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1. Describe the objects in an Access database. 
Users can create tables, queries, forms and reports, and connect them together with macros. 
2. Explain the differences between working in storage and memory. 
Memory refers to the amount of RAM installed in the computer, whereas storage refers to the capacity of the computer’s hard disk. The information stored on a hard disk remains intact even when the computer is turned off. However, any data held in memory is lost when the computer is turned off.
3. Explain good file management. 
Good file management will help keep your files safe and organized by saving, naming, and backing up files.
4. Explain how to backup, compact, and repair Access files. 
You can use the ‘Compact and Repair Database’ command in Microsoft Office Access to repair access files. You can also set this command to do it automatically. To backup files on Access click the ‘Microsoft Office Button’, point to ‘Manage’, and then, under ‘Manage this database’, click ‘Back Up Database’. 
5. Explain the types of filters and how to create them. 
A filter allows application of a set of selection criteria and/or sorting instructions to the records in a table. It is a quick and temporary tool that is created for one-time use in the context of a particular table. To create a filter, first open the table you want to work on. Then click the Edit Filter/Sort button in the toolbar. Finally enter selection criteria and/or sorting instructions in the filter window.
6. Describe how to sort data on one or more fields. 

With Microsoft Office SharePoint Designer 2007, you can sort and group data in a Data View. When you sort data in a Data View, you modify the order in which the data appears.

7. Explain when to use Access or Excel to manage data. 
Access is a better way to manage data. Excel is better when using numbers and graphs.
8. Describe relationships and referential integrity. 
When you create a relationship (relationship: An association that is established between common fields (columns) in two tables. A relationship can be one-to-one, one-to-many, or many-to-many.) between tables, the related fields don't have to have the same names. However, related fields must have the same data type (data type: The characteristic of a field that determines what type of data it can hold. Data types include Boolean, Integer, Long, Currency, Single, Double, Date, String, and Variant (default).) unless the primary key (primary key: One or more fields (columns) whose values uniquely identify each record in a table. A primary key cannot allow Null values and must always have a unique index. A primary key is used to relate a table to foreign keys in other tables.) field is an AutoNumber (AutoNumber data type: In a Microsoft Access database, a field data type that automatically stores a unique number for each record as it's added to a table. Three kinds of numbers can be generated: sequential, random, and Replication ID.) field.
9. Explain the power of relationships. 
Building strong relationships with customers is key to long-term business success. Because it is the most cost effective way to build company's reputation and stay in touch with customers and prospects.

