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Microsoft Office Access 2007 organizes your information into tables: lists of rows and

columns. In a simple database« you might have only one table. For most databases
you will need more than one. Each row is also called a record« and each columnc is
also called a field. When you first design and build a database« you plan one or more
tables« you plan the field ( columns ) for each table« and you set a data type for each
field.
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When you start Office access 2007« the first screen that appears is the getting
started with Microsoft Office access page. This page is the starting point from which
you can create a new database and open an existing database.

To open one of the most recently opened databases: click the file nhame for that
database in the open recent database list on the getting started with Microsoft Office
access page.

VT XN é.wl.__:_ 220 oVl & 0auh 03ld i A Ax g3 L

1- Which of these actions can be done in the getting started with Microsoft Office access
page?

a) Create a new database b) Open an existing database

¢) Use a template for creating a database d) all of them

2- To open one of the most ................... Opened databases: click the file name for
that database in the open recent database.

a) Never b) Commonly

c) Recently d) Lastly
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In Datasheet view« you can enter data immediately and let Access build the table

structure behind the scenes. Field names are assigned numerically (Fieldl, Field2,
and so on) and Access automatically sets each field's data type« based on the data

you enter. In Design view: you first create the new table's structure.
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1- Which view lets you to set field properties?
a) PivotTable b) DataShee ¢) PivotChart d) Design
2-In ... view« you can enter data immediately and let Access build the table

structure behind the scenes.
a)PivotTable b)DataSheet c)PivotChart d)Design
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A select query is a type of database object that shows information in Datasheet view.
A query can get its data from one or more tables< from existing queries« or from a
combination of the two.

After you have created a select query« you run it to see the results. Running a select
guery is simple« you just open it in Datasheet view. You can then reuse it whenever
you need.
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1- A query can get its data from ...

a)A table b)Many tables
c)Existing query d)All of them
2- How do you can run a query?
a)With opening it in Design view b)With Creating Wizard query
¢) With opening it in Datasheet view d)Its not possible
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Form is a database object that you can use to enter: editc or display data from a table
or a query. You can use the Form tool to create a form with a single mouse-click.
To be more selective about what fields appear on your form« you can use the Form
Wizard. by Form Wizard you can use fields from more than one table or query.
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2- You can use the .... to be more selective about what fields appear on your form.
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The Report tool provides the fastest way for you to create a reportc because it
generates a report immediately without prompting you for information.

You can use the Report Wizard to be more selective about what fields appear on
your report. You can also specify how the data is grouped and sorted: and you can
use fields from more than one table.
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2- how can you have more selection about what fields appear on your report..
a) by using the Form Wizard b) by using the Report Wizard

¢) by using the Chart Wizard d) by using the table Wizard
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