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USING MS-QUERY
Using MS-Query

Introduction

Do you find yourself frequently needing information contained in a database,
another spreadsheet, or a text file in your spreadsheet? Do you have to apply
formulas to this data? Do you need to filter it and sort it at run time? MS-Query can
do all of this for you.

This tutorial explains how to set up a data source, generate a query, and set up
parameters to run your reports.

Installation

MS-Query is part of Excel, but is normally not activated until used. The first time you
attempt to use it, you will be prompted to “install” it. Depending on how Office was
installed, you may or may not need to use the installation CDs. Follow the prompts
to complete the installation. Once installed, MS-Query will always be available.

The Database

In this document you will learn how to set up queries to attach to MS-Access
Databases, Excel Spreadsheets and text files. You will also learn how to import from
a text file.
The data source we will be working with contains the following information.

The Database

Name Gender [Occupation

Bailey, Beetle Male |Perpetual Private
Bumstead, Blondie Female |Caterer

Clampett, Jed Male Poor Mountaineer
Drew, Nacy Female |[Amateur Detective
Flintstone, Fred Male |Dino Operator

Kent, Clarke Male |Mild Mannered Reporter
Possible, Kim Female | Student

Woman, Wonder Female [Crime Fighter

Ziffle, Arnold Male Barnyard Animal

These data sources, for the purposes of this tutorial are in C:\Temp and are named:

e Access Database: People.mdb (tbl_people)
o Excel Spreadsheet: People.XLS
e Text File: People.CSV

These files are contained in the zip file. Download them to C:\Temp if you want to
follow along with the exercises.

Setting Up Data Sources

MS-Query has the ability to read data from various sources. Please note: the
instructions presented here are for Office 2003. Microsoft likes to change the user

Page 2 of 22



USING MS-QUERY

interface with each release, if you are using another version of office, your displays
may look different.

For all applications, the process starts with invoking the “External Data” menu.

Select Data — Import (or Get) External Data — New Database Query. This action
will bring up a menu similar to the following:

41.1

External Data Menu

Daka | Wwindomw  Help

4] sort... | %l | M [B]100 - @ !
= Filker »
oo | $ % s b sl EE =
= Subkatals. ..
] Yalidation. ., i I [0 |
Table. ..
Text to Calumins. ..
Consolidate,
Group and Cutline 3
i#|| PivotTable and PivatChart Report...
| Import External Data b| 3 Import Data...
List 4 Ga Mew web Query..,
WML P S Mew Database Query... |
Refresh Data ZEA Edit Query.., %
Sl Data Range Properties. ..
Jall Parameters. .,

Selecting the Database Source Type

Selecting “New Database Query” brings up the following dialog box.

Data Source(Type) Dialog Box

Choose Data Source

Databases l Dueries] OLAP Eubes]

<Mew Data Source:
dBASE Files®

E=cel Files™

M5 Access Databaze™

Ok
Cahicel
Browse...

Options...

rEED

@ ¥ Iz the Queny Wizard to creatededit quenes
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4.2 Selecting the Database

Setting up the basic query is the same for any of the data sources with minor
variations. For example, selecting the MS Access option brings up the following
dialog box.

Database Selection Dialog Box

Select Database El
Database Mame Directories:
c:\bemp

Cahicel
people.mdb = ot
B temp Help
I FeadOnly
™ Exclusive
Ligt Filez of Type: Dirives:
|.-’-‘«ccess Databaszes [".mﬂ | Ho j Metwork...

Microsoft is very fond of mapped drives. If you are planning to share the
spreadsheet and query with others who may not map their drives the same way as
you, specify the full path name rather than using the dialog box to navigate to the
data source. For example \\Server Name\Data Sources\Data Source Name.

¢ In the case of an Access database, you will be given a list of available tables
and queries. Note: Do not select queries that prompt for a parameter. Doing
so will cause an error message later on in the process. See section 4.2.5 for
setting up parameters.

¢ In the case of an Excel spreadsheet, you will be given a list of page names
and named ranges if the named ranges are static. Named ranges that are
dynamic will not be displayed.

42.1 Selecting the Table
Table Selector Dialog Box
Query Wizard - Choose Columns E|
wihat colurmng of data dao pou want to include in your query?
Ayallable tables and columns: Colurmnz in pour query:
: Bl

LR

Preview of data in zelected column;

|
@ | | Cancel |

From this point on, all the query methods continue in the same fashion.

Optionz... | |
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4.2.2 Selecting the Columns

Once you select the table you can select which columns you want to display.

Column Selection

Query Wizard - Choose Columns §|

wihat colurmng of data dao pou want to include in your query?

Ayallable tables and columns: Colurmnz in pour query:

Hame
Gender
Occupation

[
El

LR

Preview of data in zelected column;

@ | Optionz... | | | Cancel |

You can select individual columns or if you click the “>" while the table is selected,
all columns will be moved over.

4.2.3 Filtering the Columns

You can choose which records are passed on by the query.
Filter Dialog Box

Query Wizard - Filter Data

X]

Filter the data to zpecify which roves to include in your query.
If you don't want ta filter the data, click Nest.

Calurnn ta filker: Only include raws where:
MHame
Gender | J | J
Occupation
i -
| 20 =
i i
| =i =
i i

@ < Back | Mewt » | Cancel |

Note: You can only set up “fixed” parameters with this part of the wizard. You

cannot set up a prompt or formula. To set up parameters that can be set at run
time, see section 4.2.5.
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Highlight the column on which you want to filter. You can Only include rows where:

select multiple and/or criteria for this parameter. Narne
| [
You can also select additional columns for filtering. equals F
] ) ] ) ) does not equal
Selecting an item will activate the dropdown list of the iz greater than
operators iz greater than or equal to —
) iz lezs than
iz lezs than ar equal to
beginz with o
Some of the options are does hat begin with L/

424 Sort the Data

You can also perform three levels of sort using the next dialog box.
Sort Order Dialog Box

X

Query Wizard - Sort Order,

Specify how wou want your data zorted.
IF pou don't veant to sort the data, click Mest,

Sort by

Hame A

* Azcending
" Descending

Then by

| RS
| = e

@ < Back | et = | Cahicel
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425 Setting up to Read a Parameter at Run Time
You can skip this section if you do not need to read a parameter at run time. You
can always edit the query and get back to this screen later.
Finish Dialog Box

Query Wizard - Finish E|

What would you like to do nest?

" Return Data to Microsoft Office Excel Save Query. .

* View data or edit quemny in Microsaft Quen

" Create an OLAP Cube fronm this quen

@ < Back | Finigh | Cancel |

e To exit back to Excel, select “Return Data to Microsoft Office Excel.”
e To set a parameter for run time, select “View Data or Edit Query in Microsoft
Query.”
Selecting the view data option will bring up a dialog box showing the results of the
query. To add a criteria, click on the “Show/Hide Criteria” icon (eye glasses and
funnel.

Microsoft Query Tool Bar

== Microsoft Query

File Edit Wiew Format Table Crikeria Records window Help

= QW [sv] [Flor] %] (=] =] 242 [ [
% Query from MS Access Da

. This action will open up the criteria section of
s action wi

File Edit W%iew Format Table Criteria Recor

EEEE %] You can drag the column name into the
criteria field, or use the drop-down list to
select the column

“w Query from MS Access Database

thl_people . . i i
. Type in the value for the criteria. In this step,
Gender make the parameter interactive by using
M ame . .
Occoupation square brackets []. This choice can be
changed later.
: In this case, we are setting up the parameter
I:riteriavFi;eIdi Gender | to look at a string (that can accept wildcards)
s Hkelenter Gender] to match to the gender.
4
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Once you set up the parameter, you will be prompted for it.

Interactive Parameter Prompt

Enter Parameter Value gl

|

[ Use this waluefreference for future refreshes

ok ] [ Zancel

4.2.6 Import the Data

Once you have the query set up the way you want it, you will be prompted where to
put it.

Import Data gl
Where do you want ko put the data?
(%) Existing worksheet:
|=gag2
() Mews worksheet
i
[ Properties... ] [ Parameters... ] [ Edit: Query... ]

The cell definition is where the top, left of the returned data will be placed. You can

put the query anywhere on the page. See the discussion on query behavior in
Section 4.2.5 for additional information.

Normally the query is written to cell $A1 or cell $A2. If the query has nice headers
and you want to keep them, return the data to cell $Al. If query has oddly-named
headers and you want to suppress them, return the data to cell $A2.
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4.2.7 Redefining Runtime Parameters

If you set up a query to read parameters at A B | e
: . ’
ru_ntl_me, you can set them to be read by right Bl Sondor [Occupation
clicking on the returned data set. "3 |Bailey, Beetle___Male  Perpetual Private
4 |Bumstead, Blondie IFemale  Caterer
This action brings up a menu as shown in the 5 [Clampett, . &7 Cut aineer
) . A _B |Drew, Mac 234 copy tective
illustration at right. 7 |Flintstone,| | or
_8 |Kent, Clark (] aste red Reporter
Select “Parameters” from this menu. 3 |Possible, P e
10 Waman, — er
. . . . . 11 |Ziffle, Arnal b imal
This action will bring up a dialog box as shown 57" ™"™  peee.. "
beIOW 3] Clear Contents
14
) ) ) ) 15| | Insert Comment
This option will not be avallz_ible on the menu 78] A st o
unless an interactive query is set up as in % 5 gt query..
SeCtlon 425 E g? [rata Range Properties. ..
% "’[—_a] Parameters... QJ
f ¥ | Refresh Data
Parameters Dialog Box
Parameters g|

Howa parameter walue is obtained:

) Prompt: For value using the Following string:

|Enter Gender |

() Use the Following walue:

() Get the value from the Following cell:

i

oK ] [ Cancel

Use this box to:

e Prompt the user for a value
Use a value. The value can be a constant like ‘Female’ or a formula like
=today().

e Get the value from a cell.
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4.2.8 Finishing Up

Now that you have the data returned, it is time to define some of the behavior. Right
click on the data set and get the menu shown in section 4.2.7. This time select “Data
Range Properties.” This action will give you the dialog box shown below.

Data Range Properties Dialog Box

External Data Range Properties g]

Marmne: Query Fram M3 Access Database

Query definition
Save guery definition
[ save password
Refresh control
Enable background refresh
[] Refresh every
[] Refresh data on file open

Data Farmatting and layout

Include Figld names Preserve calumn sort/filkerflayout
[ ] 1nclude row numbers Preserve cell Formatting
Adjust column width

If the number of raws in the data range changes upon refresh:
() Insert cells for news data, delete unused cells
() Insert entire rows For new data, clear unused cells
() Overvarite existing cells with new data, clear unused cells

[ Fill dowen Formulas in columns adjacent ta data

[ ok ][ Cancel ]

Select the options that make the most sense for you. Shown here are the defaults.

To suppress headers, uncheck “Include Field Names.” You might also wish to
uncheck “Adjust Column Width” with this options.

A word or two about “Fill Down Formulas in Columns Adjacent to Data:” This option
works on all columns immediately adjacent to the right of the data set. The formulas
on the top row are replicated for each row of data returned. MS-Query also “cleans

up” after itself and “removes” excess formulas if subsequent refreshes return fewer
rows.

A break in the continuity of the formulas (that is, a blank column) stops the
replication, so you can set up summary calculations in this area.
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5 Setting up a New Data Source

There are two ways of getting text information into Excel. The first method is to
define the directory in which text files reside as a data source. Then you can use any
text file within the directory as a data source

To start the process select Data — Import (or Get) External Data — New Database
Query — New Data Source.

Choose Data Source

Databases l I]ueries] OLAF Cubes I oK
Ecel Files
M5 Access Databasze® Browse. .

X
_ Bowse.._ |
_ Opiors.._|
_ bz

@ v Usze the Queny Wizard bo create/edit queriss

Select the Microsoft Text Driver

Create New Data Source &l

YW'hat name do you want bo give pour data source’Y

1. |F'eop|e Teuxt

Select a driver for the ppe of databagze pou want bo access;
2 |

|>|*_

Microgoft FoxProWFP Diriver [%.dbf]
Microzoft ODBC for Qraclke

3 |Microsoft Paradox Dniver [*.db |

! Micro: ;

1 4 |Microsoft Visual FoxPro Driver %
i Micrazoft Visual FoxPro-Treiber —
SOL Server b

@ | Cancel |

In the resulting dialog box, uncheck the “Use Current Directory” box.

ODBC Text Setup

Diirectony: CAADantkye Documents

Select Directory...

[ Use Cunent Directary

o ]

=N
D atabase

N
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Select the folder containing your data sources.

Select Directory

File: name: Folders:
* azc oo tab bt c:htemp
Cancel
= s
Save file ag type: Dirives:
|Te>-:t Files [“.asc;".csv;“.j | Hc j MNetwork....

When you are done, the original dialog box should look something like:

Create New Data Source &l

Wwhat name do pou want to give your data zource?

1. |F'eop|e Text

Select a driver for the type of database you want to access:

2. |Microsoﬂ Text Driver [7kut; ® cav) ﬂ

Click Connect and enter any information requested by the driver:

3 CHTEMP

Select a default table for your data source [optional]:

‘| =l

[ Save my user D and pazsword in the data source definition

@ ak. | Cancel |

Click OK and you are brought back to a familiar screen.

Choose Data Source

Databaszes l I]ueries] OLAP Cubes I 0k
<Mew Data Source:

dBASE Files™ ance
Eucel Files®

M35 Access Database” Browse...

Optiong...

Delete

ik

@ v Usze the Queny Wizard bo create/edit queriss

You can now use the newly-created data source in the exact same way as other data
sources. The only difference is that the only tables you will see are the text files in
the directory.
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Importing Text Files
The other way of getting text data into Excel is to import it.
Select Data — Import External Data — Import Data

Daka | Window  Help
A 5 ;
2l sort... | @ = -4 F| [0

Filker »

hid Feview,

=TI EE a8 % o+
Irnport Data...
Te Wb Query, L% i
Mews Database Query. ..

‘talidation. ..

s PE

Import External Data » |

¥

A
Refresh Data [
e
=

B4l Edit Query...
27y Data Range Properties...

Sja)| Parameters...

This option will also allow you to import Excel spreadsheets and Access databases,
however, only the text import will be discussed here.

Select Data Source
Lok, in: |hi'l temp v| @ -4
- Fafpeople.csv!

people.mdb

My Recent & people. s
Documents

-

Deskiop

Selecting a text file brings up the following dialog box.

Text Import Wizard - S5tep 1 of 3

The Text Wizard has determined that vour data is Delimited,

If this is correct, choose Mext, or choose the data bype that best describes yvour data,
Criginal data bype
Choose the file bvpe that best describes vour data:

- Charackers such as commas or kabs separate each field,

th - Fields are aligned in columns with spaces between each field,

Skart impart at pav: EI File origin: 437 1 OEM United States s

Preview of file C:\templpeople, csyv,

flame0GenderO0ccupation A
"Bailey, Beetle"OMaleOFerpetual Priwvate
"Bumstead, Blondie"OFenaleOCaterer
"Clampett, Jed"OMaleOPoor Mountaineer
"Drew, Nacy"OFemalelimateur Detectiwve

RS

Mext > | [ Finish
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The advantage of importing text is that you can also work with fixed formats as well
as delimited formats. In addition you can start importing at other than row 1. This

comes in handy when dealing with reports that are made more human readable by
having additional header information.

The next dialog box lets you set up the delimiter to use.

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters wour data contains, You can see
haws yaur bext is affected in the preview below,

Delmiters [] Treat consecutive delimiters as one
Tab [ Semicolon [ comma
[Jspace [ other: Text gualifier: ) 4

Daka preview

Flame Gender Pooupation )

Failey, Beetle flale Perpetual Private

Fumstead, Blondie [Female LCaterer

Clampett, Jed flale Foor Mountaineer

Lrew, Nacy Female pmateur Detectiwve P
[ Cancel ” < Back l| Mext = H Finish ]

The final dialog box allows you to set the data type for each of the columns.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set

Column daka Farmat
the Data Format,

(%) General

‘General' converts numeric values to numbers, date (:} Text
walues bo dates, and all remaining walues to bexk, () Date: | MDY v

(") Do not import column {skip)

Daka preview

Ceneral

Docupation )
Perpetual Private
Caterer

Clampett, Jed Foor Mountaineer
Drew, Nacy F Pmateur Detectiwve

Cancel ” < Back
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Once you've defined the import, the returned data will look like other queries.
However, right clicking the data set reveals some differences.

External Data Range Properties BJ
Tame: people

Cuery definition
Save guery definition

Refresh control
Prompt: For file name on refresh
[ refresh every
[ Refresh data on file open

Data Formatting and laywouk

Preserve cell Farmatting
Adjust column width

If the number of raws in the data range changes upon refresh:
() Insert cells for news data, delete unused cells
() Insert entire rows For new data, clear unused cells
() Overwrite existing cells with new data, cear unused cells

I Eill down Formulas in columns adjacent ko data

| oK ][ Cancel l

e The first difference is that you do not have a way to filter or sort imported
data

e Also, you can't suppress field names
On the other hand, you can prompt for file name on refresh. This is a very
handy feature to have if the name of the file to import changes every day
such as a basic file name that might have a daily date stamp as part of its
name.

7 Query Behaviors
Like any other piece of software, MS-Query is not without its features and bugs.
7.1 Push Aside

One of these features is MS-Query’s ability to expand and contract to take up only as
much space as it needs to in a spreadsheet.

The good thing about this is that you can “stack” queries on top of each other. For
example, suppose query one initially returns 10 rows of data and query two is
initially set up to be returned to row 12 (two rows below). If on a subsequent
refresh, query one returns 14 rows of data, query two will now start on row 16.
Likewise, if query one returns 8 rows, query two will move up to row 10.

One of the problems with this feature is it also tends to push columns aside as well,
sometimes destroying the references in their formulas. If you are going to use
gueries with other calculations and data on a page, it is a good idea to lay out the
gueries first and then build the sheet around them.
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7.2 Inserting Columns

If you decide to add a column between two existing columns and you refresh the
new column will be added — as the last column. To solve this problem insert a
column where you want the new column to be, cut the newly-returned column and
paste it in the proper position. Then close up (delete) any vacant columns and
refresh the query. It will come back OK the next time.

7.3 Changing Source Location (Excel Spreadsheets)

As mentioned above, Microsoft tends to latch onto drive mappings rather than
absolute or relative paths. If you created queries against a mapped drive, you can
edit the query and tweak the SQL code.

It is also possible to run a query from one sheet on a spreadsheet to another. One
reason for doing this is to read raw data onto some sheets, perform sum summary
calculations on them, and then read the resulting data to the main page.

The problem with this is that if you move the spreadsheet or rename it, it looks for
the data in the old location. Putting the following code in the ThisWorkbook part of
the VB editor will change the query to look in the current spreadsheet (whatever its
name) in the current location (wherever that may be).

Code:
Sub ChangeSource()

Dim j As Integer

" Variables for the query strings
Dim SQLStmt() As String

Dim FromStmt() As String

Dim NewPath As String

Dim NewSQL As String

Dim NewFrom As String

" Variables for the connection strings
Dim ConnectString() As String
Dim NewConnectString As String

" For each query do ...
For J = 1 To Worksheets(1).QueryTables.Count
" Change the SQL Statement

NewPath = "~ " & ThisWorkbook.Path & "\" & _
Left(ThisWorkbook.Name, Len(ThisWorkbook.Name) - 4) & "™
" Split the SQL statement at "FROM"
SQLStmt = Split(Worksheets(1l).QueryTables(j)-CommandText,
"FROM'™)

" Split the remaining statements at the ".'" The frist part of
this is

" the old path

Let FromStmt = Split(SQLStmt(1l), ".")

" Conatenate the string as far as the "FROM™ and add new path
NewSQL = SQLStmt(0) & "FROM ™

Page 16 of 22



USING MS-QUERY

" Create the new from statement
FromStmt(0) = NewPath

Let NewFrom = Join(FromStmt, ".'")
NewSQL = NewSQL & ' " & NewFrom

Worksheets(1) -QueryTables(j) -CommandText = NewSQL

" Change the connection string
Let ConnectString =
Split(Worksheets(1).QueryTables(j)-Connection, ';')
ConnectString(2) = "DBQ=" & ThisWorkbook.Path & "\ & _
ThisWorkbook . Name
ConnectString(3) = "DefaultDir=" & ThisWorkbook.Path
Let NewConnectString = Join(ConnectString, '";')

Worksheets(1) .QueryTables(j) -Connection = NewConnectString
Next j
End Sub

7.4 Changing Source Code Location (MS-Access)

If your query is linked to an MS-Access Database and the database is moved, there
is a simple and sane procedure to re-link the data to the new location.

Note: The assumption is made that the database is moved to a new location. If a
copy of the database is left behind, MS-Query will detect it and think nothing is
wrong. To force it to initiate this process, temporarily rename the old database.

If you have moved a database, you may see an error message that looks like:

\14) Zould nok find file 'C: TemptPeople. mdb',

oK | Cancel |

Click OK and the following screen will appear:

Data Source K
S Access Database
Cancel

Authorization
Logik narne: Database...
Pazzward: | Help

Click on Database.

i e

Databaze Mame Directories: 0
chlemp
Cancel
Test Databaze.mdb [ eh
= Temp
£ Mew Falder
[ Read Only
[ Exclusive
Lizt Filez of Type: Drives:
Access Databazes [".mﬂ | = ﬂ Hetwark...
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Navigate to the new database location (don’t forget to use a full pathname if
needed).

Databaze Mame Direchories:
|F'en|:ule.mdb chlemp k
Cancel
Test Database.mdb = eh
B= Temp Help

[ Read Only

[ Exclusive
Lizt Filez of Type: Drives:
|Access D atahazes [".mﬂ | = ﬂ Hetwark...

Normally, this is all it takes. However, if the error message still persists, take the
following steps.

Right click on the data range, and select Edit Query.

Al B

c | D

This action should bring up the following dialog box.

1D Name
| 1 Bailey, Beetle
| 2 Bumstead Blondie Female Caterer

| 3[Clampett Jed Inale

Gender Occupation
Male Perpetual Priv

Poor Mountair

4 Drew, Macy % o 2
4 Flinstone, B er nr
G Kent, Clarke = < B Bl
| 7 Possible, K[ Paste
| B Woman, W Paste Special... Br
9 Fiffle, Arnol in
b Insert...
Delete...
Clear Contents
4 Insert Comment
5 Eormat Cells...
|.@ Edit Query... |
f]“ Data Range Prnperti%..
afl Parameters...
¥ | Refresh Data

! E This query cannot be edited by the Query Wizard.

Click OK and the error message will be repeated.

! E Could not find file 'CATemp\People.mdb’.

0] 4 | Help
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Click OK and you get no results. Select SQL

I

) (1 () ) ] B O

:_-qumry from MS Access Database

Edit the SQL statement to reflect the new path name.

SOL statement:

SELECT tbl_people.|D, thl_people Mame, thl_people. Gender,
tbl_people. O ccupation Cancel

FROM "C:ATempiHew FolderPeople’ tbl_people thl_people
ORDER BY thl_people.Mame

Exit back to the spreadsheet.

=== Microsoft Query
File Edit Table Criteria Records ‘Window Help

e8] [so] [F[F] (%] [=[=] [24]24] [

“w Query frnr;s Database

View  Formak

i

1D [ Name [ Gender [ Dccupation
1 Bailey, Beetle b ale Perpetual Private
2 Bumstead, Blondie Fernale Caterer
3 Clarmpett, Jed b ale Poar Mountaineer
4 Direwa, Macy Female Armateur Detective
5} Flirstane, Fred b ale Diro O peratar
5 Kent, Clarke b ale tild b annered Reporter
7 Pozzible, Kim Fernale Student
8 whoman, YW onder Female Crime Fighter
9 Ziffle, Armold b ale Barnyard Animal
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8 Bugs
This function is not without its unwanted features:
8.1 This Data Source Contains No Visible Tables

You may see this message while trying to link to another spreadsheet as a data
source. It can be fixed by launching MS-Word’s Mailmerge function. (How intuitive is
that?) Microsoft keeps moving the fix for this around their web site. Here is the copy
as of 4/11/09.

http://support.microsoft.com/kb/286891

This data source contains no visible tables

This article was previously published under Q286891
SYMPTOMS

When you work with a document and you try to open a Microsoft Excel file with
Microsoft Query, you may receive the following error message:

This data source contains no visible tables.
CAUSE

This issue occurs because the ODBC driver used to connect to the data source
perceives the worksheets in your Excel workbook as system tables and does not
display them. System tables are objects in database files that are not displayed by
default.

WORKAROUND

To work around this issue, follow these steps:

1. Start Microsoft Word, and then open your document.

2. In Word Microsoft 2002, point to Letters & Mailings on the Tools menu, , and
then click Mail Merge Wizard.

In Microsoft Office Word 2003, point to Letters & Mailings on the Tools menu,
and then click Mail Merge.

In Microsoft Office Word 2007, click Start Mail Merge in the Start Mail Merge
group on the Mailings tab. Then, click Step by Step Mail Merge Wizard.

3. Click Letters, and then click Next.
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4. Click Use Current Document and click Next.
5. Click Use an Existing List, and then click Browse.

6. In the Select Data Source dialog box, on the Tools menu, click MSQuery.
Note that Microsoft Query starts and the Choose Data Source dialog box is
displayed.

7. Click to select Excel Files, and then click OK.

8. In the Select Workbook dialog box, browse to your Excel file and click OK.
Note that you receive the error message listed in the Symptoms section of this
article.

9. Click OK. In the Query Wizard - Choose Columns dialog box, and then click
Options.

10. In the Table Options dialog box, click to select the System Tables check box,
and then click OK.

Note that now you can see and select individual worksheets in your Excel data

source.

STATUS

Microsoft has confirmed that this is a problem in the Microsoft products that are
listed in the "Applies to" section.

APPLIES TO
e  Microsoft Office Word 2007
e  Microsoft Office Word 2003

e  Microsoft Word 2002 Standard Edition

Keywords:
kbbug kbnofix KB286891
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8.2 No Header When Linking to a Text File

Sometimes when linking to a text file it will appear that the headers in the text files
are run together. This happens when the text driver thinks that the file is comma
delimited when in fact it is tab delimited. To correct this problem go to the directory
in which the data sources reside and edit the schema.ini file using notepad. Modify
the Format line to reflect the appropriate type delimiter.

[newhires.csv]
ColNameHeader=True
Format=CSVDel imited
MaxScanRows=25
CharacterSet=0EM
[today . txt]
ColNameHeader=True
Format=TabDel imited
MaxScanRows=25
CharacterSet=0EM
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