Unit 3 Lesson 4 Working with Forms, Reports, and Data
True/False
Indicate whether the sentence or statement is true or false.
____
1.
You can create a form to display whatever data you want a user to see.
____
2.
The Report Wizard provides options to group and sort data.
____
3.
There is always a Details section in forms and reports.
____
4.
Controls in a report are usually interactive, but controls in a form are not.
____
5.
You can modify the properties of a form or report.
____
6.
The lines on the grid of a form or report appear at 1 inch intervals.
____
7.
Controls cannot be moved or resized in a form or report.
____
8.
A data access page must be posted to a Web server.
____
9.
The proper use of data access pages can allow users to view information from remote locations.
____
10.
You move a control by selecting it, holding your pointer over it until you see a hand, then clicking and dragging.
Multiple Choice
Identify the letter of the choice that best completes the statement or answers the question.
____
11.
A form can display the results from which of the following?

	a.
	a report
	c.
	a table

	b.
	a web page
	d.
	a document


____
12.
Which of the following is NOT a method you can use to create a form?

	a.
	AutoForm
	c.
	Design view

	b.
	Form Wizard
	d.
	Form writer


____
13.
Which of the following buttons will allow you to create a new form?

	a.
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	c.
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____
14.
Which view should you be in if you want to add graphics to your report?

	a.
	Form view
	c.
	Graphics view

	b.
	Datasheet view
	d.
	Design view


____
15.
When modifying a report in Design view, you can:

	a.
	add graphics
	c.
	move and resize report elements

	b.
	change colors
	d.
	do all of the above


____
16.
Which of the following is NOT an example of a report or form section?

	a.
	Header
	c.
	Graphic

	b.
	Detail
	d.
	Footer


____
17.
Which of the following is NOT a type of control?

	a.
	bound
	c.
	unbound

	b.
	calculated
	d.
	expression


____
18.
Which of the following buttons activates the toolbox?

	a.
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	c.
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____
19.
Which of the following elements has properties associated with it?

	a.
	controls
	c.
	subforms

	b.
	sections
	d.
	all of the above


____
20.
A data access page is saved as which of the following file types?

	a.
	.htm
	c.
	.mdb

	b.
	.doc
	d.
	.rtf


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

	a.
	form
	e.
	subform

	b.
	query
	f.
	Form Wizard

	c.
	AutoForm
	g.
	layout

	d.
	main form
	h.
	calculated field


____
21.
A form can display the data from a table or ____.
____
22.
An ____ is the quickest way to create a form.
____
23.
Access provides a ____ to assist you in creating forms.
____
24.
A form’s ____ can be modified extensively to give it almost any look you want.
____
25.
The ____ area of a form is usually found at the top of the form. This is where you would input new data.
____
26.
The ____ area of a form is generally found in the bottom portion of the form. This is where data is displayed.
____
27.
You can display a ____ in a form if it is based on the results of a query.
Match the following word/phrase with the most appropriate question below.

	a.
	report
	e.
	Report Wizard

	b.
	print
	f.
	Design view

	c.
	graphics
	g.
	plan

	d.
	query
	h.
	group


____
28.
A ____ is designed to present data from Access in a printed format
____
29.
A good way to create a concise report is to base it on a ____ that contains the specific information you’d like to display.
____
30.
Access provides a ____, which is an efficient way to create a basic report.
____
31.
A report is the one object in Access specifically designed for ____.
____
32.
A report can be customized by the addition of color, calculated fields, and ____.
____
33.
In order to move, resize, align and format your report, you will need to be in ____.
Match the following word/phrase with the most appropriate question below.

	a.
	tab order
	e.
	grid

	b.
	properties
	f.
	align

	c.
	selection handles
	g.
	control

	d.
	toolbox
	h.
	display


____
34.
You can ____ (or hide) the toolbox by clicking the Toolbox button on the Design toolbar
____
35.
Every element of a form or report has ____ that give it certain characteristics.
____
36.
The order in which the cursor moves from field to field when a user presses the Tab key is known as ____.
____
37.
You can use the grid to help you ____ controls in the design window.
____
38.
The ____ is a set of tools that you use to add a control.
____
39.
When you click a control, Access places ____ around it.
____
40.
You can move, delete or resize a ____ in Design view.

