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Creating An ODBC Data Source

The simplest way to create an ODBC data source is via Microsoft Excel.  These notes assume that you have Microsoft Office 2010 installed.

Start Excel and on the menu, choose “Data”, “From Other Sources and “From Microsoft Query”.
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If the option “Get External Data” is not available, this may be because Microsoft Query has not been installed on your PC. 

Once selected, you will be prompted with:
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Ensure that the item “<New Data Source>” is highlighted, and that the check box “Use the Query Wizard to create/edit queries” is unticked.  Click “OK”.  
You are then prompted:


Enter the following information:

1. What name do you want to give to your data source?

This is free text.  Enter a suitable name, such as PASS Admin Data or PASS Accounts Data.

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

From the pull-down list, choose SQL Server,  If you are using SQL 2005 or 2008 you will need to select SQL Native Client.

3. Click on the “Connect” Button.

You are then prompted with:
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Enter the following information:

A. Server

Enter “PASSSERVER”.

B. Use Trusted Connection

Untick this.

C. Login ID

Enter Users Pass For Windows User Name (this must be in UPPERCASE)
D. Password

Enter Users Pass For Windows Password (this must be in UPPERCASE)
Then, click on the “Options” button to display the following:
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E. Database

From the list, choose “PassMain”.

If you receive the following error, this is usually caused by the login details not being entered correctly. You MUST make sure that both the Username and Password are entered in UPPERCASE, regardless of how it is entered when logging into PASS.

If this error persists, please contact the WCBS Help Line on 01458 833055.
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F. Language

From the list, choose “English”.

Click OK.  You will then be returned to the “Create New Data Source” window:

4. Select a default table for your data source (optional):

Leave this blank.

5. Save my user ID and password in the data source definition

Ensure that this is ticked.  You will receive the following warning:


Please be sure that no unauthorised access can be made to the PC.  Once this data source is created, ANY person can use it to access data from the PASS System.

Click “OK” at the bottom of the “Create New Data Source” window and you will be returned to the “Data Source” window.  You should now have an entry for the new data source just created.

With the new data source highlighted, click “OK” to continue.

Microsoft Query will now start and the available data tables will be displayed.
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