ACCESS 2000 Project Four Review

_____ Matching means creating separate collections of records that share some common characteristic.

_____ A value box is a box that allows a user to select entries from a list.

_____ The simplest way to create a report design is to use the Report Wizard.

_____ Either a table or a query can form the basis for a report.

_____ Within the Report window, there are two different possible views: Layout view and Print Preview.

_____ Use Print Preview to view a report with sample data.

_____ Use Design view to modify the design (layout) of the report.

_____ To move from Design view to Print Preview, click the Preview Data button on the Report Design toolbar.

_____ To dock the toolbox in a different location on the Report Design window, drag the title bar of the toolbox to the desired location.

_____ To remove the toolbox from the Report Design window and return it to the screen when needed, click the My Tools button on the Report Design toolbar.

_____ To view two pages at the same time when previewing a report, click the Two Pages button on the Print Preview toolbar.

_____ The portions of the Report window (for example, Page Header, Detail) are called segments.

_____ The contents of the Page Footer section will print once, at the bottom of each page.

_____ Another common term for the sections in a report is band.

_____ The contents of the Detail section print once for each record in the table.

_____ The contents of the Report Header section will print once at the top of each page.

_____ The controls in the Page Header section serve as captions for the data in a report.

_____ The Report window uses small squares called grippers to indicate which portion of the report currently is selected.

_____ You can move and resize a control but you cannot delete it.

_____ The object list is a list of properties for a control that can be modified.

_____ To produce the property sheet, right-click the desired control, then click Properties on the shortcut menu.

_____ To spread data over two lines in a report, change the Enlarge property from No to Yes.

_____ To print a report, right-click the report in the Database window, and then click View Data on the shortcut menu.

_____ In grouping, reports typically include two other types of sections: a group header and a group footer.

_____ If you create a marina report grouped on city, the group header for the report will print once for each different city in the table.

_____ A subtotal for a report appears in the group footer.

_____ To remove a control that should not be included in a report, select the control and press DELETE.

_____ To modify the design of a report, right-click the report in the Database window and click Layout View on the shortcut menu.

_____ To enlarge the Page Header section, drag the bottom edge of the Page Header section down.

_____ To split a column heading over two lines, place the insertion point at the position where the heading should be split, and then press the ALT+ENTER keys.

_____ To select multiple controls, click the first control you want to select and then hold down the SHIFT key and click each of the other controls.

_____ To print a report from the Database window, right-click the report and click List View on the shortcut menu.

_____ To add more white space between groups on a report, enlarge the group footer.

_____ To modify the design of an existing form, right-click the form in the Database window, and then click Layout View on the shortcut menu.

_____ To remove an attached label from a control, click the label and then press the CTRL+DELETE keys.

_____ To attach a label to a control, create the label, click the Cut button, click the Control, and then click the Paste button.

_____ The three types of controls on a form are bound controls, external controls, and calculated controls.

_____ Bound controls are used to display data that comes from the database.

_____ Unbound controls have attached labels that typically display the name of the field that furnishes the data for the control.

_____ Calculated controls are used to display data that is calculated from data in the database.

_____ To add a new field to a form, click the Text Box button in the toolbox.

_____ When you create a calculated control, field names used in the expression must be enclosed in brackets [ ].

_____ To receive assistance in entering the expression for a calculated control, use the Expression Builder.

_____ To change the format of a field, right-click the field and click Format on the shortcut menu.

_____ To place a combo box, a box that allows a user to select entries from a list, use the Value Box button in the toolbox.

_____ To add a title to a form, use the Text Box button in the toolbox.

_____ To change the color of a label, right-click the label, click Properties on the shortcut menu and then change the Back Color property.

_____ To prevent a user from tabbing to a control, change the value of the Tab Stop property from Yes to No.

_____ To open a form from the Database window, right-click the form, and then click View.

_____ If the data that a user will enter comes from a paper form, make the screen form resemble the paper form as closely as possible.

Fill in the appropriate answer.

__________ means creating separate collections of records that share some common characteristic.

A(n) __________ is a box that allows a user to select entries from a list.

The simplest way to create a report design is to use the __________.

Within the Report window, there are two different possible views: Design view and __________.

To move from Print Preview to Design view, click the __________ button on the Print Preview toolbar.

The portions of the Report window (for example, Page Header, Detail) are called __________.

The contents of the __________ section will print once, at the bottom of each page.

The contents of the __________ section will print once for each record in the table.

The contents of the __________ section will print once at the end of the report.

The contents of the __________ section will print once at the beginning of the report.

The controls in the Page Header section of a report serve as __________ for the data.

Another common term for the sections in a report is __________.

The Report window uses small squares called __________ to indicate which portion of the report currently is selected.

The __________ is a list of properties for a control that can be modified.

To produce the property sheet, right-click the desired control, then click __________ on the shortcut menu.

To spread data over two lines in a report, change the __________ property from No to Yes.

To print a report, right-click the report in the Database window, and then click __________ on the shortcut menu.

In grouping, reports typically include two additional types of sections: a(n) __________ and a(n) __________.

To split a column heading over two lines, place the insertion point at the position where the heading should be split, and then press the __________ key(s).

To modify the design of an existing form, right-click the form in the Database window, and then click __________ on the shortcut menu.

To add a new field to a form, click the __________ button in the toolbox.

When you create a calculated control, field names used in the expression must be enclosed in __________.

To change the format of a field, change the __________ property on the property sheet.

To place a combo box, a box that allows a user to select entries from a list, use the __________ button in the toolbox.

To add a title to a form, use the __________ button in the toolbox.

To change the color of a label, change the __________ property on the property sheet.

To make a label appear to be raised from the screen, change the __________ property on the property sheet.

To change the font size of a label, change the __________ property on the property sheet.

To change the alignment of text within a label, change the __________ property on the property sheet.

To prevent users from tabbing to a control on a form, change the __________ property on the property sheet.

To open a form, right-click the form in the Database window, and then click __________ on the shortcut menu.

When a form contains a(n) __________, users either can type an entry for the field or select it from the list.

The process of creating separate collections of records sharing some characteristic is known as __________.

Within the Report window, there are two different possible views: Design view and __________.

Use __________ to view a report with sample data.

To move from Print Preview to Design view, click the __________ button on the Print Preview toolbar.

To spread data over two lines in a report, change the __________ property from No to Yes.

To print a report, right-click the report in the Database window, and then click __________ on the shortcut menu.

To remove a control from a report, select the control and press _________ key(s).

To modify the design of an existing report, right-click the form in the Database window, and then click __________ on the shortcut menu.

To split a column heading over two lines, place the insertion point at the position where the heading should be split, and then press the __________ key(s).

On a custom form, controls that are used to display data that comes from a database are called __________ controls.

Controls that are not associated with data in a database are called _________ controls.

On a form, _________ controls are used to display data that is calculated from data in the database.

To remove an attached label, click the label and then press the __________ key(s).

To add a new field to a form, click the __________ button in the toolbox.

When you create a calculated control, field names used in the expression must be enclosed in __________.

To place a combo box, a box that allows a user to select entries from a list, use the __________ button in the toolbox.

To add a title to a form, use the __________button in the toolbox.

To change the color of a label, change the __________ property on the property sheet.

To make a label appear to be raised from the screen, change the __________ property on the property sheet.

To change the font size of a label, change the __________ property on the property sheet.

To bypass a control when tabbing through the controls on a form, change the __________ property for the control from Yes to No.

To open a form, right-click the form in the Database window, and then click __________ on the shortcut menu.

