Open an Excel spreadsheet, click the “Data” tab, “From Other Sources”,

and then “From Microsoft Query”.

Select the data source.

Click [OK].

Enter the User Name and Password.

Click [OK].

This message is displayed while your computer is establishing a connection to the

server.
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From SQL Server it & Filter
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Create a connection to a SQL Server table. Import data into

Excel as a Table or PivotTable report.

From Analysis Services

Create a connection to a SQL Server Analysis Services cube. |

Import data into Excel as a Table or PivotTable report.

From XML Data Import

Open or map a XML file into Excel.

From Data Connection Wizard

Import data for an unlisted format by using the Data
Connection Wizard and OLEDE.

From Microsoft Query

Import data for an unlisted format by using the Microsoft
Query Wizard and ODBC,

Choose Data Source
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@l [v Use the Query Wizard to create/edit queries

Server Connect -

— Login Information

SetVariables... ,

Trouble Shooting... |

Server Name ’hoca1 .hccanetorg
User Name Jleighton_c\
Password ]""""'1

Command File Name ]oecnS:saf.:n‘ usas cp

—Service Parameters —

Port Number [#23341

Safari InfoSenver Iudmssrv

| oK | Cancel |
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Connecting to data source...
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Query Wizard - Choose Columns

What columns of data do you want to include in your query?

The list of definitions on the server will Available tables and columns: Columns in your query:

be displayed. = > | =
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Preview of data in selected column:

EI Preview Now Options... < Back MNext > ‘ ]WI

Query Wizard - Choose Columns u

‘What columns of data do you want ta include in your query?

Awvailable tables and columns: Columns in your query:
Scroll down to the desired definition, 5 CASH_ACCTS = S | FUND =
click the [+] symbol to reveal the list of ACCT_KEY B 2 I ER”ND-DESCHP =

) ] TRANSACTION_INDICATOR =
fields, and then select the fields to be JULY_1_CASH_BALANCECASH_, 7 I gEg(F:iENT ARG A
included. FYTD_RECEIPTS = 5 e
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Click [Next]. Preview of data in selected column:

@ | Preview Now Options... < Back Next > Cancel I

Query Wizard - Filter Data S

Filter the data to specify which rows to include in your query.
Ifyou don'twant to filter the data, click Next.

Criteria can be used to filter the data.

Column to filter: Only include rows where:
FUND P
Criteria can be entered for multiple FUND_DESCRIP [equals ~] ~]
. SCC
fields. DESC | @ And  Or
CURRENT_AVAILABLE_CA | Ll I LI
Select the field, and then enter the C And € Or
criteria value. | =1 ~]
C And  Or

Click [Next].
EI <Back | Next > | Cancel |




Query Wizard - Sort Order D4 |
Specify how you want your data sorted.
Ifyou don'twant to sort the data, click Next
Multiple sort options can be specified as Sort by =
® Ascending
well. DESC -
I —I (" Descending
Then by o _
| LI ¢ _4.9:.:%;1c|:.-- a _I
. C D scending
Click [Next].
Then by
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Query Wizard - Finish

—Whatwould you like to do next? - —

& Return Datato Microsoft Excel Save Query... ]
Click [Finish], and the data will be

. " View dat dit in Mi ft Q
retrieved from the server. (CRECRELACE SR HEVICOROE Sey,

_EJJ <Back | Finish | Cancel J

Import Data M

Select how you want to view this data in your workbook.
&) @ Table
id ) pivotTable Report

By default, the data will be inserted starting at cell “A1”. An alternate i3 @) PivotChart and PivotTable Report

starting position can be selected if desired. B Only Create Connection

Where do you want to put the data?
(@) Existing worksheet:
=

(") New worksheet

=

[ Properties... } —T— [ Cancel }




The queried data will be inserted into the spreadsheet starting in the cell specified...

| A B C D :
:8 FUND Bl FUND_DESCRIP B2 scc B2 pesc B2 curRrReNT_AvAILABLE_cASH_BALANCE 2
2 587 IDEA PRESCHOOL-HANDICAPPED 9130 IDEA _ 0
3 587 IDEA PRESCHOOL-HANDICAPPED 9120 IDEA Preschool Grant for the Handicapped FY12 -41026.01
4 587 IDEA PRESCHOOL-HANDICAPPED 9130 IDEA Preschool Grant for the Handicapped FY13 -899.63
5 587 IDEA PRESCHOOL-HANDICAPPED 9140 IDEA Preschool Grant for the Handicapped FY14 0
6 587 IDEA PRESCHOOL-HANDICAPPED 9150 IDEA Preschool Grant for the Handicapped FY15 6318.36
7 587 IDEA PRESCHOOL-HANDICAPPED 0000 Prek Handicap Grants 41336.12,
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To refresh the data from the server, simply click the Al _3 _} _D. _E' 'me o8l E
“Refresh All” icon. From From From From Other Existing s Zj sort
Access Web  Text Sources~ Connection:
Get External Data Connections So|
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< | D17 - &|
3 A B ©
R 8 FunD B3 FUND_D scmp B2 scc B pesc
8 2 587 IDEA PRESCHOOL-HANDICAPPED 0000 PreK Handicap Grant
2 3 587 IDEA PRESCHOOL-HANDICAPPED 9120 IDEA Preschool Gran
4 lsa INEA PRESCHANI-HANDICARREN _0130___INEA




