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 QUESTION 1  

 
You have a form named Annexure-1 created in Microsoft Office Access 2010. You have to split a cell 

horizontally into two smaller cells. The cell has a control. You want the control to be moved to the left 

cell of the two resulting cells. Which of the following steps will you take to accomplish the task? 

A. Arrange > Merge / Split group > Split Horizontally 

B. Format > Selection > Rows & Columns > Split 

C. Design > Tools > Merge / Split > Split Horizontally 

D. Arrange > Rows & Columns > Insert Left 
 
 

 

 Correct Answer: A  

 
 

Explanation/Reference: 
 
In order to accomplish the task, you should take the following steps: 

Arrange > Merge / Split group > Split Horizontally 

When you split a cell that has a control, the control automatically moves to the left cell of the two 

resulting cells. 

Answer D is incorrect. You can take these steps to add a new column to the left side of a specific 

column. 

Answer C and B are incorrect. The Design and Format tabs do not contain the options for splitting 

cells. 

 

 QUESTION 2  

 
Which of the following groups allows you to specify a datatype for each field of a table? 

A. Properties 

B. Field Validation 

C. Add & Delete 

D. Views 
 
 

 

 Correct Answer: C  

 
 

Explanation/Reference: 
 
The Add & Delete group allows you to specify a datatype for each field of a table. This group also 

allows you to add and delete fields from the table. 

Answer A is incorrect. The Properties group allows a user to specify field's properties, such as field 

size, name and caption, default value, etc. 

Answer B is incorrect. The Field Validation group allows a user to apply the validation rule in the table. 

Answer D is incorrect. The Views group allows a user to switch between two different views. 
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 QUESTION 3  

 
Fill in the blank with the appropriate word. 

An is a file used to create a database application that includes all database objects, such as tables, 

forms, reports, queries, and macros and relationships between these objects. 

 
 

 

 Correct Answer: Access template  
 
 
 
 

 QUESTION 4  

 
You work as a Database Designer for Tech Perfect Inc. The company has Windows Vista-based 

computer with Microsoft Office 2010 installed on it. The computer contains a database named 

Products created in Microsoft Office Access 2010. You want to add an Access template to the 

database in order to extend its functionality. Which of the following Access templates will you use to 

accomplish the task? 

A. Northwind 

B. Assets Web Database 

C. Tasks 

D. Application part 
 
 

 

 Correct Answer: D  

 
 

Explanation/Reference: 
 
In order to accomplish the task, you should use the application part. An application part is a template 

available in Microsoft Office Access 2010. It can be added to an existing database. It is used to extend 

the functionality of an Access database. It can include only a single table or a number of database 

objects, such as tables, forms, reports, and even relationships. A user can open up the Application 

Parts gallery in order to view the built-in parts. 

Answer B is incorrect. The Assets Web Database template keeps track of assets. It also classifies and 

records the status of assets. 

Answer A is incorrect. The Northwind template creates an order tracking system that organizes 

customers, employees, order details, and inventory. 

Answer C is incorrect. The Tasks template tracks a group of work items that need to be completed. 

 

 QUESTION 5  

 
You work as a Database Designer for Tech Perfect Inc. The company has a Windows Vista-based 

computer with Microsoft Office 2010 installed on it. The computer has a table named Products created 

in Microsoft Office Access 2010. 
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Correct Answer: 

 

You want to rearrange all products so that the table displays product's price list in the decreasing 

order. Mark the tab/button that you will choose to accomplish the task. 

 
 

 

 

 
Explanation/Reference: 

 
In order to accomplish the task, you should select the field consisting of the price list and then click on 

the Descending button in the Sort & Filter group. 

After clicking on the Descending button, the table displays product's price list in the decreasing order. 

 

 QUESTION 6  

 
You are working with a query created in Microsoft Access 2010. Mark the button that you will click to 

perform the operations specified by the query. 
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Correct Answer: 

 
 
 

 

 

 

Explanation/Reference: 
 
In order to perform the operations specified by the query, you should click the Run button. It displays 

the datasheet of a selected query and serves the same function as selecting Datasheet View from the 

View button. 

 

 QUESTION 7  

 
Mark the option that you will choose to adjust control height and width for the font of the text of your 

Access object. 
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Explanation/Reference: 

To Fit: It is used to adjust control height and width for the font of the text. 

To Tallest: It is used to make selected controls the height of the tallest selected control. 

To Shortest: It is used to make selected controls the height of the shortest selected control. 

To Grid: It is used to move all sides of selected controls in or out to meet the nearest point on the 

grid. 

To Widest: It is used to make selected controls the width of the widest selected control. 

To Narrowest: It is used to make selected controls the height of the narrowest selected control. 

 

 QUESTION 8  

 
Mark the option that you will choose to move all sides of selected controls in or out to meet the 

nearest point on the grid. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Correct Answer: 
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Explanation/Reference: 

The various commands available in the Size and Ordering group that are helpful in arranging the 

controls are as follows: 

To Fit: It is used to adjust control height and width for the font of the text. 

To Tallest: It is used to make selected controls the height of the tallest selected control. 

To Shortest: It is used to make selected controls the height of the shortest selected control. 

To Grid: It is used to move all sides of selected controls in or out to meet the nearest point on the 

grid. 

To Widest: It is used to make selected controls the width of the widest selected control. 

To Narrowest: It is used to make selected controls the height of the narrowest selected control. 

 

 QUESTION 9  

 
Which of the following is used to control values of a field entered by a database user? 

A. Validation text 

B. Datatype 

C. Index 

D. Input mask 
 
 

 

 Correct Answer: D  

 
 

Explanation/Reference: 
 
An input mask is used to control values of a field entered by a database user. The input mask includes 

literal characters, for example, space, dot, parenthesis, and placeholder. Microsoft Office Access 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Correct Answer: 
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contains a number of pre-defined input masks that match with most of the conditions. A user can 

create customized masks according to his needs. The Input Mask Wizard is used to create an input 

mask for text and date fields. If the user wants to create an input mask for numeric fields, he should 

enter the formatting symbol himself. 

Answer A is incorrect. Validation text is used to provide an error if data has not been filled as per the 

Validation Rule. 

Answer C is incorrect. In Microsoft Office Access 2010, an index is a list of field values included in a 

table. It helps Access in finding and sorting records quickly. An index stores the record's location 

based on the columns that are part of the index. The indexed fields have unique values which make it 

more efficient and faster for Access to read and find a specific field value. 

Answer B is incorrect. Datatype defines the kind of data that a field can accept. 

 

 QUESTION 10  

 
You are working on a home computer with Microsoft Office 2010 installed on it. You have created a 

table named Table1 in Microsoft Office Access 2010. Table1 contains a sub-datasheet named 

Datasheet1. You want to work with contents of this table in Excel 2010. In order to perform this task, 

you need to export the table. Which of the following actions will MS Access perform while exporting 

the table from Access to Excel? 

A. It exports only the main datasheet. 

B. It creates an RTF document. 

C. It converts the table into an HTML table. 

D. It creates a copy of the table and stores the copy as a SharePoint list. 
 
 

 

 Correct Answer: A  

 
 

Explanation/Reference: 
 
When you export a table from Microsoft Office Access 2010 to Excel and the table contains a sub- 

datasheet, it exports only the main datasheet. To export the sub-datasheet, you should perform 

another export operation. In order to combine multiple Access objects into a single Excel workbook, 

you should export individual objects to different workbooks, and then merge all worksheets from 

within Excel. 

Answer B is incorrect. Microsoft Office Access 2010 creates an RTF (Rich Text Format) document if 

you export information from Access to Word. This RTF document can be opened by Word and various 

other applications. 

Answer C is incorrect. Microsoft Office Access 2010 converts a table into an HTML table if you export 

the table from Access to an HTML file. 

Answer D is incorrect. Microsoft Office Access 2010 creates a copy of the table and stores the copy as 

a list if you export the table from Access to the SharePoint list. 

 

 QUESTION 11  

 
You are working on a form named Annexure-I created in Microsoft Office Access 2010. You need to 

view the control's Property Sheet in order to make some changes in the form control. What will you do 

to display Property Sheet? 
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Each correct answer represents a complete solution. Choose two. 

A. Right-click the control and choose Properties from the pop-up menu. 

B. Double click the control and press the F4 function key. 

C. Select the control and click the Property Sheet command displayed in the Tools group of the 

Design tab. 

D. Press the F8 function key when the control is selected. 
 
 

 

 Correct Answer: A,C  

 
 

Explanation/Reference: 
 
In order to display Property Sheet, you should perform one of the following: 

1. Select the control and click the Property Sheet command displayed in the Tools group of the Design 

tab. 

2. Double-click the control. 

3. Right-click the control and choose Properties from the pop-up menu. 

4.Press the F4 key when the control is selected. 

Answer B is incorrect. When you double click the control, Property Sheet is displayed. There is no 

need to press the F4 function key. 

Answer D is incorrect. To display Property Sheet, you should press the F4 function key when the 

control is selected. 
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