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Installing SAFARI ODBC

To be able to use the SAFARI ODBC with EXCEL, you must make sure that you have Microsoft
Query installed on your PC. By default, when Microsoft Office is installed, the Query portion is
not included and you need to do a CUSTOM installation to include it.

Finding Download Program

1. Open your web browser.
2. Go to the following link to get to the page listed below.

http://www.noacsc.org/download/

Address [&] hitp:) jwmw.noacsc. org/downioad) I ﬂ
Links &]E-Rate &) NOACSCUSAS Web & IRS SUBMISSION (&] MyRegistrar Login &) 0ASE0 &) OECHForum (@] CEDSA &) S5WAT &) WebMail Login &) TSR

DOWNLOADS

[HOACSZ | [INFO | [ Tech Cordinator Page ] [ Bearch | [ Buggestions |

Windows
Downloads and help files for Windows 2 =/95/98

Macintosh
Downloads and help files for Macintoch

Windows IT
Dowrnloads and help for files Windows WNT Server

Hawel
Downloads and help files for Movell Servers

Pay Ernulators
Downloads tor Emmlators -- Iyou need a basic Emulater Go to windows or mac then Free Ennlators --

IEyou are not able to find the download that you are locking for or f there 12 an updated version please emal Webmaster@noacsc org. This email will go to

Kevin, Eric and Dave.



http://www.noacsc.org/download/

3. From this screen you would want to select WINDOWS.

Address |&] http: ] fwwn.noacsc.orgfdownload] B a

Links &]E-Rate &]NOACSCUSAS Web ] IRS SUBMISSION (&] MyRegistrar Login &) 0AS80 &) OECHForum @] CEDSA &) S5WAT (&] WebMail Login (&] TSR

DOWNLOADS

[HOACEZ 1 [INFO ] [ Tech Cordinator Page ] [ Bearch | [ Buggestions |

\

Windows
Downloads and help files for Windows 2 2859

Iacintosh
Downloads and help files for Macintosh

Windows IT
Downloads and help for fles Windows IT Server

Howel
Downloads and help files for Movell Servers

Pay Ermulators
Downloads for Emulators -- Ifyou need a basic Emulator Go to windows or mac then Free Emulators --

IFyou are not able to find the download that you are looking for or if there 15 an updated version please emal Webmaster@noacse. org.  This email will go to
Eevin, Enc and Dave.

4. Once you have selected the Windows downloads, you will see an option for SAFARI.
Select SAFARI.



www.noacsc.org - /ftp/windows/

[To Parent Directory]

Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003

Friday, February 20, 2004
Monday, December 05, z003
Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003
Tuesday, May 04, zO004
Thursday, June 12, 2003
Friday, July 11, z003
Thursday, June 12, 2003
Thursday, June 12, 2003
Tuesday, May 04, zO004

Wednesday, January 25, 2004
Thursday, June 12, 2003
Thursday, June 12, 2003

Friday, October 29, 2004
Tuesday, December 30, 2003
Thursday, June 12, 2003
Tuesday, November 16, 2004
Thursday, June 12, 2003
Tuesday, May 04, z004
Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003
Wednesday, August 20, 2003
Thursday, August 12, z004
Thursday, June 12, 2003

04 PH <dirs> 502
04 PH <dir> AcademicSystems
04 PH <dir> AcrobatPReader

04 PH <dir> Free Emulators

04 PH <dir> Free ImageCast

03 PH <dir> InternetExplorer
3z AM edirs> Java

21 AM <dir> MillailVirusRemowval
03 PH <dir> network

03 PH <dir> pffice 2000

03 PH <dir> Office 97

03 PH <dir> pffice xp

03 PH <dir> OpenCOffice

21 AM <dir> patches

03 PH <dir> Pegasus

43 AM 767139 pinger.zip

03 PH edirs
<dirs>
33 AM edirs
1z AM <dirs> safari
0z PHM <dir> Seagatednalysis
0z PHM <dir> sophos

:z0 PM <dir> SpywareRemowal
23 AM <dirs> Utils

0z PHM <diry> wideo_editing
:00 PHM <dirs> Wirus

0z PHM <dirs> Wing9s

40 AM <dir> Win9s_Update
0z PHM <diry> Win9sShutdoun
0z PHM <diry> WindowsMedia
0z PHM <dir> ws_ftp

43 PM <dir> XP-ZPla

101 AM <dirs> XP-sZPz

0z PHM <dir> w2k

"

"

"

Software

PR

"

"
WONUWWWOWR,WONWW PO WWRW-]WWW0 D0 Wwwwowww
(=]
w
el
]

5. From the SAFARI list, you will see two different options as shown on the screen below..
One option is the actual SAFARI ODBC program and the other is an update that has
been received since we received the original product. You MUST _ install both.

wnoacsc.org - /ftp/windows/safari/

[To Parent Directory]
Wednesday, Decewber 10, 2003 1:52 PHM 767402 ODECUPDATE .EXE
Tuesday, October 16, Z001 Z:Z24 FM 4252396 Jafodbc.exe

6. Install SAFODBC.EXE first by clicking on that option.

www.noacsc.org - /ftp/windows/safari/

[To Parent Directory]
Wednesday, December 10, 2003 1:52 PHM Te7402 ODECUPDATE.EXE
Tuezsday, October 16, 2001 2:24 PM 4252396 Safodbc.exe

Running the installation procedure



7. When you select the SAFODBC the following box will appear. By default, the CANCEL
button will be highlighted. You want to click the button to RUN the program from its

current location.

File Download - Security Warning 5[

Do you want to run or zave thiz hle?

Mame: Safodbc.exe
Type: Application, 4.05 MB

From: WAL, MOSCSC, OFg

—

Bun Save

"While filez from the [ntemet can be useful, this file type can
o patentially harm vour computer. IF you da nok trust the source, da nok

run or gave this software, What's the risk?

Once you select to run the program you will see boxes appear on the screen that will look similar
to this:

13% of Safodbc_exe Completed M=
- &
Dpening:
Safodbe.exe from wisw. noacsc.ong
[ J] 111
Eztimated time left: 50 zec (504 KE of 4.05 MEB copied)
Download ko: Temparary Folder

Transfer rate; 173 kB/Sen

™ Close thiz dislog box when downlnad completes

W pen [ e Ealder | Cancel I

8. You will see a security warning dialog box will appear. This is the end of the download
and at this point you should click on RUN.



Internet Explorer - Security YWarning 5'

The publisher could not be verified. Are you sure you want to run this
software?

mame: Safodbe,exe

Publisher: Unknown Publisher

should only run software Fram publishers wou trosk, How can I decide what
sofbware ko run?

@ This File daes nat hawve a valid digital signature that verifies its publisher, ¥au

Installation Unzip

The procedure then goes through and unzips the download ODBC program and start the setup
program. While it is unzipping you should see a screen like this:

Winip Self-Extractor [safodbc[1]. exe]

YWelcome to HOACSC Safan Installatanl!]

Unzipping DA

WinZip® Sell-Extractor 2 Mico Mak Computing, Inc. http:/Asaa winzip.com




Safari OpenAccess Driver Installation

9. Once the unzip has been completed, the ODBC setup procedure will then start. The first
screen you will see will look like this and you should click on Next to continue.

Welcome to the Safari OpenfAccess Driver! |

Welcome to the Safan Openficcess Setup program. This
program will install S afar Opendccess on wour computer.

It iz strongly recommended that you exit all Windows programs
befare running this Setup program.

Click Cancel to quit Setup and then cloze any programs pou have
running. Click Mest to continue with the Setup prograrm.

WARMIMG: Thiz program is protected by o ghit law and
international treaties.

Unauthonzed reproduction or distributi thiz program, or any
portion of it, may rezult in zevere civil and cnminal penalties, and
will be prozecuted to the maximum extent pozzible under law.

< Back

Cancel |

Safari OpenAccess Driver — User Registration

10. The next screen is the registration screen. You should enter your name, your school
district under the company. The license key _MUST _ be entered exactly as show here.
If you do not enter it correctly, the install will not go to the next step. Click on NEXT.

SB-43714-1066

10



Safari OpenAccess Driver - User Registration 5'

Type vour full name and company name in the box below, vou
must alzo enter the product licensze key.

M ame: ISharu:un Stane

LCompary: INnrthwesl Ohio Area Computer Services Cooper

Licenze Few ISB-43?1 41066

< Back I Mext = I Cancel

Safari OpenAccess Driver — ldentify Language

11. Select the language for the installation and then click on Next.

Safari OpenAccess Driver - Identify Language 5'

Select the language far thiz installation.  The installed wersion of
S afan Opendccess will uze the language chosen here.

i~ Dutch
™ French
i~ Geman

" Japanese

< Back Hest » Cancel

11



Safari OpenAccess Driver — Software License Agreement

12. The software license agreement page will be next. You may read this and then click on
YES.

Safari Openfccess Driver - Software License Agreen ﬂ

g Fleaze read the following Licenze Agreement. Press the PAGE DOWH key to see

the rezt of the agreement.

INTERALCTIVE SOFTWARE SYSTERS, IMC. -
SOFTWARE LICEMSE AGREEMEMT
THIS LICEMSE AGREEMEMT ., iz a leqal agreement between vou [the CUSTOMER] and
Interactive Software Systems, Inc., a Colorado Corporation [the Licenzor, hereinafter
referred ko agz "1S51'"). By continuing with the ingtallation of the SOFTWARE [which may
include any combination of the following components: SafanADS Sereer, Safar
Reportwriter, Safan Adminiztrator, Safan ODBC Interfface, Safan ODBEC Client, Satan Data
Wiemwer], pou agree to be bound by the termz and conditions of thiz Agreement. [f you do
not agree to the termz of thiz Agreement, pleaze immediately dizcontinue the installation
and promptly return the SOFTWARE and azsociated documentation ta the place you
obtained them.

A THESSETH- LI

< Back es Mo |

Safari OpenAccess Driver — Destination Location

13. The next step is to tell the installation which folder on your PC should be used to put the
SAFARI program in. The screen will show you which folder it has selected and if you do
not like that, you can change it. If the folder is ok with you, click on NEXT.

Safari OpenAccess Driver- Choose Destination Locak ﬂ

Setup will inztall the S afan Openticcesze Diriver in the following
directary.

To inzstall ta this directon, click Mest.

Toinstall to a different directary, click Browse and select another
directory.

'ou can choose not to install the Safar Opendccess Driver by
clicking Cancel.

Browse... |

C:ASafanl TWOpendcoessE MG

’— Destination Falder

< Back Cancel |

12



Safari OpenAccess Driver — Server Connection Setup

14. The server connection box is the next screen that will appear. This sets up the link
between your PC and LIMA2. You will need to set up a connection for each of the
software packages that you want to have access to through the ODBC connection. The
following packages are available through the ODBC connection.

USAS
USPS
EMIS
EIS
OECN
INFOHIO
SIS

You also have access to archived data. For example, if you wanted to pull in data from
USAS 2003, you may set up a connection as USAS 2003. This will go to your archived
files instead of live files.

You may set these all up at the time of installation, or you can set them up when you
have a need to use them. It is easier to set them up at the time of installation, but you
can access this section on your PC by following these selections:

START
SETTINGS
CONTROL PANEL
ODBC
For this example we will be setting up a connection for USAS and for USPS.

You will need to click on ADD from the screen below.

Syztem Connections I User Connections I

Safarn InfoSERWVER Connection Configurations: Add

Connection Mame | Server Mame | |lzer Mame | Part Mumber | Service

ioatan_Lor udmzzry Bemove

Configure. ..

il

4| | i
— Dezcription

A connection configuration stores infarmation on how to connect to the specified server. &
System connection i visible to all users on thiz machine.

Chooze an existing Connection Hame and 'Configure’ as necessary. Choose ‘add' to enter a
new configuration.

< Back MHewt » Cancel

13



15. Once you have selected to add a connection, you will need to fill in the information as
shown below.

e The CONNECTION NAME is anything that you want it to be, but it needs to let
you know what the connection is for.

e The SERVER NAME will ALWAYS be LIMA2.NOACSC.ORG

e The USERNAME will be your USERNAME on the LIMA2 system.

e NEVER ENTER ANYTHING UNDER THE PASSWORD BOX.

cafari InfoSERYER Setup i [w] 4|

Connection M arme ILIS.-’-‘«S Advanced Setup... |
Server Hame ILIM#«E.ND.&ES C.ORG Trouble Shating... |
User Name [SHARON

Set Yariables. .. |
Pazzword I

Confirm Password I

] LCancel |

16. The next step then is to select the ADVANCED SETUP.

Safari InfoSERYER Setup - | I:Il X

Connection Mame ILIS.-’-‘«S Advanced Setup...
Server Hame ILIM.&ZNDAES C.ORG Trouble Shaating... |
User Name [SHARON

Set Variables... |
Pazzword I

Confirm Passward I

k. LCancel |

17. Safari InfoSERVER Advanced setup dialog box will appear next. The only information
that you need to enter in this box is the information under the PATH. This tells the
connection where to look on LIMAZ2 to get the information needed. Since we are adding
a connection for USAS, we will need to enter the path for the USAS connection. This is
shown below. Each of the other packages will be the same format as show, changing the
USAS part with the package you are doing. You need to make sure the information is
entered exactly as shown below, or you will have problems doing a connection. Click on
OK when finished entering the necessary data.



cafari InfoSERYER Advanced 5 x|

Poit Mumber |H23341

Service Iudmssw

Path M ame: |DEEN$:S.¢.F.-‘-‘-.HI LSAS

\ ok I Cancel

18. You will be back to the Safari INfoSERVER Setup up screen. Click on OK to save this

connection.
BT
Connection Mame IUSﬁS Advanced Setup.. |

Server Mame ILIMA2.ND.-’-\CSC.EIFHG Trouble Shaoting... |
User Mame |SHARON

SetYarables.. |
Pazzword I

LConfirm Pazsword I

LCancel |

At this point, you will be back to the original Server Connect screen and you should see your
connection name that you just added listed. If you do not, you should go back to step 14 and try
the procedure again. Also, if you needed to add another connection, go back to step 14 to
complete the next one.

=

Systemn Connections | User annectignsl

Safar InfoSERVER Connection Configurations: Add
Connection Mame | Server Mame | Uzer Mame | Port Mumber | Service

i_Connection udrnssry Bemove
Lita2Z MO,  SHAROM f23341 udmzzry
Configure...
“| | |
— Dlescription

A connection configuration stares infarmation on how to connect to the specified server. &
Sygtem connection is vizgible to all uzers on this machine.
Chooze an exigting Connection Mame and "Configure’ ag neceszary, Chooge 'bdd' to enter a
new configuration,

< Back I Mewt > Cancel

15



When you have all the connections added that you want, your screen will be similar to the
following screen. Click on NEXT to continue with the install.

X

Systern Cormections | User Connections |

Safarni InfoSERYER Connection Configurations:

Cannection M ame | Server Mare | Uzer Harme | Part Mumber | Service

Il

EIS LiMAZMNO...  SHAROW #2331 udmssry Bemove
EMIS LiMa2MO...  SHAROM #2334 udmssry
Satar_Connection udrnzzsry Configure. ..
LSas LiMa2MO...  SHAROM #2334 udmssry

USPS LitAZMO...  SHAROM #2334 udmnssry

1| | 0

— Description

A, connection configuration stores information on how to connect to the zpecified zerver. &
Syztem connection iz vizgible to all ugers on this machine.

Chooze an esigting Connection Mame and "Configure’ az neceszan, Choosze 'Ad rter a
e configuration,

< Back | Mext » | Cancel

Safari OpenAccess Driver — Program folder

19. The program folder screen will be displayed on your screen. This is add an icon to the
programs folder for SAFARI ODBC. This allows you to find the program easily by going
to the program listing on your PC. Click on NEXT.

Safari Openfccess Driver - Select Program Folder x|

Setup will add program icons ta the Program Folder listed below.
You may tppe a new folder name, or select one from the existing
Falders lizt. Click Mext to continue

Brogram Folders;

ani InfaT

Administrative Tools
E-Term32

Games

HF Lazerlet 8150
Java'w'eb Start
Microzoft Office Tools

Persona Client LI

< Back I Heut » I Cancel |

16



Safari OpenAccess Driver — Summary

20. A summary of the installation will be displayed next on your screen. If everything looks
ok, then click on NEXT.

safari Openficcess Driver - Summary 5'

Setup hag enough information to gtart copying the prograr files,
IF pou want to review or change any settings, click Back. If you
are satistied with the zettings, click Mexst to begin copying files.

Current Settings:

SetupType ;I
Full Ingtallation

T argetDir
C:\Safanl ThOpendccessEMG

Idzer Infarmation
Mame: Sharon Stoner
Company: Morthwest Okio Area Computer Services Cooper

Licenze Kew SB-43714-1066
| Ll_l

< Back I Mewt > I Cancel |

1

Safari OpenAccess Driver — Summary

21. At this point the procedure will continue to install. When it is finished you will see the
following screen. You should select to return to the main menu and click on FINISH.

=l
IF pou have finizhed installing ALL licensed products in

Safari InfoT OOLS. it is recommended that you reboot,
Chooze the desired option below, then cliick Finish.

% Return to the Main Menu
" Review the 'Fead Me' File

™ Restart the Computer

17



Installing SAFARI ODBC
UPDATE

Once you have completed the installation of the SAFARI ODBC, you _MUST_ next install the
update before you can start using it.

Finding the UPDATE Program

1. Open your web browser.
2. Go to the following link to get to the page listed below.

http://www.noacsc.org/download/

Address |&] http: | fwww.noacsc.orgfdowrload] N a

Links &]E-Rate @&]NOACSCUSASWeb ] IRS SUBMISSION (&) MyRegistrar Login @] 0ASEO (@] OECNForum @] CEDSA (@] S5WAT (@] WebMail Login & T5R:

DOWNLOADS

[HOACES 1 [INFO ] [ Tech Cordinator Page | [ Search ] [ Buggestions |

Windows
Downloads and help files for Windows 2 2859

Ifacintoch
Downloads and help files for Macintosh

Windows NT
Downloads and help for files Windows NT Server

Nowell
Diowloads and belp files for Mowell Servers

Pay Ermlators
Downloads for Emmlators -- If you need a basic Emulater Go to windows or mac then Free Ennilators --

IEyou are not able to find the download that you are locking for or ff there 15 an updated version please emal Webmaster@noacsc.org. This email will go to

Eevin, Enc and Dave.

18


http://www.noacsc.org/download/

3. From this screen you would want to select WINDOWS.

Address |&] http: ] fwwn.noacsc.orgfdownload] B a

Links &]E-Rate &]NOACSCUSAS Web ] IRS SUBMISSION (&] MyRegistrar Login &) 0AS80 &) OECHForum @] CEDSA &) S5WAT (&] WebMail Login (&] TSR

DOWNLOADS

[HOACEZ 1 [INFO ] [ Tech Cordinator Page ] [ Bearch | [ Buggestions |

Windows
Downloads and help files for Windows 2 2859

Iacintosh
Downloads and help files for Macintosh

Windows IT
Downloads and help for fles Windows IT Server

Howel
Downloads and help files for Movell Servers

Pay Ermulators
Downloads for Emulators -- Ifyou need a basic Emulator Go to windows or mac then Free Emulators --

IFyou are not able to find the download that you are looking for or if there 15 an updated version please emal Webmaster@noacse. org.  This email will go to
Eevin, Enc and Dave.

4. Once you have selected the Windows downloads, you will see an option for SAFARI.
Select SAFARI.

www.noacsc.org - /ftp/windows/

[To Parent Directory]
Thursday, Juns 12, 2003
Thursday, June 12, 2003
Thursday, June 12, Z003
Thursday, Juns 12, 2003
Thursday, June 12z, 2003
Thursday, June 12, 2003

Friday, February 20, 2004
Monday, December 08, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, June 12, 2003
Thursday, Juns 12, 2003
Thursday, June 12, 2003
Tuesday, May 04, 2004
Thursday, Juns 12, 2003
Friday, July 11, 2003
Thursday, June 12, 2003
Thursday, Juns 12, 2003
Tuesday, May 04, 2004

<dir> 02
<dir> AcademicSystems
<dir> AcrobatBeader
<dir> Free Emulators
<dir> Free ImageCast
<dir> InternecExplorer
<dirs
<dir> Milh
<dir> necwork
<dirs> office_zOO00O
<dir>
“dir>
<dirs
<dir>
“dir>

TET139
<dir>
“dir>
<dirs>

m

ViruskEemowval

"

"

ktop_Software

WONUUWOWRUDONWULOPNOWWHRO-JRUGLUODW LWL WY
a
@
o
]

Wednesday, January 25, 2004 1z &M <dir> gafari
Thursday, Juns 12, 2003 oz FM «Air> Seagatebnslysis
Thursday, June 12, 2003 oz FH <dir> sophos

Friday, Octoker 29, 2004 1Z:20 FH <dir> ZpywareRemowval
Tuesday, Decewber 30, 2003 10:23 &M <dir> Orils
Thursday, June 12z, 2003 oz FM <dir> wideo_editing
Tuesday, November 16, Z004 [=T=0 3 4 <dir> ¥irus
Thursday, Juns 12, 2003 oz FM <dir> Winss
Tuesday, May 04, 2004 10:40 AM <dir> WinSs_Update
Thursday, June 12, 2003 0z FH <dir> WinoSshutdown
Thursday, June 12, 2003 oz FM <dir> WindowsMediz
Thursday, June 12z, 2003 oz FM <dir> ms_frp
Wednesday, &Lugust 20, 2003 43 FPH <dir> XP—SPila
Thursday, August 12, 2004 10:01 AM <dir> XP—SPz2
Thursday, June 12, 2003 oz FH <dir> wZk
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5. From the SAFARI list, you will see two different options as shown on the screen below..
Select the option to install the update.

www.noacsc.org - /ftp/windows/safari/

[To Parent Directory]
Wednesday, Decerber 10, 2003 1:52 PM 767402 QDECUPDATE.EXE
Tuesday, October 16, 2001 2:24 PM 4252396 Safodbo.exe

6. Install ODBCUPDATE.EXE first by clicking on that option.

www.noacsc.org - /ftp/windows/safari/

[To Farent Directory] ,
Wednesday, December 10, 2003 1:52 PN 767402 ODBCUPDATE.EX

Tuezsday, October 16, 2001 2:24 PM 4252396 Safodbc.exe

Security Warning

7. When you select the ODBCUPDATE.EXE program, the following box will appear. By
default, the CANCEL button will be highlighted. You want to click the button to RUN the
program from its current location.

File Download - Security Warning x|

Do you want to run or save this file?

Mame: CDBCUPDATE.EXE
Type: Application, 749 KB

Frorm: WAL, MO3CSC, 0rg

= 4

Bun Save

While filez fram the Intermet can be uzeful, thiz file tipe can
potentially harm your computer. [F you do not tust the zource, do not
rurn ar gave this sofbware. What's the nisk’?

8. You will see a security warning dialog box. This is the end of the download and at this
point you should click on RUN.

20



Internet Explorer - Security YWarning 5'

The publisher could not be verified. Are you sure you want to run this
software?

Mame: ODECUPDATE.EXE

Publisher: Unknown Publisher

‘ Ruri |

should only run software Fram publishers wou trosk, How can I decide what
sofbware ko run?

@ This File daes nat hawve a valid digital signature that verifies its publisher, ¥au

Safari ODBC Update Setup

9. The following screen will appear for you to start the update installation. You should click
on NEXT.

fis: Safari ODBC Update Setup

Welcome

Welcome to the installer for Safan ODBC Update 1.0,

Thiz update carrects a prablerm with the previous version af the DDBC driver that did not
allow quernies to be updated uzing the Quemn Wizard.

Thiz Safari ODBEC driver update iz to be applied to SAFODEC verzion 4.07.02.00 anly.
The werzion can be checked by going ta the ODEC Administratar, Drivers tab, and
zorolling down bo find the SAFODBC [English) Driver 32 version. [ it MOT 4.01.02.00,
please cancel thiz update. Contact pour DA zupport zite ztaff for instructions on hiow to
obtain the 4.01.02.00 verzion of the driver.

Cancel |
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Installation Folder

10. Select the folder that you wish to have this updated installed. It should be installed in the
same place as the original SAFARI ODBC installation, which should come up as a
default. Select NEXT.

fig Safari ODBC Update Setup x|

Installation Folder f;;::«‘.:'uh]"'
: . . . S e
Select an installation folder and click Mext to continue. ¥ i fﬁ*@f
| ;
y

The software will be installed in the folder isted below. This iz the folder for the aniginal
Safan ODBLC ingtallation. To install ko a different folder, either type in a new path, or click
Change to browse for an existing folder.

Inztall Safar ODBC Update bo:

C:4Safanl TADpendccessE NG Change. .. |

¢ Back I et = I Caricel
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Ready to Install Update

11. You are now ready to start the update. Click on Next.

fig Safari ODBC Update Setup

Ready to Install
You are now ready to install Safan ODBC Update 1.0

¢ Back

Caricel |
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Update Completed

12. The procedure will then continue with the install and when finished the following screen
will appear. Click on FINISH.

fi: Safari ODBC Update Setup

Safari ODBC Update Installed
Successiully

Setup iz complete and vour zoftware iz now installed.
Thank vou for choozing Safan ODEC Update 1.0.

W'hen vou go into the ODBC Adminiztrator and look at drivers, the
SAFODEBLC [English] Driver 32 werzion should now be 4.01.05.00.

Pleaze click Finizh to exit thiz installer.

You are now ready to start using the SAFARI ODBC data connection.
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Using SAFARI ODBC

Creating a query

For this example, we want to create a spreadsheet the with address information in it for all

vendors that live in a specific zip code. You could then use this data sheet with word and create
labels.

Open EXCEL

2. Select DATA, then IMPORT EXTERNAL DATA, then NEW DATABASE QUERY as
shown below.

Ble Edt Vew Insert Format Jools | Data | Window Help Adobe PDF Type a questid
DeHan @Ry 4 e =t @ -3,

d Ty Qﬂ Subtotals. ..

arial -0 -|B I O E@ PivotTable and PivotChart Report... B A .

] |

Import External Data 3 | ¥ Import Data...
Al - S [ Mew Web Query..,
¥
B E | © | D * |

L= r = T I’I Mew Database Query. ..

=

[u]

(5]

b

[hy}

o

~l

[=x]

W

Selecting Data Source

When you select to create a database Query, you will be then prompted to select the Data
Source. A listing of all the Data Sources that you have available will be displayed. You should
see the data sources that you added previously when doing the Safari ODBC install.

3. Select USAS as shown below and click on OK.
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SIS Yy -
R [3]a]3]<]z]a[=[a]s 2[5 <] =[~[=]=]=]«]]

S afari_Connection
S afari_Connection”
S afari_Connection®

Options...

Delete

Ell ¥ Use the Query Wizard to create/edit queries

p—

File Edit ‘ew Insert Format Tools Data  Window  Help  Adobe PDF TYDBBCIUBSUI

DEES% ERY 4 BR-<C v - @ =8 5 [l -0,

i3 %3 % 4 % B (=1 | ¢ Reply with Changes... EndReview... _

frial 10 -|B I U EE=EHEH$ %, W% B Oy A-

o )

Al A fe
A | s | ¢ | b [ E | F | 6 [ H [ 1T | J | K [ ™

Databases I Queriesl OLaP Cubesl
EmdI5* a
Excel Files® _I ﬂl
M5 Acocess Database™
PDExpress” Browse... |

Connecting to the Server

4. You will then be prompted to login. This screen will pull up all the information that you
entered through the installation, so you should just need to enter your password and click

on OK.
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Ed Microsoft Excel - Book1

] File  Edt Data Adabe POF
NEESE GRY | $BR-< | oo @ =-23 % W@ -0,

.. End Review... _

Wiew Insert  Format  Tools Window  Help

Type a queskiol

Command File Marne IDECN$:SAFAF|I USas

— Service Parameter:

Port Number |#23341
A5G-Safar Iudmssw
oK Cancel |

il o -BprUEEEE %, Ba|EE DA,
Las-E o
A - 3
A | 8 | ¢ | o | E | F [ 6 [ ®W | 1 | J | K [ L [ M |
x
— Login Information =
Server Mame ILI Ma2 NOACSC.ORG ml
User Name ISHAHDN Trauble Shooting... |
Password ||

R EEE= _

i
i

Choose Table or Columns

5. Once you get logged in, or the connection has been made, you will see a list of tables
available for you to select from. We are going to choose the Vendor file, so you will need

to scroll down to find VENDOR.

E3 Microsoft Excel - Book1

Fil=  Edit Data  Window Adobe POF
PEHSRSRY $BR-C o - &= -4 a@w -3,
3 a3 %a 1 © ¥a Bl 431 | ¥ Reply with Changes... EndReview... _

B 7 U B % %, %%

Wiew Insert  Format  Tools Help

Arial

T
Al - i3 Q
A | B | ¢ |

- 10 -

uery Wizard - Choose Columns

‘wihat columns of data do you want to include in pour queny?

Available tables and columns: LColurnnz in your query:

REVENUE_=REF S
SECUR_ACCT

SETUP_ACCT <
SETUP_PREF « |

-

Preview of data in selected column:

@ Ereview How

DOptions. .. < Back

Tests | Cancel I

Twpe a question fo

) _
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available to select from. You can select to add all fields or just a few of them.

Click on the PLUS SIGN to open up the selected table and you will see the fields that are

Once you

have the field you wish to select, highlight it and click on the arrow pointing to the right,

that is in the middle of the screen.

Ed Microsoft Excel - Book1

File Edit Wiew Insert Data Adobe PDF
DEEHSE SRY $BR- o o @ = 4% wegho -0,

.. End Revigw.., _

Format  Tools Window  Help

Type a questio

arial - 10 - $ 9% , %00 £ e B AL
o
Al - 5 x|
A | B | ¢ | L
Wwhat columnz of data do pou want ta incl our query’?
Awvailable tables and colurnns: LColumnsz in your query:
= YENDORS =] | [memEC B
YEMDOR_MO j
- < |

== <

ADDRESS_1
ADDRESS_2
rITy

-
1| | »

Freview of data in selected column:

@I Preview Now

< Back I Mext > I

Optiong... Cancel

H(.D

7. Continue to select all the fields that you wish to have in your query as shown below and

click on NEXT.
Fd Microsoft Excel - Book1
File Edit View Insert Format Tools Data  Window Help  Adobe PDF Type a que|
DEEHSE SRY 4 RR-<C| 9o |8 -4 @@ -0,
i3 #a ¥a 4 & Kg B =1 | ¥ Reply with Changes... End Review... _
Arial -0 - B I US=E=E% %, W% B DA
T
Al b 5 Query Wizard - Choose Columns 5[
A | B | ¢ | D L | ™
i “what columnz of data do pou want to include in your quen?
2 Awailable tables and columns: LColurmng in your quern:
3 EMalL_ADDRESS ;I > I MHAME_1 d
2] CATEDRY | [apBRERe 5
5 ACCOUNT_MUMEBER oY =
5 MINORITY_VEMDOR = << STATE
7 LAST_ACTIMITY_DATE ZIF_CODE
? CRFATFD DATFE h
| O | [ | »
)
10 Preview of data in selected column:
11 |
12
13
14 . .
E @l Freview Now Dptions. .. < Back Mest > Cancel
16
17
18
10
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Filter Data

8. The next screen will allow you to filter data, or select just specific things from the fields
that you have selected. We want all the vendors with a specific zip code, so we would
then set up a filter. If you wanted all vendors, you would just click on next, but since we
do want to specify vendor zip codes, then you need to click on the field to be filtered and
put the data how you want it filtered, as shown below and click on NEXT.

E3 Microsoft Excel - Book1

File Edit ‘“iew Insert Format  Tools Data  Window Help  Adobe PDF Type a question Fo

DPEHLYSRY|4BR-I|v-o- (@ =-3 5| @ -3,

I e R e B =) | @ Reply with Changes... End Review...

@I < Back I Mext > I Cancel |

Arial -0 - B I UEE=EE % % 5 W% Sl -BdA

T )

M~ & x
A | B | ¢ | D L | M

1 Filter the data to specify which rows to include in your query.

T If you don't want ta filker the data, click Mext.

3 LColurnn to filter: Only include rows where:

e MEMET —ZIF_CODE

5 ADDRESS_1 equals ~| 45804 -
5 | ADDRESS_2 I J I J
= Ty @ And O 0Or

STATE

g ZIP CODE I j I j
&l O fnd OO

10
1 | ) | I
A ) and €00,

13

14

15

16

17

axl

)
o)
—~
v/
=
)

9. The next screen will allow you to sort the data. You may sort by any field that you have
pulled into the Query. For this example we will be sorting by the vendor name, then click

E3 Microsoft Excel - Book1

File Edt Wiew Inssrt Format  Tools Dats  Window Help  Adobs POF Type a question For bl

DEHay SRY | BR-< oo @ =-24 3 w@os -0,

e R e | Bk =) | woReply with Changes... End Review...

Arial %, W B -5 A

™R .

M- & ]
A | B [ © [ D L | M [ N

1 Specify how you want your data sorted.
T IF pou don't want to sort the data, click Next.

El .
4 | Sart by
% & Ascending
= © Descending
= Then by
| 7 | I ﬂ ) fscending

S € Descendig
a1 Ther by _
| 10| | = € fscending

1 € Descending

12 -
13
% @l <Back [ Hewt> | Cancal |
16

17

18

19

20

21
——
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Finish the Query

10. The following screen will be displayed once you have gone through the Query Wizard.
We would like to have this data put into an Microsoft Excel, so we will select that and
click on FINISH.

Ed Microsoft Excel - Book1

@ File Edit VYiew Insert Format  Tools Data window  Help  Adobe PDF

DEHSRSRY B v - || =245 @@le -0.

i3 ¥ %a i & M B 4= | o Reply with Changes... End Review... |

Arial -0 - B I U SEE=EEH$%, BMEE DAL

sl

M~ A x
A | B | ¢ | D L

1 —wfhat would you like to do nest?
% &' Return Data to Microsoft E #cek Save Query... |
Z " View data or edit quem in Microsoft Guery

=]
? " Create an OLAP Cube from this query
A
| & |
EN
| 10|
11
[ 12|
13

14 —
ﬁ @l < Back I Finizh I Cancel
16
17

12

Placement of Data

11. You have the ability to place the data anyplace in the spreadsheet. The default is to
place it in the cell where you cursor is located before you started the query. If you don't
want to place the data there you can change it. You could also create a pivot table at this
point.

One of the main things on this screen that you should go to is the PROPERITIES box.
By default the query will be saved in the spreadsheet and it will be saved with your
password entered into it. You should never allow this to happen. If you change your
LIMA2 password, you will not be able to run this query again.

The following shows you have to _not_ save your password in the query. Click on
PROPERTIES.
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Ed Microsoft Excel - Book1

File  Edit  Wiew Insert Format  Tools Data  MWindow Help  Adobe PODF
NS HOSB ERY |4 DR- | o-c-|@ = -2 5| @@os 3.
tafata A& Bl (=) | woReply with Changes. .. End Review... |
[aria o e rul=E==8(% %, B0 EE|D A,
e,
Al - 1
A 8 [ ¢ [ D0 [ E [T F T @& [ H T T T 3 T ® T T

‘here do wou want ko put the data?
% Existing worksheet:

Cancel |
| =TT

7 Mew worksheet

@ Create a PivatTable repart...

l Properties... Patameters. .. Edit Query...

12. Make sure the box that shows SAVE PASSWORD is unchecked. Then click on OK.
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Ed Microsoft Excel - Book1

@ File Edit Yew Insert Format Tools Data  Window Help  Adobe FDF Type a

P HSBSRY |4 BR-|o-o-|@ -5 3| @@ @,

a2 %a A B o) @ o Reply with Changes... End Review.., _

|F'.ria| v”lD v| B Fr u == $ %o, %9 LoD AL

)

Al - 5
A B | C | B} | S| External Data Range Properties i | |

1

7 [ame: IQuery from Usas
i Query definition
| 4 |
| 5 |

G

7 Refresh cantrol

g [V Enable background refresh

] [ Refresh every |5U E‘ minukes

10 V¥ Refresh data on file open

11 [ Remove external data From worksheet before saving
| 12 | Daka formatting and layaout
| 13 | v Include Figld names IV Preserve column sortFilker layout
[ 14 [ Inchude row numbers [V Preserve cell Formatting
% v adiust column width

17 If the number of rows in the data range changes upon refresh:

18 ' Insert cells For new data, delete unused cells

19 " Insert entire rows For new data, dear unused cells

20 " Qverwrite existing cells with new data, clear unused cells
% [ Fill down Formulas in colurns adjacent to data
[ 23 | Ok I Cancel

24 ‘

25
i

13. You will then be brought back to the screen for data placement. Click on OK.

Ed Microsoft Excel - Book1

File Edit Wiew Insert Format Tools Data  window  Help  Adobe PDF

N dSB|SRY | SRR o-o-|@ = -2 % W@ @,

iz e o I I R L) @ ¥# Reply with Changes... End Rewview.., _

|rial e CB oz U =S B %, WM|EE DA
e

A1 hd fr
A1 8 | ¢ [ o [ E [ F [ & [ H | [ ] L

Import Data |
Where do vou wark bo puk the data?
% Existing workshest:
Cancel |
&

' Mew workshest

[iF] Create a PivotTable report...

Fropetties. .. Parameters, Edit Query, ..

w
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14. At this point, the data has been pulled into the query and you may do any kind of

spreadsheet features to the data, as shown below.

Ed Microsoft Excel - Book1

@ File Edit Wiew Insert Format Tools Data  Window Help  Adobe FOF TR

DEeEHan @RY bR - & = -4 % @) -0,
id T fr= .

pial -w -[BlrulsE=8% %, @3 DA
s

Al - fe MAME_1
A B C | D E | F |

1 |[NAME 1 ADDRESS 1 ADDRESS 2 CITY STATE ZIP_CODE
| 2 |AARON CURTIS 125 WY, KIBBY STREET LImA [ OH 45304
| 3 |ALLEN FAMILY PRACTICE ASSOC. 1220 E. ELM STREET SUITE 210 LIMA CH 45804
| 4 |ALLIED ENVIROMENTAL SERVICES 1867 S. DIXIE HIGHWAY LIM& OH 45804
| 5 |ATLAS COMMUNICATIONS 1378 BELLEFOMNTAINE SUTEB LIMA (OH 45304
| B |BARBARA DUNVALL 857 CANYON DRIVE LIMA (OH 45304
| 7 |BIG DADDY'S TOWING 3555 5T, JOHNS ROAD LIMA OH 45304
| § |BONNIE BLACHLY 245 SUNNYMEADE LAME LIMA OH 45304
| 9 |C.5.5. PUBLISHING 517 S0OUTH MAIN ST. LIkd& (OH 45804
| 10 |CHARLES WARE 131 E. EUREKA STREET LIMA [OH 45804
| 11 [CONMNECTIONS TELEPHOME SY 2100 HARDIMG HIGHYY LIMA (OH 45304
| 12 |David Cole 823 E. Kibby 5t Lima (OH 45304
| 13 | GINA UHL 774 QUEENSEURY LIMA OH 45304
| 14 [HEA-JIN LEE 4240 CAMPUS DRIWE LA [OH 45804
| 15 |[HENSON'S FRAME & AXLE SERVICE (318 5. WEST ST. LIkd& (OH 45804
| 16 [HOLIDAY MM LIkA 1816 HARDIMNG HWY. S.R.309 LIMA [OH 45804
| 17 |LIMA BOARD OF EDUCATION B00 5. PIERCE LIMA (OH 45304
| 18 |LIMA CITY SCHOOLS 515 5. CALUMET AVE LIMA (OH 45304
| 19 |LIMA DOORS 1802 "C" STREET LIMA OH 45304
| 20 | LIMA LAWN MAINTEMNANCE 1170 5. CENTRAL LA [OH 45804
| 21 |LIMA SENIOR CULINARY ARTS 1 SPARTAR WYY LIM& OH 45804
| 22 |LIPPINCOTT PLUMBING & HEATING 872 ST. JOHNS AVENUE LIMA [OH 45804
| 23 |LY AN WINEGARDMNER 2234 MAKIN DRIME LIMA (OH 45804

A4 Lima Memorial Hospital 1001 Bellefontaine Ave, Lima _OH 45504

Making Changes to a query

Once you have pulled data into the spreadsheet, you have the ability to make changes to the
original query. You might want to change the sort or change the filter or add additional columns

to it. The following will be an example of how to add an additional column to the query.

Add Additional Fields or Columns

1. You must be located someplace within the query to make adjustments to it. Once you
have placed the cursor in a cell, you need to click on DATA, IMPORT EXTERNAL
DATA, and EDIT QUERY as shown below.
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Ed Microsoft Excel - Book1

@ File Edit ‘Wiew Insert Format Tools | Data | window Help  Adobe PDF TvH
DEEHaH SR Y| s g o i [&] o - ),
e @ ?@ LA T ¥ % Qﬁ iR Subtokals. ..
drial - 10 = I U EIE PivotTable and PivotChart Repart... - ML A .
- | Import External Data bl
21 - A MAME 1 ! Refrash Data .
A = T >
1 [NAME 1 |ADDRESS 1 ADDRESS|= £dit Quer
| 2 |AARON CURTIS 1264y, KIBBEY STREET = fooo
| 3 |ALLEM FAMILY PRACTICE ASS0C. 1220 E. ELM STREET SUITE 210[ES' Data Range Properties. .
| 4 |ALLIED ENVIROMENTAL SERVICES 1867 5. DIXIE HIGHWAY
| 5 |ATLAS COMMUMICATIONS 15378 BELLEF OMTAINE SUITEE T T T
| 6 |[BARBARA DLWALL 857 CAMYOM DRIWE LImA OH 45304
| 7 |BIG DADDY'S TOWING 3556 ST, JOHMS ROAD LIn& OH 46504
| G |BONNIE BLACHLY 545 SUMNYMEADE LANE LIn& OH 45504
| 9 |C.5.5. PUBLISHING 517 SOUTH MAIN ST LIn& OH 455804
| 10 |CHARLES WARE 131 E. ELREKA STREET L& OH 45504
| 11 [CONMECTIONS TELEPHONE 5Y 2100 HARDING HIGHWY LIMa OH 45304
| 12 |David Cale 523 E. Kibby St. Lirma |©OH 45304
| 13 |GIMNA UHL 774 QUEEMSBURY LIn& OH 45504
| 14 |HEA-JIN LEE 4240 CAMPUS DREMWE LIn& OH 45504
| 15 |[HENSON'E FRAME & AXLE SERVICE 318 5. WEET 5T. L& OH 45504
16 [ HOLIDAY MM LIMA 1516 HARDIMG HWY . SR 303 LI OH 45504
2. The Field or Column screen will be the next screen that comes up. At this point you can
add the additional fields that you wish. We are going to select YTD_TOTAL and click on
NEXT.
@ File Edit V“iew Insert Format Tools Data  Window  Help  Adobe PDF Type

DEEHSE SRY | SB@A-F|o-o-|@ =4 2 @ o -5,

. End Rewview...

il -0 -[Blrul===88 %, W9 LB A
T 2.
Ml__v A NAME x
A

1 INAME 1 What columng of data do pou want to include in pour query?
ZMRON CURTIS Available tables and colurmns: Columnns in your query:
| 3 |ALLEN FAMILY PRACTICE ASS0C. STATUS ;l i I NAME_1 j
| 4 |ALLIED ENVIROMENTAL SERWICES FLAG_1093 ) igggggg_; =
| 5 |ATLAS COMMUNICATIONS S5M_1033 = lory -
| 5 |BARBARA DUVALL FYTD_TOTAL e || BN

7 |BIG DADDY'S TOWWIRG CHECK_MAME_1 ZIP_CODE
=1 FHFCK NAKMF 2 hd YTD_TOTAL
| 8 |BONNIE BLACHLY 1| |_>|—I

3 |C.5.5 PUBLISHIMG
| 10 | CHARLES WARE Previgw of data in selected colunn:
| 11 |COMMECTIONS TELEPHOME SY |
| 12 |David Cale
| 13 | GINA UHL
% :Eﬁ;gNESEERAME % AYLE SERWICE @l Preview Maow Optiohs... < Back Mest > Cancel
| 16 [HOLIDAY NN Lina, IS rT rre—a o
| 17 |LIMA BOARD OF EDUCATION 600 5. PIERCE LIra, OH 45804
| 18 |LIMA CITY SCHOOLS 515 3. CALUMET AWE LIrA OH 45804
| 19 |LIMA DOORS 1802 "C" STREET Lira, OH 45804

20 |LIMA LAWN MAINTEMNANCE 1170 5. CEMNTRAL LIrd, OH 45804




Add Additional Filters

3. If you need to make any additional changes to the original filters, you would do it at this
point. Click on NEXT.

: crosoft Excel - Book1

File Edit Wiew Insert Format Tools Data ‘Window Help  Adobe PDF Type a question for b

DEEHSR GRY $BR-I oo (&= 4L legler -0,

i3 %a i © ¥ B (=1 | @ Reply with Changes... End Revisw...

Al -0 -[B]z U = G B AL

e e

Ml v R NAME] x|
A H

1 |NAME 1 Filter the data ta specify which rows ta include in your query. | |
2 | MRON CURTIS If you don't want ta filker the data, click Mext.
TALLEN FAMILY PRACTICE ASSOC, Column ta filter: Only include rows where:
| 4 |ALLIED ENVIROMENTAL SERVICES | FFAME. 1
| 5 |ATLAS COMMUNICATIONS ADDRESS_T | =l =l
| 6 |BARBARA DUVALL AR  hd OO
| 7 |BIG DADDY'S TOWING STATE
5 |BONNIE BLACHLY ZIP_CODE | =] | [7
| 9 |C.5.5. PUBLISHING LIS Clgnd €y
| 10 |CHARLES WARE | =
| 11 |CONMECTIONS TELEPHONE SY - -
| 12 | David Cale 2ndl BT
13 | GINA UHL

14 |HEA-JIN LEE
15 |HENSON'S FRAME & AXLE SERVICE 2 < Back Next>
| 16 [HOLIDAY INM LIMA FerEr IR T e oo
| 17 |LIMA BOARD OF EDUCATION 500 S. PIERCE LIMA OH 45804

Add Additional Sorts

4. The next screen to come up will be the sorts that you original selected. You may make
changes if necessary. We will select NEXT.

File Edit Wiew Insert Format  Tools Data  Window Help  Adobe PDF Type a ql
DEEHSE SGRY| L 2@ o o @45 @@ -0,

W B B W | L] =1 | ¥¢Reply with Changes... End Review... |

frial -w -Blzu|lE==88 %, @3 Ceh-A-

T

M v A NAVES x
A H

1 [NAME 1 Specify how you want your data sorted. ‘
[ 2 AAROﬁ CURTIS If pou don't want to sort the data, click Mexst.
| 3 |ALLEN FAMILY PRACTICE ASSOC .
| 4 |ALLIED ENVIROMENTAL SERWICES Sort by S Loy
| 5 |ATLAS COMMUNICATIONS o
| & |BARBARA DUVALL a
| 7 |BIG DADDY'S TOWING flhent o P
| & | BONNIE BLACHLY | = - Descending
|9 |c.5.5. PUBLISHING et
| 10 |CHARLES WaARE L b By
[ 11 | CONNECTIONS TELEPHONME SY I = ¢ Doccending
12 [David Cole -|
13 |GINA UHL

14 | HEA-JIN LEE
[ 15 |HENSON'S FRAME & AXLE SERVICE o <Book [ Wowr | comd |
| 16 [HOLIDAY NN LinA, T ; i
[17 |LIMA BOARD OF EDUCATION B00 5. PIERCE LIMA|OH 45804
|18 |Lma CITY SCHOOLS 515 5 CALUMET AVE LA OH 45804

19 |LIMA DOORS 1802 "C" STREET LIMA|OH 45804
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Finish the Query Changes

5. Click on FINISH.

Ed Microsoft Excel - Book1

File Edit Wew Insert Format Tools Daka  window Help  Adobe PDF Typi
DEHSRSRY yR@a-I % = - 81 &) @] -0,
i3 Ca = -
el w0 -[B]lru|=E=E=8% %, @9 ¢ LA
T,
Al » B NAME_1 Query Wizard - Finish x|
A H
1 INAME 1 —What would pou like to do nest? |
| 2 |AARON CURTIS :
[ 3 [ALLEN FAMILY PRACTICE ASSOC. & Retumn D ata to Microsoft Excel ml
| 4 |ALLIED ENYIROMENTAL SERVICES © Wiew data or edit query in Microzoft Query
| 5 |ATLAS COMMUNICATIONS
| 6 |BARBARA DUWALL
| 7 |BIG DADDY'S TOWING
| G |BOMNMIE BLACHLY
| 9 |C.5.5. PUBLISHING
| 10 |CHARLES WARE
| 11 |[COMMECTIONS TELEPHOMNE =Y
| 12 [David Cole
| 13 | GIMA UHL
14 |HEA-JIN LEE —
[ 15 |HENSON'S FRAME & AXLE SERVICE 2 < Back Finish Cancel
| 16 [HOLIDAY IMM LIbdA AAL=mE A= = e EOATE== =1 T i
| 17 |LitiA BOARD OF EDUCATION GO0 S, FIERCE LIWA OH 455804
N N S e S T T c10 O L) IIWZT FAYIS | N.& 14 m
The new fields will then be displayed in your spreadsheet.
Ed Microsoft Excel - Book1
Eile Edit View Insert Format Tools Data  Window Help Adobe FDF Type aqu
DEESM SRY s B@A-F o o (@ = 4l @ -0,
i3 T =1 -
Arial -1D-Ig = £ % , DA
™ B Al .
Al - F
A, B C | D E F [ H |
1 |NAME 1 ADDRESS_1 ADDRESS 2 CITY STATE ZIP_CODE YTD_TOTAL
| 2 |AARON CURTIS 126 Wy, KIBBY STREET LIWA OH 45304 0
| 3 |ALLEN FAMILY PRACTICE ASS0C. 1220 E. ELM STREET SUITE 210 LinA OH 45304 0
| 4 |ALLIED ENYIROMENTAL SERVICES 1867 5. DIXIE HIGHWAY LikA OH 45804 0
| 5 |ATLAS COMMUNICATIONS 1378 BELLEFONTAINE SUITE B LIWA OH 45304 0
| 6 |BARBARA DUWALL 857 CANYON DRME LiMA OH 45304 0
| 7 |BIG DADDY'S TOWING 3555 5T, JOHMS ROAD LikA OH 45804 0
| 8 |BOMNNIE BLACHLY A48 SUNMYMEADE LANE LIWA OH 45304 0
| 9 |C.5.5. PUBLISHING 517 SOUTH MAIN ST, LIMA OH 45304 0
| 10 |CHARLES WARE 131 E. EUREKA STREET LikA OH 45804 0
| 11 |CONMECTIONS TELEPHOMNE =Y 2100 HARDING HIGHW LiA OH 45304 0
| 12 |David Cole 823 E. Kibby St Lirma OH 45304 0
| 13 |GINA UHL 774 QUEERNSBURY LiA OH 45304 0
| 14 |HEA-IN LEE 4240 CAMPUS DRMNE LiA OH 45304 0
| 15 |[HEMSOM'S FRAME & AXLE SERVICE (318 5. WEST ST, LIMA OH 45304 0
| 16 |[HOLIDAY 1M LIkdA 1816 HARDIMG Huwy. SR 309 LiA OH 45304 0
| 17 |LIWA BOARD OF EDUCATION FO0 5. PIERCE LiA OH 45304 0
| 18 |LIMA CITY SCHOOLS 515 5. CALUMET AVE LIMA OH 45304 3405.16
| 19 |LIMA DOORS 1802 "C" STREET LiA OH 45804 0
0 |LIkAA, LAV MAINTERNAMCE 1170 5. CEMTRAL LiA OH 45304 0

w
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Saving the query

1. To save the query, you just need to save your worksheet or excel spreadsheet and this
will save the query.

Ed Microsoft Excel - Book1

File | Edt Wiew Insert Format Tools Dakta  wWindow Help  Adobe PDF
M0 bew.. QN bu . | = - 8] ) @100% - 3.
I_EE’; Oper..., Chrl+o Erd Review.. _
i 9% B %, WlEEL A,
1'“ Save Chrl+5 |
Save As

|9E§ Save as Web Page... | o | O | E | F
1 Save Warkspace. .. ADDRESS 2 CITY STATE ZIP_CODE
2 Search... STREET Likda, OH 45304
3 = TREET SUTE 210 LIMA OH 45804
4 Web Page Preview HIGH W AY LikgA, OH 45804
5 Page Setup... DMTAINE SUITE B LA OH 45804
B . DRMNE LA OH 45804
7 AT 2 7 * IS ROAD LimMA OH 45804
g EE,L Prink Preview EADE LAMNE Likda, OH 45304
g &b print... Chrep I ST, LIkdA, oH 45304
10 A STREET LikgA, OH 45804
11 Send To b B HIGHWY Lira OH 45804
12 Properties t. Lirma OH 45804
13 LIRY LA OH 45804
-]4 lS:'l,OFFice'l,Training SESSiDI‘IS'l,M:‘:\RCH.Xls DR'VE LlMA OH 45804
15 Z Sharon's timesheet, xls =T, Litda OH 45804
16 3 SNOfficel ERATE. . 1471 Receipt Acknowledgment. xls £ HWY. S.R. 309 LInd& OH 45504
17 E LikgA, OH 45804
18 1 GriGOOSE.ALS ET AVE LIMA OH 45804
19 Exit FET LA OH 45804
2':' [ ) P S I I 0 P ) O I B P B P LI L s . g | AL LlMA OH 45804
21 |LiMA SENIOR CULINARY ARTS 1 SPARTAM WAY Likda, OH 45304
22 |LIPPINCOTT PLUMEING & HEATING 872 5T, JOHNS AVERNLE LikgA, OH 45804
23 LY MAN WINEGARDMER 2234 pmAKIN DRME LikgA, OH 45804
24 |Lima Memaorial Hospital 1001 Bellefartaine Ave. Lima OH 45504

Refreshing Data from a saved query

Once you have saved a query, you can go into that spreadsheet and refresh the data, without
actually reentering any of the options in the query. To do this you need to open the spreadsheet
that contains the query and be in a cell that has data from the query.
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File Edit Wew Insert Format Tools Data  ‘Window Help  Adobe PDF Type 3

DeEHan SRy | sar. & = -4 o -3,

i T 0= -

Arial -1D-Ig§§§ B % 4, @ B AL

™ .

Al - A MNAME_1
& B | C | D E | F G H |

1 |[NAME 1 ADDRESS _1 ADDRESS_2 CITY |STATE ZIP_CODE YTD_TOTAL
| 2 |AARON CURTIS 125 W, KIBBY STREET LirA OH 45804 0
| 3 |ALLEN FAMILY PRACTICE ASSOC. 1220 E. ELM STREET SUTE 210 LimA OH 45804 0
| 4 |ALLIED ENVIROMENTAL SERVICES 1867 5. DIKIE HIGHWAY LirA OH 45804 0
| 5 |ATLAS COMMUNICATIONS 1378 BELLEFONTAINE SUITE B LinA OH 45804 0
| 6 |BARBARA DUVALL 857 CANYON DRIVE LinA  OH 45804 0
| 7 |BIG DADDY'S TOWING 3555 5T, JOHNS ROAD LinA OH 45804 0
| G |BONNIE BLACHLY 545 SUNNYMEADE LAME Linda  OH 45804 0
| 9 |C.5.5. PUBLISHING 517 SOUTH MAIN ST. Linda  OH 45804 0
| 10 |CHARLES WARE 131 E. EUREKA STREET Linda  OH 45804 0
| 11 |CONNECTIONS TELEPHOME 2 2100 HARDING HIGHW Linda OH 45804 0
| 12 |David Cale 823 E. Kibby St Lirna (OH 45804 0
| 13 |GINA UHL 774 QUEENSBURY LirA OH 45804 0
| 14 |HEA-JIM LEE 4240 CAMPUS DRIVE LirA OH 45804 0
| 159 |HENSOM'S FEAME & A¥LE SERVICE (318 5. WEST ST. LirA OH 45804 0
| 16 [HOLIDAY IMM LIkA 1816 HARDING HWWY. S.R. 309 LirA OH 45804 0
| 17 |LIMA BOARD OF EDUCATION 600 S. PIERCE LirA OH 45804 0
| 18 |LIMA CITY SCHOOLS 515 5. CALUMET AVE LinA OH 45804 3405.16
| 19 |LIMA DOORE 1802 "C" STREET LinA  OH 45804 0
| 20 |LIMA LAWVN MAINTEMNANCE 1170 5. CENTRAL LinA  OH 45804 0
| 21 |LIMA SENIOR CULINARY ARTS 1 SPARTAN WWAY LinA OH 45804 0
| 22 |LIPPINCOTT PLUMBING & HEATING 872 5T. JOHNS AVENUE Linda  OH 45804 0
| 23 |LYWIAN WINEGARDNER 2234 MAKIN DRIWE Linda  OH 45804 0
| 24 |Lima Memarial Hospital 1001 Bellefontaine Awe. Lima |OH 45604 0

Select data and you will see the REFRESH DATA option.

brought into the spreadsheet.

F3 Microsoft Excel - Book1

Click on that and the data will be

File Edit Wew Insert Format Tools | Data | Window Help  Adobe POF Type 3

DEESH SRY | BEM o i [@] 0o - 7] .

i & Qﬂ Filter 3

Farm... A
Arial - 10 - I U | & = = - S A
= =15 Subtatals... T = 7
= - Yalidation. ..
A1 - A NAWE_1
A Table... [D[ E [ F G H ]

1 _[NAME 1 Text to Columns... |2 CITY STATE ZIP_CODE YTD_TOTAL
| 2 |AARON CURTIS BT L& OH 45804 0
| 3 |ALLEM FAMILY PRACTICE ASSOC. - L& OH 45804 0
| 4 |ALLIED ENVIROMENTAL SERVICES Group and Cutline * | UmMAQH 45804 0
| 5 |ATLAS COMMUNICATIONS [i# piverTable and PivotChart Repart. .. LIr, 45804 0

B |BARBARA DUVALL 45804 ]
| 7 |BIG DADDY'S TOWING InpofdExtemalDaty D OH 45804 0
| 5 |BONNIE BLACHLY [$ mefreshpata MA OH 45804 ]
| 5 |C.S.5. PUBLISHING 517 SUOTH WA =1, Linda OH 45504 ]
| 10 |CHARLES WARE 131 E. EUREKA STREET Lindas OH 45504 ]
| 11 |CONNECTIONS TELEPHONE S 2100 HARDING HIGHW L& OH 45504 ]
| 12 |David Cole 823 E. Kibby St. Lima OH 45804 0
| 13 |GINA UHL 774 QUEENSBURY Lia OH 45804 0
| 14 |HEA-JIN LEE 4240 CAMPUS DRIVE L& OH 45804 0
| 15 [HENSON'S FRAME & A¥LE SERVICE (318 5. WEST ST, L& OH 45804 0
| 16 [HOLIDAY INM LIMA, 1816 HARDING HWY. SR.309  LMA OH 45804 ]
| 17 |LiMA BOARD OF EDUCATION B00 5. PIERCE Linta OH 45804 ]
| 18 |LIMA CITY SCHOOLS 515 5. CALUMET AWE Linda OH 45504 3405.16
| 19 |LiMA DOORS 1802 "C" STREET Lindas OH 45504 ]
| 20 |LintA LAWN MAINTENANCE 1170 5. CENTRAL Linda OH 45504 ]
[L21\LiMA SENIOR CULINARY ARTS 1 SPARTAN WAY Linda OH 45504 ]
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