
Review for Access 2003  Test 1 (Tutorials 1 – 4)
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Be sure to look at the answer sheet as it contains important information for reviewing, also.  

1. What can you do with a database?  

a.  Enter data

b.  retrieve data

c.  maintain data

2. A field, or a combination of fields, that has a unique value is called a  _________________________.   

3. Data from two or more tables can be connected by specifying a __________________________

4. A relational database is a collection of 

________________________

5. A primary key must _____________________

__________________________________________

6. An example of a relational DBMS is 

7. A field that is defined in a table and that is also defined as a primary key in a different table is a(n) ________ in the second table. 

8. A relational database management system’s data is organized as a collection of  ______________.  

9. Access allows you to ask questions and obtain information about your data through use of a built-in 

10. After a database has been opened, the __________ window becomes the main control center for that database. 

11. Which of the following is NOT an example of an Access object? 

a.  report

b.  query

c.  form

d.  toolbar

12. Clicking a field selector 

a.  allows you to change the field name.

b.  selects an entire column.

c.  advances the database to the next record.

d.  selects an entire row.

13. A darkened triangle symbol in the record selector area denotes the 

a. first record in the table.

b.  last record in the table.

c.  currently selected record.

d.  last record inserted in the table.

14. The navigation buttons allow you to 

15. A table’s contents are displayed as rows and columns (similar to a spreadsheet) in 

a. the Query window.

b.  a database form.

c.  Datasheet view.

d.  the export window.

16. Diane is working in the customer table and needs to know if any customers are located in Texas. To find this information, she would create a ________

17. Access can guide you through the steps to create a query by using the Query _____________

18. After saving a query, you can recreate its results when you 

a. reenter the query.

b.  start the Query Wizard.

c.  click the Print button.

d.  rerun the query.

19. A form is used to 

a. select records that meet specific criteria.

b.  display records for viewing or editing.

c.  automate the retrieval and update process.

d.  None of the above

20. Barbara is using a form to view records in the customer table, and she wants to print the last physical record in the table.  To do this, she would 

21. Data can be precisely formatted prior to printing by creating a 

a. table.

b.  spreadsheet.

c.  new database.

d.  report.

22. __________ a database rearranges data and objects in a database to make its size smaller. 

23. When designing a database you need to identify the __________ that will be required. 

24. Which of the following steps do you need to follow when designing a database? 

a. Identify the fields that will be needed.

b.  Group the fields into tables that describe the required entities.

c.  Determine the primary key for each table.

d.  All of the above

25. A primary key that consists of more than one field is called a __________ key. 

26. A redundant field is a _________________

_________________________________

27. The __________ determines what type of values can be entered for a field. 

28. When defining a field, the field __________ determines how much physical storage space the field requires. 

29. Which of the following steps are required to define a field in a table? 

a. Enter the field name.

b.  Specify the field type.

c.  Type or select other field properties as needed.

d.  All of the above

30. To ensure that a value is entered for a field, you can set the __________ property to Yes. 

31. A table's primary key is 

a. always a composite key.

b.  represented by the darkened triangle.

c.  indicated by a key symbol in the row selector area.

d.  also a foreign key.

32. If you do not enter any value for a field, you have given the field a(n) __________ value. 

33. You can modify an existing table's structure when you are working in 

34. In Datasheet view, a pencil symbol in the row selector area for a record indicates that 

a. the record is marked for deletion.

b.  the record is being edited.

c.  there is an error in one of the field definitions.

d.  the record contains a foreign key.

35. In Datasheet view, a star symbol in the row selector area indicates 

36. If you make a mistake when entering data in a field, you can erase the characters to the left of the insertion point by pressing the __________ key. 

37. After you have finished defining a table, you must __________ it in order to begin to enter data into it. 

38. To change the way your data is displayed in a field, you can change the field's 

39. Records can be copied and pasted into one table from another table if the tables have 

40. To delete a record from a table, click the 

a. field selector for any field.

b.  Cancel button after selecting the row.

c.  row selector for the record to be deleted and then click the Delete Record button on the Table Datasheet toolbar.

d.  row selector for the Field Name row.

41. Generalized queries that specify fields and records to be selected are called __________ queries. 

42. A query defined in Access can 

a. display selected fields and records from one or more tables.

b.  sort records and perform calculations.

c.  generate data for forms and reports.

d.  All of the above

43. Queries can be created by using the Query __________, which prompts you for the information required to build the query. 

44. To see the results of a query, you must __________ it. 

45. The fields and selection criteria for a query are defined in the 

46. When a query is run, the datasheet contents are 

a. saved as part of the query structure.

b.  temporary.

c.  stored in a query table.

d.  based on the criteria you establish in the field list.

47. To return to the Database window from the Query window, you can click the __________ button on the menu bar. 

48. You can use a common field to create relationships between tables by performing a(n) 

49. If a record in one table matches several records in a related table, the relationship is called a(n) __________ relationship. 

50. A record added to a foreign key field in a related table that does not have a matching record in the primary table is a(n) __________ record. 

51. The __________ table is the "one" table in a one-to-many relationship. 

52. Relationships are defined and illustrated in the 

53. You can avoid problems with inconsistent data in related tables by using 

54. The cascade deletes option 

a. deletes all records in a related table.

b.  deletes all records in a primary table.

c.  deletes all matching records in a related table when a record is deleted from the primary table.

d.  is automatically activated when a relationship is created.

55. Access will automatically update foreign key values when the primary key value is changed if the __________ option is chosen when defining a relationship. 

a. cascade deletes

b.  data guardian

c.  cascade updates

d.  data consistency

56. Before you can click a sort button on the toolbar to sort the data, you must first 

a. determine the primary key.

b.  click the View button.

c.  select a column on which to base the sort.

d.  save the query.

57. In Access, you can specify up to __________ fields on which to sort the query results. 

58. When multiple sort keys are selected, the first field selected is the primary sort key and the others are called __________ sort keys. 

59. A temporary subset of selected records can be created by defining a 

60. When you save a query with sort keys defined in it, the sort keys 

a. must be redefined the next time the query is run.

b.  are discarded.

c.  are saved with the query.

d.  are saved as a separate object.

61. After applying a filter, you can click the _________ button to toggle between filtered and nonfiltered displays. 

62. The __________ comparison operator selects records that match a pattern that includes wildcards. 

a. Between....And

b.  Exact Match

c.  Like

d.  In

63. In the condition InvoiceAmt > 100 and InvoiceAmt <>200, ">" and "<>" are 

a. comparison operators.

b.  relational operators.

c.  expressions.

d.  selection values.

64. A selection condition that dictates that the value in the specified field must precisely match the condition is known as a(n) __________ match. 

65. Once a query has been closed, you can modify it by clicking the __________ button in the Database window. 

a. Reformat

b.  Display

c.  Design

d.  Cancel

66. If query results shown below appear to be sorted

 in ___________ sequence.  

Tabitha

Rachel

Mary

Beth

67. Multiple conditions can be defined to control which records are selected through the use of 

a. logical operators.

b.  syntax.

c.  comparison operators.

d.  complete expressions.

68. The __________ operator will cause a record to be selected only if two or more conditions are satisfied. 

69. Selection criteria that are placed in different rows in the query design grid indicate an __________ operator. 

70. Calculations can be performed in a query by defining a(n) 

71. When you define a query that performs a calculation, you must add a __________ field. 

72. The __________ is a large text box used to enter text, expressions, and other values. 

a. Expression Builder

b.  Text Holder

c.  Calculation window

d.  Zoom Box

73. One example of a predefined function in Access is the Count function, which determines 

74. Statistical information, such as totals and averages, can be calculated in a query by using a(n) 

a. expression.

b.  condition.

c.  aggregate function.

d.  comparison operator.

75. The Max function determines 

76. To create a form using some of the fields in one or more tables and display them in a different order than they are defined in the table, you would use the __________ Wizard. 

a. Database 

b.  AutoForm 

c.  Query 

d.  Form 

77. After clicking Forms in the Objects bar of the Database window, you click the __________ button to create a new form. 

78. A form can be used to display fields from multiple records at one time by specifying the __________ layout. 

a. justified

b.  columnar

c.  tabular

d.  basic

79. A form that shows only one record at a time has a __________ layout. 

a. tabular

b.  datasheet

c.  basic

d.  columnar

80. To move from record to record in a form you can use the 

81. You can move from field to field within a form by using the 

82. When a yes/no type field is selected as the current field in a form, a __________ appears around its field name. 

a. dashed box

b.  highlight

c.  blinking cursor

d.  solid rectangle

83. Jill has defined a search using the Find command and has located the first record that qualifies. To look at the next qualifying record she would click the 

a.  Find Next button in the Find dialog box.

b.  Next Record navigation button.

c.  Tab key

d. Next button on the toolbar..

84. Bob needs to locate a particular customer record and view it in a form. What command would he use to locate the record? 

85. A search value can be an exact value or it can contain a 

a. comparison operator 

b. logical operator.

c.  relational operator.

d.  wildcard character.

86. To see a sample of your form before it is printed you can click the __________ button. 

87. When printing a form, you can choose to print 

a. the current page.

b.  all pages.

c.  a range of pages.

d.  All of the above

88. You can quickly go to a specific record by typing its record number in the box between the navigation buttons and then 

a. pressing the Enter key.

b.  clicking the Find button.

c.  clicking the next record button.

d.  clicking the View button.

89. A record can be added by clicking the __________ button on the Form View toolbar. 

a. Add Record

b.  New Record

c.  Edit Record

d.  Add Fields

90. Creating a form to access data from two tables requires that the tables 

91. A form that accesses data from two tables has a main form and a(n) __________

92. When creating a form accessing data from two tables, Access uses the defined __________ to join the tables. 

a. foreign keys 

b. referential integrity

c.  primary keys

d.  relationship

93. A report is a means of providing a __________ hardcopy of the data in one or more tables. 

94. In a form created to access two tables, there is/are __________ navigation buttons displayed. 

95. A report that shows the data from a record in the primary table and then all matching records from the related table is called a(n) __________ report. 

96. In Design mode, every item on a report is called a(n) 

97. In Design view, if you click on a report item, small black boxes appear around the item's border; these black boxes are called 

98. When a picture or other graphic image is placed in the Report header section, it will appear 

a. once at the beginning of the report.

b.  at the top of every page.

c.  after every record break.

d. on the first and last pages of the report.

Don’t miss the essay questions! 

A. Explain what Primary Keys and Foreign Keys are.  

B.   Explain what a join line is between tables with a one-to-many relationship, and explain what its various components are.

Answer to B:  A join line connects the fields that are common to two tables.  When those two tables have a one-to-many relationship, the "one" side of the relationship has the digit 1 at its end, and the "many" side of the relationship has the infinity symbol at its end.  The two tables are still separate tables, but you can use the data in them as if they were one table.  Also, if you see these symbols, you have established referential integrity between the two tables.  

C.  Describe how the And logical operator differs from the Or logical operator. How do the two types of operators appear in the design grid?

Answer to C:  When an And operator is used, there is more than one selection condition specified, and records will be selected only if they meet the specified criteria for ALL of the selection fields. In the design grid, the And operator is defined by placing all of the criteria for each field in the same row. 

The Or operator is used when multiple fields are used for selection but you want records to be selected if ANY of the specified criteria is satisfied. In the design grid, Or operators are defined by placing the selection criteria for each field in different rows.
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