | X | 2o - i EE
Ohjects E_'_' Create report in Design view
=] Tables Create repart by using wizard
ﬁ Queries ¥ Reporti : Report The wizard asks you questions and creates a report based on your answers,
= Forms O D e
Reporks
@ Pages
= Macros
& Madules
Groups
3 Favorites

L]

Design Yiew

1v.

Vi.

Vil.

2 & dbl :Datab.. 1 Reportl:R..
fora 4. 6.9 fawe g1 RUIE & yrew <effg weei=

IR (3) # IAE TS &F B GA H A AMWF &F BI, IR a9 W D (6 D) FW o AR

Ctrl @ & T9Y TG fFard wxa FafId &N | Drag 3R Drop &1 Fafd & & fyawor s

W o W |

UAE &F BT diddl drel 9T RUI /U9 ¥Wd W IR UIewie arer MR 996 A 8 SRl—2

Bl H Ugd SIAT & | MALIHATIAR TP ofdd & NP $I T IqPT ¥ v

I QUR a1 S wear g1,

IR HA 4 A= RUE 91T & 99 & =R &1 RUIE 31 graxal 9o & oy fbar S

2| RUIC /U1 Fdd dR &1 faaRor 99T & &3 & uTd @1 ofdl 8 difd f9aver 9197 & ffiera

S 9 H QA B A B B

I N R U e @ U v @) fiYe aR W Rl iR faed v & 91g U

i / fodd R foetd o 1 Siie far S waar 21

yiafed ureg | IR DT (Refining the Report Design)
SR AR T M A A fHA A geR W g9 g Rud a1 FEfaRed ®F S axe g9H guR R o
Thar 2| g9 forv faeme Rud o1 urey srawern & Gidey, 39 YdR &N ¢
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U @ HA G SR [T 31 9gM1 : 919 a1 faeae Ruid urey oraven # el g8 dl 9 Uo e R aT
sfRifa frEor (39 i & fRAie ok S9 7o @ de, Ruid & §dl gsoial d aad 7o &1 |e) 8 8 |
fSTER &7 M FRIF0 &I JIIHAIER STWINGdghd #) Fhdl & | Ay R 4 39 9 &1 A e
Tre @ foly $7gex & RTC 9 = @ () &1 ganT fovar omen g1 ffdr urew & |wmor [y, w0 fafy, o9
fofdy ofi /aterar < faf¥yr & @, gu g W SR Al fFRET @ guR drn o1 e g R ueu ¥t
fafr 9 gs 7S Rurd & foeft off 9rr § Ay ok /31orar w9y TUT U HH BT Sirel off Hadl g | fofd &k
T B Na I R fFaed e 3R 999 @ ol 79 IR R fafY a1 w979 Harg 9199 &l @iad? Argl off
Fodr 2| ffy 9 999 & 99 # Srfdd 9qaa A @ 91E e W fade ) difds dfsa Ruid @ SR W
H urerer FREEv ¥ g g fAfr 9wy PSSl O 9a | $9 9o 9 fby gv Al 9 gy 9l wrsan
iz @1, sTTREAgaR RUE & Bt 917 & o SR 39 Fahd 2 |

9 UBHR US HF DI Sled & oIy 799 IR R UST HH AT dI Il IR 39 R Ul H¥ Gl Harg diad
B Wil | IB Fare diT fSOTER BT YTy &I 3od AR w7 iR SHeT Ufddag & Ja8R U HRdl 2 |
WHY & U U (STTERYT & oIy Ouf 1) &R UST U9 QiR (SR & ford UsT 1 9 10 &%) Suatel 8 & | gFf
FATE BT AU B IR NF 7 9 dd & 9 R o e aftfa fear S awar 21 afey, <,
T, AN SR e H A Rl o wwifaa ufdaag &1 =99 fhar ST ©

yfddes & SR DI SieT 3iUar g : f&dl R & f$arsd 8 o1 & 915 99 {70 & Sied aferdr
&M & oy yud # Qg ¥ ugfd @ € e AifRv| Td AR eMEd R W faddd dxd § Rurd
fESeT @1 ¢t IR gaar & o Suarh FREv &1 Fwree 8 2 |

ey 3awer H RUiE @le @ aig Ruid (9sd & ¢ aR WR & gdl 9ed W fFad o | 599 & gl
famsl GeAd) A ATl 2 |

& B 3IfUd W W REEdr | 87 @ A A1 SHGT odd AR ureaiy dfes frgEer o fewrg gsar 2
oge arel 9T # e ¥e fadie gar 8, Safs urgaty arel MR # fAft= e B 71 3 <M & Wit Rurd &
I WM W W S AMRY |

&3 fraar a1 feefie e @ forg, fraavr & gafa axa fSefic @ (Key) @1 faetd & |

Ruré f=mr & e &A1 : 6 Rud @ ureaier iR eir dfa &) 99 ored f JUs @ a)E & @
ST & | A Uy 9 fSOETR @l &5 &1 eu W 8 G Iy uredie Ured U &l JfawR e e g |

9 UBR B AW ured I UGG & oy Iugad 39 (S Red A 9 Uarsve 9ger a1 fdhel oikaidT
4 afREd I @I quieR) SR & e SR H RV ®U 9 WEE Bl 8| W Uy @A & forg
frferRad 09 @ew Ser oI & —

» ey ¥y H RUIT w@lef |

» 0 &1 999 e | AR IR W UeU R e e iR Fed urwy W A 9 @ e | s6e

qIE A YR BT AATg drew fawarg us |

3. W AR Y YUF B FeTd YT Ol B TId | AFeId Il Aied Urefid o |
4. Y UTRY P, 981 HaTg dfad Wiaar fSeiic R fdad ove R faar S aadr 2 |
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R B FRIERU AR HH B Bl HET - RISV & e RuE & el & doiigg w9 # ealerd de
2| g B Srel A 9 A1 v ®H A @ & forg sl ufthar &1 v fear Sirar @) SEieRy & A
AT BTH YD TE B (oY W B S Fhdl & | GAN b WRIGIV AR BeAdl B ¥, RUIC e ferdm
TN F oy e Iuar Rig 8Tl 2 | WEIBR0T g BTl %A & aivid & & oy FefaRad e
YT —

» RO uey @1 JINR IR W Bl — AFREIG MEdHT R s a3 | I8 AEHH ool 919 & 918

BT 2| TS 918 TaIE # BTl 9 GRIGRY &1 Hare 999 Goldl |

EJ Microsoft Access

fOEle EdE Wew  Insert  Tesls  Window  Hel Type a question for help =
= R 1

m db1 ;: Database (Access 2000 file format)

_____ ‘What sort arder do you want far your records?
2 reven WDt i | X | 3
You can sort records by up ko Four Flelds, In elther
Objects lﬂ Create report in Cesign view e\ escerding of descending order,
= Tebles 'ﬁ Craate report by usng wizard| | | 1] |
“
[ Querles L D 12 3 :
E rFerme QiIII H | Ascending
H
4 Reports 3 | | aecending
. [E—— :
i Pages 4 | [ ) |
2 Macios
w45 Modules giiii
Graups
|4 Favorites
ol ] [ < Bach ] Mesk = |] [ Bnish

<
Raport Wizard CAPS MUM

P My Compuker W clbi ; Detabese (Acc . 0} Example of datebase . @ L B 945 FM

o 9. 6.10 fovel g1 Hag §ia9 & TR Gd BeAl Bl Uaei

9 HaIE 999 @ 91 3R WRIGROT AT BeAl § YANT B WM drell &5 a1 UeRia @ IReN gnf | SwRiad
Harg dfe H, TAUC & STl BT FEIBRY & MR HY ¥ oIdidd & &3 B for@gax g | 39 98 & foy o
a1 fde & fog e ) aife dade ¥ UG THE BT ST e Y g fAdd B

yfided &1 woeIRa aen fRaifaa &= (Saving and Exporting Report)

RUIc & ST 81 9 & 915, odciidd & Argd ¥ §9 3| B <@l Sff Fahdl & | a1 g3 U 3R yrey
QEE B W W @R e & Ry wusiRa fbar o Wb R 1 g T RU oy A @ v & ferg
fy=foRaa a&a @ faffaa o o dad & -
1. UHE @ I=iid Rure sy o1 yueiRa den Fifaa e — Ruid & feorsa & vy & Ruid favy
T Y H TP M qaR qUSIRG a1 S Faham 2 | W19 Ruie fawg &1 foere d<e 9 drell 9@ &, df
T8 3T WY ATV & WY UF YR SRl & | $9 U Pl YR B A SIS Bisd d A
feaffoa fear S gear 21 59 fou wsd ol w® fdae o, o fgam sera & Rad or
fSomes FEifog &A1 &1, S9 =l o | S99 U @1 |are died gol | 59 Eifaa & o
arell RUIE &1 g8 7 <, e g7 98 Sree™ § 9oeiRd &l T8 8l |
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i &1 Wit RuIE &1 9veIiRa ST — RUIE 99 W @ 91 98 39 bR 9UsIRd &I Wil & difd
I ANT I TR B AGE & 91 WY <9 9o | 041 RUIe &7 fidd wisd @ w9 § qusiRd v
W F99 B FHhdT § | IRUMAEHY Adobe Acrobat Software & RT RUIC & Ud S &I U (o5 &I
U6 TR AT ST 8 | S99 37 32d RUIC &I 9 Fad © IR S Yl & el & 997 waqad
& e N IR I5d © | Ig GAREd IR o a1y fb RUiC wveRo & formies Jfaem &1 Microsoft
Office 2000 YHS B TIR HRd 9T g8l § 9910 | Th RUIid & e a1 oRIieT & fefalag
UHR ¥ TR B A Fahdh & —
> SeEd fassl § ta Ruid &1 999 #xd 9917 |
» U R W R FRifod wisd @ fdde | Eifad Ruid Hare dfed ge |
> WUSIRT Ug & dIg dTel Hirl diad Biosk Dl IAT B | BIgdd &I A ¢ AR I queiiRd
A $ 98 T g § ¥ sifed B 99d e WUSRY ded R fdae wy | Rud
WUSIRA dRd WY U8 &0 W8 6 W@ @ifeld g dfed &1 Ugdl BIsd @R < |
> g3 T3 RUid Briifed @ w9 § 9vsiRd & TS €| 31d I8 TR & Seed & 997 <@+
Jrerar e o9 & oI 3 oM &1 SUed BxTs off Adhdl ¢ |
TR H faifoa s 9g TS RAE @7 twie # o fFifoa fear s dear @ o % e swifea
e Yol ¥ | T8 WGEAR Voo, TH.IEINMNT UG &1 & U6 91 2| SRS I8 THIHAIRN &
T & 999 D bH H T ST 2 | Brifehd o 9ify & e Ol o vmia § o fifog fear o
AHAT & | DI WUSIRG g W s H ¥ Ugel, Ugal G ol =0 IRl § | 9qoeiRd & 91

TH.U.TRIT 2000 /2002 BT I~ HRAT TST |

wTd. 78 # FEifa o TR gRT 99 T R @7 tRww. 9 (S - urewier usE Uad )

# W fifod fear o ddar 81 97 Yao ff TAUE. offfh @ TS T & ®U H UHUE. VR @

TR @A & A & g9 oA 2| Roe & trgaas o, ffafad ger @ faifaa fear s aewar

¥ _

> Sreed fovel # Rurd &1 gafyd e 9919 |

» Al vy famel # U o/dedlldd ¢ R 9 8 A Ta™ @ 4G R R U o@died <d dR
T W fads o | Yot Rae & forg fire sraelied <o IR Sudel &R 2 |

» ST e & I B drel gD W faddd d | 39 f3arg T8 gl § O fadwey 39 A
T, 9% ¥ 9AIfed BY | 39 UAUA.TS ¥ UeRid e/ 39 UATY. TR & A1 favelfld o |

> 3 THUEdS H e N, W fddd $9 | I8 s & 999 B R dRar g |

» 39 g R RuiE waraas U # faffad & 75 21 o9 39 wauHas # 99 g fE o
XS @ IRE YANT a1 o1 |Faar 2 |

R @t fire e : ffalRad ToR | 970 RUE @1 fire At f5ar <1 v 21 599 oy dvger &

e e’ &1 yraur 6 3ad ¢ |
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» 7Y IR e W BI3d &1 997 R |

> TR™ A Ue e faver gerll S yde @l fier W e {6y M arel gl &1 |3, I
HICAT BT AT 7S BT GG A DI el T HRal © |

» Uy H fie @1 urEdr & FEiRd #x1 & forg 707 92 R fdds d | 39 ISR IR IR A
gt R e 3| fUex 3 a1 AR e oF @1 giaen Sude M W Ue Ul & Qi 3R
fore o forar o \@ar 2|

6. RUIC 3 §—Hel T : T NI 918 18 RUI &l 3—9a Al far o1 91 2| g9a folg drger #

gexC B A" & WY WY rexde gAY Y A dTell $ Hel WRaR W Hoadd sl 9l MavdH

g | FfaRed @e A 5—da gRT RUIS Al S ¥l & —

> eeEd faver # Ruid gafa e iR a9 |

> T @ WY IR W A UM 9T W BISd Ao dlel R S | 39S ¢ Uh Ugd Hare
i gaorar & | o yred & =1 =1 fdded 81 8 | O TH.UH.Uae, HTML, Snapshot, Rich
Text Format 31f¢ |

> SRId UTRT BT I BN MR b W fFdd BN TR gRT 31§ Uh 3—Hdf <dx favel qoTs Sirdl
gl

> RUE & wraddt 3R g g Ruld @ oidt wofl Sl 8, S $—Hd Id 37fs &1 &RT R |
A Bl TP ¥ R Ugd g R [Fad X | 39 UBR 3—Hel UTKidhdl & A drad H ugdr
CIACIGI

TFIE & JANT g1 odid UiideT &7 UIed & (Designing Accounting Report using Access)

TR @I RUE g9M &1 9ihaT §RT doR @M, dade (b §®, 46 g, ook @Il d doue A1) i 9721
T Fohdl 21 370 | yAd RUIS @1 81 3R Fdd ufshar fA=feRad wg & € ¢

ddluc

doue fafe Jeied Rud # 9 ve 2| 390 gN ude @i ¥ Ue Pad wwg ¥ By Y e @ g
gV Gl TWRIRT BT Yerare a7 S 8 | derde Ruie &1 U ey frafeiad 8

@rdr e T 9. SIERIED STET IR

TUC M @ I H© UHHd ST &I ATTLIDHAT Bl & | [T A1T Y WAl &7 Dl 3@l Wl ., Wl
BT M AT A A Bl AEHRI AR SHT I B TEBRI AT ARG 2| R @ @ ude yfafe @
Y Fael ¥ ud BRA & oy FrAfetRad aeier U —

1. M 8 & 915 @rar ¥ fae ¥ &1 gar e @ fog

2. O BN & 918 @rar ¥ fae i &1 gar e & fog

3. oFed Afd @ & R @R & gdl o & forg
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4. T D [ AH I Bl OH B el AR BT GAT AT |
5. Mol T8 @ WTdT BIS, WAl M, A 3IR ST 0 &7 gl oI |

TAUC g9 & oY ISWRIGT HH BT SICIIE UTHY & fgwY 91 = SQL faavor & gaer faar oiman 2 | wafdd
SQL faaver wAfed Swiad ufhar & faavor @1 frefalRad (9 dfsdl @1 e aftad amr & 9 2|

Afee— 1 SQL faarvr @ f=ferRad 9o & gRT Sy Uy Aise—1 &1 JANT &R FHY defue g7 S
JHaT

1.

G B AW B TS B TR BTG I - TS G H G B TS RN S QKA G B
feiRor & fog, g9 Suare # I &3 B § | Ugell oifed dTel WAl b UgEM BT Bl T AR TEY
G H ST & 918 Bl fol ERIRT BT (RO ST | 39 U0 AR & ST & &l Aas 9 U fham S
FHdl 2| 34 F UAS oa del TS T Bl GRIRT R SHST Gl Sils Feblell Sl & | Ju5 Iyarad
T TeT I & B 2 | YA gRT 8 ¥ 3iferd & aiffaxyr &7 Memyd & &f aiffaa faam Sier 2|
R UPR AT T Y TR D YA b G, $9 SQL H IT FHLIARY AAIF B © | el TARIA
T AT T $ U B Sk Bl JANT fBA7 S | S {5 U8l 90 1 gl § 39 $ed & g1 Ud
TeT YHR AT & &7 B F99 & ®Y § YA I 989 & ©U H G oil$ gardl ol g | 36 UHR
fer=iferRad SQL faaror 941 oIl & |

SELECT Debit As Code] Sum (amount) As Total

FROM Vouchers

GROUP By Debit

SR A TS SQL fIaRer # Iyared gRT WE IR YHI0Th FROG] @l & AR Ufdd & adifd a4
&3 99 @I & Bl Pl QA 2|

IRUH: AT () @ §RT U a9y M WA 1 gRIRT 3R A1 IUared & M W1 ol RUiS &1 Afdherd
HT & 39 SQL fIaver &1 QaRT WA &’ & foIw @R 01 & gRT 9oeIRd fhar S 71 39 a9 A
ST &3 BT G SIS Bl 8F B AT W gACAS SRR $ HY H ST S 2 |

S B 8% TRIRT BT ATHe BT : (B 1 @Il & ofF <7 4 S & o RN $ YARked &1 &

forg, TW FaN T TS A F9 R {97 9 &7 B Fafid e Sar 21 g8 gRT 9Hg S arag o

SR ST &3 BT JId BRA 2 | BRI & gRT AHBIAd Gt oirs I —1 | o1 a1 A 2| 39 IR
T &3 ¥ T oI FaT & FUTEHS Bl 2 | QT SAforg fhar ST @ R®ifE o @) oeRIf eeeha
RGH @ DR ST DI GARIRT EHIAT & FOMCHD BI41 ANV | RUMHS Jedl & AN gRT Yhdb @Il &
TH SR ST B AT W SR (I S € | g 99 |11 Sile—Hel & g§RI el UK GNRI & 3fieber
# gfen 21 39 yeR frfafad SQL fawer dar gmm —

SELECT Credit As Code, Sum (Amount)*(-1) As Total

FROM Vouchers

GROUP BY Credit :

39 SQL fIaver &1 g9t 02 & gd feiiRa &l 01 & %9 #, 31 wam & forg woeiRa far mar 2|

I g H S AN Aied WA & QiEierd AfWerdl & Gqg $I g [ W UPR & oF o drel A
31T ST WAl &1 TS & IR 94 ufifiedl afzq amfes aiffera Wi & w9 ¥ <ol Srar 2| gafy g9

o 9 9Tl WA & T G S Bl &l 9R S 1ol FHE H QWA ST © | UBel gIcHdD SRR arel
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oI e R FOTEd: SRR ATl oFia | 39 AMfed Jif¥eld g &l 99 & oy dN 01 3R Jd) 02 &
99 UH ARE wR g B8R

SELECT*

FROM Query 01

UNION SELECT*

FROM Query 02

3 SQL faaxvr & FdRY 03 & ®U § BreieR § YA & forv woeiRd b mar 2|

. &0 & @ AW W O G ORI P AT HRAT - Od WTd] BlS dlel Aol B A
3R /3ral Sel | & wU H AfHfeld dRd @ Al SH®I Al HSH I9 Il $ Gl G-Iy (S
T,/ SHT FY H B) BT YA AT & 2| gD Ui U 31 FA Iah] @l St 2 | R yus Suared #
A TR 03 Bl ST & ©U H TAN AT ST 2| Slel T & YAD BIS dT el lls Favl 03 G

ST TGl B | 399 YRS @Il @ A &RIRT &I b fhar S 81 39 YR ffalRgd SQL faavl

gThR WTdT, WAl Bl DI 07 3R I HaeId Foncd AT S-S AT BT Aher (Bl il & |
SELECT Code, Sum (Total) AS Net

FROM Query 03

GROUP BY Code

el @ @ fafdre @Ie & ot Ua eMcAd AT gFRIRT &1 SIfuTg 9M iR TS gvRIRT &7 3l T
IY & ®Y H GHST T ARG | TR 02 & §RT OFAT T & ©9 H AT ST AR | TN 02 & §RT o
gRIRT B FOMHD ®U H UM & HRO UAT &I 2| 39 TN B TR 04 & ®Y ¥4 Al T8
qeae &I 3ffdhad & fory WoeIRa foar e 2 |

. T P, @I A, T IR, M AR iR o i a1t sifielg g @1 uar oI : derue Raie @
TG Gl H AT @I BrS, WIAT A, A 0, ST AR B AftAfera fhar SITar € | A ST @ S
4 faftre g 21 U ifed @ frfoRed SQL faaver w amenRa aifiere wwg amaw U far i e
3

SELECT a.Code, b.name As [Name of Account], IIF

(a.Net>0, a.Net, null) AS Debit,

IIF (a.Net<0, abs(a.Net), null) As Credit

FROM Query 04 AS a, Accounts AS b

WHERE a.code = b.code;

SIRIGd SQL faaxor aferar @il 04 @1 iR @rar ARvit § 9oeiRd by MU Srer &1 W fear Siar 2
SQL faaxer & =afaa Sudrqy # fAfalRad <1 efafera &= g & —

(i) IIF (a. Net>0, a.Net, null) AS Debit : IIF () e & AJIR IS Bl G-I 0 | M & dF I8 79 &
wq # fearg Al ® e 9 &5 # gy 0 e T8 <)

(ii) IIF(a.Net<0, abs(a.Net), null) AS Credit; IIF () B9 & IIJAR IT Bl G-RIT 0 H HH 8 A
FOMHS BT & a1 T8 O & ®U § feag ol @ g o & # g5 W s 78 e
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FafYd SUared o T A & IfIRad B 3R AW BT AdTed HHY: GOl 04 AR @rar ARl | fmar
ST 1 98 SQL TN (@3 05) @ wU H, doue RUC & SQL faaxur (@ 05) & w9 #, doue Ruld &
3MaYTDH AT TSl & YL & forw HogiRa &) ol 2|

A€ — 2 : BT YA FJ 8Y doUc & Ufqured & oy 1o g &I Fdrferd a1 @ foy FrsifaRaa
SQL faaruray &yofi &1 g fhar SIran ® [g9a ifaRad derue & 8 @ & S9d fAfi= YdRI o 03 31T,
< ¥ uRAH( e & AgwU e fhar ST @ |
1. GRT B 9F B T3 I TR BT GAT AT : ASA—2 HYTHY H offa aTel @IAT ST A0S T IS
3R gHE R dre & wU H 9ueIRd fBar omar & Rred wore w9 Hag gaa U @ o
fy=foRaa SQL faavwr g=1g ot 2|

SELECT Code, Sum(amount) AS Total

FROM Vouchesrs Main INNER JOIN vouchersDetails ON

VouchersMain, Vno = VouchersDetails. Vno

WHERE Type =0

GROUP BY Code :

9 TR THIVG g ARVl § aifed aer ura bR & foy fferiad SQL fa

SELECT AccCode As Code] sum (amount) AS Total

FROM VouchersMain INNER JOIN vouchersDetails ON

VouchersMain, Vno = VouchersDetails, Vno

WHERE Type =1

GROUP BY AccCode

a1 8 SQL fIaRvT &1 IUINT T ST & e & e Bl e & oy fbar S 2| fog s
A = =1 81 5| o 9 SQL faRvr & uRvHwawy i arel sifere wE, 9red Sudrd A
feam v e 9 f@fos &1 wu fer Ry 9 7

SELECT Code, sum(amount) AS Total

FROM vouchersMain INNER JOIN vouchersDetails ON

VouchersMain.Vno = VouchersDetails.Vno

WHERE Type = 0

GROUP BY Code

UNION ALL

SELECT AccCode As Code, sum(amount) AS Total

FROM vouchersMain INNER JOIN vouchersDetails ON

VouchersMain.Vno = VouchersDetails.Vno

WHERE Type =1

GROUP BY AcCode :

SWRIad SQL faaRer &1 91g # W & foU ®d¥t 101 & &Y H qUSIRd fhar ofmar 81 39 Fa) H o
R BT HA A AT & I TATHS TR & ®Y # fegrar S 2|
2. @A B THI B TS Fol TR BT GAT AT 5 T Il Thd @I DI ST DI TG GRRIT FT Gl
M & Y (31) BT TRE & Y FINI G DI ATTLIRAT © | TH A &7 H FId 3R Iyared gRT g Dl

qRUT TS STl § |
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T AR g (R) | U g IR B (—1) | T RS FAR A 7 | T YR UK Gl &7 DI Hierd
R BHEM FEOMAS X | 39 fory frefeRad SQL faaxor q=fy —

SELECT Code, sum(amount)*-1 AS Total

FROM voucherMain INNER JOIN vouchersDetails

ON VouchersMain.Vno=Vouchersdetails.Vno

WHERE Type=1 GROUP BY Code, Amount

UNION

SELECT AccCode As Code, sum(amount)*-1 AS Total

FROM vouchersMain INNER JOIN vouchersDetails

ON VouchersMain.Vno=vouchersDetails.Vno

WHERE Type=0 GROUP BY AccCode, Amount:

IRFd SQL fIaver #, ST &I &R B Aed FOMHSD (o & fofg & (—1) & o &I S 2|
STafds AT GRS gRIFYT RE & 39 dR] B F’] 102 & WU H PR H W ey oH & forw
JUgIRA HR T |
3. W & W AR O & [ Aied AFed Mo G981 U AT : TR B AFfed e Gg
I & o g9 101 3R FORI 102 @ d19 U UNION & &9 U JFA9 FI-) g+ gl g | dlfcb Ui
QAT & A9 3R S @Il BT 3ffhoT BT & (o1 I96] e g=RIY SUEl 8l I | sda forv femferRad
SQL fdaxor = —

SELECT*

FROM Query 101

UNION Selelct*

FROM Query 102;

IR SQL faaver # aar 101 R R 102 gRT drerw Y farfest ¥ sifier Wi @ wfiie a/d 21 39
SQL faaxor &7 T 103 @ Y H, IR H YA B & folv HUsIRd fdhar ram g |
4, f5t @ § AW A1 T BN ATl G GERIT BT YT ST : ol IR D 3o B fIT GO 04 B RS
& % SQL faavvr, fr=felRad w5 & 99 sl 81 398 3R $ad Jel ® b 9@ SIel &l SAd Jdvl 103
g 7 & a9 03

SELECT Code, Sum(Total) AS Net

FROM Query 103

GROUP BY Code;

T T Pl qI€ H dAUC b Y Ao T 9 & ol TR 104 & ®Y H HUSIRG {Har SI1am & |
5. QAT BIS, QAT 19, 9 JRI, 4T AR arel Aol Hg &1 Il o= : I8 999 (S % derue Rad @
oy wdg a1 Iuae B @ oy 9918 I8 2) FA 05 ST & 2 | ST YBR EfaiRad el 05 | FdR 105
# ST & B BT geadr AferRad SQL faaver g9 omelt 28—

SELECT a.Code, b.name AS[Name of account], IIF(a.Net>0,a.Net>null)
AS Debit, 1IF(a.Net<0,abs(a.Net),null) AS Credit FROM Query 104 AS a.Accounts AS b/
WHERE a.code = b.code;
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SWIad SQL faaRer #, a1 104 & gRomd &R @rar wRell § 9oeiRd by U Srer & T f&ar i 2
Torge Rurd & forg @en S & w9 § g9 SQL faaR &1 F¥t 105 & ®U # 9veIRd & 2 |

Bl SR WA Afed daue - 9 g 3R Ugel ¥ Wl & §g @ oY defuc 99 & fory a1 arfafad
T (31) 3R () B ATaLIHT B |

6. WIAT & FFMHev 3R Tfigd ID Aigd SHa ANe@ g & a1 T : Gl ARV Hag @il UHR
AR §RT &3 YHR F Bl & | INNER JOINSUATR &1 YA drel gY fr=iferiRad SQL faavor & fmivr fafee
rdl o WET 87 & g wiftd @ forg fomar Ser @ -

SELECT Accounts.Code, Accounts.Name, Category, Catld FROM

Accounts INNER JOIN AccountType ON

Accounts. Type = Account type.Catld;

T8 SQL fAaver &7 91g § WA &1 & folv doR) 106 & 9 H WUSIRG fhar SIram 2|

7. @A BlS, @Al I M, 99 AR 3R 41 AR H1 G Afed A TE ST G0 a0 59 TR B

IR (3) A AT by S R YT el & b &l AfCRad &3 & aified 3R qifldd gs! @I aeddl

B B X UPR T 105 b ®©Y H 9ueIRd @I Mg SQL faaRer &l ff @rar IR B @ 106 b w9 A

gedrar, Frefalad yeR | GuR fbar Ser 8 —

SELECT a.Code, b.name AS [Name of Account],

[IF(a.Net>0, a.Net,null) AS Debit, IIF(a.Net<0,abs(a.Net) ,null) AS

Credit, Category, Catld

FROM Query 104 AS a, Query 106 AS b

WHERE a.code = b.code:

g SQL faaRvr 41 ¥ ddue M & oy o &R SUae dxar AR @l & Bl & foy ga-) 107 &

w9 # USIRT B Sl B |

AR Tee & YT (UK &)1 & forg e & fosar fafy (Procedure in Access for designing a simple

Trial Balance)

ey <3t Y &1 ganT axe AfRed geR | dede 99/ ol § —

1. SeEH famel & 918 3R a1 g vy A 4 4 RUIS &1 9 o), <A R & 141 99y ged W s
TR | 399 el ¥ e i Ruid a1 (o= | 6.3 @ wifa ) wr omch € ff & = | ¥ ureu
geff ok RUId 1 STer Sd Suael axM @ foly ol g 3o 3 Fda-) 05 &1 999 o | fafdy ofik Rurd
@ Il A & T D 918 D R fFad o |

2. 3/ VRN # Ud @il Rue urey fe@mar Smar € o i w i e # foved gar 21 s @ &
Tl feomes # WA @ forg @t 05 H Suee & @ Ua Al ) Sueer g |

3. fopey ®u ¥ IR Rurd yrey <offy & o1 IR fode &R | 390 915 T $WR dals s o4l 81, o
RN # fovad @rell Ruie feomes e | Rud ued & 999 9 o W (Sl afas sk Swfer fram
e ©) faae @ | fir RUE 1 0 R e ava Ree S o &% 05 3 9 § g0 &71 & forg
SICT ¢9 BT IIF BN | §9D 918 Bl 05 B IUAL &3 &I Gl 981 q¥ig A aifes Ruic & feamsa &
GTell Il TR ART T 9 |




10.

11.

12.
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Ruic urey R SR AR FE 1 s ) 3R Ruie U9 W o gos faa &1 999 &) | vaad aRem:
31 3R 9T U oY Rk U fde & w9 U w2 |

TH IR B 3MMePhA W fFAd X &R Ut MY arel 9 R I & oy va dad FrFer gRRked ay sk
P! TAUC B Y T DT TIT IR, A&R| b ATHR Bl 16, &R S T DI ~lel, TSATA ST arl BIAT
3R MR I Bl dies & HY H FHARAT I |

S &3 R AT B (Key) Pl SdIU I&W g [dodd o | R0 5 D G941 &3 DI FAMT N | Fa-d B
g% &7 DI [JqRUT AT ¥ WIFIRT SR | I8 & 8 b &b M & & & oldel 3R gy =T €
3 oigel R | o 3R urgarey frEEvr W srer fawy far o 2

WG &3 T oAgdl I BT TIT PR B oY IR @ B 347 IGAHR IR IR | &P 85 W AT
e & | 9af1d fHy gu ofda FEmr R Rl SR fads e iR &c & 999 ax | 7189 & U9 oY
T TR YGHR 39 701 &7 Fafia a |

Toue @ dicd § MG (SN Pre, JIar 9M 3R oF ) & ©Y § @9 & v 39 9 @ 6 9 R
aRerd &Y | /1 R0 ® Al ) R U & 99T @ foly SR R fdeed BN | @ gadd g
FRIAYT @1 Tor WA € YU el AR JER gl 0T Bl dles JAeR ATHR Bl 10 AR [ Bl Al 3R
UIGANY ¥Tes 3 Bl d75 & wU H 9IT N |

f3gvor WrT & urgater RE ®1, US 9NN R & odd FRIE @ S T UE @ Y U @ A o Reifud
& |

UrSTeT fRIFT A SR ST &l Bl aIT P | SRHAd A Bl I IR GUA Bl AUD PRSP TP 0T B
FoIR N |

o dfed R fddd o Th ofdel A of &R @rar M @ A S'ERR S H Rud faa Wi w®
TGIR 39 HA BT AP < | 59D JeR Pl D75, &R o B dles 3R 3eR FBR BT 10 AT I |
Th USAY AT ddR AW Biad @ fJega Ak Ruie fad 9 R /g <) gwer Rurd &G e b
=1 yeeila & w9 § @ W BN —

= AT ([T 05 ]![1)]

g 3o R s oxe fordl wmo | 39 <o 09 & wu # WA AT o wddr §1 A9 () Bed &

e geffar [@aRY 05 )![FM)], T 05 & AW &5 BT R SART I 2 |

13.

Th 3 USAT RF Bl AGR TH i & frael AR RUe fad 9rT ) & | g9 Ruie || o
B NI & ©T H 3G PR BN |

= IIT ([ 05 ]![SFT])
<off S ®u ¥ forar TN 6 a8 A S &1 anT # Y| AT () Bed & Irid <fig [qeNT 05

1 [SEN]Fa 05 & ST &5 BT AR SART BT 2 |

39 UBR IR fHU U RUE Uey &l dofuc 39 UTHT & ®Y § YusIRd fhar &ar 8, doaue, Ruid urey

Sy favel defs ok Rue fasr & saefd amar 2|
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B 3R GHEIARYN |ied Teluc hl Ui Hel

(Designing of trial Balance with Sorting and Grouping)
STl B FEIHROT AR Bel Afed dade aF & oy fr=iferRad ifiRad @eq Som e &

1.

Ugel dOR fHY MY Telue UTwy B §EX AW (@ JAUC $ G FHEEORV) B wY H BA @R SR
et <1 39 @i @1 g8 RUE &1 Uy & oy @idar deue Ruie § SEIaRe ik gl a1 @
RIECICa S

Rulc gy & W 9 fbaR W fFdd B | R U R e a1 & d1s <9 @ 999 | Rulc
UIed B SIel WA o1 Bl il R fFdd dRe gqcl | 79 AW WG o1 Bl Fa 107 B HY H I
& |

31 WA U1 A B AN AR SHI I BT AN S UISA FRHAT Bl qacid H [Ged <X @
frferRed wu 4 wuraRd

= Sum([Query 107]![Debit]) --------- Debit & foIv

= Sum([Query 107]![Credit]) -------- Credit & forg

Microsoft Access

i File Edit Yiew Insert Tools  Window  Help Type a question for help =

R E= A i W= RN A NN R RN RA A Rl R = RN

Report Wizard
= db1 : Database {Access 2000 file format) Epar. sizal

‘What sort order do you want For your records?

| Erevien 62 Design @ New | 4 [ 2o %

‘fou can sort records by up to Four fields, in either

Objects Create report in Design view ;B ascending or descending order,
= EEmm—
Tables 2 Create report by using wizard -
i 1 || - | Ascending

Invoices

Macros

=
@ Queries 1.2 3 4
= e z Ascending
Forms i III | |

]
Reports 3 | | Ascending
9 pages EEEE .
- 4 | | Ascending
&

Maodules Eﬁiii
Groups
&l Favorites
[ Cancel ][ < Back u Mext = J[ Finish ]

<
Report Wizard CAPS LR

B db1 : Database (Acc... | 08 Example of database ... @& L3 9i45PM
fora 4. 6.12 fomel g1 Bel &R WEIHR &I useA
RIS Ty R TR fadd o | R Bl iR SEaRy R foee X | 390 915 e s (BT 3R
TR & forg fo 6.12 @1 i) famer <wifar 21
&7 ¥ i ML) B TEGR & AR & w9 H affd o 3R T RS FH § FaRed & @

forg S @Y | e MY YU BB W BN | THP Boldwd TR ailihd Mg Sl WY 9T Bl Rurd

yrey H YA R 2 |
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6. &3 T W AR R s dxa aifiga (8.3l M 97 # wffaa & a1 27 R RT3 | gwal
JeR TBR T DI 10; &R I 0T B TR & AR &R goid 0T Bl dlcs & ®Y H AT N |

7. SWiEd RUE UeY § @ T3 GIR I IU8IRG B | 59 AT 399 Ugdd 99 W IERT s weab

detue RUIe a8 Ol & | 99 §U dolUe 1 STBTIAR 9osIRa I1 f+affed fvar S wehdr 7 |

A # Ygad AR
TEBT TN, BT
SeEd fare Raré ez
THTH TR SRITH yfdeH
GIEGRIEY S| Faw YoTTed!
e FAUG Rereel SN Avoiie Rived (RDBMS)
WY e —1
Raa =t o gfid o=l
1. U Rie RRas 90T o @) raegddr &) 8l 8 S HEd ¢ |
2. Ot STeT &7 ARTT AR H o TN B it ff SR § 9 T ol 2
3. & RIS & A9 &1 g7 & o) STANTadl gRT o7 FI & AUGUS Bl &1 H RGN & I ...
..... HEd © |
4 . Syared il & fel Ry & & 9ot gRT Srel 1 gad & UeRid &= § Jged gl 2 |

7MY |

W Sife’t — 2
(1) 8 & o B—
(31) STeT BT IR HRAT @) e o A6 ResSH
(&) srer gAfE @) S g
(2) foamrew® 9 dffSdd <ot & Hhe & —
@) srerew e @ s Ated
(@) ST sffeiae @) SWad # ¥ BIg Rl
(3) 1 faemelt @ g BT IYANT ST BT YT BT § &IaT & —
(@) e Hied @) BR R disa
(F) STeeN #ed @) Relvma dfea
(4) DBA @Eamar 8-
@1 SreEw sifer @) <eHd tfase™
(@) SreRw vshfErge @) SreNd vsfiE
(5) TS BT NI 28—
(@)  DBML (@) DDL @ AgFgIE (@) ST IE HE BIS AR
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o URY Ud RelvMd Hdodc fied (RDBMS) & | I8 SICT &I &R $RAl &, U BT 8, T SAdRI

U & forw B &1 o axar @ 3k I8 Ruid smasas Bikde d Sarfed o)1 & ) 98e 2 |

o U™ DI &HAT W g, g, B gt Rurd @1 fmior wnfie g

e M.S. Access P HdT H U SICOT FafRld SHBINAT AT SICT BT AaTad 2 | Siered § Tdh 3ifeoide,

<, FIN, B IT Wl B WHAT & | U <l WarId SIel bl U & o Wies # GIfed fovam w1 7|
Th Blog ST TR Tdh Hia¥ 8 ol <ddl H Value & Ac & SIcT < Bl GRIMNT oxar g1 Td

Rare srerfic ™ e fed 8 o Wiee g1 uRAd Value &7 I¢ 2|

e M.S. Access & Y Jqgq 2 — New Bar, Tool bar, Status Bar, Database Window, Design View, Field

List Window & Property Window.

* TP <qd Fedl AR B [ U PreoR Bl © (o SIeT $ed © | Ofd YoR aid ¥ SIel Srerdl &
dql I TP S ST & Alfidd Y0 AR 8 AT <ad BT (ST SIel @ ufdqdl  dlcrH Bl

Fufed v@dr 2|

* TN IE U T Ol YoR TN <del H TR By T el & vy # axa1 g1 T F9) U <dd B
IR ARG TRV G 1 & Ghall & TAT DI <qall W ARG w7 Fa1 1 | IoR & Fa gu

T M.S. Access S SIMHRI UeT HdTl 2 |

* TM ERT SICT &I &I, el 9 fSfelc &1 98d odicl @ | 8 Fobdl ¢ | BH & YA R JoR
URA% Bics ®I STOTIAR B W1 WH W g FohdT ¢ | & Bles H [ WIS FHdl & T Slel Tl

& T Begical Bl Siis Tebell 2 |

o TR 4 RUIE gRT WMaRI &I 8k Td A A T & | RUIS BT TN dacl AIcYe Al
R g9 & forg gl 21 Ruie § va &1 gu & Rare, Rere & 09 a1 ¥ Rarst & R ®

RUId g8 o Favell 2|
rgraret g

ggadicHd Y9 (Multiple Choice Questions)
1. DBMS &T =T M &—

(@) TeHd AHU RReH @ <red #eurHve Rived

@) < demve Ried (@) SWIed § | BIS I

2. TN & BT 28—

(31) =TT @1 YeRTdaH @ STer @ S g

() ST W R § BfoArs (@) SR § I Brg T8l

3. TICHd $I HET Wi Bl BT o

@) 2 @ 3

@) 4 @

4. DBMS gRT fd U&R el ©R fhar 71 a1 |91el M1 9 Jok F fSuTdr 8 deard o—
@) sreRw Rre @ srenw Remgad

) eV TSe R (@) SWEdH A BIg el
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(5) DBMS @ gifrar &—

(@)
(@)

JHIT BT MTTIHT @ SWRAHN
Rived &1 S16F a1 B g (@) SWRIad #

ARSI

1.

2.

3.

4.

8.

9.

i Ufde & 3mudT FIr AT 27°

frafora @ siferfora ufdaes & oma & wwsrd 27

Werg # YA Tt G99 BT MU qATT U, Th IETEN ¢ |

SQL aTdTeRel § Hed & Se3d &I Heg H quie $y?

faoTe @& grRT Ty fmfor ufthen & fafe =_oif @1 gof aR?

TR # g eredl Rurd @Y fageer av?

Rare & o @ uRyg &= 31 I &1 avfa a2

RIS & GuR & g STeT & TSR0 g el & Se¥d Bl Wi fJavor § |
sl R o1 srifed & v § YoeiRa &= | amudT a1 Afgr 272

10. UHh.UF. TR H SOk g1 &) ygfy gari?
IRCRCIRCR LS|

1.

MS Access & J&I Tcd T 87 Feld H FHSASY |

2. MS Access @1 f&d U&HR TR fHa1 S1ar 8?7 IS dxIe & Feg H qAsigy |
3. T IEEH <Al UR IMIRT FON Bl I9HT AW 287 ISTEX0T Afed awsngy |
4. Access H TR fhas UYHR BT B | SETERV AfRd THY |
5 B & fafieT 9 @1 Heg # qarsy |
6. Form design fa=e1 gRT B & a1 o1 uferan =Roll & AHemgy |
7. MS Access ¥ fafi=1 gaR & Ruica &1 e Sy |
8. Rurd & fafr=t it &1 arcad wwesy |
sl
W S — 1
1. IFIYAIRG 2. ARIRO 3. YAMT 4. SELECT 5. oy <3ff@ 6. ®el 7. wigl fam
WY S — 2
1. 2.9 3T 49 59
AT T —

1.9,2c3.9, 4 9 5<%



