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1.  Excel is a spreadsheet program generally used with mathematical formulas to show data.  Excel, however, can 
be used to make a database that is searchable and sortable.  Excel is found on your home computer by left 
clicking on the “Start” button and accessing “All Programs;” then “Microsoft Office ” and then clicking on the 
“Excel” link.  For this demonstration, Excel 2010 will be used. 

 
2.  What are the parts of an Excel worksheet? 

 

 
 

 
 

 

 

 

Cell – the area where a row and column intersect. 
Column – A vertical line of cells; a letter identifies each column;  each column represents a category such as first name, 
last name, street address, room number, city, state, zip, and so on. 
Row – A horizontal line of cells.  A number identifies each row; each row has the complete information about each 
entity. 

Tools with the menu options:  Home (format), Insert, 

Page Layout, Formulas, Data, Review, and View 

Cell 

Row-complete entity information 

Column-category of information 

Workbook tabs 
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Tools: (by hovering over each item, you will see what is it and how to get additional help using F1) 
 Home –  Clipboard – cut, copy, paste 
   Font – styles, size, color 
   Alignment – alignment, indenting, wrapping text, merging and center 
   Number – I will not use this tool for this demonstration 
   Style – use for special emphasis on certain cells or groups of cells 
   Cells – adding and deleting cells, formating cell size 
   Sorting – sorting data and finding specific pieces of data 
 
 Insert – For the purpose of this demonstration, I will not use this tab.  However, you may be interested in the 
header and footer option. 
 
 Page Layout – margins, orientation, paper size, gridlines 
 
 Formulas, Data, Review, and View Tools – I will not use these tabs for this demonstration. 
 
Workbook tabs – An Excel file is called a workbook.  Each workbook is divided into several worksheets.  Excel displays a 
tab for each worksheet.  A workbook is similar to a three-ring binder that contains several sheets of paper. 
 

A Demonstration on How to Work with Excel 
 

3. How do you work with the “Excel” page? (Creating a database) 

 

               



 
 
 
               

 Above is a database that I created from materials that have not been indexed on www.familysearch.org. 

Step 1:  Developing the data fields:  Think about how you want the information to appear and what you want to include.  

This process can affect your ability to sort information and how to find specific bits of information. 

Step 2:  Experiment with your data fields before you get too far into your project.  Generally speaking, present the 

information in the order it appears on original documents. 

Step 3: Set up you rows, remembering that you can insert rows and columns if you find that necessary after you have 

begun your database. 

Step 4: If possible, use a “split screen” so that you are looking at the information on the document and at the Excel 

spread sheet at the same time.  I will show you how to do this.  You can split the screen either vertically or horizontally. 

Now for the demonstration. 

 

Fine Tuning your SpreadSheet and a Few Reminders 
 
Activating a cell and entering a column name: Use the “Tab” key.  Active cell is where the cursor appears. Editing can be 

done in the cell or in the tool bar to the right of the symbol, fx. 

 
1. Adjusting column width: Auto adjust by double clicking on the column line to the right of the column heading (cross 

arrows will appear), one column at a time; or, manually adjust column by getting the cross arrows and dragging to 
desired column width.  You can also auto adjust the entire document by highlighting the document, clicking on the 
empty cell left of “A” and above “1” and then clicking on any column line. 

 
2.  Formatting (color, bolding):  Highlight the desired cell(s), column(s), or row(s) and then apply the styling tools at 

the right top of the page.  This will give you the ability to use yellow, green and pink without too many complicated 
applications. 
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3.  Rearranging columns and rows:  Prepare a new column by first highlighting the column to the right of desired 

placement of new column. Do a right click and then click on “Insert.” Cut and paste column that you want to move 
to the new position.  Insert.   Use “undo” and “redo” buttons, if needed. Delete the unnecessary column by 
highlighting the column, right click and then delete. Insert rows using a similar process.  Also see “Cells” on the 
Home Page. 

 
4.  Freezing panes: Freezes the column headings on the screen so that you can scroll down the page and still see the 

column headings.  Highlight the row that you want to freeze and then click on “View” tab and then go to “Window.”  
Click on the down arrow for “Freeze Panes” for options.  

 
 

 
 
  
5.  Wrapping text within a cell:  To keep the column width manageable when there is excessive data, you will need to 

wrap text.  To do this, highlight the cell and then click on “Wrap Text” found in the “Alignment” section of the 
“Home” page. 

 
6. Printing Options  
 

Using the Page Layout Tab 
 

a) Set margins (Margins), Orientation (portrait or landscape), paper size, and other options 
 
 b) Click on “Print Titles” to include headers and footers, add gridlines, and rows to repeat at the top of each 
printed page.  Rows to repeat at the top: In order to see column headings on the top of each page when printed, go to 
“View” on the menu bar, click “header/footer” and then “sheet.”  Click on database icon to the right of the words “rows 
to repeat at top.”  This will bring you to the database.  Highlight row(s) that you want to repeat and then click “Close” 
button and then “OK.”   
  
7. Working with “Year” entries and sorting order 
 Use a separate columns for day, month, and year. Use numerical values for year, month and day. 
 
8.  Using “Control - F” and “Data Sort” 

 
When to use Excel to create a database 

   
 Keeping a searchable research log 
 Making a “To-Do” list for specific types of research (for example, census searches) 
 Searchable document register 
 Creating an Index (Indexing your materials from workshops/classes) 
 Sorting pictures and creating an index 

 



 


