
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. 

 
 

Creating a heading 

 

 Place your 

cursor in cell A1 

and highlight to 

cell G3 

 

 
 

 Make sure the 

Home tab is 

selected 

 Click Merge and 

Center 

 

 

 
  



 You have now turned the 

cells from A1 to G3 into 

1 cell 

 Type a heading for your 

database 

 

 
 

 Click to access the 

Alignment group 

 

 

 
 

 Click Center as shown 

on the right. 

 Make any other 

modifications you would 

like 

 Click OK 

  

 

 
 

  



 Format the Font any way 

that you like 

 Click the Borders drop 

down box and choose 

Thick Box as shown 

 You may also choose to 

fill the box with a color of 

your choice by clicking 

the Paint Can 

 

 
 

 Make sure you leave a 

blank line after your 

heading 

 Row 4 should be blank 

 Click in Cell A5 

 Enter the headings as 

shown on the right. 

 

 
 

 

 Enter the rest of the data 

in each of the  

fields (columns) and  

records (rows) 

 

 

 
 

  



Sorting Data 

 Place your cursor anywhere 

in the CITY field 

 

 
 

 Next, make sure the Home 

tab is selected 

 Click the Sort A to Z 

 
 



 Your database is now sorted 

on the basis of the City field 

 PRINT THE SORTED DATA 

TO SHOW YOUR TEACHER 

 
Filtering Data 

 

 Click the Data Tab 

 Click Filter 

 A series of drop down arrows 

will appear next to each of the 

field names 

 

 
 



 Click the drop arrow next to 

the City Field 

 Select Chula Vista 

 Click OK 

 
 

 Now only the Chula Vista 

Records will show 

 PRINT THE FILTERED 

DATA TO SHOW YOUR 

TEACHER 

 
 

 Click the drop down arrow 

next to the City field again 

 Select All 

 Click OK 

 All of your records will show 

again. 

 
  



Creating Subtotals 

 Make sure the database is 

sorted on the City field 

 Click the Data tab 

 Click Subtotal 

  
 

 Configure the Subtotal 

options like the one on the 

right 

 It says that – each time the 

City Field changes sum (add) 

the Amount Field 

 Click OK 

 

 
  



 Notice sub totals for each city and grand total at bottom 

 PRINT YOUR SPREADSHEET AND TURN IT IN FOR CREDIT 

 
 

 Experiment by clicking the 

buttons shown and noting the 

effect on your database 

 

 
 

 

Good job! 


