Unit 3 Lesson 1 Introducing Access
Name _________________    Print out front and back and answer.
True/False
Indicate whether the sentence or statement is true or false.
____
1.
When you open an Access database file, a Database window appears within the application window.
____
2.
The most common database objects are tables, reports, forms and queries.
____
3.
Datasheet view is not available for reports.
____
4.
You can directly manipulate data in a report.
____
5.
Access provides a navigation toolbar to help you navigate quickly among records.
____
6.
The navigation toolbar is found at the top of every object window.
____
7.
You cannot edit records in a form.
____
8.
Creating a new, blank database gives you maximum flexibility for customization.
____
9.
You can open a query in Print Preview.
____
10.
Access objects can be accessed from the Objects bar.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Which of the following is NOT an Access object?

	a.
	Reports
	c.
	Forms

	b.
	Tables
	d.
	Graphs


____
12.
A relational database allows you to do which of the following?

	a.
	Combine data from different tables

	b.
	Create data related to a specific subject

	c.
	Merge data from other programs

	d.
	Create tables saved in multiple files


____
13.
Which view allows you to change the structure of an object?

	a.
	Form view
	c.
	Print view

	b.
	Datasheet view
	d.
	Design view


____
14.
Which of the following CANNOT be used to move around in a datasheet?

	a.
	keyboard shortcuts
	c.
	voice commands

	b.
	arrow keys
	d.
	navigation toolbar


____
15.
Which of the following buttons allows you to move to the last record?

	a.
	[image: image1.png]



	c.
	[image: image2.png]




	b.
	[image: image3.png]



	d.
	[image: image4.png]M







____
16.
Which of the following symbols indicated that a record is being edited?

	a.
	[image: image5.png]



	c.
	[image: image6.png]M






	b.
	[image: image7.png]



	d.
	[image: image8.png]





____
17.
Which of the following buttons allows you to create a new record?

	a.
	[image: image9.png]M





	c.
	[image: image10.png]




	b.
	[image: image11.png]



	d.
	[image: image12.png]





____
18.
Which of the following would allow you to move to the previous record in a form?

	a.
	[image: image13.png]



	c.
	[image: image14.png]




	b.
	[image: image15.png]



	d.
	[image: image16.png]





____
19.
Which of the following opens the New File task pane?

	a.
	[image: image17.png]



	c.
	[image: image18.png]




	b.
	[image: image19.png]



	d.
	[image: image20.png]





____
20.
Which method would best enable you to move to record 3 in a form?

	a.
	Click Last Record on the navigation bar

	b.
	Click Tab 3 times

	c.
	Type “3” and click Enter in the navigation bar

	d.
	Click Enter 3 times


Matching
Match the following word/phrase with the most appropriate question below.

	a.
	database
	e.
	tables

	b.
	Objects bar
	f.
	relational database

	c.
	database window
	g.
	database object

	d.
	combine


____
21.
Access is a ____, allowing you to store data separately, but combine it when desired.
____
22.
Access allows you to ____ data from tables in a variety of ways.
____
23.
A collection of data related to a specific subject is known as a ____.
____
24.
A ____ provides a structure through which you can store or manipulate your data.
____
25.
The Access objects are grouped on the left side of the Database window in the ____.
____
26.
The ____ allows you to access the database objects contained in the database.
____
27.
One of the most common objects used in Access are ____.
Match the following word/phrase with the most appropriate question below.

	a.
	toggle
	e.
	toolbar

	b.
	Print Preview
	f.
	Datasheet View

	c.
	field names
	g.
	View button

	d.
	Form View
	h.
	Design View


____
28.
When working with data in forms, ____ is the most commonly used view.
____
29.
The view to set or change the structure of any object is ____.
____
30.
Each view has its own unique ____.
____
31.
The ____ allows you to switch between object views.
____
32.
The View button is a ____ button, allowing you to switch between views.
____
33.
Elements included in the structure of an object include ____.
____
34.
You use ____ to add, modify, or delete data in a table or query.
Match the following word/phrase with the most appropriate question.

	a.
	datasheet
	e.
	Ctrl+End

	b.
	Ctrl+Home
	f.
	field

	c.
	navigation toolbar
	g.
	Tab

	d.
	record
	h.
	Next Record


____
35.
Press ____ to move to the first field in the first record.
____
36.
Press ____ to move to the first field in the next record.
____
37.
The row-and-column format that information is displayed in is called a ____.
____
38.
Each ____ contains all the data for a particular item.
____
39.
Press ____ to move to the last field in the last record.
____
40.
Every column is a ____ that contains a specific piece of data for each record.
____
41.
Click ____ to move to the following record.
____
42.
Access provides a ____ at the bottom of every object window.
Match the following word/phrase with the most appropriate question below.

	a.
	field
	e.
	triangle

	b.
	navigation toolbar
	f.
	pencil icon

	c.
	automatically
	g.
	datasheet

	d.
	record
	h.
	form


____
43.
A ____ shows all records and fields, while a form shows only one record at a time.
____
44.
The ____ at the bottom of a form window allows you to move from one record to the next.
____
45.
In a form, only one ____ is displayed at a time.
____
46.
When a form is being edited, the ____ appears.
____
47.
When you move to a new record, Access saves the previous one ____.
____
48.
In a ____, the record selector is a single vertical gray bar down the left side of the form.
____
49.
In a form, you see a record’s ____ only one record at a time.
____
50.
There is a ____ in the record selector of a form until you begin to edit.

