Excel In-Class Lab 4  -  Using a Database in Excel

Value:  20 points







March 20, 2001

Purposes of Lab:  understand how to

     SYMBOL 183 \f "Symbol" \s 10 \h
create a database in Excel

     SYMBOL 183 \f "Symbol" \s 10 \h
search a database using several criteria

Start-Up:  Use Windows Explorer to copy to the excel folder in your server space or on your floppy disk the following files from the instructor's folder for this class.  



f:/Data/Turk/Csc151/Database_Lab.xls



f:/Data/Turk/Csc151/Schools.xls

Then in your server space or on your floppy, open the file Database_Lab.xls by double clicking on it.  

Part 1:  Working Together - Creating a Database in Excel
In Database_Lab.xls, you will be working on the sheet labeled "Using a Database" in the lower left corner.  

Below is the data you will enter using the form method

Norman
Lynn
3/15/92
32
F
BA
Production
Adm Assistant
35000

Sikorski
Ed
4/12/90
40
M
MS
Production
Designer
45600

Lake
Mary
5/3/93
32
F
BS
Production
Designer
42500

Silverman
Richard
6/6/91
35
M
MS
R&D
Director
50000

Ward
Marge
7/14/90
32
F
BS
Marketing
Assistant
46000

Strazar
Jean
8/12/97
34
F
MS
Admin
Director
52000

Schimek
Denise
9/10/93
30
F
BA
Admin
Adm Assistant
38500

On Your Own
Part 2:  Creating a Database in Excel
All work in the remaining parts of this lab will be done in the sheet labeled "Personnel Database" in the lower left corner.  Click on this sheet tab.

Several records (rows) have already been added to the list that is labeled “Personnel Database”.  The column labels of its first or “header” row are the field names.  There are 2 basic ways to add a new record:

· just type the row, putting each data item (field value) in its proper column, OR

· use the “form” method and let the system prompt you with field names.

First we will examine what a form is.

1. Click on A13.  

2. From the standard menu, select Data, then Form.  The system will open a Personnel Database window and display each field of the first record.  You can use the ( of the scroll bar to move to the next, or you can scroll down.  Use ( to view each record.  

3. To add a new record using a form, either click on the New button, or click on ( after viewing the last current record.  The system provides a blank form.  As you enter each field, use Tab to move the cursor to the next field.  When you have entered the last field of a record, click on New to provide a blank form with the cursor in the first field.

Enter the following records using the form method:

Holka
Janice
11/12/61
60
F
BS
R&D
Engineer
     67,500 

Josef
Jeff
2/7/76
44
M
BS
R&D
Technician
     39,750 

Jogh
Jeffrey
10/17/71
55
M
PhD
Admin
Director
     62,000 

Ling
Jodi
2/26/62
58
F
MS
Computer
Analyst
     41,400 

Groen
John
1/11/80
62
M
PhD
R&D
Chief Engineer
     74,200 

Sobalski
Joseph
9/23/76
38
M
HS
Marketing
Asst Marketer
     28,500 

Hata
Lin
5/20/81
41
F
MS
Marketing
Director
     57,500 

Sabol
Lisa
7/15/64
52
F
BS
Marketing
Manager
     47,500 

Webb
Marci
2/14/62
57
F
AAS
Computer
Programmer
     36,500 

Raih
Niki
5/18/79
36
F
AAS
Admin
Clerk
     22,500 

Paige
Susan
12/12/77
54
F
PhD
Admin
President
   103,500 


Click on Close after entering the last record.

   4.
Double check the new records to ensure that you have entered the data correctly in each field of the 11 records you inserted.  You can change a cell’s value by re-entering the value completely or simply by editing (double click on the cell to edit, and eventually OK with ( or cancel with X.

Part 3:  Learning to Search in an Excel Database

Excel provides filters to “collect” the records which meet your search criteria.  


An autofilter displays the records that meet your search criteria instead of displaying the database.  It may initially appear to you that the database has been overwritten, but it is easy to display it again.

We will work with an autofilter.  

1. Since a worksheet can contain several lists or databases, the system needs to know which list you intend to filter.  Click on any cell with the Personnel Database; you can click on a field name (a column heading) in row 8 or a field value in one of the following rows.  

2. From the standard menu, select Data, then Filter, then AutoFilter.  The system will put a ( to the right of each field name.  When these (s are displayed, AutoFilter is turned on.  (When you want to turn it off—not now—select Data, then Filter, the AutoFilter.  In other words, AutoFilter is a toggle:  it has 2 states—on and off.)

3. Click on the ( for Lname and play with different choices.

4. Suppose we want to view the records of all employees whose last name begins with W.  Almost all search tools provide the wildcard * which represents any series of characters.  So “last name begins with W” translates to:
  
(with Lname selected)

equals

W*

Try this out.  Click on the ( for Lname and select Custom.  Under Lname, if equals is not showing in the box, click on the box’s ( and select equals.  In the box to the right, type W*.  When you OK this search, the system should display the records for Marci Webb and Amanda Webster.  

5. To view the entire database again, you can select Data, Filter, Show All.  Use the same process to view the records of all employees whose last name begins with J.  You should see the records for Jogh and Josef.  (Note that, in addition to the equals comparison operator, Excel also provides a “begins with”.  You get the same results by using
   

equals

J*

and
  

begins with
J
The first method is more generally available on any search tool.

6. Now we will search for all employees whose last name begins with W OR J.  Click on the ( for Lname and select Custom.  In the first row, select equals and type W*.  Click on the OR box.  In the second row, select equals and type J*.  When you OK it, the system should display 4 records.

7. Search for all employees hired on or after January 1, 1980:  Click on the ( for Hire Date, select Custom, select is greater than or equal to, and enter 1/1/80.  Verify the answer.

Remember that to view the entire database again, you can select Data, Filter, Show All.

   8.
The last several searches have used only one field, either Lname or Hire Date.  To use more than one field in the same autofilter search, the idea is to set the criteria in each field, one at a time.  The system automatically ANDs the results.  For example, to find the records of all women who have a BS or MS degree:
   
click on the ( for Gender and select F; the system displays the results
   
click on the ( for Education;  to do an OR within Education, select Custom;
   

then set the criteria where Education


   equals
MS

OR




   equals
BS

   9.
View the entire database again.  Use the same process to display as in #8 to find all records for men who have either an MS or Ph.D.

10. View the entire database again.  Find all records for those hired since the first day of 1975 whose salaries are at least 50,000.  Note that you are using 2 fields in your search and the system is implicitly ANDing the results of each search

11. View the entire database again.  Find all records for those between the ages of 25 and 40, including both 25 and 40.  Note that here you are using only 1 field, Age, in your search.  You must set up an explicit AND:  age >= 25  AND age <= 40.

12. Find all records for those whose last name begins with M or any letter of the alphabet following M.

13. Sometimes it is helpful to be able to sort the entire database or the results of a search within it.  Excel provides the ability to sort on as many as 3 fields, in priority order.  For example, we may want to sort by last name, then by first name.  Start by clicking on any cell in the list/database to be sorted.  From the Data menu select Sort.  In the Sort box, select Lname first, then Fname, then OK it.  Observe the results.

14. Remember that Undo can undo the most recent action.  You can undo the previous sort.

15. Sort first by gender, then by age.

16. Close this Excel worksheet.  (You don’t need to print anything.)

Part 4:  Working in a Larger Database

For the rest of this lab you will be working in Schools.xls, which you copied from the class directory at the beginning.  This is a database created in Microsoft Access, a database package, and easily converted into an Excel table.  It’s a large enough database that it will illustrate the importance of Excel’s database features.  You would likely NOT want to answer the following questions by visually scanning all 265 schools.

Consider the search criteria you need to answer each question below.  Enter the search criteria using AutoFilter, examine the answer to verify that you asked the right question and then write the answer to each question beside or below it.

1. How many schools are located in the city of Doylestown?



   2.
Of all the schools in the database, how many are (only) high schools?  Do NOT count those which are middle schools and high schools?

   3.
List the names of all schools beginning with K.

4. Find all schools whose names begin with M, then sort this list on the Name field, and list the school which is last in alphabetical order among the M’s.



   5.
List all principals with last name starting with Ro.


   6.
Find all schools with zip code 18930 and list the city they are in.


   7.
List the name of all elementary schools in Warminster.

8. One school in the list is named after a person whose last name is Ferderbar.  His first name is also part of the school’s name.  Use the wildcard * to search for this school, and list the principal’s name.


   9.
How many Bucks county schools have a hyphenated name?



  10.
List all schools located on Middle Holland Road.



Hand in:  this sheet with answers on page 4   
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