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Overview

SQL Server can be used as a data 
source for MS Office applications

This tutorial illustrates the following 
operations

 Word: document/mail merge

 Excel: link to tables

 Access Project: queries, forms, reports
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Word 2007: Mail Merge
“Mail merge is a software function describing the production of 
multiple (and potentially large numbers of) documents from a 
single template form and a structured data source. This helps to 
create personalized letters and pre-addressed envelopes or 
mailing labels for mass mailings from a word processing 
document.” 

– Wikipedia.org

The mail template includes
 Fixed text, which will be the same in each output document;
 Variables, which act as placeholders that are replaced by text from 

the data source.

Task
 Use the “Customer” table in the “Northwind” database to create 

address labels
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Select a Document Type
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Open a new Word 
document; go to the 
“Mailings” tab and click on 
“Start Mail Merge”.

Choose a label 
vendor and 
product type.

Choose “Labels” to create 
labels; you can also create 
other types of documents 
that require dynamic data.



Select a Data Source
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1. To get some dynamic 
data from the database 
(SQL Server), click “Use 
Existing List”. The data 
source window will appear.

There is no content after 
you selected the label type. 
But when you highlight all 
document, you can see the 
document is formatted into 
labels; it’s just there is no 
content yet.

This is an existing data 
source, which I created it 
before. You can reuse data 
source link once you 
defined one.

2. Click here to 
create a new data 
source.



Data Connection Wizard
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1. The first step is to 
select the data source 
type. We will use SQL 
Server 2008.

2. Fill in the server 
name (can be “(local)” 
or your computer 
name), and select log 
on credentials.

If MS Access is 
used, select 
“Other/Advanced” 
(see slide #10)



Edit a Label Template
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1. The document will 
look like this once a 
data source is selected.

2. Go to the first label 
and start to create a 
template. You can see 
the fields listed here 
are from the database.

3. Create a label template 
using a mixture of fixed 
text and dynamic variables 
(fields)



Create All Labels
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After the first 
template is 
defined, click the 
“Update Labels” 
button to apply 
changes to all 
labels.



Preview Labels
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1. Use this command 
to preview the merge 
results.

3. Once finished, 
you can save the 
resulting document 
or print it directly.

Use additional tool 
buttons to further 
configure the merge 
results.

2. You can see the data 
from the database.



Use MS Access as a Data Source
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Continued from slide #6 
when “Other/Advanced” 
is selected: this is the 
driver for Access files.

Directly select the 
Access file; and select 
“Blank password”



Excel 2007: Link to Tables

Excel can be used to access the data in 
SQL Server

Task

 Import the “Customer” table from SQL 
Server database “Northwind”
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Select a Data Source
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1. Create a new Excel 
document and go to 
the “Data” tab, select 
“Get External Data”. To 
create a new SQL 
Server data source , 
choose “From SQL 
Server” and follow the 
setup in slide #6.

To use an existing 
data source (for 
example, we have 
define one just now), 
select “Existing 
Connections”.

Clicking this button 
will bring you the 
“Select Data Source” 
window in slide #5.

Access can also be 
used as a data 
source.



View as a Table

13

View the data 
as “Table”

You can perform 
common Excel 
operations to these 
data.

Note that all data can be 
modified only within Excel. 
Changes cannot be sent back to 
the server. Clicking the “Refresh” 
button will reload data from the 
server and reset all changes.



Access 2007: Project

Access can be used as a front end to SQL 
Server database – this is called an Access 
Project (.adp file, NOT .accdb file).
 Data is stored in the SQL Server, not in the 

Access file.
 Access can be used to query the database, 

create reports, create input forms, etc.

Task
 Create an Access 2007 Project to connect to 

SQL Server database “Northwind”
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SQL Server Setting
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Open the Sql Server 
Configuration Manager 
and make sure the 
database is running.

The first thing is to make sure the “TCP/IP” protocol is 
enabled. To do this, open the “SQL Server Configuration 
Manager” and navigate to “SQL Server network 
Configuration”, “Protocols for …”  and turn on “TCP/IP”. 
Note depending on your computer, you may need to 
chose the 32 bit setting group.



Create an Access Project
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Create a new 
blank database 
and click the 
open button.



Create an Access Project
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Query editing 
window

Choose the type of 
“Access Projects”



Connect to an Existing Database
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If this window pops up, 
choose “No” to connect 
to an existing database.

Or you can directly type 
a file name ending with 
“.adp”. Then click the 
create button.



SQL Server Database Wizard
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Unfortunately, Access 2007 
does not work with SQL Server 
2008 without problems. In 
fact, Access 2007 is supposed 
to work with SQL Server 2005. 
You will see this warning pretty 
often. Click “OK” will give you 
a blank project and we will 
start from there.



Define a Connection
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2. Click on “Connection” 
to define the server 
connection (“Data Link 
Properties”).

3. Again, choose  your 
computer name or use 
“(local)” as the server; use 
the integrated security log on; 
and select the “Northwind” 
data on your server.

1. Click the office 
button, and you 
will see the 
“Server” group.

You can test the 
connection first.



View and Modify Data
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2. Double click on the 
table name to view 
data.

1. When the connection 
is successful, you 
should see these tables 
and other objects.

Note that unlike 
Excel, changes 
to the data will 
be sent back to 
the server.



Create a Report
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Go to the 
“Create” tab to 
create a report. 



Compatibility Problem
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You may see these warning 
quite often when you try to 
change the table structure, 
such as modifying column 
definitions or creating a 
query. Access 2010 will be 
the solution.



Key Resources
More about mail merge
 http://office.microsoft.com/en-us/word-

help/CH010062628.aspx

More about connecting to SQL Server from Excel
 http://office.microsoft.com/en-us/excel-help/connect-

to-import-sql-server-data-HA010217956.aspx

More about Access Project
 http://office.microsoft.com/en-us/access-help/create-

an-access-project-HA010167953.aspx
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