Microsoft Excel: Creating and Managing Lists
List or Data Table?
List (pre-2007) one or more columns of data depicting multiple instances of a single thing, such as an order, address, or inventory)

Data Table (2007, 2010)A new Microsoft Office Excel 2007 object that enables you to store and refer to data based on the name of the table and the names of its columns.
Terms:

In a data table, each column contains a specific data element (such as a phone number or a product ID). An individual column is called a Field. 
Each row contains data about a specific object, such as an inventory item or address book entry Individual rows are called Records. 
Sample Data: School bake sale!
	First name
	Last name
	Baked Goods:
	Number
	Total sales

	Andy
	Gomez
	M&M cookies
	120
	$30

	Sarah 
	Jones
	Snickerdoodles
	72
	$18

	Julie
	Smith
	Chocolate sugar cookies
	96
	$24

	Daisy
	Dixson
	Lemonade Iced cookies
	72
	$18


The Data Form is a dialog box that helps you add, edit, find, and delete records in a list. In Excel 2007 the data form control is no longer readily accessible. The best way to access it is to add it to the quick access bar at the very top of the screen to the right of the office button.
1. Click on the Office button in the top left corner of excel.
2. Click on the Excel Options button at the bottom of the office menu.
3. Choose click the Customize command on the left side of the new window.
4. Click the dropdown arrow under “Choose Command From”.
5. Select Commands not on the Ribbon.

6. Select Form from the new list.

7. Click Add to move form to the quick access bar list.
8. Click OK.
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Connections.

Properties




Sorting: In Excel 2007, you can sort on almost any type of data, including alphabetic data, numeric data, dates, or times. The quick sort buttons are located in the Sort & Filter group on the Data tab of the ribbon. 
AutoFilter: One of the most useful functions in Excel is the AutoFilter. The AutoFilter allows a user to filter items in a table according to set criteria. You can filter text, numbers or dates with AutoFilter. When you apply AutoFilters to a worksheet, filter switches (black drop down arrows) will appear to the right of your column headings. 
Using AutoFilter

On the Data Tab, look for Filter in the Sort & Filter Group. 

Click on one of the arrows to the right of a column heading and you will see a list of options. 

Custom Filter: allows you filter records based on more than one value, such as contacts that live in Minneapolis and contacts that live in Edina; or it can be based on ranges such as contacts who earn over $40,000.00.

To use custom Filter

1. From the Ribbon go to the Data tab 

2. In the Sort & Filter group, click the Filter button
3. Click on the filter arrow in the Backed goods cell and select text filter
4. The “Custom AutoFilter” dialog box appears 

5. Select begins with for the first box

6. Type the work lemonade in the second box and click ok

	To remove a Filter

Click the filter arrow in the chosen column
Select “clear filter from Baked goods” 
	To turn off AutoFilter

Deselect the filter button on the ribbon
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