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1.
Table Design: Double click on any table and it will open automatically in the Datasheet View

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


2.
Table Design: To Sort your data, select one column and go to Sort on the database menu bar.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


3.
Table Design: To Find a Customer in a table, select the Name column and type the customer's 


name in the Find box. There are several Find option. Select all that are true.

 FORMCHECKBOX 


A. Match Whole Field

 FORMCHECKBOX 


B. Match Beginning of the Field

 FORMCHECKBOX 


C. Any Part of the Field


4.
Table Design: When a table is in Design view, you will see three columns of information. Select all 


that are true:

 FORMCHECKBOX 


A. Field Name

 FORMCHECKBOX 


B. Data Type

 FORMCHECKBOX 


C. Description

 FORMCHECKBOX 


D. Comments


5.
Table Design: Open any Table in Design View and select a Text field. What are some of the Field 


Properties?  Select all that are true.

 FORMCHECKBOX 


A. Field Size

 FORMCHECKBOX 


B. Format

 FORMCHECKBOX 


C. Input Mask

 FORMCHECKBOX 


D. Required


6.
Table Design: In a Microsoft Access Table, The primary key uniquely identifies each record. Select 


all that are true.

 FORMCHECKBOX 


A. The Primary Key cannot be empty, or null.

 FORMCHECKBOX 


B. The value entered for the Primary Key cannot be duplicated

 FORMCHECKBOX 


C. The Primary Key is indexed


7.
Table Design: In Microsoft Access the Primary Key can be an AutoNumber. As you add new 


records, Access will provide the next sequential number automatically

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False
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8.
Form Design: A form can use a table or a query for the record source.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


9.
Form Design: Each form field has two parts: the label and the control. The label is a simple box to 


display your descriptions. The control is how you enter and change the data.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


10.
When you tested your form design you used the TAB key on the keyboard to advance to each 


field. As you tab through the form, you noticed that the cursor seemed to move around in a random


 order. Which option will let you correct this problem?

 FORMCHECKBOX 


A. Open the Form in Design View, select the Form Detail and go to View ->Tab Order

 FORMCHECKBOX 


B. Open the  Form in Design View, select the Form Field and go to View -> Tab Stop

 FORMCHECKBOX 


C. Open the Form in Form View and go to Edit -> Find


11.
Form Design: If the Form TABS correctly, but goes to the next record instead of returning to the 


top of the form, you can change the Form Property to Cycle Current Record.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


12.
Form Design: All database objects, even pictures, have properties.  Click on Properties for a 


picture. You can change the Size Mode from Zoom to Stretch.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


13.
Form Design: A Combo Box gives the user a drop-down list of choices. Picking a name from the 


list ensures that the name would be spelled correctly every time.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


14.
Query Design: You can change the Sort order for a Query by going to the Field Properties and 


choosing Sort->Ascending or Descendfing.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


15.
Query Design: Queries read from left to right. If the Date is sorted Descending, and the next field 


to the right, Name, is sort Acsending, the Query will Sort by Date, then by Name.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False
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16.
Query Design: Criteria are words, phrases or numbers that filter the records in the table. For 


example, if we listed a date field for our movies table and typed 2005 in the date criteria, the query 


would only show movies from 2005.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


17.
Query Design: If you wanted to combine the Last Name and First Name fields in a query, your 


concatenation would look like this: 


FullName:[LastName]&”, “&[FirstName]

Now, when you create a report or mail merge, the fields will be evenly spaced, with no ugly gaps 


between short and long names

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


18.
Query Design: Action Queries change the data in a table. Which of the following are true?

 FORMCHECKBOX 


A. An Update query changes the records in the table

 FORMCHECKBOX 


B. An Append query adds new records to a table

 FORMCHECKBOX 


C. A Delete query takes the records from one table and moves them into the next


19.
Database Maintenance: Microsoft Access databases need to be Compacted routinely to improve 


performance.

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False


20.
Report Design: The labels for the report fields can be placed in the Page Header. This section is 


repeated on each page automatically .

 FORMCHECKBOX 


A. True

 FORMCHECKBOX 


B. False
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