Lab 10: Creating & Using a Database
Norman Rose, Instructor

Database – What it is and what it’s for

· A database is a collection of data or information about people or things. 

· Each person or thing is called a record. In the library database, each book is listed as a record

· Database is categories are called fields. In the library database, books have author, title, subject, and date fields.
· All the records and fields can be shown in list view. This is a grid with records in rows and fields in columns
1. Entering labels and data Using Excel spreadsheet program, create the following database:

	
	A                            
	B
	C
	  D

	1
	Last Name
	First Name
	E-mail
	  Phone

	2
	Wilson 
	Craig 
	cwilson@santarosa.edu 
	343-2345

	3
	Dedrich
	Rosie
	rd@sonoma.edu
	424-3456

	4
	Fredrikson
	Tania
	tfred@xyz.com
	545-5555

	5
	Carlson
	Ben
	ben@aol.com
	545-2121

	6
	Fuentes
	T.D.
	td@sonic.net
	234-3344


2. Right-click on each e-mail address and remove the hyperlink. Otherwise, every time you click one of them, your e-mail program will start up.

3. Saving your work Click File/SaveAs and save in My Documents with the name Excel Address Book.
4. Sorting Records Your can sort data by fields. (In the library catalog, books can be sorted by the author, title, or subject fields.) Click on any cell with data. Then click the Data menu and Sort by Last Name. (The program automatically highlights all your data and recognizes that the first row is a Header Row.) Save your file after this and any change.

6. Adding Records You can easily add new records in List View by typing in the data at the bottom of the list. Highlight the first blank cell at the bottom of the Last Name field and enter this data: Carlson, Tina, tcarlson@pacbell.net, 343-2345. Right-click and remove the e-mail hyperlink. 
Highlight any data cell and do another Data/Sort. Since there are 2 Carlsons, this time “Sort by” Last Name and “Then by” First Name. Save.

5. Using Form View Click on any cell with data. On the Data menu, click Form. Scroll through the 5 forms with the Next button. Click Close to exit Form View and return to List View.  (Hint: You can add records in Form View as well. Just click New and type in the data. Then sort all your records again to put the new records in alphabetical order.)
7. Filtering Records Highlight any cell on the Header Row (the row with column names). On the Data menu, choose Filter/AutoFilter. Now each heading has a drop-down arrow for filtering. Click the Last Name arrow. To get the program to filter for a certain last name, click one of the names. Then click the arrow again and select All. 

8. Creating Custom Filters Click the Last Name arrow and select Custom. Here you can create custom filters for pinpointing people who match special criteria. For example, suppose you want to display only the names beginning with F. Click the arrow under Last Name so you can replace “equals” and choose “begins with.” Then in the box on the right type the letter F. Click OK. 

9. To filter and show a range of last names such as from A through D, make sure All records are showing, then click the Last Name arrow and choose Custom. In the top 2 boxes, make it say Greater than or equal to A. In the bottom 2 boxes, make it say Less than E. Click OK, and you should see only the first 3 records. Now show All records.
10.Add these 4 records: 1) Robinson, Gale, rg@aol.com, 555-3434; 2) Hayakawa, C.E., ceh@sony.com, 232-1234; 
3) Fernandez, Israel, isr@hp.com, 454-5555, 4)  Zohar, Isabella, iz@sonic.net, 222-3333

11. Sort all the records “By Last” and “Then First”.

12. Add these 3 fields on the header row: Salutation, Zip Code, Owes $

13.  For each record, fill in data for the new fields:

a. Salutation – the name you would use to open a letter (Dear ____, )
b. Zip Code – make up 5-digit numbers

c. Owes $ – type in dollar amounts, or just a code to indicate Yes or No

14. Filter the database so that only last names F through Z’s show. Save one last time.
Creating a Mail Merge Letter
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rosetheprof@yahoo.com

1. Start a new word-processing document in MSWord.

2. Click Tools/Letters and Mailings/Mail Merge. You will be going through the Mail merge wizard in the Task Pane on the right side of your screen. Step 1 is already set for creating a mail merge letter, so go on to Step 2 by clicking “Next: Starting document”
3. Skip Step 2. When you get to Step 2, click Next to go to Step 3.

4. Choose your database for merging. In Step 3, click Browse. Go to My Documents and find your Excel Address Book and click Open. If you see a list of choices, choose the top/first one and click OK. Then you will see all your fields and records. (The instructions here tell you how to create a filter so the letter will only go to certain people. Or you can do this later using the Edit List link.) Click OK. Then click Next to go to Step 4.
5. Start your letter. In Step 4, you write your letter. Type the word Dear followed by a space. To insert someone’s name here, click More Items in the Task Pane. Choose First Name and click Insert, then Close. Type a comma after the field, then press Enter 2 or 3 times. It should look like this: Dear {First_Name},

6. Add more database fields. Type and use the Task Pane’s More Items to finish the letter like this:

7. Preview letters. Go to Step 5. You should be able to scroll through your letters by clicking the << and >> buttons. If you don’t see a preview with the correct information, don’t worry. Go to Step 6. 
8. Prepare for customizing. Don’t click the Print link. Instead, click the Edit link. This will let you see all the letters before you print, and you can customize them, too. When the Merge box appears, make sure “All” is selected and click OK.

9. Customize. Now you can look at the letters in word processing. Go to each page and format anything you wish, so that each one is unique. In this way, each letter would print out as a custom form letter. 
Creating Labels and Printing on Envelopes

1. In MS Word, click Tools/Letters and Mailings/Mail Merge. In Step 1, click the button for the task you want – labels or envelopes.
2. With either method, you will go through the steps of locating the database in My Documents so you can insert fields into your document. You must also choose the type of envelope or mailing label sheets you will be feeding into your printer.
3. Hint: For labels, run a plain sheet through the first time to see if the printing will line up properly. You may have to alter the margins in File/Page Setup.
How is the  <<Last_Name>>  family? Is your phone number still  <<Phone>>? And is your e-mail still  <<Email>>? And do you remember you still owe me $<<Owe>>?





Your friend,


Your Name Goes Here









