SAFARI
USPS DEDUCTION INFORMATION

1. Open Microsoft Excel and go to the “Data” tab.
2. Select ”Frq_m Other Sources” within the “Get External Data” area.
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3. Select “From Microsoft Query”
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S ﬁ] From SQL Server

I=mR Create a connection to a QL Server table, Import data
into Excel as a Table or PivotTable report.

b H From Analysis Services

l Create a connection to a SQL Server Analysis Services cube,

Import data into Excel as a Table or PivotTable report.

S D’I From XML Data Import

I_ﬂ Open or map a XML file into Excel.

by From Data Connection Wizard

I_.j Import data for an unlisted format by using the Dat
Connection Wizard and OLEDE.

: Il] From Microsoft Query

[ Er: Import data for an unlisted format by using the Microsoft |
CQuery Wizard and ODEBC,

4. Highlight “USPS” as the Data Source and click OK.
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5. Login using your Reflections password & either click on OK or just hit “enter”.
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Coarnrnand File Mame |Decn$:$afari uzps

Service Parameters
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6. Scroll down until you find “DED_REGULAR” or the deduction type that you’d like to work with.
**Many of the DED tables are determined by the TYPE on the DEDNAM record.

7. Click on the + sign to display the possible selections.
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8. Select the information you would like by highlighting & pressing the > arrow or you can double click
on the field. Your selection should show in the “Columns in your query” box. Place the fields in the order

you want them to display.
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9. It is a good idea to select an area that can minimize the number of records that return. If you do not
select this feature, then every record (inactive and active) will be returned. In this case, we are selecting
a specific deduction code to filter on:
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Colurmm to filker:
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10. Select the sort order that you want to see in Excel & whether you want to view it Ascending or
Descending. When complete, click “Next”.
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**At this point, if you do not want to save the Query, you can click “Finish” & “OK” on the Import Data
box and the data will populate the spreadsheet.



SAVING & REUSING THE QUERY
11. If this is a query that you will use over, then you can elect to “Save Query”. This will open the “Save

As” area & you can decide where you want to save the query. Give the file a name & click “Save”.
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12. Once saved, you will be directed back to the Query Wizard to finish. Click on“Finish”.
—

Querny Wizard - Finish

wwlhat veould vou like bo do nesxt?
Sawve Query. .. |

= Heturn D ata to Microsoft Office Excel

7 wWiews data or edit query in Microsoft Quene

Sk
| Cancel |

< Back | Finish

=]

13. An “Import Data” box will display on the Excel spreadsheet. This box is set to create a Table & to

start in the first cell. Click “OK” once verified.
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Import Data

Select how you want to view this data in your workboaolk.

E @) Table

iZ] ) PivotTable Report
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14. The information will populate the Excel spreadsheet.
15. Save the Excel spreadsheet.




To add more information to the spreadsheet:
16. Open the query by double clicking. You may see a Security notice — select “Enable”.

Microsoft Office Excel Security Motice ? 29

@ Microsoft Office has identified a potential security concern.

File Path: C:\Users

Data connections have been blodked. If you choose to enable data
connections, your computer may no longer be secure, Do not enable this
content unless you trust the source of this file,

---* [ Enable Disable

17. A login will appear. Type in your Reflections password & hit enter. The information will populate the
spreadsheet.

18. Click on the “Data” tab.
19. Click on the arrow under “Refresh All” to open a drop down window.
20. Select “Connection Properties”.
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Connection Properties...

21. Select the “Definition” tab & click the “Edit Query” button.

Connection Properties l = ZE I
Connection name: USPSs Deductions
Description:
Usage I Definiton |
Connection type: Database Query
Connecton fle: C:Wsers?

] Aalways use connection file

Connection strimg:

g

] save password
Command type: S0L

Command text: SELECT DED_REGULAR.EMPLOYEE_ID,
DED_REGULAR.FULL_MAME,
DED_REGULAR.DED_CODE,
DED_REGULAR . ABBREVIATION,

1l

Excel Sey s [ Authentication Settings. .. ]

Edit Query. .. Farameters [ Export Connection File... ]

[ ox ][ conem |




22. You may see a Microsoft Query message:

Microsoft Queny

L\ This query cannot be edited by the Query YWizard.

OK

Click OK.

23. The query will appear in Microsoft Query format.
24. Put your cursor in the last column heading & a drop down arrow will appear. Click on the arrow to
display additional records. Select the additional fields.
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24. Select File>Return Data to Microsoft Office Excel
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25. Click “OK” in the Connection Properties box
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I Usages Definition
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i)

[ sawve password
Command type: saL

Command bext: SELECT VEMDORS., VEMDOR_MO, VEMNDORS . MAME__
1, VEMNDORS.MNAME_ 2, VEMNDORS.ADDRESS 1,
VEMNDORS. ADDRESS_2, WVENDORS.CITY,
VEMDORS.STATE, VEMDORS.ZIP_CODE,
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[ Export Connecton File. .. ]
TN ok | [ Genem




26. You will get a warning message. Click “Yes”.

Microsoft Office Excel ﬁ

The connection in this workbook will no longer be identical to the connection defined in the external file located at 'C: \Users \DesktopUSPS Deductions.dgy'.
l 1 The link to that external file will also be removed.
Do you want to proceed with changes to the connection in this workbook?

‘Was this information helpful?

27. Alogin prompt will display. Login using your Reflections credentials & click “OK”. The query will go
out and find the new information and add it to the existing query. If any other changes had been made
to fields on the spreadsheet, the new information would populate.

Server Connect - ﬁ

Login Informnation .
Setfariables... |

Server Mame |accesD.acce33-k1 2.0rg

User Mame |manche€ter Trouble Shooting. .. |

Pazzward |

Carmmand File Mame |Decn$:safari usps

Service Parameters

Port Murnber |ﬂ23341

Safari lnfoServer |udmssw

Ok I Cancel |

**Could use USPLOAD to import changes into USPS.
SSDT documentation can be found on the Documentation tab at:
http://ssdt.oecn.k12.0h.us/

Select USPS>USPS User Guide>USPS Useful Procedures>Field Definitions for UDMS-Safari ODBC



