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Overview

N

#SQL Server can be used as a data
source for MS Office applications

#® This tutorial illustrates the following
operations

A Word: document/mail merge
A Excel: link to tables
A Access Project: queries, forms, reports




Word 2007: Mail Merge

N
\J

®# AMail merge is a software funct.
multiple (and potentially large numbers of) documents from a
single template form and a structured data source. This helps to
create personalized letters and pre-addressed envelopes or
mailing labels for mass mailings from a word processing
document . o

I Wikipedia.org

# The mail template includes
A Fixed text, which will be the same in each output document;

A Variables, which act as placeholders that are replaced by text from
the data source.

# Task

A Use the ACust omvorthwindba lhllad aibra steh & oi
address labels



Select a Document Typ

Ve
Vo e =
/ m;ﬁ\l Documentl - Microsoft Open a new Word _u
- Hame Insert Page Layout References Mailings Review  View document go to the @
|=1 Envelopes éﬂ J—; = ﬁ Ma | I | n g S b t a b a n d C I | C k
3 abels = : AStart Mail Merge|o
Start Mail|  Select Edit Highlight Address Greeting Insert Me Finish &
Merge ~ |Recipients ~ Recipient List || Merge Fields Block  Line Field T PO TaoeTs [ pecults | = AUTO CReck for EfTors || Merge
Create 2 Letters | Write & Insert Fields Preview Results Finish
H ) o =] E-Mail Messages I - %l T = = Bz - u - ._-a' I= - L_(?' Document Map
1 | =1 Envelopes... 2 1 3 ~
= e = Choose fiLabel s
S ety T — labels; you can also create
= \
2 other types of documents
(&) | Normal Word Document that require dynamic data.
=4 step by Step Mail Merge Wizard...

Label Options

Printer information |

.::::- Continuous-feed printers ChOOSG a Iabel
{b:} Page printers Tray: | Default tray (Automatically Select) |z| Ve ndor and
product type.

Label information

Label vendors: | Microsoft IZI

Product number: Label inforprdtion

1/2 Letter Address Label
1/2 Letter '

1/4 Letter
i Width: 2.63"

1/4 Letter
30 Per Page Page size: 8.5" X 11"

30 Per Page

. i - ] = :
Pgsl s s | aies s | WD Bekaue [ Details... ] [ New Label... ] Delete oK ] [ Cancel ]




Select a Data Source

1. To get some dynamic

4 data from the database
U...\‘n Documentl - Microsoft Word Table Tools ;‘Z (E S Q L S erv E r ) 2
i 3 Home Insert Page Layout References Mailings Review View Design Layout X I S t I n g I S t
_ : source window will appear.
=1 Envelopes 5 ; - = S =P Rules [H 4 | b
=l Labels L= @ 3 i i
= . _ - _ 4] Find Recipient o
Start Mail Edit Highlight Address Greeting Insert Merg Preview Finish &
Merge - [Recipients ~|Recipient List || Merge Fields Block  Line et P .pizic alizz Results = & Auto Check for Errors Merge
Create { Type New List... #e & Insert Fields Preview Results Finish
Hw9-0FBH Use Existing List... T 9 x x # - U - -2~ LY DocumentMap = — .
CE ﬂ.ﬂ_gl S:Ith:gmmgolustlookContacts... U - 1 - -7 ! 8 Thls IS an eXIStIng data .
source, which | created it
) Select Data Source GG | before. You can reuse data
P | source link once you
(O[5 > Arata sources 41| defined one.
Organize ~ / = ——
1% Microsoft Office Word l - (local) Northwind2003-mini.odc i
Microsoft Office Data Connection
. 3 3.24 KB
., Favorites
B @) Financial .~ local Analysis Services Projectl
- B Mini DW.odc 3
" Computer Microsoft Office Data Connection
e . home-work miniDW.odc 2 CIICk here to
I My Work Microsoft Office Data Conne :
- ‘:. Remote Computers 319KB Create a neW data
. - home-work Northwind2003-
There is no content after ] Libraries Customers.odc Source.
you selected the label type. 15 Current Work Microsoft Office Data Connetrro
But When you h|gh||ght a” e T n New Data Snnrce ade T
MNew Source...

document, you can see the
document is formatted into
| abel s; it 6s

content yet.

. States)

t h e r e Fiegame (ocaljNarhwind2003-mini.odc

Tools - [ Open Jl Cancel l

- IAII Data Sources (*.odc*md V]




Data Connectlon leard

Data Connection Wizard

Welcome to the Data Connection Wizard

1. The first step is to
select the data source

What kind of data source do you want to connect to? /_/ type We WI” use SQL
Server 2008.

ODBC DSN
Microsoft Data Access - OLE DB Provider for Oracle
Other/Advanced

This wizard will help you connect to a remote data source.

Data Connection Wizard

Connect to Database Server

. Enter the information required to connect to the database server.
If MS Access is

used, select
NnOt her/ Adlvijancedo
(see slide #10) b

2. Log on gfedentials

1@/ Use Windows Authentication

I.:_.' Use the following User Name and Password

User Name:

2. Fill in the server e

name (can bljle A(l ocal) o
or your computer
name), and select log |
on credentials.

Cancel || <Back | Nedt> |




Edit a Label Template

2. Go to the first label
and start to create a
template. You can see
the fields listed here

C/ c{g\ Documentl - Microsoft Word Table TOM are from the database
Bt
_/ Home Insert Page Layout References Mailings Review View D?s'{ Layout @
=1 Envelopes ) =k ﬂ =P Rules - ey | H 4 | 1 | 12 H| -
EN = j — = S8 @ . A — - ll;,_%
= Labels *m Match Fields 1 Find Recipient
Start Mail ~ Select Edit Highlight  Address Greeting |Insert Merge Preview Finish &
Merge - Recipients ~ Recipient List | Merge Fields Block  Line Field - | 2] Update Labels | o ;. | 3 auto Check for Errors Merge ~
Create Start Mail Merge Write & Ir CustomerlD Preview Results Finish
H9-0|F@EAUAE =B A-11 -5 T x x 3 CompanyName [ | | Document Map =
lThedOCumenthll -xg---l---1---I---2---&&&-3---!---4 ContactName “G ol F 1 - BE
1 1 ContactTitl
look like this once a ortacrite
H I~ Address
data source is selected. .
«Next Record» Region Next Record»
PostalCode
Country
Phone
«Next Record» «Next Record» Fax Next Record»
-
c{g\ Documentl - Microsoft Word Table Tools I == g
Bt
< Home Insert Page Layout References Mailings Review View Design Layout (7]
=1 Envelopes " = = = o EP Rules ~ r | K4 | i | oM | E «Next Record»
= == = == EE . uﬁb—_-_s‘]
2 Labels 2% Match Fields 21 Find Recipient
Start Mail ~ Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge - Recipients ~ Recipient List | Merge Fields Block  Line Field - & Update Labels | o (| 3 auto Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
H9-0FBE4A B A-11 -4] 9 x x -0 - - |2-LY - DocumentMap = l «Next Record»
-xg---l---1---I---2---bxx-3---I---4---I---5--&&---6---!---?---I---Sx-
3. Create a label template
& using a mixture of fixed
«CompanyName», «Next Record» text and dynamic variables
«Address» <+ (fI6|dS)
«City», «Region»,«PostalCode» 7

Y P S

Y P S

Y P S




Create All Labels

L/

=
fd "\ Documentl - Microsoft Word Table Tools E
iV 3' —
L_/ Home Insert Page Layout References | Mailings | Review View Design Layout
=1 Envelopes ) =n a ﬂ |2? Rules ~
= Labels = = = = = 22 Match Field 21 Find Recipient
Start Mail ~ Select Edit Highlight Address Greeting Insert Merge d bel Preview
Merge - Recipients = Recipient List || Merge Fields Block  Line Field - | 2] Update Labels ||| ¢y | 3 Auto Check for Ei
Create Start Mail Merge Write & Insert Fields Preview Results
H9-0F 54 A B A-11 -4 9 x. x % -U- -|2- ) [ DowmentMap ¥

After the first
template is
defined, click the
ANnUpdat e
button to apply
changes to all
labels.

If vou are creating labels, update all

Update Labels e e

the labels in the document to use
information from the recipient list.

«City», «Region», «PostalCode»

«Next Record»«CompanyName»,
«Address»
«City», «Region», «PostalCode»

«Next Record»«CompanyName»,
«Address»
«City», «Region», «PostalCode»

«Next Record»«CompanyName»,
«Address»
«City», «Region», «PostalCode»

N e T - e
= :
«CompanyName», «Next Record»«CompanyNamey, o?r:r:;?;
B «Address» «Address»

necessary. ¢ Address»

' meigging

5 nyMName»
this commancc] i YN "

«City», «Region», «PostalCode»

«Next Record»«CompanyName»,
«Address»
«City», «Region», «PostalCode»

«Next Record»«CompanyName»,
«Address»
«City», «Region», «PostalCode»

«Next Record»«CompanyName»,
«Address»
«City», «Region», «PostalCode»

«City», «Region», «PostalCoden

«Next Record»«CompanyName»,
«Address»
«City», «Region», «PostalCoden

«Next Record»«CompanyName»,
«Address»
«City», «Region», «PostalCoden

«Next Record»«CompanyName»,
«Address»
«City», «Region», «PostalCoden

Page: 1 of 1 | Words: 179 | Qﬁ English (United States) |

EI@IEI =




Preview Labels

1. Use this command
to preview the merge
results.

Va
N2
Uﬁ\ Documentl - Microsoft Word Table Toals / I =11 g
Bl et
Home Insert Page Layout References Mailings Review View Design Layout / (7]
=1 Envelopes = = e P Rules ~ | K 41 Ll IS ms
- 3 2 B p T L,
= Labels 14 Match Fields 3 Find Recipient
Start Mail ~ Select Edit Highlight Address Greetin t Merge revies Finish &
Merge - Recipients = Recipient List | _Merge Fields Block e Field - 2 Update Labels || lg el 3 Auto Check for Errors Merge =
Create Start Mail Merge Write & Insert Fields Preview Results Finish k |
o e s A U w ¥ U1 : \
USG add|t|0n3.| tOOI /%/ 2l M x, x u - - } Document Map
buttons to further TR R View Merged Dat
I Replaces the merge fields in your
Conflgure the merge document with actual data from
reSUItS_ your recipient list so you can see
what it looks like.
| : Alfreds Futterkiste, Ana Trujillo Emparedadosy helados, Anton & PreROFLb Fhbre help.

Obere 5tr.57
Berlin,, 12209

Around theHorn,
120 Hanover Sq.
London,, WA1 1DP

Blondel pére et fils,
24, place Kléber
Strasbourg,, 67000

Bottom-Dollar Markets,
23 Tsawassen Blvd.

Tsawassen, BC, T2ZF 8M4

Avda. dela Constitucion 2222
Meéxico D.F.,, 05021

Berglunds snabbkdp,
Berguvsvdgen 8

Luled, ,S-958 22

Bolido Comidas preparadas,
C/ Araquil, 67
Madrid, , 28023

B's Beverages,

Fauntleroy Circus

Mataderos 2312
México D.F.,, 05023

3. Once finished,
you can save the
resulting document
or print it directly.

Blauer See Delikatessen,
Forsterstr.57
Mannheim, , 68306

Bon app’,
12, rue des Bouchers

Marseille, , 13008

Cactus Comidas para llevar,

HE = B B |

London, , EC2 5NT

Page: 1 of 1 i Words: 280 i g;'.a' English (United States) [

F2. You can see the data
from the database.




Use MS Access as a Data Source

/
- -aw™
£ | Data Link Properties u £ | Data Link Properties 4—-i' u

Provider |Connecti0n | Advanced | All | Connection | Advanced | All

N

Selectthe data youwantto connectto: Specify the following to connectto Access data:

1. Belect or enter a database name:

»

OLE DE Provider(s)
Microsoft Jet4.0 OLE DB Provider B
A Microsoft Office 12.0 Access Database Engine OLE DB Provider
Microsoft OLE DB Provider for Analysis Services 10.0

Microsoft OLE DB Provider for Analysis Services 9.0

Microsoft OLE DB Provider For Data Mining Services

Microsoft OLE DB Provider for Indexing Service

Microsoft OLE DB Provider for ODEC Drivers

2. Enter information to log on to the database:

Username: Admin

Password:

11

[|Blank password [ ] Allow saving passford

Continued from slide #6 [ *ovee°®? N\

when AOther /tAdvanced?o Directly select the

is selected: thisis the  patserer Access file; and select

driver for Access files. der ABl ank pass$wor do
OLE DB Provider for Microsoft Directory Services N

SQL Server Native Client 10.0

ok || cancel || Hep | | ok || canca || |?|e|p |

L

10




Excel 2007: Link to Tables

N

# Excel can be used to access the data in
SQL Server

# Task

Al mport the nNnCustomer o
Server dMHaotavmdos e i

11



Select a Data Source

i data source (for
7 l'J~a"'- Bookl - Microsoft Excel @_& example’ we have

_'?/ Home Insert  Page Layout Formulas Data Review  View [ me————x o e def'ne one Just nOW), N

T -, [ connections 81 \LI_" . Clear E"E Existing Connections S e | e C t n E X 1 §
A propertes  Reapply Show: . Connecti on $ 0

Get External | Refresh Z| Sort Filter . Textto Remq | 2M0W: nnections EI

Data = Mo = Edit Links 7 Advanced Columns Duplig |

Connections Sort & Filter Select a Connection: /

»

s e tta e TR
o e LOlisy L K= r

<HNo connections found>

From From  From |From Other Existing
Access  Web  Text | Sources ~ | Connections | E B G

- Get Extd y From SQL Server <MNo connections found >
5 L =3 Createa connection to a SQL Server table. Import data into
Excel as a Table or PivotTable report. (local) Northwind2003-mini

3 N From Analysis Services Blank

4 [ Create a connection to a SQL Server Anafysis Services cube. [Blank]

5 Import data into Excel as a Table or PivofTable report.

. . From XML Data Import (local) Northwind2003-mini Customers

@  Open or map a XML file into Excel. [Blank] _

7 =

8 by From Data Connection Wizard home-work miniDW

9 = Import c_lata fqr an unlisted format by using the Data [Blank]

S Connection Wizard and OLEDB.

From Microsoft Query _ " e e
11 _gj Import data for an unlisted format by using the Microsoft home-work Northwind2003-mini Customers
12 Query Wizard and ODBC. [Blank]
\ . . .
Access can also be | e A mEy B local Analysis Services Projectl Mini DW C!|Ck|ng this button
used as a data - [Blank] will bring you the
source SREUMEALENE GO | nSel ect Datla
’ sheq t h e AfDat ao L] | MSH Mbnky@niGalfinvestor Currency Ra - . -
= AiGet Externh window in slide #5.

create a new SQL

gh8 casibnkp O . To
| MSH MoneyCentral W
= . Blanl] -
UL

Server data source , .
choose AFropmn A‘[/
Servero and ﬂ BEbwise for Mdral\ | h e Open I l Cancel ]

setup in slide #6. |
12 =




View as a Table

N

L/

B |
Select how you want to view this data in your workbook.
'.';:l_'.' Table

Import Data

) PivotTable Report

I Resize Table

Export Refresh 9

- - €e
E:(tern%f'l'able Data

L) Convert to Range

/| Banded Rows Banded Column

_ ) () PivotChari\and FivotTable Report

o \\\ Bookl - Microsoft Excel -

) _ _ Only Create Nonnection
Home Insert Page Layout Formulas Data Review View Load Test Team
§ ?
Table Name: 5] Ssummarize with PivatTable ; @ & |[ ] Header Row T— Where do you want to put the data
=4 = . -
Table_local_Nor = [}*! Remove Duplicates Total Row Last Column @) Existing worksheet:

Properties Tools Table Style Options B
FERE SE A ) New worksheet
B5 - '\ e | Aroumythe Horn
- = | Froperties... | [ Cancel |

i CustomerlD ﬂ CompanyName ontactTi \\

2 ALFKI Alfreds Futterkiste Maria Anders Sales Representative Obere Str. 57 \

3 ANATR Ana Trujillo Empareflados y helados  Ana Trujillo Owner Avda. de la Cons'

4 ANTON Antonio Moreno Taqueria Antonio Moreno Owner Mataderos 2312 . d

5 AROUT IAround the Horn/ |Th0mas Hardy Sales Representative 120 Hanover Sq. VI eW th e ata

~

6 BERGS Berglunds snablkop Christina Berglund Order Administrator Berguvsvagen 8 a S n T a b

7 BLAUS Blauer See Dejikatessen Hanna Moos Sales Representative Forsterstr. 57

8 BLONP Blondel pére/et fils Frédérique Citeaux Marketing Manager 24, place Kléber

9 BOLID Bolido Comfdas preparadas Martin Sommer Owner C/ Araquil, 67

10 BONAP Laurence Lebihan Owner 12, rue des Bouc|

11 |[BOTTM Bottom-Dollar Markets Elizabeth Lincoln Accounting Manager

12 BSBEV B's Beverages Victoria Ashworth Sales Representative Fauntlero You can perform
Note that a” data can be Patricio Simpson Sales Agent Cerrito 333 common Excel

q .
mOdlfled 0n|y Wlthln Excel. Francisco Chang Marketing Manager Sierras de Granal gpteratlons to these
. ata.

Changes cannot be sent back to Yang Wang Hauptstr. 29
the server. Cl i
button will reload data from the

server and reset all changes.

13




Access 2007: Project

N

# Access can be used as a front end to SQL
Server databasei this is called an Access
Project (.adp file, NOT .accdb file).

A Data Is stored in the SQL Server, not in the
Access file.

A Access can be used to query the database,
create reports, create input forms, etc.

# Task

A Create an Access 2007 Project to connect to
SQL Ser ver Ndtavmndob as e 0

14




& Sql Server Configuration Manage

File Action View Help
e A RENETN ? JECRORORC!

SQL Server Setting

e

Open the Sql Server
Configuration Manager
and make sure the
database is running.

1 SQL Server Configuration Manager (Local)
B SQL Server Services
H. SQL Server Network Configuration (32bit)
4 B SQL Native Client 10.0 Configuration (32bit)
Client Protocols
S Aliases
4 B SQL Server Network Configuration
8- Protocols for MSSQLSERVER
B Protocols for SQLEXPRESS
¢ 8 SOL Native Client 1

File Action View Help
@5 EBe=H

MName /ée

W SQL Server (SQLEXPRESS) Running
i SOQL Server (MSSQLSERVER) Running
[®SQL Server Analysis Services (MSSQL.. Stopped
[ SQL Server Reporting Services (MSSQ... Stopped
e SQL Server Agent (SQLEXPRESS) Stopped
8 SQL Server Browser Stopped
e SQL Server Agent (MSSQLSERVER) Stopped

@ Sql Server Configuration Manage

Start Mode
Automatic
Manual

Manual

Manual

Other (Boot, Syste
Other (Boot, Syste
Manual

48 SQL Server Configuration Manager (Local) Protocol Name Status
8 SQL Server Services %= Shared Memory Enabled
L S e Ch e o ¥ Named Pipes Disabled
) l Client Protocols ’ ¥TCR/P fEnabIed
; ¥VIA Disabled
2 Aliases _ _ _
4 B SQL Server Network Configuration The first t hin g | _S t o mak e
B Protocols for MSSQLSERVER| enabled. To do this, open t
B Protocals for SQLEXPRESS Manager o and navigate to 0j
» 8 SQL Native Client 10.0 Configuration Configurationo, AProtocols
Note depending on your computer, you may need to
chose the 32 bit setting group.

Or—®c



Create an Access Project

N

Acrobat

Template Categories

Featuring

Local Templates
From Microsoft Office Online

Business
Personal
Sample

Education

Getting Started with Microsoft Office Access

New Blank Database

— —
Blank Database
Featured Online Templates

THF Wi

E%%Online

What's new in Access 20077

i E The new Access 2007 contains more powerful tools to help
; you quickly track, report, and share information in a
manageable environment. Learn more about the new
features and improvements.

Get the latest content while working in the 2007 Microsoft Office
system

® Guide to Access 2007 User Interface

* Organize all your objects using the new, easy access Mavigation Pane

More on Office Online:

Training | Templates | Downloads

Automatically update this content from Office Online Learn more

Create a new
blank database
and click the
open button.

Blank Database

Create a Microsoft Office Access database that does npt
contain any existing data or objects.

File Name:
|Databasel.accdb | :

D:\Documents),

e | [ o




N

Create an Access Project

/ Choose the type of
NAccess Py

Query editing

window /

17



