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Excel 101: Databases 
 
Overview 
As the name suggests, a “database”  is a large collection of information (data) that is stored centrally in 
one place, where it is easy to work with. Common uses for databases include keeping track of product 
inventory or maintaining contact information for mailing lists. The ability to use Excel to create and work 
with databases is a critical skill for almost any office workplace, so it is one you should learn and 
practice. 
 
Using Databases 
To create a database in Excel, you will need to start with a “Header Row” to name each column of 
information you will be entering. In this example, we will create a database of people using four 
categories – Last Name, First Name, Gender, and Age – so we will enter those headings (using bold text) 
on the top row, like this: 
 

 
 

Once the heading categories have been entered, we can fill in the cells with data, like this: 
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Once the data have been entered, we can use Excel’s “Sort”  function to sort the database in useful ways. 
For example, we can order the list alphabetically based on last names. To do this, we select (highlight) the 
entire list, open the “Data”  menu, and select “Sort”  like this: 

 

 
 

This will bring up the “Sort”  window, pictured below, which allows us to configure the Sort feature. First, 
we check the box at the bottom left to confirm that our table has a Header Row, and then we select the 
name of the column we want to sort. In this case, we will select “Last Name”  and check the box for 
“Ascending”  (A-Z) order. 
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The result is a re-ordered list that is alphabetized by last name, which looks like this: 
 

 
 
Now, let’s imagine that we want separate alphabetized lists of names for males and females. This means 
that we need to configure the Sort feature to sort first by Gender and then sort that new list by Last Name. 
To do this, we select (highlight) the list again, open the “Data”  menu, and select “Sort”  as before – but 
this time, we select “Gender”  as the first sort term, and then select “Last Name”  as the second one.  In this 
case, we will select “Ascending”  order for both categories, like this: 
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The result is a new database that lists all the females’  names in alphabetical order, followed by all the 
males’  names arranged in alphabetical order, which looks like this: 

 

 
 
Obviously, there are many different combinations of sorts that you can do, based on your needs and the 
data in question – so you should experiment with this feature on your own. 
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Saving Multiple Versions of a Database 
 
Sometimes, it can be useful to have several different pre-sorted versions of a “master”  database, so that 
you don’ t need to re-sort the master list every time you want to reorganize the data. In this case, you 
should copy the original “master”  version and paste it into new “worksheet”  within the same Excel 
workbook. You can open a new sheet by clicking on one of the “Sheet”  tabs at the bottom of the page. 
Next, you can rename the new sheet by right-clicking on the tab and selecting “Rename” like this: 
 

 
 

This will highlight the tab, and you can type in a new name to help you remember which sheet is which, 
like this: 

 

 
 
As you can see, Excel makes it easy to keep track of and work with large amounts of information in 
efficient ways, so knowing how to use this program is a key skill for working in an office environment. 
You should experiment and become familiar with using Excel to manage lists and databases, so that you 
can be prepared to use this application in your next office job. 


