0DM=»

EEESallEh e INTRODUCTION

A database is a collection of information related to a particular object, such as maintaining addresses and phone
numbers, a list of library books, keeping students’ record pertaining to academic and co-curricular achievements,
keeping employees'information, etc. Ithelpstheusersto organise, retrieve, sort,and edit dataas per theirrequirement.

Database consists of fields and records. In simple terms, records refer to rows and fields refer to columns in Excel.

FIELD : A column within a database that contains only similar type of data is called Field. For example, Roll No.,

Name, Address are different fields.

Field Name
RECORD : Arow in a database is called a Record that consists of the A B C D/ F G

1 |Roll Mo |Name |English [Hindi |Math Total |Per

’}-‘3"1[!1 Anju 15 | 82 | 90 | 247) 8233
figure the data- 101, Anju, ?‘5,82,9[],24?,82.33afnnestudent,fnnﬂsal Recorg P2 Manju | 82 | 72 | 61 | 221) /36]
=03 |Ranjana| 72 | 70 | 7o | 218 /16/

5 104 |Kirti 85 | 79 | 82 | 24| 82

FIELD NAME : Itisa column label for the field in a database. All the | 6 | 105 |Hemant| 96 | S8 | 89 | 283 9443
{
8

information about one person or one object. For example, in the given

record.

106  |Kunal B5 | 92 | 98 | 275 9167
107 |Ankita 87 | 8 | B8 [ 260| 86.67

field names appear in one row. For example - Roll No, Name, English,

Hindi, Math, Total, Per are the fieldnames in the given database. Figure 2.1: Excel Database
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2 USING A FORM TO ENTER DATA

A Formis a window that contains numerous fields to enter, modify, and view one record at a time. Each field holds a
field name so that any user who views the form or enter data in it, gets an idea of its contents. Forms often contain
Command buttons and other controls that perform various tasks. When you enter informationinto a form, the data

getssaveddirectlyinthe database.

Before adding a record in the form, the
worksheet must have field names at the top of
each column. Microsoft Excel uses these field
names as a label to ease the process of
entering records in a form. Make sure that
therearenoblanklinesintherange of data.

» InExcel 2016, the Forms optionis hidden. To
add a Form button, select File > Options.
The Excel Options dialog box will open.
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Flgure 2.2: Excel Options Dialog Box
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> Selectthe Quick Access Toolbar optionin theleft pane. Know the Fact
»  (lickonthe drop-downarrow of Choose commands from the ist box. Rules To Enter Field

Names:

> Select Commands Not in the Ribbon option from the drop-down list and choose | »  EachFieldname should
be placed in a separate
the Formcommand. -

» C(lickontheAddbutton > .Clickﬂl(andyauwillﬁndtheFunnbutt{mun > Field names should be

unique.
the Quick Access Toolbar.
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= ADDING A NEW RECORD IN A FORM

Using the data form, we can add a new record in the database. Follow these steps to

enter newrecords:

>

Click on the cell A1. Select the Form button on
the Quick Access Toolbar. The Sheet1 dialog box
appears. It contains the record of the first
studentin your database.

Toadd anewrecord, clickon the New button.
Type the datain therespective fields of the Form.

After you have finished typing data, press Enter
key to add the row to the bottom of the range or
table.

You can move to the previous or next record by
clicking on the Find Prev and Find Next buttons
respectively.

Click onthe Close buttonto close the data form.
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Know the Fact

Sheetl ? % An easy way to add a
custom style from another
Roll No: 101 | - 1017 workbook is to copy the
Name: |Anju ‘ cells formatted with that
. —- . style and paste them into
English: 75 \ Delete
== ‘ a new workbook.
Hindk 82 |
Math: 90 }
B ‘ Find Prev
Totat: 247
Find Next
Per: 8233
Criteria
Close
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> SEARCHING A RECORD

This option is used to search the records with specific
values,

»  (lickontheFormbutton.

»  Select the Criteria button in the Sheet1 dialog
box.

» Type the data that you want to search in the
appropriate field. For example, type 104 in Roll
No:textboxandpressthe Enter key.

»  Ifthe record exists and matches the given value
for that field, it will be displayed. Otherwise, the
first record will be displayed.
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Figure 2.4: Searching a Record

CHANGING YOUR TOMORROW

Using Form
g . . A l

Toll Free: 1800 120 2316

Sishu Vihar, Infocity Road, Patia, Bhubaneswar- 751024



0DM=»

EDUCATIONAL GROUP

Y Changing your Tomorrow

= SORTING DATA

Sorting means, arranging the data either in an ascending or descending order. In a worksheet, data can be sorted in
rows on the basis of text, numbers or dates. Once the datais organised, it becomes easy to work oniit.

Follow these steps to sort the given data: Data

Z |A - " lear
"L AlZ I —

) Reapply
l Sort Filter

»  Openanyworksheet and select the cellrange that youwant tosort.

i R

»  Click on any cell, say B2. Now select the Sort button in the Sort & Filter group Y Advanced
inthe Data tab. The Sort dialog box appears and the entire database gets selected. Sout & Pier

»  (lick on the Sort by drop-down arrow and select the field on the basis of which you want to sort the data. For
example, select the Name field.

»  Select the Values option from the Sort On drop-down list. Select the sorting order from the Order drop-down

list. If Sort by contains alphanumeric data then Ato Z option . r =
gets selected automatically. In case, Sort by contains = “adsiee | 3 pete et 2 Copy Levet | Gptions— | El Wty data has peacers
Column Sort O Crder
numericdata then Smallest to Largest option getsselected.  |snw nee. S v Emzs =
»  Select the My data has headers checkbox to exclude the —

first row, containing the column headings for sorting. Figure 2.5: Sort Dialog Box

Otherwise, uncheck the checkbox to include the first row headings in sorting.

»  (lick OK. The database will be sorted indescending order on the basis of Name field.
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1. write the steps to create a Form?
.2. What is Database?

3. What is Record?

4. What is Field?
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