Using Excel as a database

In this lesson we are going to create a database using Microsoft Excel.
Your finished database will look like the one below.

A B C D E F G

1

2 Frank's Carpet and Uphostery

3

4

5 INVOICE| DATE | SITE | oy | ceaning | Hours [amount|
3] 2324 1-Mov Palomar Gardens San Diego Upholstery 12 5250
7 2315 2-MNov Central Apartments  San Diego Carpet 2 522
a8 2316 3-Mov Hector Garcia San Diego Flood 5 5300
9 2314 5-Mov  Mrs. lohnson San Diego Floor 10 5125
10 2318 5-MNov  Wilson Insurance Chula Vista Floor 7] 565
11 2319 6-MNov  Salazar Hotel Chula Vista Flood 3 589
12 2320 7-MNov Salazar Hotel Chula Vista i 1 585
13 2321 B8-Mov Salazar Hotel Mational City  Carpet 5 532
14 2317 S9-Nov  Mr. Schneemann San Ysidro Floor a8 5200
15 2322 9-Mov  Mrs. lohnson Mational City  Upholstery 1 588
16 2323 10-Mov Mr. Wilson Eastlake Carpet 13 577
17 2324 11-Nowv Phillippi Eastlake Carpet 7 514
18 2325 11-Mov Mr. Garcia LaJolla Carpet 2 512
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Creating a heading

A B C D E F G
e Place your 1
cursor in cell Al
and highlight to 2
cell G3 3 E;IL"

e Make sure the

Home tab is

se.lected =4/ | Home Insert
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You have now turned the
cells from Al to G3 into
1 cell

Type a heading for your
database

I | Frank's Carpet and Upholstery
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Frank's Carpet and Upholstery
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Click Center as shown
on the right.

Make any other
modifications you would
like

Click OK

Format Cells

- - -

Number | Algnment | Font | Border |

Fil | Protection

Text alignment

Indent:

Horizontal:
(Center |
ierﬁcal: 0 =
» ] Justify distributed 7
Text control
[] wrap text
[ Shrink to fit
Merge cells
Right-todeft
Teddeection:.

Context B

Orientation

L |

0 $< Degrees




Format the Font any way
that you like

Click the Borders drop
down box and choose
Thick Box as shown
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You may also choose to Fq Borders n
fill the box with a color of Baottom Border il
your ch0|ce by clicking - Top Border E
the Paint Can L
Left Border
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Make sure you leave a
blank line after your A B c D E F G
heading 1 :
Row 4 should be blank ; Frank's Carpet and Uphostery
Click in Cell A5 a
Enter the headings as 5 INVOICE| DATE | SITE |  orv | cEeaniNG | HOuRs [amMouNT
shown on the right.
Enter the rest of the data A B C D E F =
in each of the L
fields (columns) and 2 Frank's Carpet and Uphostery
3
records (rows) 2
5 INVOICE| DATE | SITE | Ty | cleaniNGg | HOURS [AMOUNT]
6 2324 1-Nov Palomar Gardens San Diego Upholstery 12 5250
7 2315 2-Nov Central Apartments  San Diego Carpet 822
8 2316 3-Nov Hector Garcia San Diego Flood 5 S300
9 2314 5-Nov  Mrs. Johnson San Diego Floor 10 3125
10 2318 5-Nov Wilson Insurance Chula Vista Floor 6 565
11 2319 6-Nov Salazar Hotel Chula Vista Flood 3 589
12 2320 7-Nov Salazar Hotel Chula Vista m 1 585
13 2321 8-Nov Salazar Hotel National City ~ Carpet 5 832
14 2317 9-Mov Mr. Schneemann San Ysidro Floor 3 3200
15 2322 9-Nov  Mrs. Johnson National City ~ Upholstery 1 588
16 2323 10-Mov Mr. Wilson Eastlake Carpet 13 s77
17 2324 11-MNov Phillippi Eastlake Carpet 7 s14
18 2325 11-Nov Mr. Garcia La Jolla Carpet 512




Sorting Data
e Place your cursor anywhere
in the CITY field
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e Next, make sure the Home
tab is selected
e Click the Sort Ato Z
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e Your database is now sorted

on the basis of the City field i
e PRINT THE SORTED DATA i
TO SHOW YOUR TEACHER a
3

6 2318 5-Nov Wilson Insurance Chula Vista Floor 6 365

7| 2319 6-Nov Salazar Hotel Chula Vista Flood 3 589

8| 2320 7-Nov Salazar Hotel Chula vista m 1 385

9| 2323 10-MNov Mr. Wilson Eastlake A 13 877

10| 2324 11-Mov Phillippi Eastlake Carpet 7 514

1| 2325 11-Mov Mr. Garcia LaJolla Carpet 2 512

12| 2321 8-Nov Salazar Hotel MNational City  Carpet 3 532

13 2322 9-Nov Mrs. Johnson MNational City ~ Upholstery 1 $88

14| 2324 1-Nov Palomar Gardens San Diego Upholstery 12 5250

15 2315 2-Nov Central Apartments  San Diego Carpet 2 322

16 | 2316 3-Nov Hector Garcia San Diego Flood 5 5300

17| 2314 5-Mov Mrs. Johnson San Diego Floor 10 5125

18| 2317 9-Mov  Mr. Schneemann San Ysidro Floor 8 5200

Filtering Data

irmulas ] Data [ Review  View AddIns  Comn

e Click the Data Tab

e Click Filter “@ 2] conMRgtions al 1 { Clear
e A series of drop down arrows 1 Properti 2 "G Reapoply
i Refresh Z| Sort r
}/ylllldappear next to each of the Al =9 Edit Links Al Y Advance
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Click .the Qrop arrow next to _ SITE - CITY — |_
the City Field - 18] sortatoz |
Select Chula Vista -
Click OK 154 sertZtoa |
i Sort by Colar (|
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Now only the Chula Vista | A B C D E F G
Records will show L
2 Frank's Carpet and Uphostery
PRINT THE FILTERED 3
DATA TO SHOW YOUR 4
TEACHER 5 INvOI ~ | DATI -] SITE -] CTY 7] CLEANINC ~| HOUR - [amoul - |
6 2318 5-Mov Wilson Insurance Chula Vista Floor 6 365
7 2319 6-Mov Salazar Hotel IChuIa Vista _IFIood 3 389
8 2320 7-Mov Salazar Hotel Chula Vista m 1 385
Click thehdrgp d?vxir(; arrow | SITE = | oY ‘?|_
next to the City field again [5] sotatoz I
Select All .
Click OK 34| sotztoa i
All of your records will show 3 Sort by Color r !
again. fx  Clear Filter From “CITY"
13
Text EiltV 8
v -] (Select All)
-] Chula Vista
-] Eastlake
[ La Jolla
- [#] Mational City
--[+] 5an Diega
--[#] San Ysidro




Creating Subtotals

e Make sure the database is
sorted on the City field

e Click the Data tab

e Click Subtotal
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e Configure the Subtotal
options like the one on the
right

e It says that — each time the
City Field changes sum (add)
the Amount Field

e Click OK
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Notice sub totals for each city and grand total at bottom
PRINT YOUR SPREADSHEET AND TURN IT IN FOR CREDIT

A B C D E F G
1
2 Frank's Carpet and Uphostery
3
4
5 INvOl - | DaTi - | SITE -l oy -| cleanine-| HouR - [amoui - |
[T 6 2318 5-MNov Wilson Insurance Chula Vista Floor ] 565
7 2319 6-Nov Salazar Hotel Chula Vista Flood 3 539
- | B8 2320 7-Nov Salazar Hotel Chula Vista m 1 535
=] |9 Chula Vista Total $239
[ - | 10 2323 10-Nov Mr. Wilson Eastlake Carpet 13 577
(11 2324 11-Nov Phillippi Eastlake Carpet 7 514
[=] |12 Eastlake Total $91
|£|- 13 2325 11-Mov Mr. Garcia La lolla Carpet 2 512
14 La Jolla Total 512
[ . |15 2321 8-Nov Salazar Hotel [National City _lcarpet 5 432
- |16 2322 9-Nov Mrs. Johnson Mational City  Upholstery 1 588
[=] |17 National City Total $120
[ . |18 2324 1-Mov Palomar Gardens San Diego Upholstery 12 5250
19 2315 2-MNov Central Apartments  San Diego Carpet 522
20 2316 3-Mov Hector Garcia San Diego Flood 5300
(21 2314 5-Nov Mrs. Johnson San Diego Floor 10 5125
[=] |22 San Diego Total $697
|£| - |23 2317 9-MNov Mr. Schneemann San Ysidro Floor 8 5200
24 San Ysidro Total 5200
(=] 25 Grand Total $1,359
e Experiment by clicking the
buttons shown and noting the ' -
effect on your database 1
2

Good job!




