Unit 3 Lesson 3  Working with Datasheets & Queries Access
True/False
Indicate whether the sentence or statement is true or false.
____
1.
Sorting will permanently reorganize your data.
____
2.
The Find feature in Access is very similar to that used in Word and Excel.
____
3.
A filter “screens out” records that meet your criteria.
____
4.
Filter by Selection can filter by a partial entry in a field.
____
5.
A query can be based on multiple tables.
____
6.
You can modify a query to sort results in a particular order.
____
7.
Crosstab queries display their results as an Excel spreadsheet.
____
8.
A Parameter query prompts you for criteria, then displays the results.
____
9.
You cannot manually change row heights and column widths.
____
10.
Formatting techniques used in Word and Excel also apply to formatting an Access datasheet.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
Which of the following toolbar buttons sorts data in descending order?

	a.
	[image: image1.png]



	c.
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	b.
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	d.
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____
12.
Which of the following buttons activates the Find feature?

	a.
	[image: image5.png]



	c.
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	b.
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	d.
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____
13.
Which of the following is a relatively simple way to create a filter?

	a.
	Filter by Table
	c.
	Filter by Form

	b.
	Filter by Selection
	d.
	Filter by Field


____
14.
Which of the following buttons is the Filter by Form button?

	a.
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	c.
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	b.
	[image: image11.png]



	d.
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____
15.
Which of the following CAN’T you do with a query?

	a.
	Create a form based on it
	c.
	Modify it

	b.
	Save it
	d.
	Type a letter with it


____
16.
Which of the following are NOT possible modifications to a query in Design view?

	a.
	perform mathematical calculations
	c.
	sort results

	b.
	create new tables
	d.
	link entries into a text string


____
17.
A powerful feature of queries is the ability to perform:

	a.
	calculations
	c.
	presentations

	b.
	font formats
	d.
	backflips


____
18.
Which of the following special queries does NOT require use of a wizard.

	a.
	Crosstab
	c.
	Find Duplicates

	b.
	Action
	d.
	Find Unmatched


____
19.
Which of the following buttons activates the New Query dialog box?

	a.
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	b.
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	d.
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____
20.
Which of the following buttons allows you to apply color to the background of a datasheet?

	a.
	[image: image17.png]



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

	a.
	sort
	d.
	ascending sort

	b.
	Datasheet toolbar
	e.
	field

	c.
	records
	f.
	descending sort


____
21.
This sort ranks fields from Z-A or from 10-1.
____
22.
The Sort buttons can be found on the ____.
____
23.
You sort records in a database by ____.
____
24.
A temporary reorganization of datasheet records is called a ____.
____
25.
This sort ranks fields from A-Z or from 1-10.
____
26.
To perform a simple sort on your ____, select the field you’d like to sort by and click the appropriate Sort button on the toolbar.
Match the following word/phrase with the most appropriate question below.

	a.
	query
	e.
	records

	b.
	define
	f.
	reports

	c.
	save
	g.
	fields

	d.
	select
	h.
	Design view


____
27.
Query results are always up-to-date, because the ____ they’re based on are not contained in the query.
____
28.
A ____ is like a very powerful filter.
____
29.
To create a query, you need to ____ the question you want the query to answer.
____
30.
Queries may need to be modified in ____.
____
31.
The Simple Query Wizard allows you to choose the ____ you want displayed in the query results.
____
32.
You can create forms and ____ based on a query.
____
33.
One advantage of queries is that you can ____ them, and view them at a later date.
____
34.
The most common type of query in Access is a ____ query.
Match the following word/phrase with the most appropriate question below.

	a.
	Design view
	e.
	expression

	b.
	concatenation
	f.
	calculated field

	c.
	calculations
	g.
	updated

	d.
	stored
	h.
	drag


____
35.
Linking entries in two fields into a text string is known as ____.
____
36.
You can modify a query to perform mathematical ____.
____
37.
In Design view you ____ the fields from the selected tables into the query.
____
38.
A mathematical ____ performs calculations in other fields in a query.
____
39.
Access recalculates a calculated field every time the query is run, assuring that you have ____ information.
____
40.
You must be in ____ to create calculated fields in a query.
____
41.
The results of a calculated field are not ____ in a query.
____
42.
A ____ contains mathematical expressions that perform calculations on other fields in a query.
Match the following word/phrase with the most appropriate question below.

	a.
	format
	e.
	hide

	b.
	methods
	f.
	color

	c.
	width
	g.
	orientation

	d.
	right-click
	h.
	datasheet


____
43.
The formatting you apply to an Access datasheet is applied to the entire ____, not just a single cell.
____
44.
You can change column ____ in a datasheet to make your data fit better.
____
45.
Not only can you use the Formatting toolbar and keyboard shortcuts, but you can also ____ to access formatting commands.
____
46.
Access provides many options to ____ a datasheet for easier reading.
____
47.
For printing, you can switch the page ____ of a datasheet.
____
48.
A datasheet’s gridlines can be changed in layout and ____.
____
49.
You can use several different ____ to format a datasheet.
____
50.
If you don’t want to see a column in a datasheet, you can use a formatting command to ____ it.
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