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II nntt rr oodduucctt ii oonn  ttoo  EExxcceell   DDaattaabbaasseess  

A database in Excel is a labeled series of rows that contain similar data. For example, a database can 

be a listing of people with their contact information, students with their courses and credits or a list of 

mailing addresses used as a data source for a mail merge. All databases have some features in common 

such as a row of column labels. In Excel databases, rows are referred to as records and columns are 

referred to as fields. This document introduces you to some of the essential concepts (e.g., sorting, 

filtering, and subtotaling) that will help you effectively manage lists (databases) in Excel. 

  

SSttaarr tt ii nngg  EExxcceell   

To start Excel, click on the Start Button, then point to Programs, and then click Microsoft Office Excel 

2007. Excel launches a new workbook containing 3 worksheets (also referred to as spreadsheets). 

The procedure for opening Excel may vary depending on the setup of the computer you are using. 

 

Notice in Figure 1 the layout of the opening Excel screen. The large area containing rows and columns 

that looks like a grid is the area where you will create the spreadsheet. Many of the commonly used 

Excel tools are listed in Figure 1. You can easily find out the name of an item on the Ribbon by simply 

holding the mouse over any icon (not clicking the mouse buttons) for a few seconds. A name and 

description of the item will appear in a screen tip. 

 

  

Figure 1: The opening screen of Excel 2007 displaying a blank workbook. 
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WWoorr kk ii nngg  ww ii tthh  WWoorr kk bbooookk ss  

Worksheets and Workbooks Explained 

The main part of the Excel screen is the worksheet area ï a grid of numbered 

rows and lettered columns. The intersection of a column and row is called a cell. 

To help you keep track of which cell you are in, each cell has a name or a cell 

reference. For example, A1 is the first cell (column A, row 1). A thick black 

border around a cell indicates it is the active cell (see Figure 2). The name of the 

active cell appears in the Name Box to the left of the formula bar. 
 

Many spreadsheet users confuse the Excel workbook with the Excel worksheet (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. Notice the worksheet tabs along the lower 

left edge of the Excel screen (see Figure 3). By default, new 

workbooks open with three blank worksheets, although you can add 

or delete worksheets at any time. For example, you might have a 

yearly workbook containing a worksheet for each month. All of the 

sheet tabs in the lower left together make up the Excel workbook. 
 

Entering Data 

You can enter text and numbers in cells. Excel automatically right-aligns numerical values and left-

aligns text. To enter data in a cell, follow these steps:  

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

2) Type text into the cell. 

3) Press the Enter key or an arrow key to accept the text. 
 

Keep in mind the following tips when entering data into an Excel database: 

 You can easily move around from cell to cell by using the four arrow keys on your keyboard, 

the Enter and/or Tab keys, or by clicking with your mouse on a cell. 

 To enter numbers formatted as text (e.g., a year) add an apostrophe [' ] in 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 page header rather than in the first row. 

 Do not insert any blank rows under the column labels or anywhere else within 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 replace the "old" text or numbers with 

your "new" text. In that case, you do not need to use the Backspace or Delete keys to remove an entry. 

 

You can also modify a cell's contents by double clicking the left mouse button on the cell you want to 

modify (or click once on the cell and press the F2 key). The insertion point will appear within the 

selected cell. Make any necessary changes to your cell entry, including adding or deleting text. Use the 

Figure 2: Cell B2 is the 
active cell in this example. 

Figure 3: Worksheet tabs are found in the 
lower left corner of a workbook.  
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arrow keys to move around within the entry and the Backspace or Delete keys to remove text. Press the 

Enter key when you are done and Excel will update the cell's contents. 

 

TIP:  If you can't read the data entered into a cell because it appears to be "cut off", 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 column/row size will automatically readjust. Detailed directions for 

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

Deleting Data 

To remove data from a cell, follow these steps: 

1) Left click the cell to select it. 

2) Press the Delete key on the keyboard. 

 

If you need to remove a range of data (contiguous cells), follow these steps: 

1) Left click the first cell in the range. 

2) Hold down the left mouse button and move the mouse across the range of 

cells (see Figure 4). 

3) Release the left mouse button when the appropriate range is highlighted. 

4) Press the Delete key on the keyboard. 

 

If you need to remove data from non-contiguous cells, follow these steps: 

1) Left click the first cell. 

2) Hold down the Ctrl key and left click the remaining cells whose data you 

want to delete (see Figure 5). 

3) Release the Ctrl key when the appropriate cells are highlighted. 

4) Press the Delete key on the keyboard.  

 

If you need to remove only a portion of the data in a cell, see the previous section 

on page 2 titled "Editing Data". 

 

Saving the Workbook 

To save your Excel workbook, follow these steps: 

1) Click the Microsoft Office Button  in the upper left corner of the program. 

2) Click the Save As option in the Office Button menu. 

3) Browse to a location to store the workbook using the options found in the Save in field at the 

top (see Figure 6) 

4) In the Save as type field, choose a file format from the drop down list (see Figure 6).  

a. If you are planning on working with and viewing the workbook using a computer with 

Excel 2007, choose the Excel Workbook (*.xlsx) format. 

b. If you are planning on sending the workbook to someone who does not have Excel 2007, or 

viewing it on a computer that does not have Excel 2007, choose the Excel 97-2003 

Workbook (*.xls) format. 

c. If you want to send a non-editable version of the workbook to someone via e-mail, choose 

the PDF (*.pdf) format. 

Double click the line between the 

columns to readjust. 

 

Figure 4: Drag across 
cells to select a range. 

Figure 5: Select multiple 
non-contiguous cells using 
the CTRL key. 
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Figure 7: The Font group found on 
the Home tab. 

 

5) In the File name field, enter a detailed file name. Do not use any characters other than letters, 

numbers, a hyphen, or an underscore. 

6) Click the Save button when finished. 

 

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: 

1) Click the Microsoft Office Button  in the upper left corner of the program. 

2) Click the Open option in the Office Button menu. 

3) Browse to a folder or drive location to open the Excel workbook from using the options found 

in the Look in field at the top. 

4) When you locate the Excel workbook you want to open, double click the file name.  

 

FFoorr mm aatt tt ii nngg  DDaattaa  

Excel offers many options for changing the appearance of cell text. This section explains how to 

change the appearance of font faces, styles, and sizes. 

 

Changing Font, Font Style and Size 

You can change text formatting using the tools found on the Ribbon, the options in the Font dialog 

box, or by means of keyboard shortcuts. 

1) Select the text you want to change (drag across multiple cells or hold down the Ctrl key and 

left-click individual cells) and use one of the methods listed below to change font formatting: 

a. Ribbon option: From the Home tab, use the 

options in the Font group to format text (see 

Figure 7). Click the small down arrow to the 

right of a font formatting option (outlined in the 

blue box in Figure 7). As you hover the mouse 

arrow over font formatting choices in the list, 

Figure 6: The top and bottom areas of the Save as dialog box in Excel 2007. 

 

Dialog box 

launcher 

 

http://tis.sjcny.edu/training/office2007.html
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Figure 8: The font options available in the Format Cells dialog box. 

you will see a preview of the change on the spreadsheet. 

b. Font dialog box option: Click the dialog box launcher in the lower right corner of the 

Font group found on the Home tab (outlined in the red box in Figure 7). Browse 

through the many font formatting options available in this dialog box (see Figure 8). 

Adjust the settings for the font faces using the options in the Font dialog box and click 

the OK button when finished. 

 

c. Keyboard shortcut option: Use basic keyboard shortcuts for common formatting 

choices: Ctrl+B (Bold), Ctrl+I (Italics), Ctrl+U (Underline), or Ctrl+5 (strikethrough). 

 

FFoorr mm aatt tt ii nngg  CCeell ll ss  

In Excel, every cell can be formatted differently. There are many options available to customize your 

Excel workbook, which can make the worksheet easier to read. For example, you can adjust column 

widths, row heights, add cell borders and shading, apply a cell style, or copy formats from one cell to 

another. 

 

Cell Alignment 

To align cell contents either horizontally or vertically within a cell, follow 

these steps: 

1) Select the cell (or cells) you want to align. Or, click the column 

letter to select an entire column and the row number to select an 

entire row. 

2) Click on the options within the Alignment group on the Home tab 

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

options:  

 Top Align :  Aligns text to the top of the cell 

 Middle Align :  Aligns text between the top and bottom of the cell 

 Bottom Align :  Aligns text to the bottom of the cell 
 

To change the horizontal alignment of cell contents, choose one of the following options: 

 Align Text Left :  Aligns text to the left of the cell 

 Center:  Centers the text from left to right in the cell 

 Align Text Right :  Aligns text to the right of the cell 

Figure 9: The Alignment group 
found on the Home tab. 
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Figure 11 : Manually drag the 
column border to adjust width.  

 

To change the indentation of cell contents, choose one of the following options: 

 Decrease Indent:  Decreases the indent between the left border and the text 

 Increase Indent:  Increase the indent between the left border and the text 
 

To rotate cell contents, click the Orientation  option and choose a rotation angle.  
 

3) To use additional text alignment options, click the dialog box launcher in the Alignment group. 

Then, on the Alignment tab of the Format Cells 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 manually or automatically to fit the cell contents.  

 

To adjust column widths using options on the Ribbon, follow these steps: 

1) To adjust a single column, select any cell from the column to be adjusted. 

To adjust multiple non-contiguous columns, press and hold the Ctrl key 

and select cells from each column to be adjusted.  

2) From the Home tab, in the Cells group, click Format. 

3) In the Cell Size section, click Column Width... The Column Width dialog 

box appears. 

4) In the Column width text box, type the desired width and click the OK 

button. The column width is adjusted. 

 

To adjust column widths manually, follow these steps: 

1) To adjust multiple non-contiguous columns, press and hold the Ctrl key 

while clicking the column ID (e.g., A, B, C, etc.) for each desired column. 

To adjust multiple contiguous columns, press and hold the Shift key while 

clicking the first and last column ID for the desired range. 

2) Along the column ID, point to the border to the right of the column to be 

adjusted. 

3) When the pointer turns into a double-arrow, click and drag. For a 

narrower column, drag left; for a wider column, drag right.  A box 

appears near to the pointer, indicating the current column width as you drag it (see Figure 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 column, double click the border to the right of the column to 

be adjusted. See 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 the Ctrl key and select cells from each row to be adjusted.  

2) On the Home tab, in the Cells group, click Format (see Figure 10). 

3) In the Cell Size section, click Row Height... The Row Height dialog box appears. 

4) In the Row height text box, type the desired height and click the OK button. The row height is 

adjusted. 

Figure 10 : The Format 
options found in the Cells 
group on the Home tab. 
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To adjust row heights manually, follow these steps: 

1) To adjust multiple non-contiguous rows, press and hold the Ctrl key while clicking the row ID 

(e.g., 1, 2, 3, etc.) for each desired row. To adjust multiple 

contiguous rows, press and hold the Shift key while clicking the first 

and last row ID for the desired range. 

2) Along the row ID, point to the bottom border of the row to be 

adjusted. 

3) When the pointer turns into a double-arrow, click and drag. For a 

taller row, drag down; for a shorter row, drag up.  A box appears near 

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 the column or row. 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) On the Home tab, in the Cells group, click Format (see Figure 10). 

3) In the Cell Size section, choose either AutoFit Row Height or AutoFit Column Width  

depending on which you want to change. The entire row or column automatically adjusts to fit 

the largest amount of data. 

 

MM aannaaggii nngg  WWoorr kk bbooookk ss  

When you start a new blank workbook in Excel, the workbook contains three worksheets by default. 

These worksheets are named Sheet1, Sheet2, and Sheet3. Organizing the worksheets within your 

workbook files can make your Excel documents easier to maintain and manage. Worksheets can be 

added, moved, renamed, or deleted to make your workbook easy to navigate through. Additional tools 

for finding and replacing text and using the spell checker are also listed below. 

 

Inserting, Moving and Deleting New Worksheets 

To add a new blank worksheet, click the Insert worksheet tab in the lower left corner of the Excel 

screen (see Figure 13). A new sheet is added (with a default name assigned) as the last tab in 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 select Delete from the shortcut menu. 

 

Renaming Worksheets 

The tabs in the lower left corner of the Excel screen contain the name of each worksheet. You can 

change the name of the worksheet to better describe its contents. 

To change a worksheet name, follow these steps: 

1) Right click the sheet tab and choose Rename from the popup menu. ï OR ï  

2) Double click the current worksheet name. ï OR ï 

3) Click the worksheet name and choose the Rename Sheet option on the Format button found in 

the Cells group on the Home tab. 

4) Type in the new sheet name (31 character limit) and press the Enter key on the keyboard. 

Figure 12 : Manually drag the 
row border to adjust height. 

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

Insert worksheet tab Workbook  navigation 

buttons 
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Changing Tab Colors 

Coloring worksheet tabs can make specific worksheets within a large workbook easier to locate. To 

change the color of a worksheet tab, follow these steps: 

1) Right click the sheet tab, point to Tab Color and choose a color from the popup palette ï OR ï  

2) Click the worksheet name and choose the Format option from the Cells group on the Home 

tab. 

3) Point to Tab Color and choose a color from the popup palette. 

Navigating Workbooks 

To move between different worksheets in a workbook, click one of the sheet tabs in the lower left 

corner. If the workbook contains many worksheets, click the worksheet navigation buttons in the lower 

left corner of the Excel screen (see Figure 13) to scroll through the sheets. Then, click the sheet you 

want to view. Right clicking one of the worksheet navigation buttons displays a popup containing the 

names of each of the sheets in the workbook. Left click the sheet to which you want to move. 

 

 

Using Find and Replace 

Excel's Find and Replace feature searches your worksheets for specific text, which can then be 

highlighted, replaced with different text or formatting, or left unchanged. This feature provides many 

advanced options to help make the search as specific as necessary to find what you are looking for.  

 

To use the Find and Replace feature, 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 worksheet using Ctrl+A. 

2) On the Home tab, in the Editing group, click the Find & Select option and chose Replace (or 

use the keyboard shortcut Ctrl+H). 

3) In the Find what text box, type the text or data you are looking for.  

4) In the Replace with text box, type the text or data to replace the information found. 

5) If you want the find to match content with specific formatting, click the Options button, then 

the Format button to the right of the Find what text box. 

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

Figure 15 : The Find & Replace dialog box. 
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6) If you want to use specific formatting along with the text in the Replace with text box, click the 

Options button, then the Format button to the right of the Replace with text box. 

7) Adjust other search options by clicking the Options button and choosing from among the many 

additional search criteria (search within the sheet or workbook, by rows or columns, based on 

content such as formulas or values, match case or entire cell contents). 

8) Click the Find Next button. The first occurrence is highlighted. 

9) To replace only that occurrence, click the Replace button. To replace all occurrences, click the 

Replace All  button.  

10) To find and replace additional instances of the selected text or data, repeat steps 8-9.  

11) To close the dialog box, click the Close button. 

 

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 entire spreadsheet. This can result in 

unintended consequences if text is replaced where it should not 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 these steps: 

1) Click once in cell A1 to start the spell checker at the beginning of the sheet. 

2) On the Review tab, in the Proofing group, click Spelling or use the keyboard shortcut F7. 

3) The first possible spelling error appears in the Not in Dictionary field at the top of the Spelling 

dialog box. Suggestions appear in the text area at the bottom (see Figure 16).  Do one of the 

following: 

a. Click the correctly spelled work from the Suggestions list and click either the Change or 

Change All  button to fix the first instance of the error or all. 

b. Click the Ignore Once or Ignore All  button to move to the next possible error without 

correcting the current one. 

c. Click the Add to Dictionary  button to add the word to the custom Office 2007 dictionary. 

4) Continue to let the spell checker take you through the possible errors and decide how to handle 

each error. When you are finished a dialog appears indicating the checking is complete for the 

entire sheet.  

Figure 16 : The Spelling dialog box in Excel 2007. 
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SSoorr tt ii nngg  DDaattaa  

Sorting data is an integral part of developing spreadsheets. You might want to put a list of names in 

alphabetical order, compile a list of items from highest to lowest, or order data by 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 decisions. You can sort data by text (A to 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 sort different 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 

Numbers are sorted from the smallest negative number to the largest positive number 

and are sorted before the numbers stored as text. 

Numbers stored as 

text 

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

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

previous row applies. 

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

formatted in the date style. 

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

contains the text "A100," Excel places the cell after a cell that contains the entry "A1" 

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 will only 

sort the data above the blank row. If you click an active cell below the blank row and 

then begin the sort, Excel will sort the entire data range and the blank row will be 

placed last. 

Blank Columns Blank columns are not included in sorted data.  Depending on where you click before 

the sort, Excel only sorts data to the left or right of blank columns. Remove blank 

columns before sorting. 

Blank Cells In both an ascending and descending sort, blank cells are always placed last. 

Data with leading 

spaces 

In some cases, data imported from another application might have leading spaces 

inserted before data. Remove the leading spaces before sorting the data. 

Hidden rows and 

columns 

Hidden columns are not moved when you sort columns, and hidden rows are not 

moved when you sort rows. Before you sort data, it's a good idea to unhide the hidden 

columns and rows. 

 

Sorting Data 

Using the Sort dialog box, you can create multi-level sorts that meet a variety 

of specifications. Older versions of Excel limited sorting to up to three sets of 

criteria. In Excel 2007, you can sort by up to 64 columns. To sort data follow 

these steps: 

1) Make sure there are no empty rows or columns in the list. Click any 

cell inside the list. 

2) On the Home tab, in the Editing group, click Sort & Filter  and then 

click Custom Sort (see Figure 17). The Sort dialog box is displayed.  Figure 17 : Sort & Filter 
option in the  Editing group. 
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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) Under Column, in the Sort by box, select the first column that you want to sort (see Figure 18). 

5) Under Sort On, select the type of sort. Do one of the following: 

a. To sort by text, number, or date and time, select Values. 

b. To sort by format, select Cell Color, Font Color, or Cell Icon. 

6) Under Order , select how you want to sort. Do one of the following: 

a. For text values, select A to Z or Z to A. 

b. For number values, select Smallest to Largest 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. 

7) To add another column to sort by, click Add 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 sort, select the entry and then click Delete 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 click the Up or 

Down arrow to change the order.  Entries higher in the list are sorted before entries lower in the 

list. 

10) Click the OK button when you are finished. Excel sorts the list based on the criterion you 

selected. 

 

 

  

Figure 18 :  Choose the columns to be sorted on in the Sort dialog box. 
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UUssii nngg  DDaattaa  FFoorr mm ss  

Although data in a cell(s) can be edited or deleted directly from within the cell, a data form allows 

you to display one complete record at a time in a convenient dialog box. You may find that using a 

data form can make data entry easier than moving from column to column, especially when you have 

more columns of data than can be viewed on the screen. New records can be added using the form and 

existing records can be modified or selected based on certain criterion.  

 

Field names in the form are created from column labels as they appear in your database. If a cell 

contains a formula, the formula result is displayed in the data form, but you cannot change the formula 

by using the data form. The record number indicator in the upper right corner of the form (see Figure 

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 columns. Add a column header to each column in the range 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 2007 Ribbon, but you can still use it by adding a 

button to the Quick Access Toolbar.  

1) Click the arrow next to the Quick Access Toolbar and then 

click More Commands. 

2) In the Choose commands from box, click All Commands. 

3) In the list box on the left side, select the Form button, and 

then click Add. 

4) Click the OK button. 

 

 

Entering Data 

When a row of data is very wide and requires repeated 

horizontal scrolling, consider using a data form to add, edit, 

and find records. 

1) Click a cell in the range or table to which you want to 

add the form.  

2) On the Quick Access Toolbar, click the Form button. 

3) In the data form (see Figure 20), click the New button. 

4) Type the data for the new row in your database. To 

move to the next field in the row, press the Tab key. To 

move to a previous field, press Shift+Tab. 

5) After you have finished typing data, press the Enter key 

to add the row to the bottom of the database. Repeat 

these steps to enter each new record. 

6) Click the Close button to close the form and return to 

the database. If necessary, sort the list to correctly 

include the new records in the appropriate location. 

 

Figure 19 : Add the Form button to Excel 's 
Quick Access Toolbar. 

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 clicking the Restore button. 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 only records that meet certain criterion. 

In a database of students, for example, you may want to only view those students with a particular 

major and who are part time students.  

 

To find records using a data form, do one or more of the following: 

1) To move through rows 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, click the Find Next button.  

4) To move to the previous row in the range or table, click the Find Prev button.  

 

To find records using the data form that match specific criterion, follow 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, click the Form button. 

3) In the data form, click the Criteria  button. 

4) Enter the comparison criteria in the appropriate field(s) in the form (see Figure 21).  

5) To find rows that match the criteria, click Find Next or Find Prev. Excel displays each 

matching record in 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 field, Excel finds "Smith" and "Smithers." To find text 

values that share some characters but not others, use a wildcard character as your criterion (see 

the table below).  
 

Use  To find  Example 

? (question mark)  Any single character For example, sm?th finds "smith" 

and "smyth"  

* (asterisk)  Any number of characters For example, *east finds "Northeast" 

and "Southeast"  

7) To return to the data form after viewing the matching records, click the Criteria  button, then 

the Clear button and then the Form button. Use the Close button to close the form. 

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

Click the Find Prev or Find 

Next buttons to locate 

matching records in the 

database. 

 

Enter search criterion 

in one or more fields. 

 




