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Using SQL 

I. Change the Font Size 

Click Office Button  / Access Options / Object Designers / change 

size 10 under query design / OK 

 

 

 

II. Create a New SQL Query 
Click Create / Query Design / Close the Show Table dialog box without 

adding any tables / View / SQL View 

 

III. Include Only Certain Fields  
SELECT [Client Number], [Client Name], [Amount Paid], [Current Due] 

FROM [Client] 

; 
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IV. Include All Fields  
SELECT * 

FROM [Client] 

; 

 

 

V. Use Criterion Involving a Numeric Field 
SELECT [Client Number], [Client Name] 

FROM [Client] 

WHERE [Current Due] = 0 

; 

 

 

VI. Use Criterion Involving a Text Field 
SELECT [Client Number], [Client Name] 

FROM [Client] 

WHERE [City] = 'Berls' 

; 

 

 

VII. Use a Compound Criterion 
SELECT [Client Number], [Client Name] 

FROM [Client] 

WHERE [City] = 'Tarleton' AND [Current Due] = 0 

; 
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VIII. Use NOT in a Criterion 
SELECT [Client Number], [Client Name] 

FROM [Client] 

WHERE NOT [City] = 'Tarleton' 

; 

 

 

IX. Use a Computed Field 
SELECT [Client Number], [Client Name], [Amount Paid] + [Current Due] 

AS [Total Amount] 

FROM [Client] 

WHERE [Current Due] > 0 

; 

 

 

X. Sort the Results 
SELECT [Client Number], [Client Name], [Amount Paid], [Current Due], 

[Recruiter Number] 

FROM [Client] 

ORDER BY [Recruiter Number], [Amount Paid] 

; 
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XI. Use a Built-In Function 
SELECT COUNT (*) 

FROM [Client] 

WHERE [Recruiter Number] = '21' 

; 

 

 

XII. Use Multiple Functions in the Same Command 
SELECT COUNT (*), SUM([Amount Paid]) 

FROM [Client] 

; 

 

 

XIII. Use Grouping 
SELECT [Recruiter Number], SUM([Amount Paid]) AS [Total Paid], 

SUM([Current Due]) AS [Total Due] 

FROM [Client] 

GROUP BY [Recruiter Number] 

ORDER BY [Recruiter Number] 

; 

 

 

XIV. Restrict the Groups that Appear 
SELECT Client.[Recruiter Number], Sum(Client.[Amount Paid]) AS [Total 

Paid], Sum(Client.[Current Due]) AS [Total Due] 

FROM Client 

GROUP BY Client.[Recruiter Number] 

HAVING SUM([Current Due]) >40000 

ORDER BY Client.[Recruiter Number] 

; 

 

 

  



5 
 

XV. Joining Tables 
SELECT [Client Number], [Client Name], [Client].[Recruiter Number], 

[First Name], [Last Name] 

FROM [Client], [Recruiter] 

WHERE [Client].[Recruiter Number] = [Recruiter].[Recruiter Number] 

; 

 

 

XVI. Restrict the Records in a Join 
SELECT [Client Number], [Client Name], [Client].[Recruiter Number], 

[First Name], [Last Name] 

FROM [Client], [Recruiter] 

WHERE [Client].[Recruiter Number] = [Recruiter].[Recruiter Number] 

AND [Current Due] > 0 

; 

 

 

XVII. Joining a Table to Itself 
SELECT F.[Client Number], F.[Client Name], S.[Client Number], 

S.[Client Name], F.[City] 

FROM [Client] F, [Client] S 

WHERE F.[City]=S.[City] AND F.[Client Number] < S.[Client Number] 

; 
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XVIII. Using a Subquery 
SELECT [Recruiter Number], [First Name], [Last Name] 

FROM [Recruiter] 

WHERE [Recruiter Number] IN   

( SELECT [Recruiter Number] 

  FROM [Client] 

  WHERE [City] = 'Berls') 

; 

 

 

XIX. Using an Insert Command 
INSERT INTO [Seminar Offerings] 

VALUES 

('PR11','S01', 8, 0) 

; 

 

XX. Using an UPDATE Command 
UPDATE [Seminar Offerings] 

SET [Hours Spent] = 2 

WHERE [Client Number] = ‘PR11’ 

AND [Seminar Number] = ‘S01’ 

; 

 

XXI. Using an DELETE Command 
 

DELETE FROM [Seminar Offerings] 

WHERE [Client Number] = ‘PR11’ 

AND [Seminar Number] = ‘S01’ 

; 


