How to Run a Warehouse Starter Query – Intragovernmental Starter Queries

	[bookmark: _GoBack]Step 1

Navigate to the CIW Website
http://www.iw.state.ma.us

Under the CIW Data section on the right-hand side, click on MMARS link. 

 
	

	Step 2

Click on MMARS Starter Queries link.
	

	Step 3

The starter queries are categorized by business function. Modification dates are listed next to most of the categories. This demonstration will use an Intragovernmental Starter Query. 

Click on “Intragovernmental”.

	

	Step 4

When you open a link to a business function, all of the queries for that function are listed in the same document. The “View Name” is the name of the table you will need to link to in order to run the query. 

Note the warehouse table (view name) you will need to link.


	 

	Step 5

Now it is time to copy the SQL code so it can be pasted into the query we are building.

The SQL code you need to select and copy will always start with the word “SELECT” and it ends with a semi-colon (;) before the next time you see “Business Function:”.  Note there may be more than one starter query listed. Only select and copy the SQL listed under the Starter Query you are going to run. 
The query used in this demonstration will result in a report of Interdepartmental IEs.

	 

	Step 6

Select/highlight the SQL code just like you select text in a word file or an email.

	

	Step 7

Once the SQL code is selected, you need to copy it. You can copy using any one of the following three methods:
· Right Click (Click once with the right mouse button directly on the selected text) and choose “Copy” as shown in the screen shot.
· Go to the “Edit” menu and choose “Copy”.
· Use the keyboard combination of Control + C.


	

	Step 8

Once the SQL code has been copied, you can minimize the screen. 

1. Click on the minus sign (-) button in the upper right-hand corner of the page.

It is not necessary to leave this screen opened, but it may be helpful to be certain it will paste in correctly and you won’t need to try again.

	

	Step 9

Upon starting Access you will need to open an existing database (shown) or create a new one. 

If you have an existing database, open the database and go to Step 14.
 
To create a new Access database, follow Steps 10-13. 


	

	Step 10

To create a new Access database:

1. Click on the Start button. 
2. Click All Programs.
3. Click on Microsoft Office.
4. Click on Microsoft Access 2010.

	

	Step 11

The screen should default to the following selections:
1. File tab
2. New

Now you will name your file and decide where to store it.

3. Click in the File Name field and enter a name for your file.

4. Select where to save the file by clicking the folder icon () located to the right of the File Name field.
	

	Step 12

The pop-up screen will automatically save your database in the Documents folder.

You can click on Computer to select another drive. 

1. Once you have selected where to save your database, confirm the Save as type: defaulted to Microsoft Access 2007 Databases (Even though it doesn’t specify 2010, we have chosen Microsoft Access 2010)   

If it doesn’t default, click on the drop-down arrow and select Microsoft Access 2007 Databases.

2. Click OK  
	

	Step 13
You are now looking at the far right column of the screen. Notice the file name.  The .accdb file extension which represents an Access 2010 file is now visible.

1. Click Create button.
	

	
Step 14

You will now need to link to the table specified in the starter query. 

This step is required for any table you have not linked to in the past.

If you have previously linked to this table, you do not have to perform this step and you can skip to Step 23.


1. Click on External Data tab.

	

	Step 15


1. Click on ODBC Database from the External Data tab.

	

	Step 16

This will result in the following pop-up box.  It will default to the first radio button being selected.

1. Click in the second radio button, Link to the data source by creating a linked table.

2. Click OK.


	

	Step 17

1. Click on the Machine Data Source tab. 
	

	Step 18

1. Click on the Data Source Name (for the ODBC Connection to Commonwealth).

Note: If uncertain of the Data Source Name, contact your IT department.


2. Click OK.


	




	Step 19
You have now reached the log-in pop-up box. Each time you enter an additional table in Access, you will be required to log in again.

1. Click in the User Name field and type in your six-character user name.

2. Click in Password field and type in your password.

3. Click OK.

If you cannot access the warehouse with your ID and password, contact your department security officer for assistance. 

	

	Step 20

If your Login is successful, you will see the list of warehouse tables. Contact your security officer if you do not have access to the correct tables. 

All of the tables start with dbo. For the current MMARS tables the dbo is followed by the letter “m”, followed by the 2 or 3 letter business function code (i.e. pr for procurement). The necessary table for this particular query is  
dbo_m_ga_interdepartmental_ie 
Alphabetically, it is farther down the list.

1. Scroll down to the table.

 
	




	Step 21

1. Click on the table name and it will highlight in blue.

2. Click OK to link to the table.

	

	Step 22

Every time you link to a new table, you will see the Select Unique Record Identifier box. This is a list of all of the fields in the table. 

1. Always click Cancel.


	

	Step 23

Once linked, the table name and globe symbol will appear in the Tables area. You are now ready
to build the Query.

1. Click the Create tab.

	

	Step 24

1. Click on Query Design.


	

	Step 25


1. The Show Table box appears. Click the Close button.


Note: The Starter Query will select the table for you. 



	

	Step 26

1. Click on drop-down arrow on the View icon.

2. Click SQL View.

	

	Step 27

The highlighted information will be replaced by the SQL from Starter Query that you selected for the encumbrance query. Do not delete the highlighted information. We will paste over it.

Paste the SQL code you selected by using one of the three methods below:
1. Right Click (Click once with the right mouse button directly on the selected text) and choose Paste as shown in the screen shot.
2. Go to the Home tab and click Paste.
3. Use the keyboard combination of Control + V.


	

	Step 29

The SQL code from the Starter Query has now been pasted into the appropriate area.  This SQL code is the “behind the scenes” code that builds a query.  Once you return to the Design View you’ll see the built query.

1. Click View.

2. Click Design View.

	

	Step 30

You can now see the layout design of the query. 

If you want to modify the original design of the starter query, at this point, you can specify criteria (i.e. Appropriation, Fiscal Period, etc.), add, delete, hide, move or format fields or select sort options. 


	

	Step 31

Adjusting ODBC Run Time

Let’s look at how to increase your run time. 

1. Right click with the mouse anywhere on the gray area of the query design window.

            This will open up a list.

2. Left click on Properties.

Note: You may have to right click again in the gray area to obtain the Property Sheet with the correct Selection Type of Query Properties. (May default to Field Properties)
	

	Step 32

Notice the heading of Property Sheet with the Selection type; of Query Properties.  This is the sheet that will display the ODBC Timeout field.  Here you can see the default setting of 60 seconds.  For class we will set it for 5 minutes, or 300 seconds.  

1. Highlight the 60 second listing for the ODBC Timeout.
	

	Step 33


1. Type in 300 seconds.
2. Close the Property Sheet by clicking on the X.




Note:  This new time is saved to only this one specific query.  Each query requiring additional run time will have to have the ODBC Timeout selection changed separately.
	

	Step 34

Prior to running the query, it is always a good idea to save your query design.

1. Click on the Save icon.
	

	Step 35

1. The Save As box displays.
2. Enter your Query Name.
3. Click OK.
	

	Step 36

Back in the Design View, you can see that the SQL code in the background has built the query. Some starter queries require you to set criteria on certain fields. For example, you would need to specify the Vendor Customer Number and BFY for this query. 

You may see criteria in brackets
 [ ]. This indicates that you will be prompted for criteria upon running. If there are no brackets [ ], you need to manually enter criteria. 

Check all criteria fields carefully before attempting to run any query. 

1. Click the Run icon (the red exclamation point) to run the query. 
	

	Step 37

When you press the Run button, a Parameter Value window will appear for each criterion with brackets. Once the criteria is entered in the field, any additional Parameter Value windows will display, one at a time, until all criteria has had the appropriate values entered in the field of each window.  

1. Click in the Parameter Value window and type in the appropriate information. 

Note: Any Parameter Value containing letters, (i.e. the Vendor Customer Code or Dept Code), will have to entered in Upper Case or the query will not return results when it is run.

2. Click OK.
	

	Step 38

The time it takes to run your query is impacted by the size of your query, the size of your department, how busy the warehouse is at the time, as well as other factors.  If there is not enough time to return results, you will get a message of ODBC-call failed. 

You would not see any results on this page.  The ODBC timeout properties would have to be increased to give the query greater run time.

In this instance, the query ran successfully and returned results.
The results are now displayed in Access.  You can now view, print, create a report in Access or export your data to Excel.  You have successfully run a Warehouse Starter Query.
	




	Step 39
Exporting Data to Excel

Now that Access has returned results

1. Click on the External Data tab

2. Click on the Excel icon button under the Export section 

Note: There is also an Excel icon under the Import & Link section, do not click on that icon).

	

	Step 40

An Export - Excel Spreadsheet window will appear. 

 In the File name: field, 

1. In the File name field, the file name will default to what you named your Saved query. If you want a different file name, type it in the File Name field.

2. If you want to change where the Excel spreadsheet is going to be saved, click on the Browse button to select where to save the Excel file.


	




	Step 41

Next, you must select the file format you wish to save the Excel query in. The default file format is Excel Workbook (*.xlsx).    

1. If you want to change the file format, click on the drop-down arrow to view additional File format options.

2. Click on your File format choice appropriate for you.

For class today, we will select the default setting.

3. Check the Export data with formatting and layout box.

	

	Step 42

Once you have placed the check mark in Export data with formatting and layout, the check box for Open the destination file after the export operation is complete will become active.  

1. Click in the Open the destination file after the export operation is complete check box.

2. Click OK.


	

	Step 43

The information loads onto the excel spreadsheet and excel opens to display the spreadsheet.



	

	Step 44

In Access, after the Export has occurred, the Save Exports Steps box displays.

1. Click on the X at the top right corner to close the box and go back to your Access query results.
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choose a field o fiekds that uniguely identify each record.

porrtion
]
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Specify the destinatin fie name and format.

Eie name: [Co\sers\DebraC\Documents JE.xsx ]

Fie format: | Excel Workbook (*.isx)

Specify export optons.

Export data with formatting and layout.
Select this option to preserve most formating and layout information when exporting a tabl, query, form, or report.

[] Open the destination file after the export operation is complete.
Select this option to view the resuis of the export operation. This opton is available orly when you export formatted data.

[] Export only the selected records.

Select tis option to export only the selected records. This optin i only avaiable when you export formatted data and have records
Selected,
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Specify export optons.

Export data with formatting and layout.
Select this option to preserve most formating and layout information when exporting a tabl, query, form, or report.

[] Open the destination file after the export operation is complete.
Select this option to view the resuis of the export operation. This opton is available orly when you export formatted data.

[] Export only the selected records.

Select tis option to export only the selected records. This optin i only avaiable when you export formatted data and have records
Selected,
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Specify the destinatin fie name and format.

Elename: [Co\users\Pebrac Peskiop E e ]

File format: | Excel Workbook (*.xisx)

Export data with formatting and layout.
Select this option to preserve most formating and layout information when exporting a tabl, query, form, or report.

Open the destination fle after the export operation is complete.
Select tis option to view the resuls of the export operation. Ths option is available orly when you export formatted data.

[] Export only the selected records.

Select tis option to export only the selected records. This optin i only avaiable when you export formatted data and have records
Selected,
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Export - Excel Spreadsheet

Finished exporting Encumbrances' o fle :\Encumbrances.isx’ successfuly.

D0 you want o save these export steps? This wil alow you to quickly repeat the operation without using the wizard

[T save export steps





