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Microsoft Office Excel 2007 Managing Data

Introduction to Excel Databases

A databasein Excelis a labeled series of rows that contain similar dataexample, adatabasean

be a listing opeople withtheir contact informationstudents with their coursand credits or ast of
mailing addreses used as a data source for a mail matgdatabasebave some features in common
such as a row of column labels.Excel databases, rowase referred to agcordsand columns are
referred to asields. This document introducg®u tosome of the essential concefgs.,sorting,
filtering, andsubtotaling}that will help youeffectively manage lists (databasasExcel.

Starting Excel

To startExcel click on the Start Button, then point to Programs, and then click Microsoft Gffioel
2007.Excellaunchesa newworkbook containing3 worksheets(also referred to aspreadsheets
The procedure for openirigxcelmay vary depending on the setuglod computeryou are using

Notice inFigure 1 thelayout of the opening Excel screfihe large area containing rows and columns
that looks like a grid is the area where you will create the spreadstast.of the commonly used
Exceltools are listed ifrigure 1. You can easily find out the name of item onthe Ribborby simply
holding the mouse over any icamot clicking the mase buttonsfor a few seconds. A nanaad
description of the iterwill appearin a screen tip

Office
Button Tabs Dialog box launcher
4 | l —
Ca 9 'A/A * Book2 - Microsoft Excel 3
i'y Home Insert Page Layout Formulas Data Review View Add-Ins @ - = "_
=& ibri Z il =] | = H {4t 4 | G=lset~ | = - A 30
B : Calibri 11 A A = =||®| = General ‘% ;ﬂ A‘A S petce - || G- Z? j‘} Ribbon
Paste S| e i= st e~ = 0 ) Conditional Format Cell Fon 5 Sort & Find &
- e 4 Lkl = 2 i il Formatting ~ as Table » Styles~ || (2| Format ¥ | (2~ Filter~ Select~
Clipboard ™ Font l F] Number IZI Styles Cells Editing —
)
i AL w v ; < ¥
A B\ c G H ! J K L M N ol
1 1 Group
2 Name
3
- Aciive box Formulabar
5 cell
6
7 < Columns
-
8 and rows
9 =
10
11
12
13
14
15
16 Worksheet
L tabs Status bar
18 —
19 Zoom
20 i /Controls
4 4 » »| Sheetl /Sheets /Sheetd /%l [ il | A
Ready | 7] 4 [EIEEET ===y ===T"

Figure 1: The opening screen of Excel 2007 displaying a blank workbook.
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Working with Workbooks

Worksheets and Workbooks Explained

The main part of the Excel screen is the worksheetiasegrid of numbered = —
rows and lettered columns. The intersection of a column and row is cakdld a
To help you keep track of which cell you are in, each celbha@sme or a cell = 1
reference. For example, Al is the first cell (column A, row 1). A thick black -
borderaround a celindicatesit is theactive cell(seeFigure 2). The name of the Figure 2: Cell B2 s the

active cell appears in tidame Boxto the left ofthe formula bar. active cellin this example.

Many spreadsheet users confuse the Ewogkbook with the Exceworksheet(also known as a
spreadsheet). There is actually a difference between the two. An Excel workbook is a file that contains
multiple worksheets. The Excel worksheet is the actual work area where you input data and is a single
sheet within a workbook. Notidbe worksheet tabs along the lower,

left edge of the Excel scre¢seeFigure 3). By default,new =

workbooks open with three blamkorksheets although you can add |« « » »  Sheet1 - Sheet2 Sheet3 —*J
or delete worksheets at any tinker example, you mightave a Ready| 3

yearly workbook containing a worksheet for each moAthof the  Figure 3: Worksheet tabs are found in the
sheet tabs in the lower left together make up the Excel workbook lower left corner of a workbook.

Entering Data
You can enter text and numbers in cdlixcel automatically rightligns numerical values aheft-
aligns text.To enter data in eell, follow these steps

1) Click the cdl where you want to enter text.

2) Type text into the cell

3) PresstheEnterkeyor anarrow key to accept the text.

Keep in mind the following tips when entering dati an Excedatabase
e Youcan easily move around from cell to cell by usingfthe arrow keys on your keyboard,
the Enter and/or Tab keys, or by clicking with your mouse on a cell.

e To enter numbers formatted as téxg.,a yearladd an apostrophg jn the cell before typing
in the numbers.

Create only one list per worksheet.

The first row of the database should contain column labels (headings).

Add worksheet titles to the pageaderrather than in the first row.

Do not insert any blank rows undée column labelsr anywhere elseithin the database.
Do not insert spaces at the beginning of cell data.

Be consistent when entering data (e.g., enter all abbreviations the same way). This can affect
sorting and filtering results.

Editing Data
You can make changes to data using more than one method. The easiest is to click once on the cell you

want to modify and type the new data. Excel will automatically replacéttietext or numbers with
your"new' text. In that case, qu do not need to esheBackspac®r Deletekeys to remove an entry.

You can alsanodify a cells contents by double clicking the left mouse button on the cell you want to
modify (or click once on the cell and press tiekey). The insertion point will appear within the
selectedcell. Make any necessary changes to your cell entry, including adding or deletindsteitie
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arrow keys to move around within the erdirnyd theBackspac®r Deletekeys to remove texPress the
Enterkey when you are dorand Excel will updatéhe cells contents.

TIP: If you cart read the data entered into a cell because it appearsdotlodf”, make sure you

adjust the row/column size. Double click on the section break between the heading letters (or between
the row numbers) and the oahn/row size will automatically readjufetailed directions for

formatting column widths and row heights can be found later in this manual.

Double click the line between the [

columns to readjust. | A B ?

C]
L] | |

Deleting Data

To remove data from a cell, follothese steps:
1) Left click the cell to select it.
2) Press thé@eletekey on the keyboard.

Clipboard ™ F

If you need to remove a range of détantiguouscells), follow these steps: l— ~
1) Left click the first cell in the range. 4 _

2) Hold down the left mouse button and move the maasess the range of ; jgﬁ; ;jgf,’

cells(seeFigure4). 3 2005 3200

3) Release the left mouse button when the appropriate range is highlighted2 2004 4200

4) Press th®eletekey on the keyboard. Figure 4: Drag across
cells to select a range.

If you need to remove data from roontiguouscells, follow these steps:

Clipboard ™ Fo

1) Left click the first cell. 85 .
2) Hold down theCtrl key and left click the remaining cells whose data you | . = &
wan to deletgseeFigure 5). 1, 2007 1200

3) Release th€trl key when the appropriate cells are highlighted. N
4) Press th®eletekey on the keyboard. 4 2000 4200
5 2003

If you need to remove only a portion of the data in a cell, see the previous sectifin _
on page? titled "Editing Datd FIGUIEES: Select multiple
pag g : non-contiguous cells using

the CTRL key.

Saving the Workbook
To save youExcel workbook follow these steps:

{ O

1) Click theMicrosoft Office Button “* in the upper left corner of the program.
2) Click theSave Asoption in the Office Button menu.
3) Browse to a location to store the workbook using the options found Batreeirfield at the
top (sed-igure 6)
4) In theSaveastypefield, choose a file format from the drop doWst (seeFigure 6).
a. If you are planning on working with and viewing tverkbookusing a computer with
Excel2007, choose thExcel Workbook (*.xIsx) format
b. If you are planning on sending thwrkbookto soneone who does not hatxcel 2007, or
viewing it on a computer thaioes not havExcel2007, tioose thdxcel 97-2003
Workbook (*.xIs) format
c. If you want to send a needitable version of the&rorkbookto someone ia e-mail, choose
the PDF (*.pdf) format

St. Josephdés Coll ege 3
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5) In theFile namefield, enter a detailed file namBo not use any characters other than letters,
numbersa hyphenor an underscore
6) Click theSavebutton when finished.

Saveas 2]
Save in: I_) My Documents LI @-3F X yE-
3, My Recent ¥Excel Files:

Documents )PowerPoint Presentations
@ Desktop ) Word Files

A My
(& Documents

File name: File Name Here.xlsx E2
Save askype: |pycel workbook (*.xlsx) M
-~

=

Excel Macro-Enabled Workbook (*.xlsm)

Excel Binary Workbook {*.xIsb)

Excel 97-2003 Workbook {(*.xls)

XML Data (*.xml)

Single File Web Page (*.mht; *.mhtml) ¥

Figure 6: The top and bottom areas of the Save asdialog box in Excel 2007.
(@ TIP: For additional information on Microsoft Office 2007 File Compatibility, see the following web
site: http://tis.sjcny.edu/training/office2007.html

Opening a Saved Workbook
To open a previously saved Excel workbook, follow these steps:

{ Ca
1) Click theMicrosoft Office Button “* in the upper left corner of the program.
2) Click theOpenoption in the Office Button menu.
3) Browse to a folder or drive location to open the Excel workbook from using the options found
in theLookin field at the top.
4) When you locate the Excel workbook you want to open, double click the file name.

Formatting Data

Exceloffers many options formanging the appearanoécell text. This sectiomxplainshow to
change the appearance of font fastdes,andsizes.

Changing Font, Font Style and Size

You can changeextformattingusing the tool$oundon the Ribbonthe options in the Font dialog
box, orby means okeyboard shortcuts
1) Select the text you want to changeag across multiple cells or hold down tbiel key and
left-click individual cells)and use one of the methods listed below to change font fongatti
a. Ribbon option: From theHometab, use the
options in thé=ontgroup to format tex{see Calibri i - A & Sinoa b
Figure 7). Click the small down arrowtothe | — : e
right of afont formattingoption(outlined inthe | | B 2 U -/ ~[[ &~ A~
blue box inFigure 7). As you hover thenouse
arrow over fonformatting choicein the list,

Figure 7: The Fontgroup found on
the Hometab.
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you will see a preview of the change on sipeeadsheet

b. Font dialog box option: Click the dialog box launcher in thewer right corner of the
Fontgroupfoundon theHometab (outlined intheredboxin Figure 7). Browse
through the many font formatting options dahle in this dialog boXseeFigure 8).
Adjust the settings for thehtfaces using the options in tkentdialog boxand dick

the OK button when finished.
[Formatcells

Number | alignment [

Font:

Font style:

21|

Size:

Calibri

IReguIar

I Cambria {(Headings

I Agency FB

1

8 -
9
10

T Algerian
il ek - = |13 ~
Undetline: Color;
INone _vJ 'ﬁ{ IV Mormal Font
ffects Preview
[ Strikethrough
I™ Superscript I AaBbCcYyZz R
[ subscript

Figure 8: The font options available in the Format Cellsdialog box.

c. Keyboard shortcut option: Use basic keyboard shortctits common formatting
choicesCirl+B (Bold), Ctrl+I (Italics), Ctrl+U (Underline),or Ctrl+5 (strikethrough).

Formatting Cells

In Excel, every celtan be formatted differently. There are many options available to customize your
Excel workbook, which can make the worksheet easier to Feasg:xample, you can adjust column
widths row heights, add cell borders and shading, apply a cell style, of@opgts from one cell to

another.

Cell Alignment

To align cell contenteither horizontally or vertically within a cefbllow

these steps:

1) Selectthe cell(or cell§ you want to alignOr, click thecolumn
letter to select an entire column and the row number to select a
entire row.

2) Click on the options within thAlignmentgroup on theHometab

Kad

v

-

= iE|

I
il
Il
uaa

Alignment F

Figure 9: The Alignment group
found on the Hometab.

(seeFigure 9). To change the vertical alignment of cell contents, choose one of the following

options

e Top Align: Aligns text to the top of the cell
e Middle Align: Aligns text between the top and bottom of the cell
e Bottom Align: Aligns text to the bottom of the cell

To change the horizontal alignment of cell contents, choose one of the folloptiogs
e Align Text Left: Aligns text to the left of the cell
e Center. Centers the text from left to right in the cell
e Align Text Right: Aligns text to the right of the cell

St. Josephods
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To change the indentation of cell contemtsoose one of the followingptions
e Decrease Indent Decreases the indent between the left border and the text
e Increase Indent Increase the indent beden the left border and the text

To rotate cell contents, click ti@rientation option and choose a rotation angle.
3) To use additional text alignment options, click ¢ieog box launcheiin the Alignmentgroup.
Then on the Alignment tab of the Form@ells dialog box, select the options that you want.

Adjusting Column Width and Row Heights

If you cannot read the contents of a cell, or multiple cells, adjust the width of the column or height of
the row.Rows and columns can be resized either manoalfytomaticallyto fit the cell contents

To adjust column widthasing options on the Ribbpfollow these steps: T R 252 ﬁ'}? j

1) To adjust a single column, select any cell from the column to be adjus e?id?e'e“ | S
To adjust mulfple norcontiguous columns, press and hold Ghie key [ Formatr]|| 2 Fitter - el
and select cells from each column to be adjusted. } i

2) FromtheHometab, in theCellsgroup, clickFormat. f4l| Row Height..

3) In theCell Sizesectionclick ColumnWidth...The Column Width dialog [/ uertRew e
box appears. _ ' . 1 = f°i””F‘_" S

4) In theColumn widthtext box, type the desired width and click the OK || Autert colummiietn
button. The column width is adjusted. -

Figure 10: The Format

To adjust column widths manually, follow these steps: options found in the Ce/fs
group on the Hometab.

1) To adjust multiple nofrontiguous columns, press and hold @he key T
while clicking thecolumn ID(e.g., A, B, C, etc.jor each desiredolumn Ea e G
To adjust multiple contiguous columns, press and hol&ltiife key while
clicking the first and lastolumn|ID for the desired range. e

2) Along the column ID, point to the bordeer theright of the column to be jggg iiggg
adjusted.

3) When the pointer turns into a dowasow, click anddrag. For a Figure 1L Manually drag the

; ) lumn border to adjust width.
narrower column, drag left; for a wider column, drag right. A box ~ coHm" Poraerioadustw

appears rarto the pointer, indicating the current column width as you dréggédFigure 11).
4) When the column reaches the desired width, release the mouse button. The column width is
adjusted.
) : . .
(@ TIP: For a faster method of expanding a coluawyble click the border to the right of the column to
be adjustedSee the related tip on page 3 for more information.

To adjust row heights using options on the Ribbon, follow these steps:
1) To adjust a single row, select any cell from the row to be adjusted. To adjust multiple non
contiguous rows, press and hold @ie key and select cells from each row to be adjusted.
2) OntheHometah inthe Cellsgroup, clickFormat (seeFigure 10).
3) IntheCell Sizesectionclick Row Height..The Row Height dialog box appears.
4) In theRow heightext box, type the desired height and click the OK button. The row height is
adjusted.

St. Josephdés Coll ege 6
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To adjust row heights manually, follow these steps:
1) To adjust multiple nomontiguous rows, press and hold el key while clicking the row 1D
(e.g., 1, 2, 3, etc.) for each desired row. To adjust multiple

contiguous rows, press and hold &ieft key whileclicking the first 2[ ieight 24.00 52 pixels) | 2904
and last row ID for the desired range. 2004 150(

2) Along the row ID, point to the bottom border of the row to be 511_ ........................ 200 6441
adjusted. 4

3) When the pointer turns into a dowaeow, click and drag. For a :
. Figure 12: Manually drag the
taller row, drag down; for a shorter row, drag up. A bEpearsear ., porder to adjust height.
to the pointer, indicating the current row height as you drag it.
4) When the row reaches the desired width, release the mouse button. The row height is adjusted.

Excel can determine the best width and height based on the information in tin@ coltow. To use
the AutoFit option on a row or column, follow these steps:
1) Select a cell in the row or column you want to AutoFit.
2) OntheHometah in theCellsgroup, clickFormat (seeFigure 10).
3) In theCell Sizesection, choose eithé&wutoFit Row Height or AutoFit Column Width
depending on which you want to change. The entire row or column automatically adjusts to fit
the largest mount of data.

M anaging Workbooks

When you start a new blank workbook in Excel, the workbook contains three worksheets by default.
These worksheets amamedSheetl, Sheet2, and She&@8ganizing the worksheets within your
workbook files can make your E&l documents easier to maintain and manage. Worksheets can be
addedmoved, renamed, or deleted to make your workbook easy to navigate thkddghonal tools

for finding and replacing text and using the spell checker ardistisd below

Inserting, Moving and Deleting New Worksheets

To add a new blank worksheet, click theert worksheettabin the lower left corner of the Excel
screen geeFigure 13). A new sheet is added (with a default naamssigneylas the last taim the set

The fastest way to move a worksheet is to click and drag the worksheet tab. To delete a worksheet
from a workbook, right click the sheet tab and seleetefrom the $iortcut menu.

Renaming Worksheets

The tabsn the lower left corner of the Excel scremtain the name of each worksheet. You can
change the name of the worksheébétterdescribe itcontents.

Workbook navigation _

44— Insert worksheeiab
buttons X7

n
4 4 » M| Sheetl ~Sheet2 - Sheet3

=

Figure 13: Worksheet tabs in the lower left
corner of a workbook.

To change a worksheet name, follow these steps:
1) Right click the sheet tab and choddnamefrom the popup menii OR
2) Double click the current workslet namei OR'i
3) Click the worksheet name and chooseReaame Sheebption on thd=ormat button found in
theCellsgroup on theHometab.
4) Type in the new sheet name (31 character limit) and pregntkekey on the keyboard.
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Changing Tab Colors

Coloring worksheet tabs can make specific workshe#ksn a large workbooleasier to locate. To
change the color of a worksheet tab, follow these steps:
1) Right click the sheet tab, point T@b Color and choose a color from the poppgdettei ORT
2) Click theworksheet name and choose Bogmat option from theCellsgroup on thdHome
tab.
3) Point toTab Color and choose a color from the popup palette.

M 4k M lanuary—~Febmany—& e

Figure 14: Recoloredsheet tabs make it easier
to spot sheets in large workbooks.

Navigating Workbooks

To move between different worksheets in a workbabt&k one of the sheet tabs in the lower left
corner. If the workbook contains many worksheelisk theworksheet navigatiobuttonsin the lower
left corner of the Excel scre€seeFigure 13) to scroll through the sheefBhen, click the sheet you
want toview. Right clicking one of thevorksheenavigationbuttonsdisplays a popup containing the
names of each of the sheets in the workbook. Left click the ghedtichyou want to move.

Using Find and Replace

Excel's Find and Repladeaturesearclesyour worksheetdor specific text, which can then be
highlighted, replaced with different text or formatting, or lefthangedThisfeatureprovides many
advanced options to help matke search as specific as necessary to find what you are looking for.

To use the Find and Repla@ature follow these steps:

1) If you want to find and/or replace information in a specific section of your document, select the
desired portion of the document. Otherwise, select the entire worksheeCusifg

2) On theHometab, in theEditing group, click the-ind & Selectoption and chosBReplace(or
use the keyboard shortodtrl+H).

3) In theFind whattext box, type the text or data you are looking for.

4) In theReplace withext box, type the text or data to replace tHiermation found.

5) If you wantthe findto match content with specific formatting, click @gtions button, then
theFormat button to the right of thEind whattext box.

Find Replace l

Find what: | -] I Mo Format Set I Format... ivl
Replace with: | | I Mo Format Set | Format... fvl
Within:  |Sheet v | I Match case

™ Match entire cell contents
Search: IBy Rows vl
Look in: IFormuIas vl Options << I

Replace all | Replace | Find all I Find Mext I Close l

Figure 15: The Find & Replace dialog box.
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6) If you want touse specific formatting along with the text in fReplacewith text box, click the
Options button, thethe Format button to the right of thReplace withext box.

7) Adjustothersearchoptions by clicking thé®ptions button and choosing from among the man
additional search criteria (search within the sheet or workbook, by rows or columns, based on
contentsuch agormulas or values, match case or entire cell contents).

8) Click theFind Next button. The first occurrence is highlighted.

9) To replace only thatezurrence, click th&®eplacebutton To replace all occurrences, click the
ReplaceAll button.

10)To find and replace additional instanceshs selectetext or data, repeat steps.

11)To close the dialog box, click tli&osebutton.

(ﬁﬁ)

TIP: Use the Replace All option with caution. If you do not first select specific cells to change, this
option will replace the specified information throughout the espreadsheet his carresult in
unintended consequenadésext is replaced where it shiounot be.

Spell Checker

Checking all of the spelling in a worksheet is useful when you want to proof text after you finish
editing it. You can check for possible mistakes and then confirm each correction. To check for possible
spelling errors, follow thee steps:

1) Click once in cell Al to start the spell checker at the beginning of the sheet.

2) On theReviewtab, in theProofinggroup, clickSpelling or use the keyboard shortdti.

3) Thefirst possible spelling error appears in tet in Dictionaryfield atthe top of the Spelling
dialog box. Suggestions appear in the text area at the b(stemfigure 16). Do one of the
following:

a. Click the correctly pelled work from the Suggestions list and click eitherGhangeor
ChangeAll button to fix the first instance of the error or all.

b. Click thelgnore Onceor Ignore All button to move to the next possible error without
correcting the current one.

c. Click theAdd to Dictionary button to add the wdrto the custom Office 2007 dictionary.

4) Continue to let the spell checker take you through the possible antidecide how tbhandle
each errorWhen you are finished a dialog appears indicating the checking is complete for the
entire sheet.

Spelling: English {U.S.) ) -‘_’_lﬁj

Mot in Dictionary:

mispel | Ignore Once I
Ignore all I
Add to Dictionary I

Change I
Change All I
Ll AutoCorrect I

Dictionary language: IEninsh (U.5.) ;J

Suggestions:

Options... Undo Last | Cancel |

Figure 16: The Spelling dialog box in Excel 2007.
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Sorting Data

Sorting data is an integral partddéveloping spreadshee¥ou might want to put a list of names in
alphabetical order, copie a list ofitemsfrom highest to lowest, or orddataby colors or icons.

Sorting data helps you quickly visualize and understand your data better, organize and find the data
that you want, and ultimately make more effective decisiéaa.can sort da by text (Ato Z or Z to

A), numbers (smallest to largest or largest to smallest), and dates and times (oldest to newest and
newest to oldest) in one or more columns.

Sorting Rules and Guidelines

Excel follows specific sorting rules to correctly saffetent types of data. The table below lists the
sorting rules Excel uses when sorting in ascending order and addresses common sorting problems.
Keep these guidelines in mind when setting up your spreadsheets and again when sorting.

Value Rules/Guidelines

Numbers stored as Numbers are sorted from the smallest negative number to the largest positive n

numbers and are sorted before the numbers stored as text.

Numbers stored as If the column that you want to sort contains numiséssed as numbers and numbe

text stored as text, then you need to format them all as text. If not, then the rule set
previous row applies.

Dates Dates are sorted from the earliest date to the latest date. Make sure the data is
formatted in the datede.

Text Alphanumeric text is sorted left to right, character by character. For example, if

contains the text "A100," Excel places the cell after a cell that contains the entry
and before a cell that contains the entry "A11."

Blank Rows If you click an active cell above the blank row and then begin the sort, Excel wil
sort the data above the blank row. If you click an active cell below the blank row
then begin the sort, Excel will sort the entire data range and the blank rove will b
placed last.

Blank Columns Blank columns are not included in sorted data. Depending on where you click &
the sort, Excel only sorts data to the left or right of blank columns. Remove blan
columns before sorting.

Blank Cells In both an ascendirgnd descending sort, blank cells are always placed last.
Data with leading  In some cases, data imported from another application might have leading spac
spaces inserted before data. Remove the leading spaces before sorting the data.
Hidden rows and Hidden columns are not moved when you sort columns, and hidden rows are nc
columns moved when you sort rows. Before you sort data, it's a good idea to unhide the

columns and rows.

Sorting Data ¥ - %? uﬂ'ﬁ

Using the Sort dialog box, you can create rAelel sorts that meet a variety| g - _
of specificationsOlder versions of Excel limited sorting to up to three sets|of - 257 % F1¢ &
criteria. In Excel 2007, you can sort by up to 64 columns. Tiodsta follow
these steps:
1) Make sure there are no empty rows or columns in the list. Click any—
cell inside the list.
2) On theHometab, in theEditing group, clickSort & Filter and then M=l Filter

click Custom Sort(seeFigure 17). The Sort dialog box is displayed. Figure 17: Sort & Filter
option in the Editing group.

8] sortAtez
2} sertZtoa
4% Custom Saort...
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3) If your list has a header row, make sure the "My data has headers" box is selected. Click the
box if it is not checked.
4) UnderColumn, in theSort by box, select the first column that you want to saeKigure 18).
5) UnderSort On, select the type of sort. Do one of the following:
a. To sort bytext, number, or date and time, select Values.
b. To sort by format, select Cell Color, Font Color, or Cell Icon.
6) UnderOrder, select how you want to sort. Do one of the following:
a. For text values, select Ato Z or Z to A.
b. For number values, select Smallest.argest or Largest to Smallest.
c. For date or time values, select Oldest to Newest or Newest to Oldest.
d. To sort based on a custom list, select Custom List.

for 2]
4] Add Level X Delete Level 23 Copy Level | Options... [V My data has headers
Column ] Sort On I Order I
Sortby _:_] I‘v‘alues _v_] IA toZ _v_]
FIRST
AT O
STREET I>S
CITY
STATE
ZIP
MAJOR
FT/PT Status
Gender
m Cancel |
v/

Figure 18: Choose the columns to be sorted on in the Sort dialog box.

7) To add another column to sort by, clitkld Level and then repeat steps four through six. For
example, you may way to sort on the column that contains the list of majors and then last name
or last name and then town.

8) To delete a column used for the sedlect the entry and then cli€lelete Level (You must
keep at least one entry in the list.)

9) To change the order in which the columns are sorted, select an entry and then tlglothe
Down arrow to change the order. Entries higher in the list aredsbefore entries lower in the

list.
10)Click the OK button when you are finished. Excel sorts the list based on the criterion you
selected.
St. Josephdés Coll ege 11
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Using Data Forms

Although data in a cell(s) can be edited or deleted dir&cthy within the cell adata form allows
you to display one complete record at a tima convenient dialog boXou may find that using a
data form can make data entry easier than moving from column to gadspectiallywhen you have
more columns of data than can be viewed on the sdssm recordscan be added usirige formand
existing recordsan bemodifiedor selected based on certaiiterion

Field namesn the formare created from column labels as they appear indatabasdf a cell

contains a formula, the formula resisldisplayed in the data form, but you cannot change the formula
by using the data fornT.herecord number indicatoin the upper right corner of the forfseeFigure

20) shows which record is displayed and how many records are in the list.

You can create a data form only for a range or table with 32 columns or less. If you can, reduce the
number of columnsAdd a column header to each column inrdrege or table. Excel uses these

column headers to create labels for each field on the form. Make sure that there are no blank lines in
the range of data.

Add Data Form Button to Quick Access Toolbar

The Form button has not been included on the Excel Rilifdon, but you can still use it by addiag
buttonto the Quick Access Toolbar.
1) Click the arrow next to the Quick Access Toolbar and the

click More Commands Cn) d 9 - SaE))
2) In theChoose commands frdoox, click All Commands. A Home [Pinanit ) Pagiaily
3) In the list boxon the left sideselect thé&=orm button,and oy form,
thenclick Add. Figure 19: Add the Form button to Excel's
4) Click the OK button. Quick Access Toolbar.
Entering Data | | [students potobase = e
When a row of data is very wide and requires repeated L s  ttefa
horizontal scrolling, consider using a data form to add, edit,| ... s 2

andfind records e |
1) Click a cell in the range or table to which you want tg
add the form. e
2) On the Quick Access Toolbar, clithe Form button e o Find prev

3) In the data fornfseeFigure 20), click theNewbutton. |~

Delete

Address:  [22-11 125th Street Restore

Find Next

D B

4) Type the data for the new raw your databasé o - o
move to the next field in the row, press frebkey. To |** :2007
Semester: |Fall Close

move toa previous field, presShift+Tah.
5) After you have finished typing data, press Ereerkey |%* |2
to add the row to the bottom of tdatabaseRepeat CougseilJBUS-151
these steps to enter each new record. Section: |2
6) Click theClosebutton to close the form and return to | Registered: [sj29/2007 L
thedatabase. If necessary, sort the list to correctly

include the new records in the appropriate location Figure 20: The data form dialog box in use in a
sample database.
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TIP: Before you press the Enter key, you can undo any changes by clickiRgdterebutton. Any
data that you have typed in the fields is discarded.

Finding Records Using a Data Form

Once you have created the database, you might want to view onlgig¢lcat meet certairiterion
In adatabasef studens, for example, you may want to only view those studesitts a particular
majorand who argarttime students.

To find records using a data formg dne or more of the following:
1) To move throughaws one at a time, use the scroll bar arrows in the data form.
2) To move through 10 rows at a time, click the scroll bar in the area between the arrows.
3) To move to the next row in the range or table, diekFind Next button
4) To move to the previous row the range or table, cliagke Find Prev button

To find records usinthe data form that match specific criteridollow these steps:
1) Click a cell in the range or table to which you want to add the form.
2) On the Quick Access Toolbar, clithe Form button
3) In the data form, click th€riteria button.
4) Enter the comparison criteria in tappropriate fiel¢s) in theform (seeFigure 21).
5) To find rows that match the criteria, cli€ind Next or Find Prev. Excel displays each
matching record in the form.

[sudents ptabase N I
Last: | sl _‘_l Criteria

Enter search criterion _~

| Click the Find Prev or Find
in one or more fields.

Next buttons to locate
/ matching records in the
database.

Middle:

Address: Restore

City:
Find Prey

Find Next

Zip:

il

Form
Year: =

l
l
State: I
l
l

Figure 21: Search for specific records using the criteria
function within the form.

6) All items that begin with the comparison criteria are filtered. For example, if you type the text
"Smi" as criteria in the Last Name figl8xcelfinds "Smith' and 'Smithers" To find text
values that share some characters but not others, use a wildcard character as you(ssgerion
the table beloyw

Use To find Example

? (question mark) Any single character For example, sm?ttinds "smith"
and "smyth"

* (asterisk) Any number of characters For example, *east finds "Northeas
and "Southeast"

7) To return to the data foradter viewing the matching recorddick the Criteria button, then
the Clear button and thethe Form button Use theClosebutton to close the form.
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