ODBC Setup
MS Access 2007

Overview

Microsoft Access 2007 can be utilized to create ODBC connections. This page will show you the steps to create
an ODBC connection.

1. To open Access 2007, click Start > All Programs > Microsoft Office > Microsoft Office Access 2007.
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2. Select Blank Database to create a database.
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3. Click the External Data tab at the top of the screen. The word "More" appears underneath this tab. If it
doesn't, expand the Access 2007 window to the full size of the screen. Click on the More pull-down
menu and select OBDC Database from the list.
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4. The Get External Data — ODBC Database screen appears. Click on the [Link to data source] radio-
button, and then click the [OK] button.
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5. The Select Data Source window will appear. Click on the Machine Data Source tab at the top of the

screen. A list of the data sources already defined will appear. If one of the sources on this list is for the
data you need, click on it and then click the [OK] button. You will be taken to a screen where you will
enter your user name and password. Scroll down to Step 14 of this document for instructions on how to
continue. Otherwise, continue to Step 6.
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6. If no data source is found that meets your needs, click on the [New...] button to create a data source.
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Note: If the following pop-up message appears, click the [OK] button.
| ODBC System DSN Waming -]

i You are logged on with non-Administrative privileges. Systern D5Ms
b could not be created or modified
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7. On the Create New Data Source window, click on the User Data Source radio-button, and then click the
[Next] button.
Create New Data Source m
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8. Select the driver needed to set up the data source. Scroll to the bottom of screen, and select "SQL
Server" and then click the [Next] button.
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9. Click the [Finish] button on the next screen.
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10. On this screen you will give your data source a name, a description, and indicate what server it will
connect to. The name of the data source can be anything you want that has not already been used.
However, the IT Services Data Admin team recommends that you use a name that describes the database
and the server where the data resides (refer to example below). This will make it easier to recognize and
use the data source on later dates.

The description can be any free-form text that will help you recognize the data source at a later date. The
server needs to be a fully qualified server name. At MSU, that will probably be "msudata.ais.msu.edu",
as shown. Click the [Next] button when finished.

Create a New Data Source to SOL Server W

This wizard will help you create an ODBC data source that you can use to
connect to SOL Server.
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A ol
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11. Click on the radio button (as shown below) so that SQL Server will prompt for a password. Then enter
your password in the text box at the bottom of the screen, and then click the [Next] button.
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12. Set the default database to use with this data source. Click the check box at the top of the window as

shown below, and scroll up or down to find the database you need. Verify that the "Use ANSI quoted
identifiers" and "Use ANSI nulls, paddings, and warnings" boxes are checked, and then click the [Next]

button.
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13. Verify that the Perform translation for character data check box is selected and then click the [Finish]
button.
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14. The ODBC Microsoft SQL Server Setup window is a summary of all the selections and parameters
associated with this data source. Click the [Test Data Source] button.

ODEC Microsoft SQL Server Setup e
A new ODBC data source will be created with the following
configuration: |
Microsoft SQL Server ODBC Driver Version 06.00 6002 -

Data Source Mame: SISFIMN-MSUData

Data Source Descrption: SISFIM db on the MSUData server
Server: msudata.ais. msu.edu

Database: DefaultDB

Language: (Default)

Translate Character Data: Yes

Log Long Running Gueres: No

Log Driver Statistics: Mo

IUse Regional Settings: Mo

Prepared Statements Cption: Drop temporary procedures on
disconnect

Lze Failover Server: No

Ilse AMSI Quoted |dertifiers: Yes

Ise AMSI Null, Paddings and Wamings: Yes

Data Encryption: MNo
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15. The "TESTS COMPLETED SUCCESSFULLY!" message will display. Click the [OK] button.
Note: If this test fails, click the [CANCEL] button and go back to Step 5.

SOL Server ODBC Diata Source Toct [T

 Test Results

Microsoft SAL Server QDBC Driver Version 06.00 6002 -
Running connectivity tests. ..

Attempting connection
Connection established
Werfying option settings
Disconnecting from server

TESTS COMPLETED SUCCESSFULLY!
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16. Chck the [OK] button on the ODBC Microsoft SQL Server Setup window again.
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A new ODBC data source will be created with the following
corfiguration:

Microsoft SAL Server ODBC Driver Version 06.00.6002 -

Data Source Mame: SISFIN-MSUData
Data Source Description: SISFIM db on the MSUData server [
Server: msudata.ais msu.edu

Database: DefaultDE

Language: (Default)

Translate Character Data: Yes

Log Long Running Gueries: No

Log Dinver Statistics: Mo

|Ize Regional Settings: Mo

Prepared Statements Option: Drop temporary procedures an
dizconnect -
IUse Failover Server: Mo

lse ANSI Quoted |dentifiers: Yes

Ilze ANSI Null, Paddings and Wamings: Yes
Data Encryption: Mo
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17. Displayed is a list of the data sources, with the one just created highlighted. Click the [OK] button.
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Data Source Name | Type | Description
dBASE Files User

Excel Files User

M5 Access Database Iser

User SISFIM db on the MSUData server

A Machine Data Source is specific to this machine, and cannot be shared.
“User" data sources anes spacific to a user on this machine, "System™ data
sources can be used by all users on this machine, or by a system-wide service.
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18. Microsoft Access will next prompt you to enter your password. Click the [OK] button after entering
your password.

o o T
Data Source:  SISFIN-MSUData

[T Use Trusted Connection Cancel

Login 1D; Ihudger Help |

Password: prae Options == |




19. The Link Tables window lists the tables in the database that you are authorized to access. Click on the
individual tables to highlight them and select them, or click on the [Select All] button. Click the [OK]
button when finished.

20. Microsoft Access will process the list of selected tables and create links to them. These will be displayed
in the "All Tables" view of MS Access 2007.
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For some tables, Access will display a pane labeled "Select Unique Record Identifier" and a list of the
columns in that table. Click the [OK] button.
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Note: It is possible to have more than one link to the same table that resides on a SQL Server. In that
case, Access will append a number at the end of the table name. To delete the duplicate table links, right
click on the extra ones, and select "delete".
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