
o;a; iuqodhla hkq l=ulao@ 
 
o;a; iuqodhla ^Data Base& hkq l,ska ie,iqï lrk ,o wdlD;shlg wkqj mß.Klh 
fj; ,nd fok o;a; b;d blaukska yd úYajdikSh wdldrfhka ,nd .ekSu i|yd ilia lr 
;sfnk mß.Kl.; jevigykls' 
 
o;a; iuqodhl olakg ,efnk ,CIK $ m%;s,dN 
 
 jeä o;a; m%udKhla r|jd ;nd .ekSfï yelshdj 
 b;d blaukska úYaf,aIKh lr .ekSfï yelshdj 
 wjYH f;dr;=re muKla ,nd .; yels ùu ^Using Filters& 
 o;a; we;=<;a lsÍfï myiqj 
 wdl¾YKSh f,i fmdaru ks¾udKh lsÍfï yelshdj 
 jd¾;d ieliSfï yelshdj 

 
o;a; iuqodhl olakg ,efnk uQ,sldx. 
 
fuys m%Odk fldgia y;rla olakg ,efí' 
 

1) j.=  ^Tables& 
2) fmdaru  ^Forms& 
3) úuiqï  ^Queries& 
4) jd¾;d  ^Reports& 

 
j.+ ^Tables& 
 
o;a; iuqodh fj; o;a; we;=<;a lsÍu i|yd ilia lrkq ,nk wdlD;sh j.=jla f,i 
ye¢kafõ' j.=jla ie,iqï lsÍug m%:u .eTqßka i,ld ne,sh hq;= lreKq rdYshla we;' 
fuu o;a; mdol moaO;sh Ndú;d lrkafka l=uk wruqKla i|ydo @ úYaf,aYKh l< hq;= 
f;dr;=re jkafka fudkjdo @ hkdÈh bka m%Odk fõ' idudkHfhka ks¾udKh lrkq ,nk 
j.=jla w;ru.§ fjkilg Ndckh lrkq fkd,nhs' túg we;sjk úúO jHdl+, 
;;a;ajhka ksid fuuÕka ,nd fok f;dr;=rej, úYajdikShNdjh m<ÿ ùug bv ;sfí' 
^j.=jla ks¾udKh lrk wdldrh bÈßfha§ úia;r flf¾'& 
 
fmdaru ^Forms& 
 
wm úiska ks¾udKh lrkq ,nk j.=jl m%udKh wkqj thg o;a; we;=<;a lsÍu wiSre 
jkakg mq¿jk'j.=j ;=< ;Sre úYd, m%udKhla we;akï fujeks ;;a;ajhla we;s fõ' túg 
tu .eg¿j úi¹ .ekSu i|yd fmdaru ^Forms& Ndú;d l< yel' 
 
fmdaruhla hkq ilia lrk ,o j.=jl ^Tables& o;a; we;=<;a lsÍu i|yd wdl¾YKSh 
f,i ilia lrkq ,nk mß.Kl.; m;%sldjls' fujeks m;%sldjla Ndú;d lrñka fujeks 
jevigykla ms<sn| wvq wjfndaOhla iys; flfkl=g jqjo myiqfjka o;a; we;=<;a lsÍfï 
myiqlï we;' ^fmdaru ilia lr .kakd wdldrh bÈßfha§ úia;r flf¾& 
 
úuiqï ^Queries& 
 
o;a; mdol l<uKdlrK moaO;shl b;du jeo.;a wx.hla jkafka úuiqïh'wm úiska 
we;=<;a lrkq ,en ;sfnk o;a; mdol lr .ksñka f;dr;=re úYaf,aYKh lr .ekSu 
i|yd fuu úuiqï Ndú;d flf¾' úúO uÜgfï fmrKhka ^Filters& Ndú;d lrñka wjYH 
´kEu f;dr;=rla CIKhlska ,nd .ekSfï yelshdj fuuÕska wmg ,efí' 



tneúka fujeks moaO;shl wruqK jk f;dr;=re ,nd .ekSfï wjia:dj ysñ jkafka fuu 
úuiqï Ndú;d lsÍu uÕska' ^úuiqï ilia lrk wdldrh bÈßfha§ úia;r flf¾&  
 
jd¾;d ^Reports& 
 
wm úiaka we;=<;a lrkq ,enQ o;a; fyda tajd úYaf,aIKh lr ,nd .;a f;dr;=re fyda 
ukd f,ii lid jd¾;djla mßoafoka ilia lsÍug ;sfnk fldgi fuhska woyia flf¾' 
^jd¾;d ilia flfrk wdldrh bÈßfha§ úia;r flf¾& 
 
 

wmf.a mx;sh i|yd l=vd o;a; mdol l<uKdlrK moaO;shla f.dv kÕuq 
 
fuu moaO;sh ms<sn|j wjfndaOhla ,nd .; yels fyd|u l%uh jkafka fmd;am;a lshùu 
fyda ilia lrk ,o fujeks jevigykla keröu fyda Ndú;d lsÍu fkdfõ' l< hq;= tlu 
yd fyd|u foh jkafka fifuka fifuka fujeks jevigykla f.dvkeÕSu i|yd 
fm<öuhs' tneúka ±ka wms tjeks l=vd jevigykla ks¾udKh lruq' 
 
fï i|yd uq,skau wm úiak l< hq;= jkafka wmf.a wruqKq idOkh ùu i|yd bjy,a jk 
wdldrfha j.=jla ^Table& ks¾udKh lr .ekSuhs'wmf.a wruqK jkafka wmf.a mx;sh 
ms<sn|j TskEu f;dr;=rla b;a blaukska ,nd .ekSuhs' fï i|yd my; ±lafjk YS¾Ij,ska 
hq;a j.=jla ^Table& ks¾udKh lruq' 
 

 we;=<;a ùfï wxlh 
 ku 
 ,smskh 
 Wmka Èkh 
 ÿrl:k wxlh 
 cd;sh 
 wd.u 
 ksfhdackh lrk ksjdih 
 idudðl;ajh ork ix.ï 

 
by; YS¾I we;=<;a jk wdldrhg j.=jla ks¾udKh lrk wdldrh ±ka n,uq’ j.=jla 
ks¾udKh lrk mshjr my; mßÈ fõ' 
 

1' Database Window ys jï mi ±lafjk Object ;Srefjys we;s Tables u; Click 
lrkak' 

 
2' túg tys ol=Kqmi iqÿ meye;s fldgqfjys olakg ,efnk úl,am ;=k w;ßka 

^úl,am ;=k jkafka Create Table in Design View , Create Table by Using 

Wizard iy Create Table By Entering Data h& Create Table in Design View 
hkak u; Double Click lrkak' 

 
3' túg j.= ks¾udK ixjdo fldgqj u;= fõ'tys m%Odk fldgia ;=kls' 
 
  3-1 Field Name  
  3-2 Data Type 
  3-3 Description   
 



 by; fldgia iqÿiq mrsos iïmQ¾K lsÍfuka j.=j ks¾udKh lr .; yelsh' 
±ka wms by; fldgia y÷kd .ksuq' 

 
3-1 Field Name 
 
 fuhska wouia jkafka ks¾udKh lsÍug hk j.=fõ ;Sre u; fhÈh hq;= 

kduhhs' ^Column Headings& wm úiska we;=<;a lsÍug n,dfmdfrd;a;= jk 
o;a; fldgia lr .ksñka iqÿiq mßÈ fuu YS¾I ilia lr .ekSu uÕska 
wjidkfha ksjerÈ ld¾hCIu yd M,odhS f;dr;=re ,nd .; yels jkq we;' 

 
3-2 Data Type 
 
 wm úiska Field Name tflys i|yka lrk ,nk o;a;h we;=,a lsÍu i|yd 

iqÿiq o;a; udÈ,sh f;dard .ekSu fuys§ isÿ flf¾'WodyrK f,i 
Text,Number,Date wdÈh ±laúh yel' Data Type ;Srefjys ol=Kq mi my<g 
t,a, jQ B;< i<l=K ^ Drop Down Arrow& u; Click lsÍfukao fuu 
moaO;sh ;=< Ndú; lsÍu i|yd wm ,nd fok o;a; udÈ,s ±l .; yelsh' 

 
3-3 Description 
 
 fuh Rcqju o;a; mdol l<uKdlrK moaO;sh iuÕska iïnkaO fkdfõ' fuu 

fldgi Ndú;d lrkafka wm úiska ,nd § ;sfnk Field Name wdÈh ms<sn|j 
wmg fm!oa.,slj u;l ;nd .; hq;= lreKq we;=<;a lsÍug muKs' fï 
f;dr;=re lsisúfgl;a mß.Kl jevigyk ;=< oDIH fkdfõ' th jevigyka 
ie<iquqlreg muKla wjYH wjia:djkaj,§ Design View tflaoS muKla ±l 
.; yelsh' 

 
by; mshjr wkq.ukh lsÍfuka iïmQ¾K lrk ,o tu ixjdo fldgqj o;a; we;=<;a 
lsÍu i|yd iqÿiq ;;a;ajhlg m;a lrkafka flfia±hs n,uq' MenuBar tflys View u; 
Click lsÍfuka wm ks¾udKh lrk ,o j.=j o;a; we;=<;a lsÍu i|yd iqÿiq ;;a;ajhg 
m;aj we;s wdldrh fmfkkq we;' 
 
kuq;a fuys§ tla .eg¿jla we;s ùug mq¿jk'ilia lrk ,o j.=fõ YS¾I .Kk jeäkï 
ta i|yd o;a; we;=<;a lr f.k hdfï§ tlajr ;srh u; ish¿ o;a; ±lsh fkdyels 
ksid hï hï wmyiq;djhka we;s úh yel' o;a; we;=<;a lrkafka MS Access uDÿldx.h 
ms<sn|j t;rï ±kqula ke;s wfhl= úiska kï ;;a;ajh ;j;a nrm;< jkq we;' kuq;a 
jdikdjlg fuu uDÿldx.h ;=< ta i|ydo úl,amhla mj;S' tkï o;a; we;=<;a lsÍu 
i|yd wdl¾YKSh fmdaru ^Forms& ks¾udKh lsÍfï yelshdjhs' 
 
fuf,i fmdaru uÕska we;=<;a lrkq ,bk o;a; Rcqju ;ekam;a jkafka wm úiska fmr§ 
ilia lrk ,o j.=j ;=<uh' fmdaruhla hkq j.=j fj;g o;a; we;=<;a lsÍu myiq ùu 
i|yd wdl¾YKSh f,i ks¾udKh lrk ,oaols' 
 
 ±ka fuu mßÉfþoh uq,§ i|yka lrk ,o YS¾Ij,g wkqj Tnf.a mx;sfha 
isiqkaf.a wod< o;a; mß.Klhg we;=<;a lrkak' ish¿ o;a; we;=<;a l<miq Tnf.a 
jevigyfkys uq,a mshjr wjika jkq we;' ±ka we;af;a fuu o;a; mdol moaO;sh Ndú; 
lrñka f;dr;=re ,nd .eksuhs' 
 
 
 
 



Tnf.a jevigyfkka f;dr;=re ,nd .ekSu 
 
f;dr;=re ,nd .; fkdyels o;a; mdol l<uKdlrK moaO;shlska we;s m%fhdackhla ke;' 
tneúka jvd;a jeo.;a jkafka wm we;=<;a l< o;a; Ndú;d lrñka CIKslj"ksjerÈj yd 
úYajdikSh wdldrfhka f;dr;=re ,nd .ekSuhs 
 
fï i|yd MS Access  j, fhdod .efkkafka úuiqï ^Queries& hkakhs' fuh b;d fyd¢ka 
wjfndaO lr .; hq;= fldgils' úuiqï f.dvkÕk wdldrh ms<sn|j ukd jegySula 
fkdue;skï f.dvk.k ,o o;a; uÕska m%fhdackhla ,nd .; fkdyels jkq we;' 
 
úuiqï ^Queries& ks¾udKh lrkafka flfiao@ 
 
DataBase Window ys jïmi we;s Objects ;Srefjys we;s Queries u; Click lrkak' tjsg 
tys ol=Kq mi we;s iqÿ fldgqj u; Queries f.dvke.Su i|yd úl,am folla u;=jkq 
we;' tu úl,am w;ßka leu;s úl,amhla Ndú; lrñka wmg úuiqula f.dv k.d .; 
yel' fuys§ wm wjOdkh fhduq lrkafka Create Queries in Design View hkak flfrysh' 
 
uq,skau Create Queries in Design View u; Double Click lrkak'túg tljr ixjdo fldgq 
folla tljr újD; fõ' thska Show Table ixjdo fldgqj Ndú;d lrñka fuu úuiqug 
wjYH Tables tla lr .; yelsh' Table tla lrkq ,nkafka wod< fgan,h u; Click 
lsrSfuks' fuysoS tla j.=jla muKla fkdj wjYH;djh mrsos j.= ´kEu m%udKhla iy 
úuiqï mjd tla lr .; yel' 
 
±ka Tn l< hq;af;a úuiqï ieliqug tla lr .;a j.=;=< olakg ,efnk YS¾I u; 
Double Click lsrSuhs' túg tu Ys¾I Tnf.a úuiqug tla jkq we;' ta wdldrhg ish¿ 
YS¾Ihka tla lr .ekSfuka wk;=rej MenuBar tflys olakg ,efnk Run u; Click 
lsrSfuka úuiqu ;djld,slj Odjkh lr ne,sh yel' th iqÿiq mßÈ ;sfí kï leu;s 
kulska Save lr .; yelsh' 
 
tla jrla ilia lrk ,o úuiqula kej; kej; wjYH mßÈ úúO fjkiaùïj,g Ndckh 
lr .; yelsh' 
 
Tn úiska ilia lrk ,o o;a; j.=j Ndú;d lrñka my; i|yka úuiqï ,nd .kak 
 

 Tnf.a mx;sfha isák .eyeKq <uhskaf.a kduf,aLkh 
 Tnf.a mx;sfha isák fn!oaO YsIH $ YsIHdjkaf.a kdu f,aLkh 
 Tnf.a mx;sfha isák Media Club idudðlhkaf.aa kdu f,aLkh 

 
o;a; fmrKhka (Filter) Ndú; lsÍu 
 
úuiqï uÕskao isÿ lrkafka o;a; fmrd.ekSuhs' kuq;a ;djld,sl wjYH;d i|yd úuiqï 
iliq lrkq fjkqjg m%Odk o;a; f.dkqfjka f;dr;=re ,nd .ekSu i|yd Filter myiqlu 
Ndú;d l< yelsh' fuys l%shdldÍ;ajh úuid n,uq' 
 
Tng wjYH jkafka Tnf.a mx;sfha isák msßñ <uqka ms<sn|j muKla f;dr;=re ,nd 
.ekSug hhs is;uq' Tn uq,skau l< hq;af;a Tnf.a m%Odk o;a; f.dkqfõ ia;%S mqreI Ndjh 
±lafjk ;Srefjys mqreI ^male& f,i i|ykaj we;s l=uk fyda o;a;hla u; Right Click 

lÍuhss' túg u;=jk fukqfjka Filter by Selection u; click lsrSfuka msrsus <uqkaf.a o;a; 
muKla ;srh u;g ,nd .; yelsh' fua wdldrhgu ´kEu o;a; fldgila filter l< 
yelsh' 
 



jd¾;d ^Reports& ilia lsÍu 
 
o;a; mdol l<uKdlrK moaO;shl we;s f;dr;=re jd¾;d iajrEmfhka ±l .ekSug yd 
uqøKh lr .ekSug wjYH jQ úg fuu l%uh Ndú;d flf¾' wm úiska ilia lr ;sfnk 
j.=jla ^Table& fyda úuiqula hk ´kEu tlla fyda tajdfha ixfhdackhla jYfhka jd¾;d 
ilia lr .ekSu isÿ l< yelsh' 
 
jd¾;djla ilia lsÍu i|yd uq,skau Data Base Window ys jï me;af;a Object ;Srefjys 
we;s Reports u; click lrkak' túg tys ol=Kq mi Reports f.dvke.sh yels wdldr 
oelafjk úl,am folla u;= fõ'  
 
fuys§ wm wjOdkh fhduq lrkafka Create Report by using wizard hk wdldrh ms<sn|jh' 
uq,skau by; Tab tl u; Double click lrkak'túg jd¾;d ksmojk ixjdo fldgqj u;= 
fõ'tys by<u we;s ;Srefjka jd¾;dj ilia l< hq;= j.=j fyda úuiqu f;aßh hq;=h' th 
f;darkjd;a iuÕu tu ixjdo fldgqfjys thg my<ska jï mi we;s iqÿ fldgqj u; f;drd 
.kakd ,o j.=fjys we;s YS¾I ±lafjkq we;'tu YS¾ w;ßka Tng wjYH YS¾I f;dard .; 
yelsh'f;dard .kq ,nk o;a; jïmi fldgqfõ isg ol=Kqmi fldgqjg udre fjk wdldrh 
±l .; yelsh' 
 
±ka Next fnd;a;u click lrkak'ta wdldrfhka bÈßhgu .uka lsÍfuka wwmg wjYH 
jd¾;dj ks¾udKh lr .; yelsh' wjYH fjf;d;a hï fjkila miqj jqjqo isÿ lr .; 
yelsh' 
 
 
 
 
  
 
wNHdi 
 
1' o;a; mdol l<uKdlrK moaO;shla hkq l=ulao @ 
2' o;a; mdol l<uKdlrK moaO;shl we;s m%fhdack 4 la kï lrkak' 
3' o;a; mdol l<uKdlrK moaO;shl ±lsh yels uQ,sl ,CIK 4 fudkjdo @ 
4' j.=jla ilia lr .ekSfï uQ,sl mshjr ,hd olajkak' 
5' o;a; mdol l<uKdlrK moaO;shla ie,iqï lsÍfï§ wjOdkh fhduq l< hq;= 

lreKq ,ehsia;=jla ilia lrkak' 
 
 
 
 

Tn ilia lrk ,o úuiqï Ndú;d lrñka Tnf.a mx;sfha isák fn!oaO orejkaf.a 
kdu f,aLkh we;=<;a jd¾;djla ckkh lrkak' 


