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Databases and spreadsheets are both incredibly 
useful tools for managing and organizing 
information, but they each have their own unique 
strengths and weaknesses. Spreadsheets are great for 
working with smaller sets of data, especially when it 
comes to numbers and graphs. They offer a simple, 
user-friendly interface that allows you to quickly enter 
and manipulate data, perform calculations, and 
create charts and graphs to help visualize your 
information.


On the other hand, databases are better suited for 
larger amounts of information and can help you see 
how different pieces of information are connected. They provide a 
more structured approach to data management, allowing you to 
store and organize your data in a way that makes sense for your 
specific needs. Databases offer a variety of different views and 
layouts, making it easy to see your data in different ways and gain 
insights into how different pieces of information are related.

2
DATABASES VS. 
SPREADSHEETS

Databases and spreadsheets 
are tools that can help you 
manage and organize 
information. Spreadsheets are 
good for working with smaller 
sets of data, while Databases 
are better suited for larger 
amounts of information and 
can help you see how 
different pieces of information 
are connected.
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With Airtable, you can easily group related pieces of 
information together, like organizing your recipes by 
ingredient, or keeping track of your vinyl records (this 
is one of the ways I use it). You can even connect 
information across different categories, like linking 
your favorite recipes with the ingredients you need to 
buy at the grocery store.


Airtable also has features that can help you see your 
information more clearly, such as viewing as a table 
(like a spreadsheet) or a gallery for a more visual 
impact. You can sort records alphabetically and group 
them by category. Plus, you can share your 
information with others or work on it together in real-time, 
making it easier to collaborate with friends, family, or caregivers.


Overall, Airtable is a user-friendly tool that can make it easier for 
you to manage your information and keep everything organized 
in one place. Whether you're keeping track of your hobbies, 
personal finances, or inventory, Airtable can help you stay on top 
of it all.

3
WHAT IS 
AIRTABLE?

Airtable is an online 
database that can help you 
keep track of your 
information in a more 
organized way. Think of it 
like a digital filing cabinet 
where you can store 
different types of 
information, such as 
names, dates, photos, and 
more.
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AIRTABLE TERMS
4

Understanding Airtable's terminology is crucial in effectively utilizing the 
platform's features and functionalities.

Workspace: A Workspace is where you can group your Bases. A Workspace can 
be shared with others.


Base: A database in Airtable is called a base. It can contain multiple tables, 
views, and other objects.


Table: A table is a collection of records that share a common set of fields. Each 
record represents a unique entity in the table.


Field: A field is a column in a table that represents a specific attribute or 
characteristic of the data. Airtable offers a variety of field types, such as single-
line text, multiple-select, checkbox, date, and more.


Record: A record is a row in a table that contains a set of data, representing a 
single item.


View: A view is a way of displaying data in a table, using different filters, sorts, 
and groupings. Airtable offers several view types, including grid view, calendar 
view, gallery view, and more.


Linked Record: A linked record is a field type that allows you to connect 
records between tables, creating a relational database structure.


Formula Field: A formula field is a type of field that allows you to create 
dynamic calculations based on other fields in the same record or in other linked 
records.


Collaborator: A collaborator is a user who has access to a base and can view or 
edit its data, depending on their permissions.
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• Log in to your Airtable account or create a new one 
if you don't have one yet.


• Once you're logged in, you'll need to create a 
Workspace to hold your Tables.


• Once you are in your Workspace, you can create a 
Base.


• Once you've set up your base, you can begin 
adding your data. To create a new record, click on 
the "Add record" button or simply start typing in a 
new row.


• You can also customize your fields by changing their names, 
adding descriptions, or selecting different data types such as 
text, numbers, dates, attachments, or formulas.


• If you want to add more tables to your base, simply click on the 
"+ Add or Import" tab on the left-hand side of the screen and 
follow the same steps as above.


• You can also customize your base further by adding views, 
filtering your data, creating charts, and more.

5
CREATING A 
BASE & ADDING 
FIELDS

Creating a base in Airtable 
is a flexible and intuitive 
process that allows you to 
create a customized 
database that meets your 
specific needs. With a little 
practice, you'll be able to 
create a base in no time 
and start organizing your 
data in a more efficient and 
effective way.
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• Open your Airtable base and navigate to the table 
and view you want to sort.


• Click on the "Sort" button that appears at the top of 
the column header. The button looks like two 
arrows, pointing up and down.


• A dropdown menu will appear with different 
options for sorting your data. Select the fields 
you’d like to sort and from there you can choose to 
sort the data in ascending or descending order, 
based on alphabetical or numerical values, or even 
by date or time.


• Select the option that best suits your needs. 
Airtable will automatically sort the data in the table based on 
the field you selected.


• To remove the sort, simply click on the "Sort" button again and 
select the "X" to remove the sort.


• You can also select the header column to sort the data.

6
SORTING A 

TABLE

Sorting your records in 
Airtable can help you find 
the information you need 
more quickly and 
efficiently. Whether you're 
working with a large 
dataset or just a few 
records, sorting is a useful 
tool for organizing your 
data.
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• Open your Airtable base and navigate to the table 
you want to filter.


• Click on the "Filter" button at the top of the table. 
The button looks like a funnel icon.


• A dropdown menu will appear with different 
options for filtering your data. You can filter by a 
specific field, such as a name or date, or by 
multiple fields at once.


• Select the option that best suits your needs. 
Airtable will display a dialog box where you can 
specify your filter criteria.


• Enter your filter criteria into the appropriate fields. For example, 
if you want to filter your data by name, you might enter "John" 
into the "Name" field.


• Click "Apply" to apply your filter. Airtable will remove any 
records that do not meet your filter criteria and display only the 
records that match.


• To remove the filter, simply click on the "Filter" button again 
and select the Trash Can to remove any filters.

7
FILTERING 

FIELDS

Filtering your records in 
Airtable can help you focus 
on the information that's 
most important to you and 
save time by not having to 
manually search through 
large amounts of data.
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• Open your Airtable base and navigate to the table 
you want to create a view for.


• Click on the "Views" button at the top of the table. 
The button looks like a square with three lines 
inside.


• Click on the "+" button to the left of Views. A 
dialog box will appear with different options for 
creating your view.


• Select the type of view you want to create. There are 
several options, including grid view, calendar view, 
gallery view, and more. Choose the one that best 
suits your needs.


• Give your View a name and click “Create New View". Your view 
will appear in the "Views" dropdown menu and you can easily 
access it at any time.


• Customize your view by selecting the fields you want to display, 
changing the order of your columns, and applying filters, 
sorting, and grouping options as desired.


• You can create multiple views for the same table and switch 
between them as needed. Each view can be customized to show 
different information, allowing you to get a comprehensive 
overview of your data from different angles.

8
CREATING 

VIEWS

Creating views in Airtable 
is a powerful tool that can 
help you organize your 
data and gain insights into 
your information. With a 
little practice, you'll be 
able to create customized 
views that meet your 
specific needs and make 
working with your data 
even easier.
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SUMMARY
Airtable is a user-friendly and flexible database tool that allows you to 
easily organize and manage your data.

In summary, Airtable provides powerful tools to help you track, 
visualize, and analyze your information.


One of the key features of Airtable is its ability to create different views, 
each of which can be customized to show specific fields, filters, sorting, 
and grouping options. Creating views in Airtable is a great way to 
organize your data, gain insights, and save time by not having to 
manually search through large amounts of data. With a little practice, 
you can create multiple views for the same table, each designed to 
show different information and meet your specific needs.


Overall, Airtable is a versatile and intuitive database tool that can help 
you streamline your workflows and get more done in less time. 
Whether you're new to databases or an experienced user, Airtable 
offers something for everyone and is definitely worth checking out.


Disclaimer: As Airtable is a software that constantly updates and evolves its features, it 
is possible that some of the information provided may become outdated over time. It is 
recommended that users check for the latest updates and changes on Airtable's 
website or contact their support team for assistance. The author of this handout shall 
not be held liable for any errors or omissions, or for any damages arising from the use 
of the information provided herein.
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