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 Database: 
o A lot of records 

o Long period 
o Keep updating constantly 
o Relational database can be related to each other. 

 Table of names, purchases, each table has a number which relates it to another 
table. 

o Good for finding people who match all these criteria from various elements.  
 Spreadsheet: 

o Lesser amount of data 
o Only has a sort function 
o Any time you try to find something, it resorts and completely messes up the 

spreadsheet order. 
 You can have multiple people share a spreadsheet, but when someone else is using it, it 

goes into read-only mode. 
How to make a spreadsheet 
 Make yourself a simple spreadsheet with a title and a list of items/headers/ down one side.  
 Hitting "tab" will jump you to the next column. 
 To copy the months of the year across, highlight January and then grab the bottom right corner 

and drag it to the right for "February, March, etc…"  
 You can then add up the sums by highlighting blank cells below a row or column of figures and 

then hitting "Sum All" 
 You can also see the sum by highlighting them and check the bottom bar; you'll see the sum at the 

bottom of the window.  
 On the Home tab/ribbon, you can choose a border from the 2x2 box.  
 To create a graph, 

o Choose a chart which brings up an empty box. 
o Highlight the items you want in your table/image layout, then click on the blank spot. 

 You can also format the cells from the Home ribbon. 
 Add a dollar sign, click on the $ sign on the Home ribbon, then "More accounting" 

o Choose the decimal places. 
 To make a form: 

o Data >  Form (somewhere on the ribbon!) 
o Select the Header and one row of data.  
o It'll show you a few drop-downs to enter text into. 
o Just hit "New" to get the next row to enter text into. 
o http://www.addictivetips.com/microsoft-office/excel-2010-data-input-forms/  

 Sometimes you can't force someone to let you put data into a database, but insist on a 
spreadsheet. 

 Enter "=now" to find out what version of the spreadsheet you have. 
 Look up Concatenate 
 Look up Pivot tables 
 Also can use IF statements. 

o Other logic statements also available. 
 Libraries are all about money and politics. 

  

http://www.addictivetips.com/microsoft-office/excel-2010-data-input-forms/

