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Summary
DUCK is a Microsoft Access form capable of extracting data from the DASL database, allowing users to download and manipulate data in Microsoft Access and export data in various formats including Microsoft Excel. DUCK has allowed DASL users to download data specific to their needs that is not available in a desired format or report in the DASL application.

Requirements
Microsoft Access
Microsoft Excel
Internet connection

In this document the following system specs are used
Windows 7
Microsoft Office 2007 (Access, Excel)
Internet Explorer 8
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PRE-INSTALL SETUP
Establish connection to the DASLr database at LNOCA

1. Go to Windows Start menu, select Control Panel, select Administrative Tools.

2. Double-click Data Sources (ODBC).

3. Select the System DSN tab. Then click the Add… button.
     *If the System DSN tab is not available, select the User DSN tab instead and continue with the steps


4. Select SQL Server from the list (usually near the bottom) and click Finish.

5. Fill in the following fields as displayed in the screenshot below. Click Next.
	Name: DASLr			Description: DASLr		Server: 10.1.2.16


6. Select With SQL Server authentication. Make sure there is a checkmark next to
     Connect to SQL Server to obtain, etc.
     Enter your DUCK username and password. Click Next.


7. Check the box next to Change the default database to:.
    Select DASLR from the dropdown below.
     Make sure Use ANSI quoted and Use ANSI nulls are both checked.
     Click Next.



8. Make sure the box is checked for Perform translation for character data.
     Click Finish.

9. Click Test Data Source. You should see TESTS COMPLETED SUCCESSFULLY!
     Pre-install setup is now complete. Click OK to close the window.
     Click OK to close the next window.

                       


10. You should now see a DASLr SQL Server connection under your System or User DSN tab.
        Click OK.





DUCK DOWNLOAD & INSTALLATION
Download the DUCK software from the web. Install DUCK on your computer.

11.  Open a web browser such as Internet Explorer and navigate to the following link:
	http://www.lnoca.org/departments/student/files/ducksetup.exe
12. When prompted, select Run to run ducksetup.exe.

Depending on your operating system and security settings, you may receive a 
warning such as the examples below.
Select Yes or Allow or Run to continue with the setup.
              

13. Click Yes to continue with the DUCK setup.

14. Select Continue.


15. Select Continue to install to C:\Duck on your computer.
     You can change the installation directory if you wish.


16. Select Yes to create the directory selected in step 5. DUCK will now install.

17. Select OK when the DUCK installation completes.

18. Double-click the DUCK 5 icon on your desktop to open DUCK. 
      If you don’t have a DUCK5 icon on your desktop, navigate to your DUCK
      directory and find DUCK5 (C:\Duck\Duck5.mdb).




DUCK CONFIGURATION
Configure Microsoft Access security to allow DUCK to function properly.
 Configure DUCK to connect to the DASLr database and your buildings.

19. Microsoft Access may prevent DUCK from opening depending on your security                       
        settings. If you see a security warning click on Options.







20. Select Enable this content and click OK. DUCK will now open completely.


21. Double-click the DUCK 5 label to access the DUCK setup menu.
22. You may change the District Name and Building Name fields, though it does
        not affect the functionality of DUCK.


23. Click on the Servers Setup button.

24. As seen in the screenshot below, enter the data as follows.
Server Type: SQL    Server Name: DASL    Server: 10.1.2.16    Driver: SQL Server    Allow Top # Records: 
The 2 rows below should be blank (Safari Path row, Sel Test Level row)





25. Click the doorway button on the top right to save and close the window in step 24.
      This will take you back to the DUCK setup menu.




26. Click on the Software Setup button.


27. Change the 1st row of data to match the data seen below.
Software Name    Source Type     Server     SQL Database Name     Field Name   Objects to Include   Special Logic
         DASLr               Building            DASL                  DASLr                   _DistBldg               Views                         2


28. Click the doorway button on the top right to save and close the window in step 27.
         This will take you back to the DUCK setup menu.


29. On the lower right side of the DUCK setup screen you will find a Connections pane.
      
 Select DASLr from the Software dropdown (If DASLr is missing from the list, exit DUCK and restart DUCK).
 Enter your building code under Connection (contact LNOCA if you do not know your building code(s)).



In the example above, a connection is made to building code 1122. For multiple
building connections, you may enter another building connection in the blank
fields below.
30. Click on the Build Definitions button.


31. Before building definitions for the first time, we want to make sure that we
        won’t receive a warning message each time a new DASLr view is imported into 
        DUCK. Otherwise it will take quite a while to click through all the warnings.

To disable the warnings, click on the Office button on the top left corner of Access








Click the Access Options button
32. Select the Advanced tab on the left side of the options window.
        Uncheck all 3 boxes under the Confirm category (record  changes, document  deletions, action  queries).
        Click OK to save those changes.


33. Select DASLr for the Software dropdown field on the Build Definitions screen. 
        Enter your DUCK username and password.
        Click the Build Definitions button.

34. The data definitions will download from the server into DUCK in about 1 minute.
        Click OK.


35. Click the doorway button on the top right to save and close the window in steps 33-34.
         This will take you back to the DUCK setup menu.


36. Click on the Databases button.


37. On this screen you can control which years’ data you can download using 
        DUCK. For example, {DASLr, 2009, 2009} will allow you to download data from
        the 2009-2010 school year. In the example below, 2004 was replaced by 2010
        since 1)districts were not using DASL in 2004-2005 and 2)the user needs data 
        from the 2010-2011 school year.
        You can delete the {DASLr, Live, 9999} record if you’d like - it contains no data.

        Verify the years you need are here and add any that are missing.

The other Sources (DASLr2Live, EIS, EMIS, USAS, USPS) can be ignored.

38. Click the doorway button on the top right to save and close the window in step 37.
         This will take you back to the DUCK setup menu.



39. On the DUCK setup menu click on the doorway button on the top right to  
         return to the DUCK main menu.



DUCK is now configured and ready to use!
[image: ]

USING DUCK
Selecting the data you need to download. Exporting the data to Excel. 
Filtering the data prior to importing.

40. On the main menu click the Data Import Selections button.
[image: ]
41. Check the boxes next to DASLr, a building of your choice, and a school year.
[image: ]
42. Check the import box next to one of the DASLr views listed on the right. In the 
      screenshot below, Student_DUCK is selected. This view contains student 
      profile data. When you check the box next to a view or click on the view name 
      with your cursor it will display the fields in that view below. Check the fields 
      you would like to download. In the screenshot below, StudentNumber and  
      StudentStatus is selected. FirstName, LastName, and Homeroom_Code were
      also selected (off screenshot). *for more options on this screen, click the [image: ]


43. After you make all your selections click the doorway button to return to the main menu.
[image: ]
44. Click the Import Data button on the main menu
[image: ]
45. Enter your DUCK username and password. Click Import Data.

46. The data may take 30 seconds to several minutes to download depending on which view
      and fields you selected in step 3. Click OK when the import is complete.



Then click the doorway button to return to the main menu.


47. Click the Export Data button.

48. The data you downloaded in step 45 was placed in an Access table. On the 
      Export Data screen, all your downloaded tables are available in the dropdown. 
      Select the data you downloaded from the dropdown box.
      Click the Export To Excel button. The Excel spreadsheet will be placed in the 
      DUCK directory.
      Click the Open With Excel button to open the exported spreadsheet.






49. You can filter data fields prior to importing the data. In the example below we 
        will step through filtering the Homeroom_Code field to 110 so we only 
        generate results for students in homeroom 110.

Double-click the blank criteria area (highlighted in the screenshot above) next to the Homeroom_Code field.

Shown below, select equals from the Operations dropdown. Enter 110 for the Value.
Click the small doorway button to save settings.

…continue with steps 43-48
CREATE AN ACCESS QUERY
Create a query from your imported DUCK tables. Filter data through querying instead of DUCK.
Connect 2 tables together in a single query.

50. Click on the Create tab in the Access menu. Click the Query Design button.


51. Select the table you want to use for your query and click Add. Click Close.

52. Double-click the fields from the table you selected to add fields to your query.


53. Enter criteria if you need to filter any fields. Below, Homeroom_Code is filtered to 110.


54. Click on the View button on the top left of the Access toolbar.


The query results will be displayed. Click the View button to return to the query design.


55. After saving your query, export the query to Excel by selecting the External  
        Data tab, then select the Excel export button, name your file, and click OK.

Sometimes we need data with fields from 2 or more tables (or DUCK views). This can be accomplished by creating a query and connecting the tables based on a common unique field from both tables. When working with student data, the StudentNumber is the most commonly used field.

In the example below, we will build a report showing which students are missing an MMR immunization. The report will also include the Student Number, Student Name, Homeroom, Phone Number, Gender, Grade, and Student Status. 
This report may be relevant to some because:
1) The immunization report in DASL only includes the Student Number, Name, and Grade. 
2) The DASL report does not list students who are missing an immunization.

We need data from Student_DUCK 
(StudentNumber, FirstName, LastName, Homeroom_Code, Phone, Gender, GradeLevel, StudentStatus)
We need data from Immunization_DUCK
	(StudentNumber, MMR)

56. When we have both tables imported, create a new query (steps 50-51) but 
        select both Student_DUCK and Immunization_DUCK tables for the query.


57. Click and drag the StudentNumber field from one table to the StudentNumber 
        field in the other table. This will make the connection between both tables.



58. Double-click the fields you need in your query and apply any desired filters 
        (like in steps 52-53). In the example below, MMR is filtered to Is Null so 
        only records that are blank are returned. This will show us students who have 
        not had an MMR vaccine recorded in DASL.



Click the View button when you’re finished entering fields and criteria

Query Result, based on example tables below


Student_DUCK example table


Immunization_DUCK example table
[image: ]
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