
How to How to create a simple database in Excelcreate a simple database in Excel

About:About: This guide outlines This guide outlines how you create a simple database using Excel how you create a simple database using Excel 

2000 and 2003.2000 and 2003.

Who is this guide intended for:Who is this guide intended for: Sports Development Teams, County Sports Sports Development Teams, County Sports 

Partnerships and sports clubsPartnerships and sports clubs

Next: Step 1 – Create Fields



1. Create Fields

�� Open up a blank Excel work book.Open up a blank Excel work book.

�� Enter the fields you require along the top row of the work sheetEnter the fields you require along the top row of the work sheet..

Next: Step 22 –– Enter DataEnter Data



2. 2. Enter DataEnter Data

�� Click in cell 1A of the work sheetClick in cell 1A of the work sheet

�� Click on Click on Data Data then then Form Form from the top menu barfrom the top menu bar

�� Click Click OK OK to the message which appearsto the message which appears

�� The following form is returnedThe following form is returned

Next: Step 2 –– Enter Data continuedEnter Data continued……



2. 2. Enter Data continuedEnter Data continued……

�� Complete data formComplete data form

�� Click Click NewNew to enter another recordto enter another record

Next: Step 2 –– Enter Data continuedEnter Data continued……



22. . Enter Data continuedEnter Data continued……

�� A blank data form is returned and the record you previously enteA blank data form is returned and the record you previously entered is red is 

shown on row two of work sheetshown on row two of work sheet

�� Repeat this process to complete your data baseRepeat this process to complete your data base

Next: Step 3 –– Finding RecordsFinding Records



33. . Finding RecordsFinding Records

�� Click on Click on Data Data then then Form Form from top menu barfrom top menu bar

�� Click on Click on Criteria Criteria on the Data Fromon the Data From

�� Put in your search criteria.  You can include <,> and = symbols Put in your search criteria.  You can include <,> and = symbols for for 

numerical entries e.g. >1900 will return all records who have a numerical entries e.g. >1900 will return all records who have a DOB DOB 

greater than 1900greater than 1900

�� Click Click Find Next Find Next or or Find Previous Find Previous until you find the record you are until you find the record you are 

looking forlooking for

Next: Step 4 –– Deleting RecordsDeleting Records



44. . Deleting RecordsDeleting Records

�� Once you have found the record using the previous process, selecOnce you have found the record using the previous process, select the t the 

Delete Delete buttonbutton

Next: Step 5 –– Sorting recordsSorting records



55. . SSorting recordsorting records

�� Go to cell for the column you want to sortGo to cell for the column you want to sort

�� Click on           from the toolbar to sort data in ascending orClick on           from the toolbar to sort data in ascending or descendingdescending

orderorder

Next: Step 6 –– Filtering data using Auto FilterFiltering data using Auto Filter



66. . Filtering data using Auto FilterFiltering data using Auto Filter

�� Click on any single cell which contains dataClick on any single cell which contains data

�� Click on Click on Data Data then then Filter Filter from the top menu barfrom the top menu bar

�� Click on Click on AutoFilter AutoFilter (this will allow you to filter each column)(this will allow you to filter each column)

�� Click on the Click on the downward arrowdownward arrow on the column header                  .  This on the column header                  .  This 

will allow you to view records which have something in common e.will allow you to view records which have something in common e.g. all g. all 

people from a certain club or certain sport.people from a certain club or certain sport.

Next: Step 7 –– Filtering data using custom filterFiltering data using custom filter

Organisation/Club



77. . Filtering data using custom filterFiltering data using custom filter

�� Unlike Unlike Auto Filter, Auto Filter, this allows you to filter by two criteria fieldsthis allows you to filter by two criteria fields

�� Click on the Click on the downward arrowdownward arrow on the column header                    and on the column header                    and 

click on click on CustomCustom

�� The box below appears which allows you set criteria for your filThe box below appears which allows you set criteria for your filtering e.g. tering e.g. 

sport equals Badminton or DOB is greater than 1/1/1990.sport equals Badminton or DOB is greater than 1/1/1990.

Next: Step 8 –– Filter data using advanced filterFilter data using advanced filter

Organisation/Club



88. . Filter data using advanced filterFilter data using advanced filter

�� This allows you to filter by more than two criteria fieldsThis allows you to filter by more than two criteria fields

�� Copy your column headers at the bottom of the work sheet (ensureCopy your column headers at the bottom of the work sheet (ensure that that 

you leave at least three blank rows)you leave at least three blank rows)

�� Copy the criteria you wish to filter by e.g badminton, cricket, Copy the criteria you wish to filter by e.g badminton, cricket, rugby union rugby union 

and sailingand sailing

Next: Step 8 –– Advanced filter continuedAdvanced filter continued……



88. . Advanced Filter continuedAdvanced Filter continued……

�� Click on Click on Data, Filter, Data, Filter, then then Advanced Filter Advanced Filter from top menu barfrom top menu bar

�� Click onClick on red arrow red arrow on right hand side ofon right hand side of list range boxlist range box

�� Highlight theHighlight the cell range cell range that includes your datathat includes your data

including the column headingsincluding the column headings

(do not include the criteria selection you have (do not include the criteria selection you have 

copied at the bottom of the worksheetcopied at the bottom of the worksheet

Next: Step 4 –– Advanced Filter continuedAdvanced Filter continued……



88. . Advanced Filter continuedAdvanced Filter continued……

�� Click on red arrow onceClick on red arrow once the the List range List range is selected is selected 

�� Select Select Criteria range Criteria range by clicking on the red arrow to the right of the boxby clicking on the red arrow to the right of the box

�� Highlight the criteria of your filter (include the column headinHighlight the criteria of your filter (include the column heading)g)

�� Click OK and your data will be filtered to include only the critClick OK and your data will be filtered to include only the criteria you have eria you have 

defineddefined

Next: Further Reading



Further ReadingFurther Reading

These have been instructions on how to create and manage a simplThese have been instructions on how to create and manage a simple databasee database

using Excel.  If you want to develop a more sophisticated databausing Excel.  If you want to develop a more sophisticated database usingse using

Microsoft Access, visit the following web page:Microsoft Access, visit the following web page:

http://office.microsoft.com/enhttp://office.microsoft.com/en--us/access/defaultus/access/default


