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3.1  ���� 

��&� Access����st�� Access%Ñsz�G���)*�����+Access

%¦<����G��Þàá��¹��&ü¾�!&�stë[L�+��&g=Kå��

s���H�¾[¥wê+�dZ[����Ê�cø[L&G���[L�&F1����

d56���)*~L�îÊBgZ[¦<� AccessG��Ñä�{������+ 

zMù cØÙ&�Ã"�Z[������eº��szÅÆ+ 

3.1.1  #
vw 

� Access���%*¸H�?�dë�&+ �&!��ëg����&��!

�Â�qÄ
�%$Ä�_�Þß 3-1�'�	
&+ 

         

� 3-1  	
� 

! Access%�&�ç�D³,�15AûMB�ä»
�<�ç��³,�pÛÜ+ç

�D�»
NC15�15�³�D»
&���N15��°�DÉ�)ß�f®°��

�+�u�15�~{&�»
�A&XB�»
�gN&�}~+�&ö&}~(ÛÜ8

a±U{+ 

WÄ�Z[�&8�cøDE¦}~�îÊÜ>ÛÜ@�+��&�}~��&��

L� cö15�³����f=15ûMU{+ 

1�{|}~ 

ç15Hnuc���1�³,15�³+! Access%�15�³�e���Þ&; 

A1B15��ðþ, 1~641 + 

A2B�d�?1O�P1��1���(¦<1 �U��d��tX+ 

A3B���?ô�A+B�QR�ASB�Å]�A[ ]B(�Ø'�A'B+ 

A4B���� ASCII, 0~32� ASCII1 + 

2�)*�� 

DE���f�¶���Ã@��!ê15å>����f��Þ�f,�1�g��!

������

��

ÞÙ
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ê15@å>	z+Þ)å>KL���Access g�[ZKLkl�����I)+& 3-1

� Access56�ÝyÄÒ15�f�9+ 

� 3-1  ^_`abc 

`abc de I� 

ß� wàáß� ��âã{Tä 255��ß aß�� ��å	� 

æç wàáèé�ß�êëâãéä 64,000��� ��ìíå¡B 

�� 
áîGï9:��T��ð±©ñ¹�òåó�åéó�å·ô

õ�åöôõ��÷ø ID 
��åù¹ 

úû/Ã� áîúû�Ã���âüýþ�ä 100/1/1� 9999/12/31 �
úûå�	úû 

�� áî������� /�å	
 

WÂ�� áî��9����Tâ�Õ�t¾ÞÙÃâ�TWÂÜ 1 �� 

�/� áî����T��¬��� º½�å�� 

OLE�� áî��å��åß�S���� �� 

��V  !w"�ß´#$å ���Sâ·%&'w�� ()*´ 

¥+,Ñ ÈÉä-���.�Ã/0�12���3���4�T 	íå5� 

6´ 
��å�7å89:ß´åOffice ß´;<�Gïá=���7

�>?���89:ß´�@����� 
AB��åß´ 

 

Gwx�y��h���d������fuÝy�Þ�	����[\����Ì�1

5�¦�f�d���1fo�d��	zf�UÉu�y�Ñ�ò�+�â15����f

8H®©d&ýÅµ; 

A1B15�d��6��f��+ 

A2B�:�cG����"#de�c��½y"#+Þ	zf��������"õ

#��1f����d���"õ#+ 

A3B�:�c¢'15+Ã@,�®�NÎþ( OLEG����f�15����¢'+ 

A4B�:�cG15%����C§�Þ	zf15%)ß��1�ù¯1 TM��

�C§������C§+ 

A5B�:�c!àá%%�&%GÛÜ��±U+Ã@,�®�NÎþ( OLEG��1

5���w±UÛÜ+ 

!Ã"&8��q7Od&k�; 

A1Bç�&É�?� 
kl+Þ	
&É��?	
�sz��+ 

A2Bç�&%��u®°�15��N��Z.®°�D+Þ	
&%��u8	

�15+ 

A3Bç�&%��u¿À�ÛÜ�N��Z.®°��+Þ	
&%�°	�sz

��kl��Z.80+ 

A4B&%°�D����f�q®°+Þ	
&%�����15�!ê15%É�å

>¦&	
���1 f�����å>	
�Z
qñ+ 

A5Bç�&%ÛÜ�0§(150§�d¨©`4��RS-«)*���+ 

A6B&%ç�15�q����±���Ø��N�15���±{815+ 
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3.1.2  #
xy 

¥DE7&�}~FÊ�gcÜ>&�ÛÜ��pÛÜö�u15�@�U��{+ç

15@�=DE�15�f��GH�!Êµ��s%ùn¹ØÙ&�Z[�ÛÜ�Ü>�

��e�ê+ 

3.2  ����� 

Access���567ÝyZ[��&G��ÅÆ����d;�íÆ�-«�c���â+ 

[L��&�Ä�ÅÆu 4y�Þ&�'; 

A1B( Excel&�.�!�'&%�þå>��hZ[��&+ 

A2B�� Access@@�&
�hZ[��&+ 

A3B�Ã"�ßZ[��&+ 

A4B�>hí¦<���%����%.hí¦<§��y	Á�����+ 

3.2.1  _���#:;`a��# 

��&�ß�¯�(D'&%����ß+!��&�ß%��d��15����

�|�ìä(���à«ü�y��+!��&�ß%[L&}~OP²Ø+ 

� 3-1  [L�MN�&�&}~Þ& 3-2�'+ 

� 3-2  ���fg 

`a
� LMbc `a
� LMbc `a
� LMbc 

-.�� ß� /0Ã� úû/Ã� 5� ß� 

�� ß� /� �� �C ß� 

�C ß� 	í ß� (D�E ß� 

n¹��g?Þ&; 

A1B�>[L����+ 

A2B!Í���Z[��Kç%��&��U%�â�&�eÏ�ù!���%=>�

�,�& 1��¤&�°8ù!��&�ß%Òtê&�Þß 3-2�'+ 

 

� 3-2  ÈÉÕ� 
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A3BØÒ�&�mn�&��15��Kç�!��|(ìä�U%ØÒ�¦<15�

()�&U¯æ�+Zc[L�15�f�Þß 3-3�'+ê&U�Ø%DZ7�u�6�â

�15�f�Þ)É��âÄ��15�Þ	z��1�qñü���ØÒ�ØÒd�|�Ø

��()�&U¯æ�!+Z�&U�Ø%�â��c�15�³�Þß 3-4�'+ 

   

 � 3-3  �4F���� � 3-4 �4GG����� 

A4B�â�	z�15�f�å>�MN����îÊ¯ Enter��Þß 3-5�'+ 

A5B¯ñPA3Bg(PA4Bg�ÅÆ�¨0å>15�������M����m�81��

�m¡���	v���]³��������[\���+ 

A6B¯ Ctrl+SU��%¬²4mn½ë�I)¯æG[L�&���I)�ê8+Z

��),�G\��cú��G&e��å>&��1�MN��Þß 3-6�'+ 

   

 � 3-5  .����L-.��M � 3-6  H�I� 

A7BØÒ�¬D�¯æ��{��&�[L+ 

3.2.2  _�#��:;`a��# 

Z[&}~�gª15���f(Ã@15ûMÑ�þ�ÑÅì�Å��WÏ&�Ã"

�ßh�{+&�Ã"�ß��y��Qmn�WÏ�$`�h'����{G&�DE+!
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-«H�%��Ý����¾�J�´hZ[��&+ 

� 3-2  [L�	
�&�&}~Þ& 3-3�'+ 

� 3-3  3��fg 

`a
� LMbc `a]h LMbc `a
� `a]h 

	� ß� 6 �
úû úû/Ã� - 

�� ß� 8 JKLM ß� 50 

�C ß� 2 �� OLE�� - 

 

n¹��g?Þ&; 

A1B�>[L���� 

A2B!Í���Z[��Kçë�â�&Ã"�¯æ�ÒtÞß 3-7�'�¤&Ã"�û+ 

 

� 3-7  L�£9M¨N 

A3B;�& 3-3 �'�	
&}~�!Ã"�ß��15�³�D&P��'�%å

>�	�������f�D&�â�	z��!15ûM��Ä���Kç&��15���

ûM�%å> 6�Þß 3-8�'+ 

 

� 3-8  £¤����O���� 
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A4B;�& 3-3�'�	
&}~�¿Àg?A3B�{¦<15�Ã"+ 

A5B(Ò�	��15�³�!+Z�ñ�Ø%�â� ���Þß 3-9�'+ 

 

� 3-9  £¤� 

A6BØÒ¬²4mn½%��I)�¯æ�!+Z���),�G\�%å>�	
��

ØÒ�¬D�¯æ��{�	
�&�15Ã"+ 

3.2.3  _�#+3`a��# 

! Access %í·7Ýy 
&�
��Gw�	.h�²ØS	+!�Ê
�%í·7

�ÊÄÒ�'�&��Ê&%¾�?ï�Ý�15�����d;��c!��&%�|(ì

ä15+  

!Í���Z[��Kçë�â�H�§aÁ�eÏ�+ZÞß 3-10 �'��Ø��

â��c�
�hZ[®H�&�+��ê
�Z[&�°8�dZ[®H��¹(�&+ 

 

� 3-10  ��² 

�c®©�����
�Z[��&u�D�Y©M�!	Ã��&�15��ûM¾

#$Ã@�{�U�Ã@Ì��×r��c��¯ñ-«��c¿¤gªç�D�kl+ 
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3.2.4  _�z{Y7`a��# 

! Access%��dù#$)!�	z	Á�Excel	Á�XML	Á�SQL Server���

	Áü<a���>_¥Ö����%�{,��&+ 

� 3-3  ù Excel	Á��g.xls��>_�M	º����%�{,C�����&

G�+ 

n¹g?Þ&; 

A1BÒt�M	º�������+ 

A2B!Í���<a����Kçë�â�Excel�eÏ�Þß 3-11 �'++Z�"<

a��G\�+ 

A3BØÒ�ÃÄ�¯æ�à«�âc�>� Excelm�&��â��g.xls�	Á�Þß

3-12�'+ØÒ�Òt�¯æ�Vè�<a��-Excel[å&��G\�+�D���>FÊ

�)*Å�()*Ù@���u 3yÅ�6�â��Ö�%�ù¥���>¥Ö����¤&

%��ØÒ�¬D�¯æ+ 

   

 � 3-11  LÊ*��M�ÓÔ � 3-12  Ñ� Excel/0� 

A4B�>��>��&¶���û��%®H��&�ØÒ�&�g�¯æ�W��P

���?D»
��Þß 3-13�'�&9cù[å&��P���,��&�15�³+ 

A5BØÒ�&�g�¯æ�±�Ã@�15�³����fü�K�Þß 3-14�'+ 

   

 � 3-13  Ñ�3PQ � 3-14  £¤�� 
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A6BØÒ�&�g�¯æ�Ã@ �+��567 3yÃ@ ��ÅÆ�;�íÆ��

c���â+�Ö�â��c ��Ø�¯æ+ 

A7BØÒ�&�g�¯æ�!��>_&�	z�%å>¤&��³��g�+ 

A8BØÒ��{�¯æ��Ìg�{7�><a�� Excel &�m�+Þ)�cI)�

>g?���%�I)�>g?���Ìg�d���¶��¿ÀC��+ 

¨®°ÅÆ����>¦<�f�<a��+ 

3.3   !"#�$ 

! Access %Z[&}~8�DE715�³(���fFÊ�b�cDE15�ûM+

ç15¾u��D�ûM���15�ûM&'15�nu�pM��°�15�fu�°

�ûM+ 

3.3.1  >?|} 

15����D)*!	zf15%�kl�Ñ�ðþ%�1f15�"�#$+Éu

	zf(�1f15uCûM+ 

A1B	zf15����dDE! 1~2551 F1�	Ã�� 501 + 

A2B�1f15����WÏØÒ�15���(%�&U¯æ�Òt¦&UD&��

�â�Þß 3-15�'+ 

 

� 3-15  L��M��L��{\M 

¦%u1s��f�ð�f�Øhþf�âhþf�°gÀ§ ID(�� 7y��â��

f�´Â�"�#$��®°����)*�1o��®°�Þ& 3-4�'+ 

� 3-4  L`cLMi$jk 

_b de hL!L lmno]h 

�ò àáR 0S 255T��ó� U 1�ò 

ó� àáR-32768S 32767T��ó� U 2�ò 

éó� àáR-2147483648S 2147483647T��ó� U 4�ò 

·ôõ� 
àá1-3.402823E38 S V1.401298EV45 �WT 

�1 1.401298E-45 S 3.402823E38 �XT 
7 4�ò 
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   p� 

_b de hL!L lmno]h 

öôõ� 

àá1V1.79769313486231E308 SV4.94065645841247E-324

�WT�1 4.94065645841247E-324 S 1.79769313486231E308 

�XT 

15 8�ò 

÷øY: ID Z[\tP]�1GUID2 N/A 16�ò 

\� 
àá1 -10^38 -1 S 10^38 -1 þ����(.adp) 

àá1 -10^28 -1 S 10^28 -1 þ����(.mdb) 
28 12�ò 

Þ)	z15%#u����R¸15�����7�������íÀX"NZa±�

1 +Þ)!�115%�?����ù15��ª,�f8���íÀù��ÓYe>"�+ 

3.3.2  FH 

��ûM�wDE���'%Òã���+´ÉªP���'����ªPI)!

��&%���+���d�����°DE���o����� �hÃ@íDE����

°����fu¾�°���+ 

°DE����wÃ@íÀ����1�Z[�qñ/81(�/:ü15�G	z��®�

NÎþü154u°DE���U�íDE+ 

&µn¹ØÙ�ÊÄ����f�°DE��(íDE��+ 

1����/����  

Gw	zf(�®f15���4u°DE���U�d��Þ& 3-5�'� �Z[í

DE��+ 

� 3-5  q�/rsLMbc%tJu� 

tJu� de QRtJ vw%LM x�%LM 

@ �^�ß���1�� �½2 (@@)@@@ ABCDE (AB)CDE 

& _�^�ß��� &&-&&& 11002 11-002 

< `a�aß��bä\c < ABCde abcde 

> `a�aß��bä{c > ABCde ABCDE 

! `��,d�e ! z. z. 

- `��,f�e - z. z. 

íDE��,;<�� �>;<1 T> 

�9; 

A1B<�� �>�hDE	z15���+ 

A2B<1 T>�h£�DE15��1 T% Null�8�15��+Þ)c��1 T�

�1 Tc�â'�'h+ 

A3BÃ@��8���< >�zÄ��0>�±���Á\+ 

� 3-4  Ã@�	
�&��	��15��',�õ	-��,	-	�����+ 

n¹��g?Þ&; 

A1BÒt�M	º����%��	
�&G��ØÒÍ���tà��Kç%���
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ß��&U¯æ��â�Ã"�ß�¯æ�ÒtÃ"�ß�û+ 

A2B�â�	��15�!¦�����%å>�@@-@@@@-@@��Þß 3-16�'+

ØÒ�I)�¯æ�I)��Ã@��4è��&�ß�àÜ'})�Þß 3-17�'+ 

   

 � 3-16  £¤L	�M��½¿   � 3-17  £¤g�&h���� 

2��){/����  

��567�1(Z[f15�°DE���Þß 3-18�'�¢u 7y�����	Ã

����Ä��1��Ndå>�Å�'�1+ 

 

� 3-18  ��/��iËA½¿ 

��o�d��Þ& 3-6�'� �Z[íDE��+ 

� 3-6  L`/yzLMbc%tJu� 

tJu� de QRtJ vw%LM x�%LM 

. \�¹j� 00.00 85 85.00 

, kl¹j� #,000.00 1560 1,560.00 

0 ��ml�âh�t���  0 000.00 98 098.00 

# ��ml�âh�t��� _h� #,###.## 980.5 980.5 

$ h���L$M $#,##0.00 865 $865.00 

% Gn¹oh��� ###.##% .856 85.6% 

E+  e+ 

E-  e- 

G7	Þ�h���ðRW�p�&qÜt��

�âX�_Üð2��rs8�t��tuvG 
###E+00 78654321.45 787E+05 
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íDE��,;<«���>;<]���>;<^���>;<����> 

�9;��%¢u 4a±�ç�a±¾�dÁ\+I�9���a±ù�'¨½kl+ 

� 3-5  Ã@�MN�&��m¡�15�¥å>�4563.31�8�';$4563.31�¥å

>�-120.00�8�';($120.00)�¥å>�0�8�'1 ;^�¥4uå>��8�

'1 T;Null + 

��g?Þ&; 

A1BÒt�MN�&��Ã"�ß��û+ 

A2B�â�m¡�15�!�����%å>�$#,##0.00;($#,##0.00);\^;"Null"��Þß

3-19�'�ØÒI)¯æ+ 

 

� 3-19  £¤L/�M���½¿¢� 

3����/����  

Access567�Ý�H�wqñ/81���°DE���Þß 3-20�'+Þ)¦%�¨

½��¾½Æîï����ú�����dZ[íDE��+ 

 

� 3-20  úû/Ã�����iËA½¿ 

�qñ/81�15�íDE���?8a±;�a±�wqñ���a±�w81+�

d�±�±8�8a±+& 3-7DZ7��hDEíDE����Ù (±8 + 

� 3-7  ��/?oLMbc%tJu� 

tJu� de 

: Ã�¹j� 

/ úû¹j� 

c 8G�úû�iËA½¿w÷ 
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 p� 

tJu� de 

d  dd x��úûâtl �l��11~31  01~312 

ddd aßyû���z{��|1Sun~Sat2 

dddd aßyû���Z�1Sunday~Saturday2 

ddddd 8}úû�iËA½¿w÷ 

dddddd 8éúû�iËA½¿w÷ 

w t~��úû11~72 

ww t���~11~532 

m  mm t���x�âtl �l��11~12  01~122 

mmm aßx����z{��|1Jan~Dec2 

mmmm aßx����Z�1January~December2 

q t����õ11~42 

y t�����11~3662 

yy �õ�ã&�l�101~992 

yyyy gó��10100~99992 

h  hh \Ãâtl �l��10~23  00~232 

n  nn ¹�âtl �l��10~59  00~592 

s  ss �âtl �l��10~59  00~592 

tttt 8éÃ��iËA½¿w÷ 

AM/PM  A/P G{c�| AM/PM��A�/��� 12\Ã�Ã� 

am/pm  a/p G\c�| am/pm��A�/��� 12\Ã�Ã� 

AMPM �A�/��P�� 12\Ã�Ã�ðP�RWindowsÇ�£¤�A�/��£¤�ËA 

 

� 3-6  Ã@�	
�&��Z
qñ�15' 07,10,1990���+ 

�Ã"�ß�&�!�Z
qñ�15������%å>�mm","dd","yyyy��Þß 3-21

�'+ØÒ�I)�¯æ��4*���&�ß�àÜ	
&��Z
qñ�15'#P,

������Þß 3-22�'+ 

   

 � 3-21  £¤L�
úûM½¿   � 3-22  L�
úûM��h�½¿ 

4���/���  

�/:f��u 3y°DE���6�â�Þß 3-23�'+ 
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� 3-23  �/����iËA½¿ 

íDE��,;;<û�>;<(�> 

û�¦&��,-18'�kl�(�¦&��, 08'�kl+ 

�/:f���å>('��bcO_�àë��Kç%��'�Á�ûM�©§+

�'�Á�ûM�D&�%567 3°DE��K;À���	z��U�����	Ã

,À��+ 

� 3-7  !�MN�&%ë|����f,��/:���_:�15�àÜ¦��'

��+¦0Ã@�_:�15��'�Á�ûM,�	z�����,;�#_�¦&û��

�I_�¦&(�+ 

n¹��g?Þ&; 

A1BÒt�MN�&�Ã"�ß+ 

A2B�|�_:�15�Ã@¦���f,��/:��Þß 3-24�'+I)�MN�&

��4*���&�ß��¤�15Þß 3-25�'�ØÒ#_MN��_:�15�Z.�`�

 ��:�&'I_+ 

   

 � 3-24  ÛÜL��M�� � 3-25  L��M�����h��¿ 

A3B���4*�MN�&�Ã"�ß��â�_:�15�!¦�����%å

>;;"#_";"I_"�Þß 3-26�'+�ØÒ�àë��Kç�W�'�Á�D&�%�â

�	z���I)�MN�&��4*���&�ß��àÜ_�_:�15#$',
¶�

cú����Þß 3-27�'+ 

   

 � 3-26  £¤L��M���WËA½¿ � 3-27  L��M�����h��¿ 
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3.3.3  ~��� 

!å>��8�$Ä��_uÊ��u®GaD��0��+�Þ�[\���0��

,�A0738B8325406�+Þ)��ÇÀÅ�¿Àå>�yaD������îÕÄbc+ê

8��dDE�å>d��ù��%®GaD� �aD{����a±��Ì!å>��

�89�É�å>PQ��+Gw	z��1�qñ/81�Z[ü���f�15�¾�d

DE�å>d��ûM+ 

Þ),x15DE7å>d��°8oDE7��ûM�����ûMù!��'�

89±øwå>d�+å>d�É,	zf(qñ/81f1556¶��¦<���f4u

¶���+dêGw¦<���fh��É���1 �þDEå>d�ûM+å>d���

� �e¦?EÞ& 3-8�'+ 

� 3-8  vw{7%tJu� 

tJu� de 

0 rs.���10~9âr�Ó2â_üýGÜ�1+2���1-2 

9 w".��� �½1�r�Ó2â_üýGÜ�1+2��1-2 

# w".��� �½1�r�Ó2â�Ö��ä�½âüýGÜ�1+2���1-2 

L rs.��|1A~Zâr�Ó2 

? w".��|1A~Zâw�Ó2 

A rs.��| ��1r�Ó2 

a w".��| ��1w�Ó2 

& rs.�>��� �½1r�Ó2 

C w".�>��� �½1w�Ó2 

< `�&�a�aß��bä\c 

> `�&�a�aß��bä{c 

� v.��E1fSdh�â�_�1dSfh�ðw"R.��E�>�L������ 

\ vV�����"e�h� 
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