


◼ Why use Excel for genealogy and Family 
History?

◼ Terminology within Excel
◼ Some commonly used features.
◼ Common shortcut commands
◼ Some examples



◼ Data manipulation
▪ Manipulating large quantities of data in different 

ways to enable effective and efficient record 
searching, editing and recording. 

◼ Perform mathematical calculations
◼ Display Information in a variety of manners



ROW
Column CellWorksheet

Max # of rows 
1,048,576 (Excel 2007)

Max # Columns 16,384 
(Excel 2007)

Address 
“S6”



Start up Options

How many worksheets 
to start with.

The type & size of font to 
start with.

The type of font for row 
& column ID.

The overall colour scheme. All set from the MS Office Button



◼ Sort data by a variety of methods
▪ Maintaining the integrity of the data.



Currently 
sorted by 
Surname

Notice also 
different date 
format



Sorted by 
Ship

Then by 
Surname



Select 
Data/Sort

Then 
select 
which 
column to 
sort by

Then 2nd 
level

Additional sort 
parameters can be 
added



Sort by 
Given 
Name

Then by 
Ship



Notice FILTER 
Icon & small 
arrows on each 
column heading



List of Ships

Select all or 
choose one 
or more 
from the 
list



Note change 
of Icon

Also # of 
rows found



◼ COPY =  CTRL+C
◼ CUT = CTRL+X
◼ PASTE = CTRL+V
◼ UNDO = CTRL+Z
◼ BOLD = CTRL+B
◼ UNDERLINE = CTRL+U



◼ Why use Excel for genealogy and Family 
History?

◼ Terminology within Excel
◼ Some commonly used features.
◼ Common shortcut commands
◼ Some examples
◼ This only a fraction of what Excel can do.


