Excel as a database

Excel is a spreadsheet that incorporates database facilities such as searching and sorting. Excel is simpler to use than  Access database but does not have as many features. It is perfectly adequate for tasks which involve searching and sorting of tables and lists.  

These worksheets show you how to convert Excel into a simple easy to use database.
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Open a new Excel worksheet and enter the information above.

Note that formatting toolbars appear above the worksheet. ( Bold, Italic etc)  To view formatting toolbars click View, Toolbars, Formatting  ( see next page )

N.B. Screenshots are from an Apple iMac running Excel 2001, the methods shown work with Windows PCs running Excel 2000 or Excel 97.
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Converting Excel into a database 

Highlight NAME, FORM, HWORK 1  etc
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Then click Data, Filter, AutoFilter  as below
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The database appears as below with filter arrows in Row 1
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Click on the arrow in column B and select 7TD
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Now only the pupils in 7TD are listed
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To see all of the database records click the filter arrow in column B and select Show All. The database will now show all the records.
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A slightly more complicated search, finding all the pupils with coursework marks of 70 and in form 7RD.   Select coursework of 70
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Next select form 7RD
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Excel shows that only one pupil in form 7RD has coursework marks of 70 
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To return back to the original database i.e. show all records , click on Show All in the Form and Coursework columns. 

I.E.
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Now repeat this in the Form column.

Multiple searches on one field can be performed by selecting Custom Filter from one  of the fields in row 1
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Then enter search criteria as below
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Occasionally it is useful to hide some of the fields e.g. prior to a print out. Highlight the words FORM, HWORK1 and HWORK2

[image: image1.wmf]Then select Format, Column, Hide

The columns selected are now hidden
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To make to hidden columns visible click Format, Column, Unhide

Excel also has the ability to Sort data. This can be useful if you want to create a list with the highest number or lowest number on the top of the list.

The next page explains how to sort numbers and text with Excel.

Click on the arrow in the CWORK column and select Sort Ascending
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As can be seen below numbers in the CWORK column are sorted into ascending order. The  information in the other columns has also moved to the correct place e.g. T James name has moved to the top of the list along with his mark of 60.

[image: image19.wmf]
Text can also be sorted in this way e.g. to put a list of names into alphabetical order.

Sometimes it will be necessary to sort on more than one field e.g. to produce a list of all the pupils in each form with their coursework marks in ascending order.

To do this click one of the field names in row 1 and click on Data, Sort as below.
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The sort feature on the right appears. To produce a list of the pupils sorted first by FORM ( primary sort) then by CWORK         ( secondary sort ), select the sort details on the right.

One problem experienced by database users occurs when data has been incorrectly entered e.g. a user types in TEN when they should have typed in 10 or mistakenly types 1o. 

[image: image21.wmf]This can be avoided by setting a validation rule. Highlight the cells you intend to apply the validation rule to, click Data, then Validation

In the example above we need to validate three fields HWORK1, HWORK1, HWORK2 and CWORK.

Marks in these fields are all whole numbers under 100 so set the validation rules as on the next page.

This will prevent entries such as 7o instead of 70, entries over 100 and text entries.
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