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QUESTION 1:

Print the Customer Invoice report.

K2 Microsoft Access [T
- Fle Edt Mew Insett Took ‘window Help Type a question for help [
DSHY SRY L 2Ro- Bk 8 @ sa- 3,
{8 Acme Electionics Publiching Inc. : Database [Access 2000 file format) [I[=] 3
G Open o6, Desin Mo K Ly E
Obigets Create table inDe:
Tables ] Create table by using wizard
s 2]  Create table by entering data
=]
Foms = o
B Reports 0l € Desion View
¥a] Pages P& Pint
2 Macios [&  Print Preview
4 Modues &b ot
B3 Copy
Groups
= Saved
[#] Favories CHEER
Expot...
SendTo »
Add to Group v
Create Shortcut
K Delete
Rename
Plonames
FReady NUM A

Ste 1 CI|ck Reorts on the Object bar

Qpen ggeelgn EHNew X B e

Objects Create table in Design view
| Tables !.?._l Create table by uging wizard
5T ;
Giiine Create table by entering data
B :
S Order Detalls
{::z’! Reports ) Orders
¥ Pages Products

Note: We must choose the Reports object. We cannot print reports when we are working with tables.
Step 2: Right-click the Customer Invoice report.
Step 3: Select Print from the context menu.

Ohjects Create report in Design view
Tahbles @ Create report by using wizard
EH  Cueries . E’l Print Preview
Farms £ Design iew
| B Feports %f __:3:‘]
E Pages & Cut —
2 Macros Copy
2 Modules Save As...

QUESTION 2:

The existing database contains no tables.
(1) Add a table named Products by importing the Products.xls Excel worksheet from the current
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directory.
(2) Use all default settings, set ProdID as the primary key, and import the data to the Products table.

(3) Open the table in Datasheet View and close it. _
Microsoft Access _ O] x|

- File  Edit !iew Insert  Tools ‘Window Help Tupe a question tor help =

Nedy SRY iR %Gk of & -| [,

g data : Database [Access 2000 file format]

L# Open Design gMew > 2o °
s U Design =N il

Objects

Tables Create table by using wizard
Create table by entering data

Queries
Farmsz
Feports
Pages
Macros

Modules

Groups

(#] Favorites

Ready NUM g

Answer:
Step 1: Select the File menu.
Step 2: Select the Get External Data command.

Step 3: Select the Import subcommand
§ Ed MicrosoftAccess |

| [CFile)] Edt Wiew Inset Took window Help

;D Mew.. Chrl+h ,'&.'.'ﬁ
= Open. Cirl+0
|| ST D CarT—
Cloze #F  Link Tables...
bl oo I peign v

?tep 4: Change the file format to Microsoft Excel.

File: parne: I j Immark

| Canzel L’
4

Files of teps: IMicrosoFt Access

DE

E! ge
HIML Documents Bl

Step 5: Click the Products spreadsheet.
Step 6: Click the Import button.
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Import

Lookin: |_‘| Spreadshests LI R o I > Tools +

History

My Docurnents

o
@
in
&
o
a

[%;

Favarites

(S T s

-
[y Mebwor<
Flaces Files of type: |Microsoft Excel Ll Cancel L,

Step 7: In the Import Spreadsheet Wizard click the Next button.

P

B Import Sprieadsheet Wizard

¥our spreadshest file contains more than one warksheet or range. Which worksheet or range
wauld you like?

¢ Show Woarksheets
" Show Mamed Ranges

Sample data For worksheet 'Sheett’,
1FProdID FroductNams Frice _;!
Izt Light Beer [
B Soda 1
ES Grappa €]
=l

|- [T

i
Cancel | = Bt FNext:b ii' Einish |

Step 8: Click the Next button again (the first row contains column headings - we use the default settings).

B Import Spreadsheet Wizard

Microsoft Access can use your column headings as Field names for vour table, Does the First
row specified contain column headings?

Iv First Row Contains Column Headings

ProdIl ProductNames Price
L Light Beer |5 il

i
12 Goda 1
13 Grappa <]

Cancel < Back [ et = I) Einish |
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Step 9: Again click the Next button (we want to create a new table).

B Import Spreadsheet Wizard

You can store your data in a new table or in an existing kable,

where would vou like to store vour data?

" In an Existing Table: I =l
ProdIDl FProductWName |[Price
1t Light Beer |5 il
12E Soda 1
13 Grappa €]

[
it

Cancel | < Back, -a Mext = I} Einish |

Step 10: Again click the Next button (we use default settings).

E Import Spreadsheet Wizard

‘You can specify information about each of the Felds vou are importing.  Select fieds in the
area below, You can then modfy field information in the 'Field Options' area.

- Field Options

[ete Tyt !i vatlhle .

[ Do not import field (Skip

Figld Narmne: IF‘deD

Indexed:

ProdlIl ProductMawe [Price
1 ight Eeer [5 il

2 oda 1
a3 rappa ]

KT

Cancel I < Back i Mext = I> Einish |

Step 11: Select Choose my own primary key. Select ProdID (see below)
Step 12: Click the Next button.
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B Import Spreadsheet Wiezard [ x|

Iicrosoft Access recommends that vou define a primary key For
o waur nevs bable, & prirary key is used to unguely identify each
record in your table, Tt allows yvou ko retrieve daka more quickly,

1 nnn o nn

2 o

JuHn 4

- [  Let Access add prinary key.

A ik e <% Choose my own primary key. SFrodID G

Mo primary ke,

ProdlIDl |ProductName |[Frice
1 ight Beer [S ii
2 oda 1

5, rappa 5]

T

Cancel I < Back I Mext = I} Finish |

Step 13: In the Import to Table field type Products (see below).
Step 14: Click the Finish button.

B Import Spreadsheet Wizard

That's all the information the wizard needs ko import your data,

Import ko Table:

Products]

™ 1 would like a wizard to analyze my table after importing the
data,

™ Display Help Ster the wizard is finished,

Zancel | < Back J [dEwE = I4 Finish Ih

Step 15: Click the OK button.

Import Spreadsheet Wizard

\.!.’) Finished imporking File 'Hi\Documents and SettingstAdmintMy Documents|SpreadehestsProducts, =z’ bo bable 'Producks’,

Step 16: Select the Products table (if it is not already selected) and the click the Open button.
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g5 data : Database [Access 2000 file format) [_ (O] x|

(&8 Openlief Desian New 3 20 e [EE|E

0 Gpen Create table in Diesign view
Tables @ Create table by using wizard
e e Create table by entering data
Farms
B Reports
@ Pages
Step 17: Close the Products table (see below).

ProdID ProductMame
1 Light Beer
2 Soda
3 Grappa

Record: H|1|| 1 » |1 p#] of =

QUESTION 3:

Complete the following 3 tasks:
(1) Open the WeekltTimeCards table in Design View.
(2) Modify the table to reflect the following information:

Field Name | Data Type | Field
Properties

TimeCardID | AutoNumber | Set as
primary
Key

EmployeelD | Number (Field Size
Long
Integer)

Day Date/Time (Format
Short
(Date)

Hours Number (Field Size
Integer)
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(3) Save the table and close it

Microsoft Access | _ (O] =]
File  Edit  View Insett Tool: ‘Window Help Type a question tor help -

DNedf Sav BB 9 M50 B8 -7

gE data2 : Database [Access 2000 file format] H=1 E3
(g Open ¥ Design mNew X 2o = =

Objects Create table in Design view
| Tables

@ Create table by using wizard
Create table by entering data
=]

wieeklyTimeCards

Cueries

Foarrmns
Reports
Pages

Macroz

s 0 ESEERE

Modules

Groups

[#] Favorites

Ready MU S

Answer:
Step 1: Click the Design button.

Qpen.ﬁlﬂew P

Objects Create tablz in Diezign view

| Tahles @ Create table by using wizard
Create tablz by entering data

ieekly TimeCards;

E  Queries
Farms

Step 2: Change the Data Type of the TimeCardID field to AutoNumber (if the field does not exist then add it).

Field Mame Data Twpe

B | TimeCardID Text =1
Texk
Memo
Murnber
Drake/Time
CUrrency

Autafurmber
Yes/ha

CLE Object
izeneral | Lookup I Hyperlink,

Field Size S0 |Loakup ‘Wizard. .,

%[epB Click the Primary Key button.

=]

- Fle Edt Miew Inzeit Toolz ‘Window Help

E-HR SRY| 2@ o-o- @]

B WeeklyTimeCards - Table

I Field Marme Daka Tvpe Descrip
I_}' TimeCardID Texk =1

Step 4: Enter the FieldName EmployeelD. Select Data Type Number (see below).
Step 5: Enter the FieldName Day. Select Data Type Number (see below).
Step 6: In Field Properties, select Format, and Date/Time (see below).
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B WeeklpTimeCards : Table

Figld Mame Daka Twpe Description
7 | TimeCardID Text
EmployvesID Mumber
Day Date/Time

Field Properties

General | Laokup I

Format
Input Mask, General Date B/19/1994 5134123 PM
Caption Long Date Sunday, June 19, 1994
Defaulk Yalue Medium Dake 19-Jun-94
Walidation Rule Shiort Date 6191994
walidation Text L'Z""dg Time S3HZIPM
i Medium Time 534 PM
Regied Shork Tirne 17:34

Trdawvad

Step 7: Enter the FieldName Hours. Select Data Type Number (see below).
Step 8: Click the Save button.
Step 9: Close the table (see below).

Microsoft Access |_[Of =]
File  Edit  “iew Inzet Toolz “Window Help Type a question for help =
B - ([ = PEBRB oo @ Da. 7
> : feld Name Data Type Description -

% | TimeCardID Text
EmployeelD Mumber
Day DatelTime
Hours Hi

Complete the following 3 tasks:

(1) Open the Time Cards query in Design View.

(2) Add a calculated field that determines employees' gross pay by multiplying their hourly wage by the
number of hours worked (PayRate *Hours) Use Gross Pay as the field name for the calculated field your
create.

(3) Save the query, open in Datasheet View, and close it.
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Microsoft Access M= E3

- File  Edt Wiew [|nset Tools Window Help Type a question for help -

DFEHR SRAY I BE o K-k e E a0

g data : Database [Access 2000 file format]
Lg Open 22 Desion gNew X Zp |

Obijects 1| Create table in Design view

Tables Create table by using wizard

Create table by entering data

Queries

Farms
B

)

a

&

‘wieekly TimeCards
Reports

Pages
Macros

Maodules

Groups

[#] Favorites

Ready MUK v

Answer:

Step 1: Click Queries on the Object bar.
Note: We must use a query.

Step 2: Click on the Time Cards query.
Step 3: Click the Design button.

oot % % =]

Objects I'ﬁ X in Design vi
| e reae query in Design view

Tables Teae query by using wizard

Eueries

Farmsz
B Reports

Step 4: Click in the first empty column in the QBE (Query By Example) Window. (see below).
Step 5: Enter the following: Gross Pay:Payrate*Hours

Microsoft Access [_ (O] x]
- File Edit Miew Inseit Quep Toolks ‘Window Help Type a question for help
B- (MR S8Ry s B@lo-c- 8- Bz a - ENBa- 0.
gzt Time Cards : Select Query
weskly Ti
+

TDID
PayRate
Hours

Field: | TDID PayRate Hours | Gross Pay:PayRate*Hours z =
Table: [weeHy TimeCards Waekly TimeCards Weekly TimeCards
Sart:
Show: [m] C [
Criteria:
ar! >
< »
T T A I | _LI
Ready HUM 7

Step 6: Click the Save button.
Step 7: Select the View menu.
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Step 8: Select the Datasheet View command.

Microsoft Access
File  Edit m Inzert  Cuery
f Design Yiew

SOL View

Tools

D ataghest Vieu\::j

4 |

MivatT able Misw
PivotChart Wiew
Properties F4
Join Properties

Toalbars 13

»

w ==

QUESTION 5:

Complete the following 3 tasks:
(1) Open the Time Cards form in Design View.

(2) Add a label to the Form Footer with Employee Payroll as the caption.
(3) Save the form, open it in Form View, and leave it open.

Microzoft Acccas
- File  Edit View

Inzert

Toolz:  ‘window Help

EHH SEQV BB 9

(=] 3

Type a question for Felp P

Wio-lpa- ee sfB- 7

gE= data : Database (Access 2000 file format) | _ O] =] I—
1Upen & Design = Mew X Bs Telw

Obijects @ Create table in Design view
| Tables [2T] Create table by using wizard
& .
B Create table by entering data
BB Foms:
B Repots wieekly TimeCards
@ Pages
3 Macros
A Modules
Groups
|#] Favorites
Ad
Ready NUM v
Answer:

Step 1: Click Forms on the Object bar.
Step 2: Click the Time Cards form.
Step 3: Click the Design button.
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gHE data : Database [Access 2000 file format]

Qpcl EHew | ¥ Ya T ﬁ
Ohjects Create form in Degign view
Tables Create farm by using wizard
Queries [ asks
Forms‘
B Repaorts
@ Fages

Step 4: Click the View menu.
Step 5: Select the Form Header/Footer command.
Note: Step 4-5 are unnecessary if the Footer is already visible.

lInsert Fomat Tools W

D atazheet View
W PivotT able View
FivotChart View

Properties F4
Field List

Tab Order...

| Code

Buler
Grid
an

Toolbog

i M Fage Header/Footer

I T 7
ot Fnrn_'l_ﬂeadEr:'Fthef __‘_j
=1 Toolbars >

Step 6: If no Toolbox is visible then click the Toolbox button.

_

Step 7: Click the Label button.
EB-Hu S

TR ([adabl 1 =
IFE!!!'.Lahel .

Steb_8: Click in the Form Footer.
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K Microzoft Access =] E3
- File Edit Yiew Inset Format Took  “Window Help Type a question for help -
- FormHeadsr = | | | | B I U |= ﬁ . i -

E-HG SRlimas|io-o- 0 BR T alEm 2
':.\AaahH‘HrrFﬁ-hjmmgau--\ms@

EI Tlme Calds Folm H=] B3

# Form Footer

<-| » -
[ = Favarites || hd
Design View NLIM i
Step 9: Type: Employee Payroll.
Step 10: Click the Save button.
Microsoft Access [_ (O] =]
- File Edit ¥iew Inset Fomat Tools Window  Help Type a question for help o
- Label? +  Tahoma - 8 ~| B I U= e
- lm &Rk taad v aBRe oEF
RN @i " er EE_ @EMEE 1B\ 0%,
ks i m[ P et
B TimeCarde Fom
4]
| [#1 Favorites || d
Design Yiew N'l M i

Step 11: Click the View menu.
Step 12: Click the Form View command.

Microsoft Access
- File Edit @" Inzert  Fomat  Tools W

_ Label? Design Yiew E
= =] nrm.—\n"i_‘ew : __ﬁ"*

_: | A D atazheet View
R w FivatTable iew
I @ FiwotChart Wiew

—TT

QUESTION 6:

Complete the following 2 tasks:
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(1) Open the Employees form in Form View and enter a new record as follows:

Employee (AutoNumber)
ID:
First Name: | William

Last Name: | Shackleton

Title: Supervisor

Work Phone | (303 202-0345
Extension: 7941

(2) Move the first record in the database and close the form.

Microsoft Access [ (O] ]
- File Edt Miew Imset Took Mindow Help Type aquestion forbelp =
Dedyg SAY & B2 9| B ga- fgee cfAE- 2
g data : Database [Access 2000 file format) !E E
g Dzen o Design ymMew 34 Pu U BE|EE
Jbjects @ Create table in Design view
| Tables Create table by using wizard
Sucres [‘2 Create table by entering data
il Tasks
B FRepots “weekly TimeCards
@ FPages
2  Macros
x{?x Modules
Groups
|#] Favorites

Ready ML 4

Answer:

Step 1: Click Forms on the Object bar.
Step 2: Click the Employees form.
Step 3: Click the Open button.
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E Microzoft Access [_ (O] x]

~ File  Idit Wiew Inzet Took  ‘window Help Tepe a question forhelp =

DEdn SV | 2R o\ % |Ff- W of&E. 2
g dala : Database [Access 2000 file format)

IE'EE ﬂpe Design (@ Hew . Eo

Opanjts Create farm in Design view

Tablesz Create form by using wizard

B Queries
Tasks
me Time Cards
B FReports
@ Pages
2 Macios
@ Modules

Aroups

|3#] Favoiites

Ready UM 0
Step 4: Click the New Record button.

sBR- @ s Yav e
[ Employees ____ E]y—"

opoeer [ 1
First Name [Bil |
Last Name |Srith |
Title [Grunt |
Work Phone [123-456-1234 |
Extension [1432 |
Record; 4| (][ 1]k ]k [:;I' of 3

Note: There are two New Record buttons. Choose one of them.

B3 Employees =]

» EmployeelD (AutoMumben

Firsi Mame

LastName

Work Phone

| |
| |
Tile | |
| |
Extension | |

Recard: HI 4 ”—4 v IHI'*I of 4
Step 5: Press the Tab key and start to enter the data.
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[Etopioyees —— BmE
Hogueey [ 4
First Name [Williarm |
Last Name |Shackleton |
Title Supenisor |
[ Waork Phone [(303-20%-345) |
Extension 7941 |
I Record (b« [T 4 » [pilps]of 4

Step 6: Press the Go the first record button.
Step 7: Close the form.

& Emplogees =S|
r EnployeelD [Close
First Mame [Bil |
Last Mame |Smith |
Title frunt |
Work Phone [123-456-1234 |
Extension 1423 |
Record: 4| [T 1 v lvuex]|of 4

QUESTION 7:

Complete the following 4 tasks:

(1) Open the blank Time Cards query in Design View.

(2) From the existing Employees and Weekly TimeCards tables, modify the blank TimeCards query to
include the fields: EmployeelD ( from the Employees table). LastName, PayRate, Day, and Hours.

(3) Add each employee's FirstName to the right of the LastName field in the query and save the modified
query as Time Cards1.

(4) Open the query in Datasheet View and close it.
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Microsoft Access M=l E3

- File  Edit Miew |nzert Tools ‘Window Help Type aquestion for belp =

Ddx S&R_RY & 2R 9 B - fgee of@- 2
gE= dala : Database [Access 2000 file format) [ [O] %]
Qperl ggusigrl 0 M )'( ng n:"' o

Objects Create guery in Design view
Tables @ Create guery by using wizard

=2 M Time Cards

Queries

Frrmnz
Reports:
Pages

Macros

=]
%)
Z
&

Modules

Aroups

[#] Favarites

Ready MM o

Answer:
Step 1: Click the Design button.

g data : Database [Access 2000 file format)

Obeats  Des

Create query in Design view

Tables Create query by uzsing wizard
= - e Pefomance
| dets Time Cards
Farmsz
Step 2: Click on the Show Table button.
Microzoft Access =l

- File  Edt Yiew Inset Quey Tools Window Help Type a question forhelp =
- HB(SRY | BA|o-o- @ ! [l

gzt Time Cards - Select Query

L

Field: -
Table:
Sark;
Shiow: [H] [=] =] [H]
Criteria:
ar:

Step 3: Select the Employees table and click the Add button.

Actualtests.com - The Power of Knowing




MOS-AZK

Show T able |
Tables |Queries| Bath I lm'
e =
Close |

Weekly TimeCards

Step 4: Select the Employees table and click the Add button.

Step 5: Click the Close button.

Note: Step 2-5 can be skipped if the Employees and Weekly TimeCards table already are visible
Step 6: Double-click on EmployeelD field in the Employees table.

Note: You can also click and drag the EmployeelD field down to the QBE window.

Microsoft Access HI=] 5
File Edit “iew Inset Query Tools “Window Help Type a question for help &
- HEAYV | $BER| - E-|) %= :
g=f Time Cards : Select Query &

| Employ:

First Marne
Last Mame
Title b

i (TS -
Table: |Employees

Sort:

Shaw: [=] [m] ]
riteria:
or:

]

Step 7: Select the LastName, PayRate, Day, and Hours field in order.
Note: You would achieve the following result:
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Miciosoft Access
File Edit View Insert GQuery Tools ‘Window Help
- M S(a % ¥ B |« - me ! Sy R Al -

gz Time Cards :

elect Query

First Mame
Last Marne
Title

Figld: |EmploveslD Last Mame PayRate Da S =
Table: |Emplovess Emplovess Weekly TimeCards Weekly TimeCards Weekly TimeZards
Sork:
Shiow: ] [
Criteria:
o - L'_‘_I
k4
Ready MUK o
Step 8: Click-and-drag the First name field to the PayRate field in the QBE Windows.
Microsoft Access =] E3

File  Edit “iew |nzert Query Tool: ‘Window Help
- Lol = =

g=8 Time Cards : Select Query

-t %z ENDa- 0.

Title:

Field: |EmployesID Last Mame [RayRate Dar Hours =
Table: |Employess Emplovees Weekly TimeCards weekly TimeCards Weekly TimeCards
Sart:
Shaw: | T
Critetia: |
or: | bt
4 3
hd
Ready NUM 4

Step 9: Click the Save button.

Microsoft Access

File Edit “iew Inseit Query Tools  Window Help

E-@1 2EY $BE - @ | Hs a -
gz Time Cards : Select Query

EmplovesID
PayR.ate
Haurs

Firsk Mame
Lask Marne
Title:

Day
1! I
L
Field: |EmplavesID Last Name First Marne] = | PavRate
Table: |Employess Employees Emnployees ‘weekly TimeCards
Sark:
Show: 4
Criteria:
or:
o |

Note: The First Name field is right-to the Last Name field.
Step 10: Select the File menu.
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Step 11: Select the Save as command.

Edit YView lnsert  OQuery  Tools W

[ Mew.. Ctrl+M

T Open. Cl+0
Get External Data 3
LClose

E Save Chil+s

| Save Az |

Step 12: Change the name to TimeCards1 and press the OK button.

Save As ﬂ B
Sawe Query 'Time Cards' Ta: d: oK b
ime Cards1| T l
fis
|Query j

Step 13: Click the View menu.

Step 14: Click the Datasheet View.
File  Edit |Tdiew [ lnsert Query T
= Design Yiew

SEL Wiew

Datashest View =

PivalT able \iew

[ﬁ FivotChart View
. Properties F4
Jain Properlies
L‘._l Ioolhari 3
QUESTION 8:

Complete the following 3 tasks:

(1) Open the Relationships window.

(2) Print the table relationship report.

(2) Save the relationship report as:
Relationships and close all open windows.
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Microsoft Access M=l &5

- File Edit View Inget Teoolz ‘Window Help Type a quesbon for help -

Dy &V éae > |- 5wl o5a-7

g8 Acme Electronics Publishing Inc. : Database [Access 2000 file format) [E[=] B3
L Open [ Design ghew ¥ %o |

Objects 21| Create table in Design view
| Tahles Create table by using wizard
Hleies Create table by entering data
foms Order Details
B FRepots Orders
@ Pages Products
2 Macros
it Modules
Groups
Ready NUM 4
Answer:

Step 1: Select the Tools menu.
Step 2: Select the Relationships command.

Window  Help
&% Spelling... F7
Ealaﬂohshii':ne::.__:) |
Analyze [
Databaze Utilies 3
Note: The Relationships windows appear.
E Microsoft Access =]
- File Edit ¥iew Belationchips Toolz %indow Help Type a question for help |

My @Y BR|SFE X BE- 0B,

Ready NUM

Step 3: Click the File menu.
Step 4: Click the Print Relationships command.

File } Edit Wew Relationships Tools  Win
[ Mew. Clrl+M
§= DOpen.. Cril+0
[

LCloze
[ Save Chl+5
8 Fin Previen
@h_tﬁelaﬁonships... _:) 3 |

Step 5: Click the Print button.
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Microsoft Access - [Relationships for Ac
"B File Edi View Took Window Hel

(L

Relationships for Aamel
Friday, May 24, 2002

1

roductsID
Page: I<|4|| 1 blpll ﬂ

Feady
Step 6: Click the File menu.
Step 7: Click the Save as command.
Step 8: Change the name to Relationships and click the OK button.

Save Az [ 7]
Save Repott ‘Reportl’ To: q oK I )
elationships| Canel
as
|Rep0rt j

Step 9: Close the Print relationships window.
Step 10: Close the Relationships window.
Note: You are back at the database window.

QUESTION 9:

Complete the following 3 tasks:

(1) Use the Form Wizard to create a columnar form based upon all of the fields in the Employees table.
(2) Select Standard as the form style and name the form Employees.

(3) Finish the form Wizard and leave the form open.

Microsoft Access M=l E3
File  Edit ‘“iew Inset Toolz ‘Window Help Type a question for help (=
Dedy &RV 2R v B ga- Moo of48-7
g data : Database [Access 2000 file format) [_ (O] x]
Qpen l%Qesign 5 New 7o |85 = =
Objects @ Create table in Design view
| Tables Create table by uging wizard
e ? Create table by entering data
Farms
B Reports “wWeekly TimeCards
@ Pages
Groups
Feady NLIM S
Answer:

Step 1: Click Forms on the Object bar.
Step 2: Click the New button.
Step 3: Click Form Wizard.
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Step 4: Choose Employees table.

Step 5: Click the OK button.
Mew Form [ 7] x|

e
gk
e [

This wizard ackomatically : PivotTable
creates your form, based on AutDFDrm: PivahChart
the Fields vou select, chart Wizlard

PivotTable Wizard

Choose the table or query where =
the object's data comes from:
04 I » Cancel |

Note: The Form Wizard starts.
Step 6: Click the Select all field button. Then click the Next button.

Form Wizard

T Columnnar
: Tabdar
i Datasheet

‘which fields do you want on your Form?

‘fou can choose from more than one table or query,

&
Tables/Queries

|Tab|e: Emplovees =1

fvvailable Fields: Selected Figlds:

First Mame
Last Mame
Title

‘Wark Phone
Extension

Carcel | = Bach I Mext = I ) Finish |

Step 7: Again click the Next button (Columnar form already selected).

what layout would vou like For your Form?

 Tabular
{~ Datasheet
i Justified

" piveeTable
 PivacChart

Cancel | = Back. F Mext = I) Finish |

Step 8: Select Standard and then click the Next button.
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Form Wizard

‘what skywle would vou like?

Blends

Bluspring
Expedition
Industrial
o Inkernational
i Ricepaper
Sandstone
Fiandard
Stong
Label IData Surmi Painting

Cancel | < Back. I Mesxt = I ¥ Einish |

Step 9: Make sure that the title is Employees (the wizard uses the title to name the form).
Step 10: Click the Finish button.

E Microsoft Access
Fle Edt View Ineert OQuew Took ‘Window Help

B-HGERY BB -o-#- ! = |a ENBAE- 0,

[ O[]

Tupe a question for help b

[=]

A=l 3

g=f Time Cards : Select Query

Lask Mame
Title X

Field: [Employesin Last Name [RayRate Da Hours =
Table: |Employess Employess Weekly TimeCards Weekly TimeCards Weekly TimeCards
Sork:
Shaw [m] i
Criteria:
or E
4 »
Ready NUM s

QUESTION 10:

Complete the following 3 tasks:

(1) Open the Employees table in Datasheet View.

(2) Sort the datasheet in ascending order by Last Name.
(3) Close the table.
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Microzoft Access [_ (O] x]
- File  Edit  View Inset Tools  Window Help Type a question for help =
Dedy &V Bk 9 B f-gee|cfd-?
gH data : Database (Access 2000 file format) Hi=] E3
i Qpen B Design ghew K 25 T
Obijects Create table in Design view
| Tahbles @ Create table by using wizard
B Queiics Create table by entering data
Employees;
EBTS Tasks
B Reports weekly TimeCards
E Fages
Groups
Ready ML A
Answer:

Step 1: Click the Open button.

}Egeeign 2 Mew woe

Objects Create table in
| Tables Create table by
Create table by
= = I E riplopees
Step 2: Click somewhere in the Last Name field.

Step 3: Click the Sort Ascending button.
Microsoft Access _ (O] x]

- File Edt “iew Inzet Fomat Fecord: Tools  ‘wWindow Help

E-EHn alRy | iae o @il YaT a2

mH  Oueries

s LD
EmployeslD First Mame Last Nama | Title W
1] 3ill Smith] Gunt 125
2 William Shackleton Supervisor j(:ID:I-
4 William Shackleton Supervisor (303

OSAF

Record: | [T b |»i ] of 4 Al
Step 4: Select File menu
Step 5: Select the Close command.
Note: Don't make the mistake of closing the whole database. If the close button for the table (query, form,
report) is not visible then use the menu instead. The menu can always be used.

QUESTION 11:

Complete the following 3 tasks:

(1) Use the Report Wizard to create a report based upon all of the fields in the Time Cards query.
(2) Accept all defaults and title the report Time Cards.

(3) Preview the report and leave it open.
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Microsoft Access [ _ [O] =]
File Edt View Inset Toolz Window Help Type a question for help =
DeHdYd SV | déBR| o B |=fa-?
ge= data : Database [Access 2000 file format) !E[
L Open [5f Design zmNew XK 2n
Objects @ Create table in Desigh view
| Tables @ Create table by using wizard
B Queries @ Create table by entering data
Farms
B Repors wheekly TimeCards
@ Pages
Groups
Ready LM S
Answer:

Step 1: Click Reports on the Object bar.

Step 2: Click the New button.
gl data : Database [Access 2000 file format) _ (O] x|

Objects
T ables ré_[] Lreate report by using wizard

Queres
Farms

KE_S_ FReports
@ Pages

Groups

Step 3: Select Report Wizard.
Step 4: Choose to base the report on Time cards.
Step 5: Click the OK.

MNew Report %]

| \ AULOREPOrL: Coumnar
AukoReport: Tabular
Chart Wizard
This wizard automatically Label Wizard

creates your teport, based
on the fields you select,

Choose the tatle or query where m
. the object's data comes from;

| 1\7‘2%1
I oK Cancel |

'Step 6: Click the Select all fields button. Then click the Next button.
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Report Wizard

‘which Fieds do you want on your report?

% o || You can choose from more than one table or query.

Tables/Queries
JQuery: Time Cards =1

Available Fields: Selected Fields:

Cancel | = EaCH I Mext = I) Einish |

Step 7: Continue to click the Next button until you reach the end of the Wizard (another five Next buttons).
Step 8: Change the title of the report to Time Cards and then click the Finish button.

‘what title do vou want. For vour report?

Time Cards|

That's all the information the wizard needs to create your
repart.

Do you want to preview the report or modify the report's
design?

= Preview the report,

" Modify the report's design,

[ Cisplay Help on working with the report?

Canzel | < Back TExE= | 4 Finish I)

QUESTION 12:

Complete the following 3 tasks:

(1) Open the Time Cards form in Design View.

(2) Apply the following formats to the Acme Electronic Publishing, Inc label in the Form Header. Arial,
16-point and bold.

(3) Save the form, open it in Form View, and leave it open.
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Microsoft Access [_ (O]
File Edit “iew Inset Tools Window Help Type a guestion for help 1=
Dedy &RV bR »- %-55-/1g00|cf 8-7
gB= data - Database [Access 2000 file format] [ _ (O] %]
L Open [5f Design gNew XK 2o e
Objects EE:—J Create table in Design view
| Tables E‘j—] Create table by using wizard
s ? Create table by entering data
Emplovees
B Tazks
B  Repors Weekly TimeCards
@ Pages
Groups
Ready MUK i
Answer:

Step 1: Click Forms on the Object bar.

Step 2: Click the Time Cards form.

Step 3: Click the Design button.
Qpcl FEbew ¥ | "o T

Objects Create form in Desigh view

]
T ables EE_' Create form by using wizard
T sk

2 Queries
B Foms
B Repots
@ Pages
Step 4: Click the View menu.
Step 5: Select the Form Header/Footer command.

Note: Step 4-5 are unnecessary if the Header is already visible.
Edit € View I Insert

Format  Tools W

[ Datasheset View
4 FPivotT able View
PivotChart Wiew

Properties F4
Field List
Tab Order...

2% Tookhoy
§, M Page Header/Foater

Gmt_\/l?orm'ﬂe'ader:'Footer ﬁ
e E Toolbars 4
Step 6: Click the Acme Electronic Publishing, Inc label in the Form header.
Step 7: Change the Font to Arial. Change the font size to 16.

Step 8: Select Bold.
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Step 10: Click the Save button.

Microsoft Access H=1E3

Ei.la Edit  ‘iew Inzet Fomat Tool: Window Help  Type aquestionforhelp =
- Labelg ~ | Tahoma @8 1 |2l 2
(RN 4aabl[M 7 @ F BEJKLBREE 18\ OR%.

E-E@m ek reado-~- e BaRw g BER
*

|| # petai

Diesign Yiew MUK v

Step 11: Click the View menu.
Step 12: Click the Form View command.

Microsoft Access
- File  Edi @ Inzert  Format  Tools %
* Label8 Diesign View

[R]i 4B EomVen > ]
: [ Datashest View
‘E-H # 5

———— 'y PivotTable View

QUESTION 13:

Complete the following 3 tasks:
(1) Open the Customer invoice report in the Design View.
(2) Add a label control with the caption Customer Invoice to the Page Header section.

(3) Save the report, preview it, and leave it open.
Microsoft Access =1 E3

- File  Edit E'iew Insett  Jools ‘window Help Type a question for help -

DSHR ERY § 2@ o B-5-w/ga-2

g data : Database [Access 2000 file format]
L Open [ Design mHew ¥ 2o T

Objects Create table in Design view

| Tahles T Create table by uging wizard

s Create table by entering data

Employees:

Forms Tasks

Reports weskly TimeCards

FPages

Macroz

=

Groups

Ready MUK g
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Answer:

Step 1: Click Reports on the Object bar.
Step 2: Click the Customers invoice report.
Step 3: Click the Design button.

gE data : Database [Access 2000 file format] =] E3
[&) Previe I[&m. Mew & 2o =|s =
- —
Objects Designl Create repart in Design view
T ablas rt b using wizard
B Oueries b
B Time Cards
Forms
|@_ Feports
@ FPages
22 Macios
Groups

Step 4: If the Page Header is not visible then click the View menu and select the Page Header/Footer.
Step 5: Select the Form Header/Footer command.

Note: Step 4-5 are unnecessary if the Header is already visible.

Step 6: If there are no toolbox the click the Toolbox button (or use the View Menu and select the Toolbox

command).
Gh T | = ==

Step 7: Click the label button.

File  Edit  Miew |nsert

Repart - |

IE' R 1 fabl [
l@% [a
Step 8: Click somewhere in the page header, preferably in an empty place.

7 Customer invoice : Heport

|L||---|---1---|---2---|---3---|----:---|---5---|

# Report Header

& Niatail - I

Step 9: Enter the foIIowmg text into the label: Customer Invoice.

[Customer tuvoice] "
NUM

Step 10: Click on the Save button.
Step 11: Select the View menu.

~
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Step 12: Select the Print Preview command.
Micresoft Access

© Eile Edt [Miew Ploseit Fomat  Took  Window
- Repart Design ¥ ew
B | i [P P

Properties
Field List
LCode

P& mE

Toolbox

Toolbars

2|

QUESTION 14:

Complete the following 3 tasks:
(1) Open the Order Detail (Query) in Design View.
(2) Modify the query so that only order for the product Visual Basic Advanced are displayed.

(3) Save the query, open it in Datasheet View, and close it.
Microsoft Access [_ O]
- Fle Edit View Insett Too: ‘Window Hep Type aquegion for help =

D dy Sa¥ | &Bad o % 5|5 @8- 7

g2 Acme Electronics Publishing Inc. : Database (Access 2000 file format) =] B3

L Open i Desion g hew ¥ 2o :

Obiects
Tables

Create table in Design view

Create table by uzing wizard

N E R

Husiics Create table by entering data
Customer
Order Detail

[Orders

Farms

Feparts

BEEEEoES

Fages
Macros

Groups

Ready ML e

Answer:

Step 1: Click Queries on the Object bar.

Step 2: Click the Order Detail (Query) query.
Step 3: Click the Design button.

g Acme Electronics Publishing Inc. : Database [Acc

% Operi(ld Desoni@iew % %o

T 15 - 3 §
Objects Design Create query in Design views
Tables | Craate query by using wizard
3 (e Order Dstail [Qusry e
Forms
B FReports

Step 4: In the QBE window, in the Product Name column on the Criteria row, type: Visual Basic Advanced.
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Microsoft Access
File  Edit  %iew Inget OQuey Tools ‘Winoow Help

B vy~

Froduck Mame
Price
Category

|

KN
Figld: [crderlD Product Mame Price Cateqgor
Table: |order Detail Products Products Producks
Sork:
Shiow: b
Criteria: Wisnal Basic Advanced]
or:
4 1
¥
| | i3
Feady MLk ]

Step 5: Click the Save Button.
Step 6: Click the View menu.

Stei 7: Click the Datasheet View command.
Microzoft Access

Eile  Edit :\VIEW lflnsert duery I
2 Diesign Yiew
SOL SOL Yiew

— Iiﬁf Datashest View

PivotT able ¥iew

FivotChart View

2B«

Propertiez Fd

Jain Propertes

= I I Toolbars 3
¥

Step 8: Click the File menu.
Step 9: Click the Close command.

File # Edit “iew |nset Fomat Becords

[ MNew.. Ctrl+M

= Open.. Chil+0
Get External Data 3

@me

Save Ctrl+S
Save bz

QUESTION 15:
Complete the following 2 tasks:

(1) Use the Table Wizard to create a Tasks table with every available field except, Notes.
(2) Accept all the default settings, finish the Table Wizard, and close the table.
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Microsoft Access _ O}

Fle Edt Miew lnzert Took: ‘Window  Help Type a question for belp i+

Ded™d gLV 2R - %5019 8-7

gl data - Database [Access 2000 file format] [_ (O] <]
Open [ Design mNew X 2o
Dbjects @ Create lable in Design view
| T ahles EET’] Create table by using wizard
Hticries @ Create table by entering data
Banking
Forms B
B Repots Weekly TimeCardz
ﬁ] Pages
Groups
Ready MUK
Answer:

Step 1: Click the New button.
Lg5 Open Iggesign > !

Objects I:é_[] C Newrable
‘ Tables @ Create table
B ré_[] Create table

Step 2: Select the Table Wizard.

Step 3: Click the OK button.
Mew Table EE

L Datasheet Yiew
Dion ¥i

This wizard creastes a new table
to stare data,

Ci oK ID Cancel |

Step 4: Scroll down and choose Tasks as a Sample table.
Step 5: Click the Select all fields button.

i T able Wizard

+ Which of the sample tables listed below do you want to use to create your kable?

After selecting a table category, choose the sample table and sample figlds you want to include
in vour new table, Your table can include fields from more than one sample table, IF vou're not
sure about a fisld, oo ahead and include it, It's easy to delete a feld later,

(+ Business sample Fields: Fields in my new table:
' personal
e TaskDescription
Sample Tables: StartDate
EndDate
. |Expenses AI Mates
|| Deliveries
1| Assets
| Service Records
] T ickions
REEE e R |
Cancel A | TExt & | Firiisti |

Actualtests.com - The Power of Knowing




MOS-AZK

Step 6: Select the Notes field in Fields in my table: (see below).
Step 7: Click the Remove field button.
Step 8: Click the Next button

‘which of the sample tables listed below do vou wank to use to create vour kable?

After selecting a table category, choose the sample table and sample fields vou want to include
in your new table, Your table can include Fields From more than one sample table. IF vou're not
sure about & field, go shead and include it Tt's easy ta delete a figld later,

{* Business Sample Figlds: Fields in my rew table:
" personal TaskiD TaskID
= TaskDescription TaskDescriphion
Sample Tables: StartDate StartDate
EndDate

Expenses :!

Deliveries

Assets —i

Service Records
Tranzackions

b Rename Field. .. |

Cancel | = Bach F Mexk = I) Einish |

Step 9: Click the Next button two more times so that you arrive to the last step of the Table Wizard.
Step 10: Click the Finish button.

Table Wizard

That's all the information the wizard needs to create your table,

After the wizard creates the table, what do you want to da?

" Modify the kable design.

o)

EEnter data directly into the table,

" Enter data inta the table using & form the wizard creates
for me.

i | Display Help on working with the table,

Cancel | < Back | [HERE = | F Finish |)
Step 11: Select the File menu.
Step 12: Select the Close command.

QUESTION 16:
Complete the following 2 tasks:

(1) Open the Products Form View.
(2) Move to the 10th record (Print Media) and leave the form open.
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Ed Microsoft Access M= E2
- Fle Zzdit “iew Inset Tools ‘Window Help
DEdt S0V @B o~ ga-of g- 2
g Acme Electronics Publizhing Inc. : Database (Acces... =] E3
L Open [ Desion glew 2 20 ?
Dajects Create table in Design view
| Tables E‘:—] Create table by using wizard
Tl /
Dieee Create table by entering data
Custormers
baims Order Dratail
B Reports Drders
@ Pages Froducts
Groups
Ready MU
Answer:

Step 1: Click Forms on the Object bar.
Step 2: Click the Products form.

Step 3: Click the Open button.
Design FMew ¥ Sn T :

| Create fom in Design view
Tables El]  Create fom by using wizard
B Oueries ——
mes Orders
B FReports @
Step 4: Click the Record number box.
B Products _ (O] x|
¥ producsm | I
Product Name Light Elser Spacial |
Price 10 |
Category Beer |
MNotes |

Record: W0 [[T 1] v [wilr#lof 13
Ste|p 5: Type 10 and press Enter key.

Record; I<| q ”( llilﬁ » IH |H+| of 13
End Result (may vary):

B Products [_ O] <]
7| ProductsiD ]
Product Name Print Media |
Price 123 |
Category |Paper |
MNotes I |

Record: IiI 1 | 10/ _k IH IHEI of 13
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QUESTION 17:

Open the Customers table in Datasheet View and leave it open.
Microsoft Access _ O] x|
- File Edit “iew Inset Tools ‘'wWindow Help

Dedyg SRQY & B8 - |- |58 7

g#= Acme Electionics Publishing Inc. : Database [Acces. ..

L7 Open 2 Design ew X

Objects Create table in Design view
| Tables Zreate table by uzing wizard
. E :
= Queries reate table by entering data
“ustomers
Eg F L
= Jrder Detail
B Reports Trders
@ Pages “roducts
Groups

Feady HLIM =
Answer:
Step 1: Click the Open button.
Microsoft Access HI=] E3

- File Edit “iew Inzett Tools ‘Window Help

Dxdyg @GV fB2R v -pa-cfd@- 7

g Acme Electronics Publizhing Inc. : Database [Acces.

bf Desian ahew X 2 G

Oien @ Create table in Design view

Tables E‘:-] Create table by using wizard

B Queries @ Create table by entering data
2 Cistomers
Faiins (Order Detail
B FReports Orders
@ Pages Products
Groups

Fieady MUK i

Note: The Customers table is already selected so we simply click the Open button which opens the table in the
Datasheet View.

QUESTION 18:

Complete the following 3 tasks:

(1) Open the Time Cards form in Design View.

(2) Insert the image ACMELogo.bmp located in the current directory, in the lower right corner of the
detail section of the form.
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(3) Save the form, open it in Form View, and leave it open.
Microsoft Access M=l E3
~ File Edit “iew Inzet Toolz ‘Window Help Tepe a question for help =

Dy &aV iR < % fa-cfd- 7

g data : Database [Access 2000 file format) _ O] x|
LeE Open [&f Desion mNew K 2o Te- |
Dbjects E_—] Create table in Design view
‘ Tables Create table by using wizard
& Qusies @ Create table by entering data
Forms
B Repats weekly TimeCards
ﬁbl Pagez
Groups

Ready HUM P

Answer:
Step 1: Click Forms on the Object bar.
Step 2: Click the Time cards form.
Step 3: Click the Design button.
QDEEI Hew ¥ 2 %
Dbieml_ Create farm in D ezign view

Tahblzs Create farm by using wizard
Employess

el Quenes
Tasks
Farms R __.Ti ;
B Reports

Step 4: Click the Insert menu.
Step 5: Click the Object command.

| Insert b i

Page Mumbers. .. l:

Format  Tools

Picture... E

47 Object. b
i'}& ActiveX Control... E
Note: If you have the Picture command in the Insert menu then you can select it and skip step 6 and step 7.

Step 6: Select Create from File.
Step 7: Click the Browse button.
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Microzoft Access EHE3
" Creats New |H"|,D0cuments and settings| Adrmind My Docum

: Cancel
5 Create from File_ I ik _ o |

I™ Cisplay as Iron

Result

Inserts the contents of the file 25 an object intoyour

P i document so that vou may activate it using the
E application which created it

Step 8: Click the AcmeLogo.bmp file and click the OK button.

Browse HE
Lok in |_“| PictLres j = - s B » Tools =
]
Histary E Boss.bp
B Party.brmp
,@j.
My Documents
Cresklup
L |
Favaorites
=]
Ll Flle name: | =l & oK
My Network =
FPlaces Files of type: |.q|| Files ;I Cancel
4

Step 9: Click the other OK button as well.

Step 10: Move the picture to lower right corner of the Detalil section.
Step 11: Click the Save button.

Step 12: Click the View menu.

Step 13: Click the Form View command.

IE2 Microzolt Access

File  Edit 1 \iew 1r‘:sert Formal  Toolze )

OLEUrnbaun Design View
| AL EamView |

: Datezhest View
w FivolTable View

@, PirolChart Yiew

QUESTION 19:

Complete the following 3 tasks:

(1) Open the Employees table in Datasheet View.

(2) Delete the records for Robert Bill and Margaret Peacock from the table.
(3) Close the table.
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Microsoft Access =] B3
File Edit “iew |nzet Tools “Window Help Tepe a question for help =
Dedy &RV s (o % G- gefa- 2
gEE data : Databasc [Access 2000 file format]

U Open [f Desion sNew % 20 -
Objects @ Create taole in Design view
| Tables @ Create table by using wizard
s @ Create Laole by entering data
Faorms
B Repots ‘wheekly TimeCards
@ Pages
2 Macros
& Modules
Groups
3] Fawvarites
Fieady MUK
Answer:

Step 1: Click the Open button.

'_‘_\_: Design iew x| g

Oy Open ] Create tablein |
Tables Create table by
liiios @ Create table by
A 5 R E rplovess
Note: The Employees table is already select so we simply open it.
Step 2: Select the row (record) with Robert Bill

EmployeelD Lasthlame Firsthlame Title TitleOfCaL
| 1/ Davaolia Mancy Sales Represen Ms.
|| 2 Fuller Anid e Yice President, Dr.
| 3 Lewerling Janet | Sales Represen Ms.
| 4 Peacock Margaret Sales Represen Mrs.
| & Buchanan Steven Sales Manager W,
B Suyama Michael Sales Represen Mr.
Robert Sales Represen Mr.
| 8 Callahan Laura Ingide Sales Co Ms.
|| 9 Dodswarth Anne Sales Represen Ms.
*|  (AutoMumber)
el N | S I T Al ]

Note: If there are many records you might have to use the Find command which is found in the Edit menu.
Step 3: Select the Edit menu.

Step 4: Select the Delete Record command.
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~ File EEdit P\_fiew Insert  Format  Re
%) Can't Undo

Tk |
4 Cut Crl
Bz Copy Ctl+C
| |E Office Clipboard...
_Qelete - Del
bA 'Bféeléﬂec@_} ‘

MOS-A2K

SteFS: Confirm the deletion with the Yes button.

Microsoft Access

You are about to delete 1 record(s).

! Yy IF you click ¥es, you wan't be able to undo this Delete operation.
Are you sure you wank ta delete these records?

=P w |
Step 6: Delete the row with Margaret Peacock in the same manner.

Step 7: Select the File menu.
Step 8: Select the Close command.

QUESTION 20:

Complete the following 2 tasks:
(1) Open the Customer Invoice report in Print Preview.
(2) Print Joanne Tepley's invoice and close the report.
= E3

Microzoft Access
Bl Edit View

D2dy &y 4B - cfda- 7

Insert

Tools  ‘window Help

Open [f Design Shew | X

Objects

Tatles

Queriez
Farrris
Feports
Pages

Macros

D EE B

Modules

Groups

e e e e Y BRI

Create table in Design view
Create table by uzsing wizard
Create table by entering data
Customers

Order D etail

Orders

Products

Shippers

Ready

Answer:
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Step 1: Click Reports on the Object bar.
Step 2: Click the Custmomer Invoice report.
Step 3: Click the Preview button.

g Acme Electionics Publishing Inc. : Database [Ac.

[UEiola nevi it | % 3

Dajects Create report in Design view
Tahbles . Ereate repnrt I:uy uzing wizard
EH Oueries
Fuis B Felationships

E‘_ FReparts
E Pages

Step 4: Change the Zooming so that you are able to read the names on the Invoice.
Step 5: Use the Go the Next field button to scan through the invoices until you fin the invoice for Joanne

Tepley.
Microsoft Access - [Shippers]
B Fle Edt ¥iew Tooks Window Help Type a question far

-5 O@]E 8 0 -Dgos sewp W -

EmployeelD T

Lastame

FirstName
Page: H|1” 6mP|| il I—I

Ready MU

Step 6: Select the File menu.

Mlcmsolt Access - [Shippers]

;agdn View Toolks Window Help
w8 [0 New. Chrl+N

= Open.. Chrl+0
Get External Data »
Lloze

[ Save Ctrl+5
Save Az,
Expart...
Page Setup...

Print Praview

=5 Print... : Cl+P |

Send To 3
Step 7: Select the Print command.
Step 8: Select Pages. In the From: and To: boxes enter the page number of Joanne Tepley's invoice (in this
example 6 - may vary)
Step 9: Press the OK button.
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Print EHE |

i~ Prinker

Marne: |HP Laserdet SL j Properties |

Status:  Ready

Type: HP LaserJet 5.
Where:  LPTIL:
Comment:

™ Prink to File

—Prink Rangs Copies

ol Mumber of Copies: I 1 3:

@ Erom:lil ] JIUEI 6|
— : J : 3| ellste

€0 Gelect=d Hecord(e)

Setup.., | { Ok I ) Cancel

Step 10: Select the File menu.
Step 11: Select the Close command.

QUESTION 21:

Anne Dodsworth was married last weekend to William Klein.
(1) Open the Employees form in Form View.

(2) Use the Find and Replace tool (search on Employees) to replace her last name with Klein.
(3) Close the form.

Microsoft Access [_ (O] =]
File Edit Miew |nset Toolz ‘Window Help Type a guestion for help =
DY SAY | fER| 9 H- f-igee oga-7
gH data : Database [Access 2000 file format] [_ O] x|
Qpen Mgesign 2 New * By

Objects @ Create teble in Design view
| Tables Create teble by using wizard
Oieres g Create teble by entering data
s Employees old
B Repots Tasks
R ‘wheekly TimeCards
Groups
Ready MHUM 4
Answer:

Step 1: Click Forms on the Object bar.
Step 2: Click the Employees form.
Step 3: Click the Open button.

Objects Create form in Design view
T ables @ Crezate form by using wizard

4 Quenes -
B
i Time Cards
B Feports

Step 4: Click in the Employees field.
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& Employees M=l E3
* | Employeetn
Employees “Elil Smith ”
Title |Grunt |
Work Phone [123-456-1234 |
Extension [1433 |
Record: 14| ([ 1 v |ri[p#] of 5

Note: You could also select the Employees field in step 7-9.
Step 5: Select the Edit menu.
Step 6: Select the Replace command.

Microzoft Access

Office Clipboard...

KA Delete Becord
Select Record

Select All Recards  Clrl+d,
@k Find.. Chrl+F

:Qplace... Ctrl+H |

a GoTo 3

Step 7: In the Find What: box type: Anne Dodsworth
Step 8: In the Find What: box type: Anne Klein

Step 9: Click the Find Next button.

Find and Replace HE

Find Replace |
Find What: ne Dodsworth j ‘E Find Mext I b
Replace With: ﬁn_eLlei_nD j P |
Look In! |Employees - I

Replace |
IMakch: |Whole Field vI
Search: All h Replace Al |
™ Match Case W Search Fields s Formatted

Step 10: Close the Find and Replace dialog box.
Step 11: Close the form with the Close command from the File menu.

QUESTION 22:

Complete the following 3 tasks:

(1) Open the Tasks table in Design View.

(2) Insert a field after TasklD, name the new field Notes, and set the field size to 40.
(3) Save the table and close it.
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Microsoft Access [_ (O] <]
- Fle Edt Wew lnset Tools “Window Help Type a question for help &
WY SR_AY sBR o Bt e sl 2

Qpen [f Design mMew ¥ -
Objects
Tahles

Create table in Design view

Create table by using wizard

e Create table by entering data

Employees
F
mrms Ermployees old

Tasks
Wiaekly TimeCards

Reports

B8
iy

DoEBDEES

-

Groups

Ready MM S

Answer:
Step 1: Click the Tasks table.
Step 2: Click the Design button.

Objects Create table in Design view
| Tables EE_I Create table by uzing wizard
; [ i
B Qusries Create table by entering data
=l F
B Foms Employees old
B Reports ‘_w
e Weekly TimeCards
Groups

Step 3: Click on the row below the TaskID row (here the TaskDescription row).
ER Taszks : Table

Field Mame Daka Type Drescripkion
% | TaskID AukolMumber
P | TaskDescription Memo |
| |StartDate Diate Time
| |EndDate Date Time

Note: Now fields are inserted above the current row.
Step 4: Click the Insert menu.
Step 5: Click the Rows command

Wiew flnsertt |Toole  Window

!ﬂ e FRows \_j
Lookup Field... i

Step 6: As Field Name type: Notes Then press the Tab key. (see below)
Step 7: Change the Field Size from the default 50 to 40.
Step 8: Press the Save button.
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Microsoft Access
- File Edit ‘iew Inset Toolz ‘window Help Type a questic

B-@8 SRY| BR[0T 8 3D
BH Tasks : Table

Field Name Daka Tvpe Description
B | TaskiD Autolumber
| Motes | Text
|| TaskDescription Mermno
| |StartDate Date/Time
| |EndDate Date/Time

Field Properties

General | Loakup I

Field Size
Format

Input Mask

Capkion

Step 9: Click the File menu.
Step 10: Click the Close command.

QUESTION 23:

Complete the following 3 tasks:

(1) Open the Customer Invoice report in Design View.

(2) Change the format of the bound controls in the Ship to section to any gray fill color and bold.
(3) Save the report, preview it, and leave it open.

Microsoft Access M=
- File Edit Wew Inset Tools Window Help Type a question for belp &
D@ SE¥ | 2R o (K- d0- e g8 2
g2 Acme Electronics Publishing Inc. : Database [Access 2000 file format) =] E3
Qpcn EQGSIQH mbew | ¥ 0
Objects @ Create table in Dezign view
‘ Tables @ Create table by using wizard
] :
B Queries Create table by enterng data
Cu: :
holms Order Detail
B FReports Orders
@ Pages Products
7 Macros Shippets
<2 Mndules
Sroups
(3] Favorites
Ready MUK
Answer:

Step 1: Click Reports on the Object bar.
Step 2: Click the Customer Invoice report.
Step 3: Click the Design button.
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g Acme Electronics Publishing Inc. : Database [Acc

Okbjects Create repart in Design view
Tahbles @ Create repart by usging wizard
=0 Queries & Custamer [ l:liE:E,

Orders
=8 F ) ;
B8 Foms B Relationships
@( Reparts
@ Pages

Step 4: Click the first bound control in the Shippers section.
Step 5: Press the Shift k d click on the other bound controls in the Shippers section.

Note: We hold down the Shift key to keep the previous selections.
Step 6: Select grey background color.

Bz BEA- L 7
4 = ——
= Tranzparent

‘Y fpEEEEEEN
g pEEEEER
EEENERED
_isisl {50 ¥ ]

EEOOOEECL
AR | o Fil

Step 7: Click the Bold button.
(@) |2-
= Mo

Step 8: Click the Save button.
Step 9: Select the View menu.

Step 10: Select the Print Preview command.
Microsoft Access

~ File  Edit { View ]

lnsertt  Format  Tool: Wi

- 1||E_- Print Prexview _j

RS B Fied List

QUESTION 24:
Complete the following 3 tasks:
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(1) Open the Customers table in Datasheet View.

(2) Using selection, filter the datasheet so that only customers from California are displayed.
(3) Close the table.

Microsoft Access [_ (O] ¥]
- Fle Edit ¥iew Inset Tools Window Help Type a question for help -
DedySav | &BR o B 5a-eo g8 2
g Acme Electronics Publishing Inc. - Database (Access 2000 file format) [E[=] E3
Qpen M Design g Hew X 2p 0= =
Objects @ Create table in Design view
| Tables Create table by using wizard
G .
B Oueries Create table by entering data
Customers
FOIE Order Detail
B Reports Orders
@ Pages Products
Z  Macros Shippers
& Modules
Groups
[#] Favoiites
Ready MLk i
Answer:

Step 1: Click the Open button.

@ [o¥ Design = Mew

Objects Create
Tahles Create
e Oueries Lreate
Note: The Customers table is already selected. We just have to press the Open button.
Step 2: Click the Records menu.

Step 3: Click the Filter command.
Step 4: Click the Filter by form subcommand.

“Recods P Tools  Window  Help
= ier e FerByFom
Sort 4 Y; Filter By Selection
Apply Filter/Sort Filter Excluding Selec
I Remaove Filker/Sart W fdvanced Filler/Sor,
i Refrezh | Area
Diata Entry

Step 5: In the Area column type: California
Step 6: Click the Apply Filter button.
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Microsoft Access =]
~ File Edit “iew Inset  Fiter Tools ‘Window Help Twpe a guestion for help -

BESY BR[| X {7

| B8 Customers: Filter by Form
CustomerlD Firstilame Lasthame Area
Califarniz) 5

Step 7: Select the File menu.
Step 8: Select the Close command.

QUESTION 25:

Complete the following 3 tasks:
(1) Open the Tasks table in Design View.
(2) Set TaskID as the primary key.

(3) Save the table and close it.
Microsoft Access [_ O] x]
- File  Edit Wiew Insert Tools  Window Help Type aquestion forhelp =

Dedy SEV iBR o B - g o 7

g data : Database [Access 2000 file format)

75 Open ¥ Desian gew X Bn T2
Objects

| Tables

Create table in D esign view

Create table by using wizard

A Create table by entering data

PRI Employees old

Tasks
‘weekly TimeCards

Feports

EEEBEEEE

Groups

Ready MU S

Answer:
Step 1: Click the Tasks table.
Step 2: Click the Design button.

| £= data : Database [Access 2000 file format) M=l 3
Objects Create table in Design view
| Tahles @j Crzate table by uzsing wizard
B Queries E? Create table by enbering data
Employess

L Employess old

B Repots I

SRR weekly TimeCards
Groups

Step 3: Make sure that the TaskID field is selected by clicking on its row.
Note: It might already be selected.

Step 4: Click the Primary Key button.

Step 5: Click the Save button.
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Microsoft Access

- File Edit View |nset Tools ‘window Help Type a questic
B-@alE2RY|ine|o- o il 33
BB Tasks : Table

Frimary K.ey =
Field Mame Data Tvpe Description
P TaskID AutaMumber ]
| |Motes Text
|| TaskDescription Merna
| |StartDate Date/Time
| |EndDate Date/Time

Field Properties
General | Lookup |
Field Size Long Integer
Mew Yalues Increment

Format:

Step 6: Click the File menu.
Step 7: Click the Close command.

QUESTION 26:

Complete the following 2 tasks:
(1) Open the Relationships Window, create a one-to-many relationship between the Employees table and
the WeeklyTimeCards table, and enforce referential integrity.
(2) Close the Relationship Window.
Microsoft Access Hi=] E3
- File Edit “iew Insett Tools ‘aindow Help Type a question for help =

DEEY ERY s bR|o- B e84 2

g data : Database [Access 2000 file format)

L Open [of Desion s New 3
DObjects
Tables

Create table in Dezign view

Create table by uzing wizard

Dueries Create table by entering data

Enployees
F
oims Employees old

Tasks
Wwieekly TimeCards

Reports

G B R
EEmeEEE

-

Groups

Ready NUM A

Answer:
Step 1: Click the Tools menu.
Step 2: Select the Relationships command.

Insert [(Tools window  Help
S [B |¥ Speling.. F7

-ﬂ:ﬂ-elaﬁamhips.._. ::j'

Analyze 3
Diatabaze Utiities 3

Step 3: Click the Show Table command.
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Microsoft Access =]
File Edt “iew Relationships Tools Whndow  Help Tvpe a question forhelp =

Fieady ML

Note 1: If Show Table dialog box opens then skip step 3.

Note 2: If Relationships windows already contains Employees and the WeeklyTimeCards tables then skip
step 3-6.

Step 4: Select Employees and click the Add button.

Step 5: Select WeeklyTimeCards and click the Add button.

Step 6: Click the Close button.
Show Table HE|

Tables |Queries I Both I 1m'

Employees ald
Tasks

Weekly TimeCards

Step 7: Click and drag the EmployeelD field from the Employees table to the EmployeelD field of the

WeeklyTimeCards table.
=" Relationships Hi=]
I 3 TDID
miplayeell
FirstMeme PayRate
Title Hours
TitIeOonurte:;I Diay
4 | 7

Note: You could drag in the opposite directions as well (from the WeeklyTimeCards to Employees). The result
would be the same.

Step 8: In the Edit Relationships dialog box select Enforce Referential Integrity

Step 9: Click the Create button.
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Edit Relationzhips

Table/Query: Related Table/Query: ,_
IErancyees _'_I\.ﬂ.-’-;el'lv_.f TimeCards j = 3
Cancel |
ErmployesID = EmpleyeslD ;l
J Jdoin Type.. |
-
: Create Mew.,
@nforce Referential Intearitss —_I
I Cascade Update Related Fields
" Cascade Delete Related Recceds

Relationship Tvpe: | one-To-Mary |
\f

Note: The result would similar to:

=2 Relationships

loye .
EmployeelDd & | e
LastMame

FirstMame

Title
TitleOFCaurte:x |

[« | v
Step 10: Click the File menu.
Step 11: Click the Close command.
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