How do I use Excel to Extract Data Directly from Macola?
(Updated 12-07)

The ability to use Excel to extract data directly from Macola and develop simple reports has huge
benefits. Since you are probably already comfortable using Excel, your learning curve to use this
powerful tool will be much less than learning the Crystal Reports software. Once you export the
data you need, you can then use Excel to manipulate the results for further analysis.

Mike Leahy, Leahy Consulting, Inc. 513-723-8090
Cincinnati, Ohio office of the Esta Group.

1. Open Excel and start a blank spreadsheet.
2. Go to > Data > Get External Data > New Database Query. NOTE: The very first time you run

this program, it may display an error message telling you to insert your master CD-ROM for
the Microsoft Office software. It will take about 10 seconds to install it and you can continue.
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3. Choose the name of your Macola database. Choose the one that contains the words
“MSSQL”.
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4. Log into your SQL database or click on “use trusted connection”, whichever is applicable to
your network.
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5. Select the name of the data file. For example, the customer file (ARCUSFIL). Click on the
“+” sign to display the data fields.
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6. Select the data fields for your report. You can double-click on the field name or highlight the
field name and click on the “>" symbol to select the field. You can use the up and down
arrows icons on the right side to re-sequence the order of the fields.
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7. When you are finished selecting the fields, click on the “Next” button. The “filter wizard”
screen will now appear. This screen will allow you to refine your selections (ex. only
customers in the state of Ohio). If you want to filter based on multiple criteria (ex. state of
Ohio and balance greater than $1,000), key in the first filter (state) and then click on the next
filter (balance).

Query \ fizard - Filter Data x|
Filter the data ™™ _, .- _-- 0 include in your query.
|F wou dor't want b filker the data, click Mest.
LColumn to filker: Only include rows where:
—state
cuz_ho
c_L:s_name quual$ j j
Ci
TT— & and OO0
balance
armt_age_prd_1 I j I j
amt_age_prd_2 Coand OO
amt_age_prd_3
amt_age_prd 4 I j I j
 fnd
@l ¢ Back I Mewt » I Cancel |

8. Click on the “Next” button to use the “sort order” wizard. This will allow you to sort your
report (ex. sort by customer number).
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9. Click on the “next” button. The “finish” screen will appear. Be sure that the “Return data to
Microsoft Excel” button is on.
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10. At this point, another screen will appear asking you where you want to place the report on
your spreadsheet. Click on the “OK” button to place the report in cell Al or click on the cell
in the worksheet where you want the data to be placed.

Returning External Data to Microsof

Where do wou wank to put the data?

2 x|

Ik

Zancel

™ Mew worksheet
™ PivotTable report

Y

Propertties. ..

Parameters, .,

11. Your report will now appear on the Excel screen. At this point, you should save the
spreadsheet. You can then use it as-is or further manipulate the data.
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12. Refreshing the query — whenever you want to refresh the data on your spreadsheet, right-
click on any cell of data (ex. A1) and select the “Refresh Query” option.
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13. Automating the refreshing of your spreadsheet data — Let’s say, for example, that you want
to track purchase order receipts all day long. You can set up the query so that it will refresh
itself every 15 minutes. Right-click on any cell of data (ex. A1) and select the “Database
Properties” option. See the example below. You should also check to option to refresh the
spreadsheet whenever you open it. See example below.
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14. Editing your query — if you find that you want to change the query, right-click on any cell of
data (ex. Al) and select the “Edit Query” option. At this point, you can go back through the query
wizard to change the query.
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