
Database and Excel 

2 peas in a pod2 peas in a pod
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FT Data

• If this is your first time File Transferring Data –

set up PICK folder on your hard drive C:\PICK

• Start / my computer / C local drive / right click 

and select NEW folder PICK



FT Data



FT Data



FT Data



Open Up Excel to Import the Data:

DATA/FROM TEXT



FT Wizard – Step 1 : Fixed Width



FT Wizard – Step 2: Set your columns 

by dragging current or clicking for new



FT Wizard – Step 3: make any columns 

with leading zeros txt



Refresh data from an imported text 

file

• Select the worksheet that contains the imported text file. 

• On the Data tab, in the Connections group, click the 
arrow next to Refresh, and then click Refresh ALL. 

• It will automatically open the Import Text File dialog box, 
select your text file FT, and then click Import. select your text file FT, and then click Import. 



Top 7 Database FT Reports

• 11.10 List of items sold for a customer

• 12.3.38 Product pad

• 12.3.32 Category On hand report

• 12.2.40 Customer ABC Report• 12.2.40 Customer ABC Report

• 12.2.2.30 List of Customer info

• 5.35 Matrix Listing

• 6.32 ABC Product Ranking Report



Sorting

• Sorting puts a list of data in order, 
alphabetically or numerically.  The list must 
not contain any empty rows or columns.  
Before you sort, select a single cell in the 
column on which to sort.  Excel will select the column on which to sort.  Excel will select the 
entire list, stopping when it reaches an empty 
row or column.  If the list contains a header 
row formatted differently than the other rows, 
the header row will remain at the top of the 
list after the sort occurs.



Sorting by One Column



Sorting in Ascending Order

• If you sort on text, ascending order is alphabetical, 
starting with A and ending with Z.  If the data is 
numeric, ascending order sorts the lowest numbers at 
the top of the list and the highest numbers at the 
bottom.  If you sort by dates, the oldest dates sort to bottom.  If you sort by dates, the oldest dates sort to 
the top of the list and most recent dates go to the 
bottom.  To sort in Ascending order :

• Click on any cell in the column that you want to sort.

• In the Ribbon, select data [sort and filter[ sort A to Z. 



Sorting in Descending Order

• If you sort on text, descending order is alphabetical, 
starting with Z and ending with A.  If the data is 
numeric, ascending order sorts the highest numbers at 
the top of the list and the lowest numbers at the 
bottom.  If you sort by dates, the most recent dates bottom.  If you sort by dates, the most recent dates 
sort to the top of the list and most oldest dates go to 
the bottom.  To sort in Descending order :

• Click on any cell in the column that you want to sort.

• In the Ribbon, select data [sort and filter[ sort Z to A. 



Sorting on Multiple Columns

• You can sort by one column , sub sort by a second 
column and so on.  You can specify up to 64 levels of 
sorting.  When sorting by more than one column, you 
do not need to click on the particular column, but you 
must click somewhere in the list.  
– Click on any cell in the list.– Click on any cell in the list.

– In the Ribbon, choose data[sort and filter[sort

– Select the first sort by.

– Click Add a level select second sort by.

– Click OK.

You can check the MY data has headers box to exclude the 
column headings.



M 12.2.40 Customer ABC Report



Sorting by Color

• Using Excel 2007 you can sort by color.  We will sort a 
list of products based on the background color in one 
column of cells.  
– Click on any cell in the list.

– In the Ribbon, select data/sort.  The Sort box opens.

– For Sort BY select Product name.  – For Sort BY select Product name.  

– For Sort ON, select Cell Color.

– For Order, select Blue click on add a level

– For then by, select Product name, cell color, Orange

– Click add a Level then by , select product name, cell color, 
white, on bottom. Click OK.

– The products are sorted by Blue/orange/white.



Color Sort on Product Number 

(Product Pad FT 12.3.38)

Orange = No Sales$$

White = Sales $1-$1000

Blue = Sales $1000 or over



Lists in Excel
• A list is a set of Rows, called records, which contain 

similar data such as the product list shown below.  

Excel has several features that let you flexibly work 

with a list if the list is set up properly.



List Requirements

• Requirements:
– The top of the list must contain a single row of column 

headings.  

– The list must not contain completely blank rows or 
columns, not even a blank row between the header row 
and the data.  and the data.  

– The list must have at least one blank row and one blank 
column between it and the other data to help Excel 
identify the boundaries of the list.

– Column headings should have a format distinctive from the 
rest of the data to help Excel distinguish the header row 
from the rest of the data

– Each Column must contain data of a similar type



Moving through Lists

• When you have a continuous range of data, you 

can quickly move to the top, bottom, left , or 

right edges of it.  If you start on a non-blank cell, 

the following method will move to the last non-the following method will move to the last non-

blank cell in the current row or column.

• Click on any cell in the list.

• Hold CTRL and briefly press the down arrow

• Release CTRL.  The cursor moves down to the last 

cell containing data.



Freezing Panes 

• When working with a large List you may want 

to “freeze” the headers at the top of the list so 

that they don’t scroll out of sight when you 

move down the list.move down the list.

– In the Ribbon, select VIEW [freeze panes]freeze 

top row.  You can now scroll down the page with 

the headers in sight.

– To unfreeze: In the ribbon, select VIEW[freeze 

panes]unfreeze panes



Freezing Panes



Filters

• Filtering is a quick way to display only certain rows in a list without moving 
or sorting the actual data.  When you filter a list, Excel displays only those 
rows that meet specified search criteria.  All other rows hide and can be 
redisplayed later.  

• To filter:
– Click on any cell in the data list

– In the Ribbon, select Data{Sort and Filter{Filter– In the Ribbon, select Data{Sort and Filter{Filter

– Arrows appear to the right of each column heading

– At H1 Click the down arrow

– A List displays, showing sorting and search options

– Uncheck (select ALL)

– Select P/T 999

– NOTE: You can check multiple items to find

– Click OK

– Only rows with 999 PC will display.  All other rows are hidden. 



Filter on Row H Product Type 999



Removing Filtering Criteria

• At P/C (Cell H1) click the drop down arrow

• Choose (select ALL) and click OK.

The list is no longer filtered by Product Class The list is no longer filtered by Product Class 

999.  All Rows Display.



Generating Automatic Subtotals

• Automatic subtotals create calculations within a list by 
inserting subtotals for specified groups of rows. You must 
first sort the list by the column on which to group.  
Subtotals automatically recalculate as you edit data.
– First sort by the column by which you want to subtotal.

– In the Ribbon, select data[sort and filter[sort A to Z on column – In the Ribbon, select data[sort and filter[sort A to Z on column 
Product Number

– In the Ribbon, select Data[outline[subtotal.  The subtotal box 
appears.

– For At change in, select QTY and Sales

– For Use Function, select SUM

– For Add subtotal to, verify Total is selected

– This will SUM  totals for each QTY and Sales and produce a 
grand total for both at the bottom of the list.

– Click OK



Subtotals : Additional Example – QTY Sales



Using an Outline

• Subtotals add an outline to the spreadsheet/  

Outlines organize large amounts of 

information into levels where detailed data is 

the lowest level and grand total summary info the lowest level and grand total summary info 

is the highest level (1.)  When an outline is 

applied outline symbols appear at the left 

edge and/OR top of the worksheet.  They let 

you show or hide details.  



Subtotals Summary – Outline 2



Removing Subtotals

• Click on any cell in the list.

• In the Ribbon, select Data[outline[subtotal

• In the subtotals box, click remove ALL

• The list will return to its original layout prior to • The list will return to its original layout prior to 

the subtotals.



Vlookups

• You can use this function when you have multiple spreadsheets 
of data that you want to combine onto one.  To use this specific 
Vlookup function you must have one similar column on all sheets 
– for example customer number.

• Vlookup calculation

=VLOOKUP(lookup_value,table_array,col_index_num,range_look=VLOOKUP(lookup_value,table_array,col_index_num,range_look
up)

• Look_up value: is the value to find in the first column of the list.

• Col_index_num: The Column number in table_array from which 
the matching value must be returned.  A col_index_num of 1 
returns the value in the first column in table_array, a col_index
num of 2 returns the value in the second column in the 
table_array, and so on.

• Range_lookup: FALSE.  We are looking for exact matches in this 
demonstration.



Vlookup (M5.21 and 12.2.40)
• In cell # E4 enter =Vlookup(match field,second spreadsheet range 

to look for match, the cell that you want returned,FALSE)

• Click on Cell A and drag it down.  If will apply the Vlookup formula 
to the entire column.



Text To Columns

• You can use text to columns when you have data 
in one column that you need to separate into 2 
different columns.

• Go to the Ribbon[data[text to columns[fixed 
width. width. 

• Click next in the wizard. 

• Click where you want the current column to 
separate. 

• Click next. Format your columns.  Click Finish.

***Text to Columns works really well on EOD 
reports that you want to combine for tracking 
and analyzing.



Text to Columns



Text to Columns Wizard



Formulas

• Formulas are equations that perform calculations on 
values in your worksheet. A formula starts with an 
equal sign (=). For example, the following formula 
multiplies 2 by 3 and then adds 5 to the result.

=5+2*3

Some Frequently used formulas:

– Add(+)/Divide(/)/Subtract(-)/Multiply(*)

– SUM and Auto Sum 

– Average

– Count

– =(Sales-Cost)/Sales  GP % ** Please update this formula on 
your PRINTED slides

– =Sales-Cost   $ GP



Menu 11.10 List of Items sold for a 

customer



Auto Sum – Category On Hand Report 

M12.3.32



Bar Code Labels for Warehouse 

Locations

• Create your spreadsheet in Excel

• Make sure that you have the 

FREE 3 of 9 EXT font saved in 

c:\windows\fonts\c:\windows\fonts\

• Mail Merge in MS Word



Mailing Labels

• 12.2.36 @ 

prompt 1 R for 

Report FT into 

ExcelExcel

• Mail Merge in 

MS Word



Questions??


