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USING EXCEL TO ACCESS DATA 
 

 
             Go to DATA; then GET EXTERNAL DATA, then NEW DATABASE QUERY.  
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(Districts that do not have Windows 2000 see next page) 

 
   Choose Data Source: Enter or Click OK. 
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Districts without Windows 2000 Operating System: 
 
1. Start Excel 2000 
2. Choose DATA;  Get External Data; New Database Query 
3. Choose your Data Source 
4. Uncheck the Query Wizard;  Click OK 
5. The “Connect to DB2 Database” Login Screen Appears 
6. Choose the Cancel Button 
7. You are now in the Microsoft Query Program 
8. Choose File, New 
9. Choose your Data Source again         
10. Check Use Query Wizard box 
11. The window that says “SQL Server Login” appears 
12. Enter password 
13. Click OK  
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Enter Password: Okay 
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Choose Your Data Fields:  The Field names match the Screen names in RUMBA. 
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Click on the (+) plus sign to the left of the desired screen to open the Menu. 
Highlight the desired field:  Click on the (>) left arrow button to move the field to “Columns in your 
query”.  To remove field from “Columns in your query”, highlight and click (<) right arrow button. 
To remove all fields in your “Columns in your query” box; click (<<) double arrow button. 
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After selecting desired fields; select next. 
(NOTE:  It is best to select the desired fields in the order that you want them to appear in your excel worksheet) 
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To Filter Data; Highlight selection; enter filter information, Select Next. 
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With the drop down menu select your sort options. 
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Select Finish to return information to excel. 
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To Edit Query:  Select Data, Import External Data, Edit Query. 

 
Note:  You must be in an active cell of the query to be able to edit.  If you save the excel worksheet, you can 
refresh the data at any time without having saved the query; Select:  Data, Refresh Data. 
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If you get this message say ok. 
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You will get this screen.  Print a copy of the screen before you delete the criteria.   
Delete some of the criteria info –Here I have status FB code and e st code.   
Highlight the top line and delete. 
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Then it will look like this. 
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Then select File- return data to Microsoft excel.  You should be able to then edit the query 
 (add the criteria back and make your changes).   
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To save a Query: 

 
Click on Save Query Button. 
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Choose Save In file and File name.  Click save. 
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Click Finish.  Query has been saved in chosen file. 
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BELOW ARE PRINTS OF RUMBA SCREENS AVAILABLE IN DATA WAREHOUSE: 
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CHECK OUT YOUR DPER DROP DOWN MENU IN DATA WAREHOUSE, THERE’S ADDITIONAL INFORMATION FOR YOU; 
SEE PAGES 33 - 37 FOR ADDITIONAL INFORMATION.  
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ADDITIONAL DPER INFORMATION: 

 
 
certif_code or class_code= filter to Yes to get only certificated employees or only classified employees. 
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