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ODBC is a Microsoft product that manages connections between databases and contains 

information about what drivers to use and where the data is located.  You can think of 

ODBC as a bridge between the data and the application that is being used.  This means 

that you will be able to access, modify and report.  This puts into your hands the ability to 

create custom reports to analyze information without the additional cost of special 

programming.  Verify that you have the ODBC Drivers installed.  Please note that the 

following instructions may verify depending on the Microsoft Version (Windows 98, 

2000, 2003, etc.) that you have installed on the workstation that you are using.    

 

ACCESS 
 

� Open Microsoft Access and select to create a BLANK database.  On the file name 

field, type in the name of the database that you want to create.  Select the CREATE 

button. 

 

� You should now be in a blank database with Table Tab selected.  Select the NEW 

button.  Select the table type LINK TABLE. 

 

� In the Files of Type field, use the down arrow and select the last file type ODBC 

Databases.  This will take you into another screen where you will need to select the 

Data Source.  Select the MACHINE DATA SOURCE tab. 

 

� In the Data Source Name box, you should see all of the available Data Sources that 

are setup in ComputerEase.  Select the Data Source that you wish to use and select 

OK.  Proceed to select the ODBC Databases that you wish to use. 

 

� NOTE:  If you do not have a Data Source available, select the NEW button.  Select 

the type of Data Source as a USER DATA SOURCE and select NEXT.  Select the 

ComputerEase Driver and select NEXT.  Select FINISH.   

 

� Select to name the Data Source.  The Database is the location of where you have 

ComputerEase installed.  Enter the drive and directory that you have ComputerEase 

installed.   (For Example:  C:\Const\Data\1). 

 

� The Data Source Name should now appear in the Choose Data Source screen.  Select 

the DATA SOURCE that you created and select OK. 

 

NOTE:  You will need to create a NEW DATA SOURCE for each company that you 

would like to use.   

 

� You are now in a Link Table that lists all of the ODBC Databases.  Select the 

Database(s) that you will need to use. Select the OK button when you have completed 

your selection. 

 

� The tables selected should be listed.  Select the OPEN button on the database that you 

wish to use.  
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� As an additional note, the database can be saved as another file type.  If you select 

from the menu, FILE, SAVE AS/EXPORT, Save as an External file or Database, 

select OK.  Name the new file.  Be sure to change the “Save as File Type” to the type 

of file that you wish to save as, such as Microsoft Excel.  Select to EXPORT. 

 

EXCEL 
 

� Open Microsoft Excel and from the tool bar menu, select DATA, GET EXTERNAL 

DATA, CREATE NEW QUERY.   

 

� In the Data Source Name box, you should see all of the available Data Sources that 

are setup in ComputerEase.  Select the Data Source that you wish to use and select 

OK.  Proceed to select the ODBC Databases that you wish to use. 

 

� NOTE:  If you do not have a Data Source available, select the NEW DATABASE 

and select OK. 

  

� Select to name the New Data Source. 

 

� Using the down arrow, select the COMPUTEREASE Driver.  Select the CONNECT 

button.  Enter the drive and directory that you have ComputerEase installed.   

(For Example:  C:\Const\Data\9\). 

 

� Leave the Default Table Option blank.  Select OK.  The Data Source Name should 

now appear in the Choose Data Source screen.  Select the DATA SOURCE that you 

just created and select OK. 

 

� You are now in the Query Wizard that lists all of the ODBC Databases.  Select the 

Database(s) that you will need to use by using the mouse to double click on the 

database.  Select the right arrow button (>) to make your selection or use the mouse to 

double click on the fields.  Select the NEXT button when you have completed your 

selection. 

 

� You have options to choose filters and sort orders, if desired. 

 

� When Query Wizard is finished, select to RETURN DATA TO MICROSOFT 

EXCEL and select FINISH.  If you want to SAVE this query, you must do so before 

selecting the Finish button.  You may be asked where to return the data.  Select the 

EXISTING WORKSHEET and OK. 

 

� To add, change, or edit the Query, use the mouse to right click on the column name.  

This is usually on Line 1 of the spreadsheet.  Select to EDIT QUERY from the menu.  

You can now add columns or select NEXT to the FILTERS selection. 


