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MS Excel: Databases
Lesson Notes
Author: Pamela Schmidt

Labels as Formulas

I'f the fiAccept |l abels in functions@PPehtiBa,
label can be used instead of a range. Basket 1 3
i.e. =sum(Apples) will produce the same results as if the Basket 2 3
range had been entered instead of the label. Basket 3 4
Basket 4 2
Total Fruit :SUM{AppI§5]|
To turn the fAAccept | abels in formulasd optior
Options. In the dialog box that appears, choose the Calculation tab. In the bottom right
area is the check box fuolrastoheo pitAicocnesp.t | abel s
'Options @él‘

Color ional | Save | Error Checking | Spelling | Security

View Edit | General | Transition | Custom Lists | Chart

Calculation

(@) Automatic () Manual Calc Now (F9)
() Automatic except tables Recalculate before save —
Calc Sheet
I:‘ Tteration
Maximum iterations: | 100 Maximum change: | 0.001

Workbook options
Update remote references

[ Precision as displayed
[] 1904 date system
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Named Ranges

Deflned Insert | Format Tools Data Window Help
Select the area to be named Bows " Y
at | - v | B
On the menu select Columns 5 =K
Insert, Name, Defined Worksheet
(I
Key in desired name J | Function...
~ N H
Define Name : M ‘ LEEnE » || QEEfInE... |
_ Picture [ 2 Paste..
MNames in workbook:
AllFruit !JG_, Hyperlink... Ctrl+K Create...
1 1 Label..
b -—
Refers to: Note: The name cannot have spaces.
=Baskets!$B53:$E56
Create Insert | Format Tools Data Window Help
Select the area to be named including the labels. Rows P9~ ~|@
On the menu select Columns B * A==IE
Insert, Name, Create Worksheet
. . . I
Choose if the names will be the label in the top row, &l Chart. D | E
left column, etc. (The label will not be part of the J | Function...
range.) Create Names M ‘ Name » ‘ Define...
_ Picture | 4 Paste...
Create names in
: ........................ rﬂ',g Hyperlmk, Ctl"l‘i’K Qeate...
¥ Apply..
|:| Bottom row b 14 14 [ Label...
[ Right column
[ oK l ’ Cancel I
Name Box

Select area to be named
In the Name Box on the formula bar, key in the name for the range.

Fa 3 TotalApples |Z]_ &
Name Box B Name BDK| | W B |

-
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Using Range Names in Go To
Use F5, or Ctrl G to bring up the Go To
The named ranges are listed
Click on the range name and press enter

Change the zoom to 39% to see the named ranges. This will not effect printing, printing will

be normal regardless of the zoom.

Go To

Go to:

AllFruit
Apples
Bananas

Basket_2
Basket_3
Basket_4
Oranges

Reference:
Basket_1

[ Special..

|

OK

||

Cancel ]

. Baskets
N Apples Bananas Pears Oranges Total for Basket
. Basket 1 %> 3 2l 1 5 11
Bl Basket 2 S °|Banana$ 8 2 Orangeg 15
. Basket 3 o) 4 50 = 2 3 14
.|Basket 4 wn 2 30 @1 5 11
. Total Fruit 14 14 6 17
Paste Name , .
The F3 key will bring up a list of named ranges. Select | Peste Name i
the desired range the cl i clkrsdiake AOKO butto
Apples e
Banangs
Basket
Basket_2
Basket_3
Basket_4
Grapes
Oranges N
Formulas

If the range is only one cell, it may be used as a single cell.

must follow any rules that apply to ranges.
=+Apples+Oranges is not valid
=SUM(Apples,Oranges) would be valid

If the range is several cells, it
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Sort

Select range to be sorted (named ranges may be used.) If no range is selected, the system
will try to guess the range.

On the menu select Data, Sort

Sark by
In the dialog box, choose which columns are to be T - | ¢ fscending
sorted. " Descending
Then by
I ll & ascending
" Descending
Then by
I j & Ascending
Note: Be sure to indicate whether there is a header _ # sy
row. If there is a Header Row, and it is not chosen, " Isthas
the headings will be sorted along with the data. @ Headerrow € Mo header row
Options. .. | (4 I Cancel |

Note: If all the data is not selected, a SotwWaming ___________HKE

dialog box will appear with a warning. If Microsoft Excel found data next Eo your selection,
the area is not expanded, only the

sarked,
selected data will be sorted. This can Lﬁdl

hat do wou want bo do?

Since you have nok selected this data, it will not be

cause the data to be misarranged.

Ll

nue with the current seleckion
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Sort Options

The Options button allows additional sorting options. The sort can be from left to right
instead of from top to bottom. The sort can be set to case sensitive.

The sort order defaults to Normal which allows the alphabetical sorts. If another sort order is

desired, it must first be in the custom lists.

Sont Options Ed |

Eirst kew sort order
-
Cancel |

[ Case sensitive

rienkation
' Sork top bo botkom
™ Sort left ko right

Adding/Changing Custom Lists

To add a list, from the menu choose Tools, Options.

In the dialog box that appears, choose the Custom
Lists tab. Key in the desired list.

To change an existing list, from the menu choose
Tools, Options. In the dialog box that appears,
choose the Custom Lists tab. In the left window,
click on the desired list. The list will appear in the
right window. Changes can be made at that time.

Maormal

Sun, Mon, Tue, Wed, Thu, Fri, 548
Sunday, Monday, Tuesday, Wedn
Jan, Feb, Mar, &pr, May, Jun, Idl,
Januaty, February, March, April, k
Low, Mediaum, High

Sont Options Ed |
Eirst kew sort order

Cancel |

Options

[ 7 [t

Color International Save Error Checking

View Calculation Edit General Transition

Custom lists: List entries:

ewust P
Sun, Mon, Tue, Wed, Thu, Fri, Sa
Sunday, Monday, Tuesday, Wedne
Jan, Feb, Mar, Apr, May, Jun, Jul,

January, February, March, April,

Press Enter to separate list entries.
Import list from cells:

Spelli

Security

LSy Chart

Add
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Subtotals

To use the subtotal tool, the data must be in an organized list.

Select the range on which the subtotals are to be created, |Data Window Help
including the labels (named ranges may be used.) If no range is &
selected, the system will try to guess the range.

From the menu choose Data, Subtotals.

Subtotal |
A dialog box will appear allowing the choice Ak each change in: of
when to create the subtotals and the type of |qw |

function to use. _ Cancel |
Ise funckion:
ISum j Remove Al |

Add subkotal to;

Ciky &
r Occupation
PM

W Replace current subtatals

[~ Page break between groups

W Summary below data

The totals will be created and an indicator will show on the left to control the expanding and
collapsing of the outline.

{ |Chesapeake Receptionist $ 10,400.00
8 |Chesapeake Mechanic $ 31,200.00
§ |Chesapeake  Murse $ 31,550.00
10 |Chesapeake  Murse $ 2875000
= | 11 |Chesapeake Total §23R 900,00
#| | 20 |Norfolk Total $222 805.00
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Filters

AutoFilter

Select the range to be filtered, including the labels (hamed ranges may be used.) If no range
is selected, the system will try to guess the

range. Data ‘Wwindow Help
. . A Al Z
On the menu select Data, Filter, AutoFilter 24 Sort.. | = £ 41 %L b
Farr. .. St &l
Subtotals, ., advanced Filter .,

Buttons will appear next to each label.

Occupation |=|

Clicking on one of the buttons will cause a list to appear. Marital
Click on one of the items to narrow the list to just those items. ]55 ~ | Status! +| Cit

Al

F Married Por

kA L S I LY o

To turn off the AutoFilters, on the menu select Data, Filter, AutoFilter
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Advanced Filter

Criteria to be used with filters
Pick a location for the Criteria

Key in the label name exactly as it appears in the database
Key in the criteria to be matched under the label name

To make an AND criteria, place the criteria next to each other.
To make an OR criteria, place the criteria on different rows.

Select the range to be filtered, including the labels (named ranges may be used.) .) If no
range is selected, the system will try to guess the range.

Data ‘Window Help

From the menu choose Data, Filter, Advanced &1 s, | s £ &1 21 | 4n
Filter | o e
! Formi. .. St Al
Subtotals. . Advanced Filker, .,

Advanced Filter

Check the List range area to be sure the system is

Action
pICklng Up the correct range- ’75" Filker the list, in-place lLI
™ Copy ko another location cancel |
Fill in the Criteria range field. List range! A§4:$H$28

|
Criteria range: I
Copy bos |

™ Urique pecords only
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Extracting Data
Set up the criteria area.

Set up the extract location area by keying in the desired headings at the appropriate
location.

Note: location must be on the same sheet as the data to be extracted.

Select the range to be filtered, including the labels (named ranges may be used.) If no
range is selected, the system will try to guess the range.

On the menu select Data, Filter, Advanced Filter

In the dialog box select copy to new location | Data window Help
8} sort... | = & &1 %1 W
Farrm. .. S Gl
Subkotals, ., advanced Filter,.,

Choose Copy to another location.

Select the Range, Criteria Range, and Copy to P e = |

location. Action
’ e Ok I
" Filter the list, in-place
&+ {Copy bo another location Cancel |

Lisk range: |$A$4:$H$28

Criteria range: |$J$4:$J$5

] '] bt

Copy bog |$M$4:$0$4

[ Unigue records only
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Select all of the database including the labels

On the menu select
Data - Forms

Ocoupations @3

A form will appear to allow data entry. The new | First Mame: [Pamela

data will appear at the end of the database.

Note: Named ranges do not adjust for the new

data.

Criteriain a Form

Last Mame: ISchmidt

DB |

SEx: I

Marikal Status: I

Ciky:

|
Ocoupation: I
|

Salary;

;I Mew Record

Delete
Restore
Find Prew

Find ek

Criteria

Close

R RLE

Use the criteria button on the Data Entry Form to find specific data.

10
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Database Functions
MS Excel has functions built in for specific use with a database.
All of the database functions have the same arguments.(database,field,criteria)
Database: the range of your data including the field names (column headings)

Field: the field (column) that holds the values to be averaged. Use the field name in quotes
or the field number (count from left to right ie column D would be field number 4)

Criteria: the cells that hold the condition on which the values should be averaged.
Note: Named ranges can be used instead of cell addresses.

Examples from Microsoft Excel Help

Tree Height Age Yield Profit =~ Height
Apple >10 <16
Pear

Tree Height Age Yield Profit
Apple 18 20 14 105
Pear 12 12 10 96
Cherry 13 14 9 105
Apple 14 15 10 75
Pear 9 8 8 76.8
Apple 8 9 6 45
Results Formula Description (Result)

This function looks at the records of apple trees between a height of 10 and
1 DCOUNT(A4:E10,"Age",A1:F2) 16 and counts how many of the Age fields in those records contain

numbers. (1)
This function looks at the records of apple trees between a height of 10 and
1 DCOUNTA(A4:E10,"Profit",Al:F2) 16 and counts how many of the Profit fields in those records are not blank.

@
105 DMAX(A4:E10,"Profit",A1:A3) The maximum profit of apple and pear trees. (105)
75 DMIN(A4:E10,"Profit",A1:B2) The minimum profit of apple trees over 10 in height. (75)
225 DSUM(A4:E10,"Profit",A1l:A2) The total profit from apple trees. (225)
75 DSUM(A4:E10,"Profit",Al:F2) The total profit from apple trees with a height between 10 and 16. (75)
140 DPRODUCT(A4:E10,"Yield" A1:B2) (Tlrlleog)roduct of the yields from apple trees with a height greater than 10.

12 DAVERAGE(A4:E10,"Yield",A1:B2) The average yield of apple trees over 10 feet in height. (12)

13 DAVERAGE(A4:E10,3,A4:E10) The average age of all trees in the database. (13)
The estimated standard deviation in the yield of apple and pear trees if the
data in the database is only a sample of the total orchard population. (2.97)

The true standard deviation in the yield of apple and pear trees if the data in
the database is the entire population. (2.65)

2.966479 DSTDEV(A4:E10,"Yield",A1:A3)

2.6533 DSTDEVP(A4:E10,"Yield",A1:A3)

The estimated variance in the yield of apple and pear trees if the data in the

8.8 DVAR(A4:E10,"Yield" ALA3) database is only a sample of the total orchard population. (8.8)

The true variance in the yield of apple and pear trees if the data in the
database is the entire orchard population. ( 7.04)

11

7.04 DVARP(A4:E10,"Yield",A1:A3)
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DAVERAGE(database,field,criteria)

Averages the values in a column of a list or database that match conditions you specify.

Example

The following will return the average value of all the fords on the list.

MS Excel: Databases

DAVERAGE v X \.’ =DAVERAGE(A1:D172,4,F1:F2)
A B | c D E | F | G | H | J
| 1 |Salesman Date type value type
| 2 |jim 1/2/2006 merc 15100 ford
| 3 |larry 1/5/2006 ford 28000
| 4 |debbie 1/8/2006 chev 18250
| 5 |im 1/11/2006 merc 7150 average|72 4 F1.F2) |
| 6 |jim 1/14/2006 merc 15750 ! ! .
| 7 Jlarry 1/17/2006 honda 12500 | Function Arguments [
| 8 |debbie 1/20/2006 merc 16300
| 9 |debbie 1/23/2006 honda 1950 A
| 10 |debbie 1/26/2006 ford 13750 Database A1:D172 = {"Salesman","Date","ty
| 11 |bob 1/29/2006 chev 14700 Feld |4 =4
12 |jim 2/1/2006 chev 11350 - . e
| 13 |debbie 2/4/2006 honda 20500 Orterta | 172 -
14 |bob 2/7/2006 saturn 12750 — 8041.054054
F bob 2/10/2006 ford 21000 Averages the values in a column in a list or databas%hat match conditions you specify.
| 16 |jim 2/13/2006 merc 2000
i larry 2/16/2006 ford 2430 Criteria is the range of cells that contains the conditions you specify. The range includes a
i debbie 2/19/2006 chev 2900 column label and one cell below the label for a condition. .
| 19 |jim 2/22/2006 merc 3350
1 20 [jim 2/25/2006 merc 3800 Formula result = 8,941.05
21 |larry 2/28/2006 honda 4250 _ _
| 22 |debbie 3/3/2006 merc 15100 || Hele-onthis fundion ok | [ concel
| 23 |debbie 3/6/2006 honda 28000 - - - -

This dialog box is an example of using named
ranges (Sales and CriteriaCells are named

ranges

nval

ue o

i3 a f

12

Function Arguments

S

DAVERAGE
Database Sales

Field "value"

Criteria CriteriaCells

iAveraées tlle valtﬁ ina cnluﬁ mé\.lst atahase that niatch de\tmns yaspefljy. 0 t e

Criteria is the range of cells that contains the conditions you specify. The range includes a

= {"Salesman","Date","ty

-

= 8941.054054

= "value"

column label and one cell below the label for a condition.

Formula result =

Help on this function

8,041.05

5
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DCOUNT(database,field,criteria)

Counts the cells that contain numbers in a column of a list or database that match conditions
you specify.

Example Function Arguments l-i-J
Returns the count of all the fords on the DCOUNT

list that have an amount in the value “a"a':f“; j' ijsa‘m”'”“’“
column. Criteria |F1:F2 (%] = rr2

=37
Counts the cells containing numbers in the field (column) of records in the database that match the
conditions you specify.

Criteria is the range of cells that contains the conditions you specify. The range includes a
column label and one cell below the label for a condition.

Formula result = 37

Help on this function OK ] l Cancel

DGET(database,field,criteria)

Extracts a single value from a column of a list or database that matches conditions you
specify.

Example
The following will return the value of the only mazda on the list

A | B | ¢ | b | E | F | 6 | H | [

_1 |Salesman Date type value type
2 |jim 1/2/2006 merc 15100 mazda
3 |larry 1/5/2006 ford 28000 .
"4 |debbie 1/8/2006 chev 18250 | Function Axguments S5
9 |jim 1/11/2006 mazda 7150
6 |jim 1/14/2006 merc 15750 DGET
7 llarry 1/17/2006 honda 12500 | batabase = {"Salesman”,"Date", "ty
8 |debbie 1/20/2006 merc 16300 | Field | "value" = "value"
9 |debbie 1/23/2006 honda 1950 | Criteria |F1:F2 — F1:F2
10 |debbie 1/26/2006 ford 34 |
11 |bob 1/29/2006 chev 14700 = 7150
Wjim 2/1/2006 chev 11350 || Bxdracts from a database a single record that matches the conditions you specify.
13 |debbie 2/4/2006 honda 20500
i bob 2/7/2006| saturm 12750 g Database is the range of cells that makes up the list or database. A database is a list of
15 |bob 2/10/2006 ford 21000 | related data.
186 |jim 2/13/2006 merc 2000 |
A7 |larry 2/16/2006 ford 2450 || Formula result = 7,150
18 |debbie 2/19/2006 chev 2900 | T g S — [ - l [ — ]
19 |jim 2/22/2006 merc 3350
AN iien NMOEMNNNE  mnara 20NN

Ifther e had been NO ma zfuheiénswill eturn#nbne | i st , t he

If there are more than one mazda on the list, the function will return #value

13
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Pivot Table

A pivot table allows data to be summarized, or cross tabulated according to entries in one
column or row.

To run the Pivot Table Report, click anywhere in the
data area then from the menu choose Data, Pivot
Table Report.

A Pivot Table Wizard dialog box will appear so that
the choice can be made between MS Excel or an
external data source.

The next dialog box displays the range of the cells
to be used in the pivot table. Verify that the range
is correct.

The third dialog box allows the placement of the
pivot table in a new worksheet or in the existing
worksheet.

When the Finish button is
clicked, the Pivot Table
construction area and toolbar will
appear.

14



