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Safari ODBC is a program that allows users to extract data from USAS, USPS, and EIS into 
Excel spreadsheets through Windows ODBC (Open DataBase Connectivity) drivers. Safari 
ODBC is accessed through Excel but first must be installed on your computer. For installation 
instructions and software downloads, please see the LACA website. 

This document contains instructions on creating a query using Safari ODBC, editing an existing 
query, refreshing an existing query, and using VLOOKUP to pull information from multiple 
queries into one worksheet. Specific information may be found as follows: 

 

Creating an Excel spreadsheet using Safari ODBC  page 2 

Editing a Safari ODBC Query    page 7 

Refreshing a Safari ODBC Query    page 10 

Using VLOOKUP – Method One    page 12 

Using VLOOKUP – Method Two    page 16 
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Creating an Excel spreadsheet using Safari ODBC 

1.  Click Data/From Other Sources/From Microsoft Query 
 

 
 

2. Select your data source and click OK 

 

3. Enter your Reflections username and password, then click OK 

  

a. If you need to access an archived database (i.e. a prior calendar year or prior fiscal 
year database), modify the Command File Name line to contain your two digit 
district code (which can be obtained from LACA) and either CAL## or FY## 
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(where ## is the two digit year). For example: 
 

 
 

4. Select the table that contains the information that you wish to pull.  You can only pick 
one table per worksheet. 

 

5. Click on the plus sign to open the table.  Select the items in the table that you wish to 
appear on your spreadsheet.  You need to make sure that you also select items that will 
allow you to filter the information. 
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6. Click next to proceed to the filter screen.  You can filter on as many items as you wish.  
Select the item that you wish to filter by.  Click the drop down arrow in the first box and 
select your qualifier.  In the second box, you will enter how you would like it qualified.  
For example, to only select employees with a JOB_STATUS that equals 1: 

 

7. Click Next to proceed to the Sort screen.  You can sort on as many items as you wish. 

 

8. Click Next and then Finish. 
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9. You will then select how you want to view the data and where you want the data to start.  
Make sure you have your cursor in cell A1 of your spreadsheet. Then click OK. 

 

10. Your data will be transferred to your Excel spreadsheet. 
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11. Your data will be in a “Table” format.  If you want to treat the spreadsheet as a regular 
Excel spreadsheet, subtotal your data etc., you can change it from a “Table” to a 
“Range”.  If you want to use this query again, you should first save it in “Table” format, 
then convert it to a “Range” and use the “Save As” option. 

a. Click Convert to Range.  

 

b. Click OK. 

 

c. You no longer have the down arrow next to the column headings. 

 

d. You can then manipulate the data like any other Excel spreadsheet.  
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Editing a Safari ODBC Query 

1. Once you have created your query.  You may find that you need additional columns of 
information or you need to filter in a different way.  To edit a query, you need to click on 
Data, then Connections, then Properties, then Definition, then Edit Query. 
 

 
 

2. You will then be taken back to the Query Wizard. 
 

  

1. Click Data 

3. Click Properties 

4. Click Definition 

5. Click Edit Query 

2. Click Connections 
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3. Make your correction(s) as you did when creating your spreadsheet.  You must make 
changes within the same table you originally selected when creating your spreadsheet 
since you can only work with one table per worksheet.  Click Next through all screens, 
making changes as desired, then click OK on the Connection Properties screen.  
 

 
 

4. You will then be prompted to log in again. 

 



 
 
 

Safari ODBC and Microsoft 
 9 

5. Your new data will be returned to your spreadsheet. 
 

6. Click Close on the Workbook Connections pop up box. If you do not see this pop up box 
and are not able to access your spreadsheet, click on the Excel button at the bottom of the 
screen and then click back on the spreadsheet.  The screen below will pop up. Click 
Close. 
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Refreshing a Safari ODBC Query 

If you would like to refresh an existing query and pull current information from a saved query: 

1.  Click on the Data tab, then click Refresh All, then Refresh All. 

 

2. You will be prompted to enter your username and password so Safari ODBC can access 
your current database. Enter your Reflections username and password and click OK. 
 

 
 

3. Your spreadsheet will be updated with current information from the database. 
4. If the Excel spreadsheet you created is something that you would like to use over again 

with current information, you can set the spreadsheet to refresh each time you open it. To 
do this, while initially running your safari, after you have selected, filtered, sorted the 
data, and clicked finish, on the Import Data window, click Properties.  

1. Click Data 

2. Click Refresh All 

3. Refresh All 
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5. In the Connection Properties pop up box, checkmark “Refresh data when opening the 
file” and click OK. 
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Using VLOOKUP – Method One 

You can use the VLOOKUP function to search the first column of the first sheet of an Excel 
workbook, match it with the first column of the second sheet of an Excel workbook, and move 
information from the second sheet of the workbook to the first sheet. 

1. Select the information that you need for Sheet 1 of your workbook. 
2. Select the information that you need for Sheet 2 of your workbook.   

a. Make sure that you have the same first column on each sheet that you are using to 
match data.  Both sheets must be sorted the same based on this column.  We 
recommend the employee ID for payroll, or a vendor #, receipt #, etc. for 
accounting. 

 

3. Once you have data on both Sheet 1 and 2, while on Sheet 2, select the entire sheet by 
clicking the “select all” button at the top left corner of the worksheet, to the left of 
column A and above row 1.  
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4. Name Sheet 2.  Click on the Formulas Tab, then click Define Name.  The following box 
will appear.  Enter the Name of Sheet 2 and the Scope the name will cover.  Click OK. 

 

5. Return to Sheet 1.  Click on line 2 of the next available column of Sheet 1.   

 

  

1. Click Formulas 2. Click Define Name 

3.  Enter Name 
4. Click the drop down 
arrow and select Sheet2  

5. Click OK 
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6. Enter your VLOOKUP formula in that cell. 
a. You can enter “=” in the cell, then select a recently used formula from the name 

box as shown in the image below. 
b. Or you can click the insert function button (circled in the image below), then 

search for VLOOKUP. 

 

7. A Function Arguments box will appear.  Complete the fields. 

 

a. Lookup_value 
i. Click on Cell A2 of Sheet 1 

ii. Argument will populate (i.e. @EMPLOYEE_ID) 
iii. This means “look in column A, row 2 of Sheet1” 

b. Table_array 
i. Click on Sheet 2 and type the name that you gave Sheet 2 

ii. Argument will then read Sheet2!NAME (i.e. Sheet2!MASTER) 
iii. This means “Go to Sheet2 to find and retrieve data” 

1. Enter “=” 

2. Select VLOOKUP 

a. 
b. 
c. 
d. 
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c. Col_index_num 
i. Enter number of column to be retrieved; in this case 4 

ii. Argument will populate (i.e. 4) 
iii. This means “If find match, retrieve data from the 4th column of the table 

array” 
d. Range_lookup 

i. Enter “FALSE” 
ii. This means “If no match, leave blank” 

e. Click OK. 
 

8. The information from Sheet 2 will be pulled into Sheet 1. 
 

 
a. You can transfer information from more than one column on Sheet 2 to Sheet 1. 

To do so, repeat steps 5 through 8 as many times as necessary. 
b. You can create more than two sheets and transfer information from all the sheets 

to Sheet 1. 
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Using VLOOKUP – Method Two 

You can use the VLOOKUP function to search the first column of the first sheet of an Excel 
workbook, match it with the first column of the second sheet of an Excel workbook, and move 
information from the second sheet of the workbook to the first sheet. 

1. Select the information that you need for Sheet 1 of your workbook. 
2. Select the information that you need for Sheet 2 of your workbook.   

a. Make sure that you have the same first column on each sheet that you are using to 
match data.  Both sheets must be sorted the same based on this column.  We 
recommend the employee ID for payroll, or a vendor #, receipt #, etc. for 
accounting. 

 

3. Once you have data on both Sheet 1 and 2, return to Sheet 1.  Click on line 2 of the next 
available column of Sheet 1.   
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4. Enter your VLOOKUP formula in that cell. 
a. You can enter “=” in the cell, then select a recently used formula from the name 

box as shown in the image below. 
b. Or you can click the insert function button (circled in the image below), then 

search for VLOOKUP.  

 

5. A Function Arguments box will appear.  Complete the fields. 

 

a. Lookup_value 
i. Click on Cell A2 of Sheet 1 

ii. Argument will populate (i.e. @EMPLOYEE_ID) 
iii. This means “look in column A, row 2 of Sheet1” 

b. Table_array 
i. Click on Sheet 2 

ii. Highlight column A through the column you need retrieved; in this case 
column D  

iii. Argument will populate (i.e. Sheet2!A:D) 
iv. This means “Go to Sheet2 columns A through D to find and retrieve data” 

1. Enter “=” 

2. Select VLOOKUP 

a. 
b. 
c. 
d. 
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c. Col_index_num 
i. Enter number of column to be retrieved; in this case 4 

ii. Argument will populate (i.e. 4) 
iii. This means “If find match, retrieve data from the 4th column of the table 

array” 
d. Range_lookup 

i. Enter “FALSE” 
ii. This means “If no match, leave blank” 

e. Click OK. 
 

6. The information from Sheet 2 will be pulled into Sheet 1. 

 

a. You can transfer information from more than one column on Sheet 2 to Sheet 1. 
To do so, repeat steps 3 through 6 as many times as necessary. 

b. You can create more than two sheets and transfer information from all the sheets 
to Sheet 1. 

 


