Reporting Tools

Reporting Tools option allows users to run, create/build, and manage queries. The Reporting
Tools also allows the query result to be sent to an Excel spreadsheet and to export to a file.

This section contains the following topics:

uer

Report Manager

Query

The Query is a graphical tool that allows easy retrieval of specific data by specifying the
records, fields (e.g. Name, City State), and criteria (e.g. Zip Code = 32605) to be applied to
the search. Query results can then be viewed via several methods.

This section contains the following topics:

Query Manager
Query Viewer
Schedule Query

Query Manager

This option allows the user to add, view, run, and modify an existing query. There are
multiple tabs in Query Manager.

Records - This tab allows listing of records chosen to use to run a query.
Query - This tab allows the fields to be selected to use to create the query.
Expressions - This tab allows for the adding of expressions to the query.

Prompts - This tab allows the query to be designed to prompt for information whey the
query is run. The results can be narrowed to only data matching information rather
than data from all records.

Fields - This tab allows the creation of the query.
Criteria - This tab will identify specific sorting requirements.
Having - This tab will allow the editing of properties for the query

View SQL - This tab allows the viewing of the structure query language that
EmpowHR automatically writes for the fields that are selected.

Run - This tab allows for the running of query reports.

This section contains the following topics:

Find An Existing Query

Creating A New Query
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Find An Existing Query
To Find An Existing Query:
1. Select Reporting Tools from the EmpowHR menu.
2. Select Query from the Reporting Tools drop-down menu.

3. Select Query Manager from the Query drop-down menu. The Query Manager
window (Figure 647) is displayed.

Ql.%n,r Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Guery

“Search By: |Quer\; Marme Ll heging with

Search | Advanced Search

Find an Existing Query | Create Mew Queary

Figure 647. Find An Existing Query window

4. Complete the fields as follows:

Search By

Select the value for the search criteria or select data from the drop-down list.
The valid values are:

Search By Valid Values
Access Group Name
Description

Folder Name

Owner

Query Name

Type

Uses Field Name

Uses Record Name
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Begins With
This field value corresponds to the Search By value.

5. Click Search. The Query Manager window (Figure 648) is displayed. Query Manager
is a list of queries displayed based on the search criteria entered.

GQuery Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create Mew Query

*Search By: |Query Name -~ heging with |
Search | Advanced Search

Search Results Too many items met your search criteria. Only the first 300 items displayed.
*Folder View: | All Folders -- LI
Check Al | Uncheckall | ‘netion: [~ Ghoose - = 6o |
_ Runto Runto
Select Query Name Descr Owner Folder Edit w0 Excel SChedule
- 01AMDC_CTY_WORKING_TITLES Working Titles for Commt Memb  Public AMDC Edit HTML Excel Schedule
[T 11_COURSES_SESSIONS_TABLE list of courses with sessions  Pubilic Edit HTML Exel Schedule
o1 5D RETIREMENT DATE Fublic Edit HTML Exel Schedule
[T 1AMDC_CTv_TEMPORARY_EMPLOVEES | VP ORARY COUNTY Fublic AMDC Edit HTML Exel Schedule
EMPLOYEES
PUBLIC

M 1LavP Punic TOPCIS gt HTMU  Excel  Gshedule
[ 1MANAGE_PERFORMANCE_RATING PERFORMANCE RATING BY POI Punlic D0 Edit HTML Excel Gshedule

1

e FROCD ACTIONS POl & MOA L ~ ..

]
3
1
i
1

Figure 648. Query window

6. Click on the applicable link for the query. At this time, the Delete, Rename, Run and
Schedule options are available. Click the applicable link in the query row without
having to open them.

7. Click the Edit link. The Fields window (Figure 649) is displayed.
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[
/ Rbeords Y Query ) Ewpressions . Prompts | Fields | Criteia ) Having ) ViewSaL }  Run

Query Name: 01AMDG_CTY_WORKING_TITLES Description: ‘Working Titles far Comrmt Mermb
‘View field properties, or use field as criteria in query statement. Rearder/ Sortl
rai | BB First ] 1sore [ Last
Col Record.Fieldname Format Ord XLAT Agyg Heading Text Add Criteria Edit Delete
ACGVT_ORG_TTL_DESCR - Organization Position " "
(s Char7o Title % Edit | (=]
2 AEFFDT - Effective Date Date Eff Date T Edit | [=]
3 B.POSITION_MBR - Position Numher Charg Position# c& Edit E|
CASE B.GVT_ORG_TTL_CD WHEM ‘0000 THEM
4 CASEB.GVT_ORG_TTL_DESCR Char?l Warking Title b4 Edit | [=]
WHEMN MINORITY ADVISOR ©
5 B.DEPTID - Department CharlD DeptiD % Edit | [=]
B B.LOCATION - Lacation Code Chartl Lacation F Edit |[=]
& save Save As Mew Guery Preferences Properties Mew Union L Retum to Search

Figure 649. Fields window

8. Click save to save the information.
OR

Click the Edit link. The Edit Field Properties window (Figure 650) is displayed.

E%t Field Properties

Field Name: A GVT_ORG_TTL_DESCR - Organization Position Titl

sy
" MoHeading  © RFT Short -~ None
sSum
 Text " RFT Long € Count
Heading Text:  Min
|Title € Max

*Unicue Field Narme; " Average
|A.GW_DF:G_1TL_DESCH

Ok | Cancel

Figure 650. Edit Field Properties window

9. Complete the fields as follows:

1096



Heading/No Heading

Heading/RFT Short

Heading/Text

Heading/RFT Long

Heading Text

*Unique Field Name

Aggregate/None

Aggregate/Sum

Aggregate/Count

Aggregate/Min

Aggregate/Max

Aggregate/Average

Check this box if the field is not a heading.

Check this box if the field is not a RFT Short.

Check this box if the field is not text.

Check this box if the field is not a RFT Long.

This field defaults to title. Change if applicable.

This field defaults to the field name that was selected.

This field is checked and defaults to None.

Check this box if applicable.

Check this box if applicable.

Check this box if applicable.

Check this box if applicable.

Check this box if applicable.

10. Click OK. The Fields window (Figure 649) is displayed

OR
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Click cancel. The Fields window (Figure 649) is displayed.
OR

Click New Query. The Find An Existing Query window (Figure 647) is displayed.
OR

On the Fields window (Figure 649) click Return To Search. The Find an Existing
Query window (Figure 647) is displayed.

Note: It is important not to make changes to any query that you did not create. If you want to
make changes to a query, rename and save the query before making the changes.

Report Manager

This is a view only function and displays a the list of any reports that have been created in
EmpowHR.

1. Select Reporting Tools from the EmpowHR menu.

2. Select Report Manager from the Reporting Tools drop-down menu. The List
window (Figure 651) is displayed. There are multiple tabs in the option List, Explorer,
Administration, and Archives. The drop-down lists on these windows are used as
filters. These filters narrow the search for a report. To run a report refer to Report
Functions in this manual.

{ List { Explorer ) Administration ) Archives |

Folder: | General vl Instance: 110 to:l 110 Refresh |
Narme: [k Created On: [04/23/2008 Last:[ 1 [Days =]
Customize | Eind | Yiew Al | i First [ 10f 1 ¥ Last
Report Report Description Folder Name %% Report ID mﬁ
1 Report
B save

List | Exploret | Administration | Archives

Figure 651. List window
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Creating A New Query
Selecting Records

Joining Records

Saving A Query
Working With Fields

Previewing A Query

Adding Criteria
Removing Criteria

Using Wildcards
Working With Prompts

Working With Translate Values

Exporting Data

Below is a list to help to understand the difference between a Public and Private Queries.

Selecting Records

1.

2.

Anyone can use a public query.
Only the person who created a private query can use it.

It is important not to make changes to any query that you did not create. If you want to
make changes to a query, rename and save the query before making changes.

Always save the private version that is created from a public query with a unique
name. It is recommended to use initials as the first three letters of the query name.

If a public query is created, consider creating a private copy with a unique name for
yourself. Therefore, if someone mistakenly changes a public query that you created, a
copy of the original will be available .

When searching for a query from Query Manager Search EmpowHR will
automatically list all private queries. Only the person that created the query will see
these items. The public queries will be listed after the private queries.

If a public query is run and do not receive the results, the user may not have the
authorization to some of the data used in that query.

Select Reporting Tools from the EmpowHR menu.
Select Query from the Reporting Tools drop-down menu.

Select Query Manager from the Query drop-down menu. The Query Manager window
(Figure 652) is displayed.
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Ql.%n,r Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Guery

“Search By: |Quer\; Marme Ll heging with

Search | Advanced Search

Find an Existing Query | Create Mew Queary

Figure 652. Find An Existing Query window

4. Click the Create New Query link. The Records window (Figure 653 ) is displayed.

{ Records Y duery | Ewpressions j Frompts j Fields | Criteria | Hawing | View S@L }” Run

Query Name: pew Unsaved Query Description:

Find an Existing Record
=Search By: IRecurd Name vl begins with |
Search I Advanced Search

& save) Save As Mew Query Preferences Properties Mew Union CLReturn to Search

Figure 653. Records window

Note: The Query Name on the window displays as New Unsaved Query.

5. Complete the fields as follows:
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Search By

Select the value for the search criteria or select data from the drop-down list.
The valid values are Access Group Name, Contains Field
Name, Description, and Record Name.

Begins With
Enter information that corresponds to the valid values above.

6. Click Search. The Search Results list window (Figure 654 ) is displayed based on the
search criteria entered.

/" Records '  Guery | Ewpressions ) Prompts ) Flelds Criteria Y Having " viewSGL Y Run

Query Name: pleyr Unsaved Query Description:

Find an Existing Record

*Search By:  |Record Name x| beginswith  [aDD
Search I Advanced Search

Search Results

Customize | Find | view All | -
Recname Add Record Show Fields

ADDL_PAY_DATA - Additional Pay Detail Add Record Show Fields
ADDL_PAY_EFFDT - Add'l Pay Effective Dates Add Record Show Fields
ADDL_PAY_ERNCD - Add'l Pay Earning Code Add Recard Show Fields
ADDRESSES - Address Type Add Record Show Fields
ADDRESS_NPC_WW - Address Type Add Record Show Fields
ADDRESS_TYPE_VW - Address Type Add Record Shiw Fields
ADD_PAY_ERM_MLD - Add'l Pay Earning Code Add Record Show Fields
(S Save As MNew Query Preferences Properties Mew Linion QiReturn to Search

Figure 654. Records window from Search Results

7. Click the Add Record link to add the record to the query. For many records, a
pop-up (Figure 655)will appear. Many tables in EmpowHR have an effective date
criteria added. It is recommended to leave the criteria in the query, since most of the
time the user will want to see the most recent data row. However, the criteria can be
removed later to expand the query results.
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icrosoft Internet Explorer il

!'j An effective date criteria has been automatically added For this effective dated record, (139,607
L

Figure 655. Effective Date pop-up

8. Click OK. The Query window (Figure 656)will display with a list of the field for the
Add Record result.

[ Records " OQuery | Expressions y Prompts | Fields | Criteria | Having | WiewsaL j |

Query Name: hew Unsaved Guery Description:

Click folder nextto record to show fields. Check flields to add to query. Uncheck fields to remove from gquery. Add E

additional records by clicking the records tah. When finished click the fields tab.

Chosen Records

Alias Record
= a ADDRESS_MPC_WW - Address Type Hietarchy Join =
checkal | Uncheckal |

[T B= EMPLID- EmpliD %
- B ADDRESS_TYPE - Address Type T
[T B EFFOT- Effective Date T
[l EFF_STATUS - Status as of Effective Date T
- COUNTRY - Country Join COUNTRY THL - b4
Countries
r ADDRESST - Address Line 1 9;
r ADDRESS2 - Address Line 2 9;
r ADDRESS3 - Address Line 3 %
r ADDRESS4 - Address Line 4 h A
r CITY - City T
r NUMA - Nurnber 1 T
r NUM2 - Number 2 T
— e e e e T s P

Figure 656. Query window

9. Check the boxes next to the fields that should be displayed on the query output. If the
Check All is selected then the fields will populate to the Fields window (Figure 649 ).

OR
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Click Select Fields On the Search Results window (Figure 654). The Description
window (Figure 657)of the selected field is displayed.

i}selds for record AAP_TBL - Affirmative Action Plan Table:

Zustornize | Eind | : First El 1-3 of 2 El Last

Key Description
Y ESTABID - Estahlishment ID
DESCR - Description
AAP_RESPOMSIBLE_ID - Person Responsible

Return

Figure 657. Description window (for the selected field)

10. Click Return. The Search Results window (Figure 654)is displayed.

Joining Records

To automatically join records:

On the Query window (Figure 656)there are some fields that have link Join with the field

name. EmpowHR automatically displays tables that contain information pertinent to a
particular field.

1. Click the Join link. EmpowHR will add the link.

2. Click the box next to the field name. This will add the field description to the query
results.

To manually join records:

1. Click the Records tab. The Records window (Figure 658) is displayed. This window
displays different information depending when the tab is selected. If the tab is selected
after the initial search, the window (Figure 654) is displayed. If the tab is selected after
the Query tab is selected, then (Figure 658) is displayed.

1103



[ Records | GQuery | Ewpressions | Prampts | Fields )" Criteria )" Having |~

Query Name: pew Linsaved Query Description:

Find an Existing Record

*Search By: IRecord Marme vl begins with |
Search I Advanced Search

Search Results Too many items met your search criteria. Only the first 300 items displaver.

mize | Find oo First E 1-20 of 300 [} Last
Recnatme Join Record Show Fields
AAP_THL - Affirmative Action Plan Table Join Record Show Fields
AAP_YEAR - Affirmative Action Plan Year Jaoin Recard Show Fields
AAP_YEAR_GOALS Join Record Show Fields
AAP_YEAR_JG_GLS - AAP YearJob Group Goals Join Record Show Fields
AAP_YEAR_JOBGRP - AAP Year Job Group Jaoin Recard Show Fields
ABSEMCE_HIST - EE Ahsence Join Record Show Fields
ABSY_ADDL_THL - Vacation Bonus Entitlerment Join Record Show Fields
ABSY_PERIOD - Vacation Accrual Period Join Record Show Fields
ABSY_PLAN_TBL - Yacation Plan Table Join Record Show Fields
ABSY_RATE_TBL - “Yacation Service Rate Values Join Record Show Fields
ABSY_REQUEST - Wacation Reqguest Join Record Show Fields
ABSW_HOL_ WA - EE Holiday Schedule View Join Record Show Fields
ABSYY SCHD DET - Work Schedule Details Join Record Show Fields

Figure 658. Records window

2. Click the Join Record link. This will join the record in the query.

When joining more than two records, EmpowHR will ask to which table you would like to
join. Always join with the record containing the main information. Once the table is selected
to join, EmpowHR provides the option to automatic join criteria. Always select the criteria
provided. These automatic criteria elements are based upon key fields in each table that is
needed to appropriately join the tables. If one of these criteria joins Of £, the query will not
run properly.

Saving A Query

Once the records and fields are chosen, the query can be saved. It is recommended to save the
queries early and often. Below are some tips for saving queries.

e Queries can be saved from any tab except the Records and Preview tabs.
e The query name must be all CAPS.

e Names can be up to 30 characters in length.

o No spaces or special characters are allowed except an underscore.

e Itissuggested that initials are used before the query name.

o the Description can also be up to 30 characters in length.

e The Query Type will almost always be User.

e Choose Public or Private ownership depending on whether other should access
the query.

e The Query Definition field allows for more detailed description or special
notes.
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*Query

Decription

Folder

*Query Type

*Oowner

Query Definition

1. Click Save on the bottom left of the window. The Enter A Name To Save This Query
window (Figure 659) is displayed.

3

Enter a hame to save this query:

*Queny: |

Description: |

Folder: |

*Query Type: I User :,'
*Owner: I Private - l

Query Definition:

O Caniel

Figure 659. Enter A Name To Save This Query window

2. Complete the fields as follows:

Enter the query name.

Enter description of the query.

Enter the of the folder where in query will be saved.

This field defaults to User and can be changed by selecting data from the
drop-down list. The valid values are Archive, Process, Role, and
User.

This field defaults to Private. The valid values are Private and
Public.

Enter the definition of the query.
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3. Click OK.

Working With Fields
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At this point the records and fields have been selected and saved.

1. Click the Fields tab. The Fields window (Figure 660) is displayed.

/ Rbeords Y Query ) Ewpressions . Prompts | Fields | Criteia ) Having ) ViewSaL }  Run

Query Name: 01AMDG_CTY_WORKING_TITLES Description: ‘Working Titles far Comrmt Mermb
‘View field properties, or use field as criteria in query statement. Rearder/ Sortl
o v All | #H First 1] 16 of & [ Last
Col Record.Fieldname Format Ord XLAT Agyg Heading Text Add Criteria Edit Delete
ACGVT_ORG_TTL_DESCR - Organization Position " "
(s Charrl Title % Edit | (=]
2 AEFFDT - Effective Date Date Eff Date T Edit | [=]
3 B.POSITION_MBR - Position Numher Charg Position# c& Edit E|
CASE B.GVT_ORG_TTL_CD WHEM ‘0000 THEM
4 CASEB.GVT_ORG_TTL_DESCR Char?l Warking Title b4 Edit | [=]
WHEMN MINORITY ADVISOR ©
5 B.DEPTID - Department CharlD DeptiD % Edit | [=]
B B.LOCATION - Lacation Code Chartl Lacation F Edit |[=]
B save) Save As Dlew Query Ereferences Froperties Dlew Union QLRetum to Search |

Figure 660. Fields window

EmpowHR identifies each field with a letter preceding the field name. The letter corresponds
to the record the field is chosen from. The records are labeled in sequential order according to
when the record is chosen. For Example: If the Job records is chosen first, they will be
preceded by the letter A. The DEPT_TBL is chosen second, so the DESCR field is preceded
y aB.

2. Click Reorder/Sort in the upper right corner of the Fields window (Figure 660) to
resort the fields in a different order in the query output. The Edit Field Ordering
window (Figure 661) is displayed.



kg
Edit Field Ordering

Reorder calumns by entering calumn numhbers on the left. Calumns left blank or assigned a 0 will he automatically
assigned a number. Change the order by number by entering numhbers an the right. To remave an arder by numher, [eave|
the field blank or enter a 0.

Edit Field Ordering Customize | Find | & il | #H First [ 15 016 [P Last
New Column Column Record.Fieldname Order By Descending New Order By
I 1 AGVT_ORG_TTL_DESCR - Organization Position Title - I
I 2 AEFFDT - Effective Date r I
I 3 B.POSITION_MNBR - Position Mumber - I
CASE B.GVT_ORG_TTL_CD WHERN '0000' THEM
I 4 CASEB.GVT_ORG_TTL_DESCR  WHEN MINORITY r I
ADVISOR C
| 5 B.DEPTID - Depatment (] |
I 6 B.LOCATION - Location Code r I
Ok | Cancel |

Figure 661. Edit field Ordering window

Reorder columns by entering column numbers on the left. Columns left blank or assigned
aOwill be automatically assigned a number. Change the order by entering numbers on the
right. To remove an order by number, leave the field blank or enter a 0.

3. Complete the fields as follows:

New Column

Enter the sequential numbers in the fields to change the order in whey the fields
appear left to right in the query output.

New Order By
Enter the sequential numbers in the fields to change how the data is sorted.

4, Click Ok to see the new order of the fields.

Previewing A Query
This option allows the user view the information previously chosen.

1. Click the Run tab. The Run window (Figure 662) is displayed with the information.
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PUBY VIO | B | LUSWITIZE FEUE |

\

Recards | Query | Exwressions | Prampts ) Fields  J° Criteria /. Having J” ViewSQL {  Run

| Rerun Quety | Download to Excel

Davnload to Excel 1-10f1
DL T o T [ T T [ e [ [ [ [ | [ [ |

[T T ]
Ma matching rows were found (50,200}

Figure 662. Run window
Adding Criteria

This option allows the user to narrow down the amount of records in the query output and to
choose specific types of data needed to add criteria to the query.

1. Click the Criteria tab. The Criteria window (Figure 663 ) is displayed.

[
| Records Y Query

[ Expressions | Prompts | Fields

Y Criteria Y Having § WiewSAL )} Run |
Query Name: New Unsaved Query

Description:

Add Criteria | Group Criteria |

Custormize | Find | i First E 1of 1 |I| Last
Expression1 Conditioh Type Expression 2 Edit Delete
I vl AEFFDT - Effective Date Eff Date == Current Date (EffSeq = Lash Edit | [=]

B save Save As

Mew Query Preferences

Propetties Pewe Lnion

Q) Return to Search

Figure 663. Criteria window
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The Criteria window (Figure 663)has several criteria elements. EmpowHR added these
elements automatically to the query when the records were joined. These criteria include
EFFDT - Effective Date to return the most recent row of data, and automatic table joins for
key fields. It is best to leave these criteria elements as they are. The only one that may be
changed is the Effective Data, which would allow the expansion of query results.

There are several ways to add criteria to the query. To add criteria to the fields that have been
selected, use the Fields window (Figure 649).

2. Click the T to the right of the field to add the criteria for the report. The Edit Criteria
Properties window (Figure 664 ) is displayed.

Edit Criteria Properties

" Field

3 Record Alias. Fieldname:
" Extpression

G, AEMPLID - ErnpliD

*Condition Type: |equa| to ;l

" Field

i Expression Constant: Q
¥ Constant
" Prompt

" Subguery

ok | Cancel

Figure 664. Edit Criteria Properties window

3. Complete the fields as follows:
Choose Expression 1
Type/Field
This field is checked. Uncheck this box if applicable.

Choose Expression 1
Type/Expression

Check this box if applicable

Expression 1 /Choose
Record And Field

This field displays the field name selected from the Fields
window (Figure 660 ).

1109



Choose Expression 2

Type/Field

*Condition Type

1110

This field displays the value that corresponds to the Expression 1 Type.

This field defaults to Equal To. Change if applicable or select data from the
drop-down list. The following table describes the available Condition Types for
criteria. For each Condition type, Query manager offers a not option that
reverses its effect. For example, Not Equal To returns all rows that
Equal To would not return. The valid values are listed below:

Condition
Type Valid
Values

Equal To
Between

Exists

Greater Than

In List

In Tree

Is Not Null
Is Null

Less Than
Like

When It Returns A Row
The value in the selected record field exactly matches the comparison value.

The value in the selected record field falls between two caparison values. The
range is inclusive.

This operator is different from the others, in that it doesn’t compare a record
field to the comparison value. the comparison value is a subquery. If the
subqguery returns any data. EmpowHR returns the corresponding rows.

The value in the record field is greater than the comparison value.

The value in the selected record field matches one of the comparison values
in the list.

The value in the selected record field appears as a node in a tree created
with EmpowHR Tree Manager. The comparison value for this operator is a
tree or branch of a tree for EmpowHR Query to search.

The selected record field does not have a value in it. Do not specify a
comparison value for this operator. Key fields, required fields, character fields,
and numeric fields do not allow null values.

The value in the record field is less than the comparison value.
The value in the selected field matches a specified string pattern. the

comparison value may be a string hat contains wildcard characters. The
wildcard characters that EmpowHR Query recognizes are % and .

% matches any string of zero or more characters. For example, C% matches
any string starting with C, including C alone.

__matches any single character. For example,  ones matches any
five-character string ending with ones, such as Jones or Cones.
EmpowHR Query also recognizes any wildcard characters that any database
software supports.

To use one of the wildcard characters as a literal character(e.g., to include a
% in the string), precede the character with a \. For example, percent \ % \.



Other
Condition
Type Valid
Values

Not Between
Not Equal To

Not Greater
Than

Not In List

Not In Tree
Does Not Exist
Not Less Than
Not Like

Choose Expression 2
Type/Expression

Check this box if applicable.

Choose Expression 2
Type/Constant

This box defaults to checked. Uncheck if applicable.

Choose Expression 2
Type/Prompt

Check this box if applicable.

Choose Expression 2
Type/Subquery

Check this box if applicable.

Expression 2/Define

This field displays the information that corresponds to the Expression Type box
that is checked. Enter the applicable information.

Based on the options selected in each field, a new window could appear. Enter applicable
information on each window.

4. Click OK. The Fields window (Figure 649) is displayed.
Other Ways To Add Criteria-Query Tab

1. Click the Query tab. The Query window (Figure 648) is displayed.

2. Click the + next to the specific table.

3. Check the box next to the field to add criteria to that field.
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4. Click the P to the right of the field to add the criteria for the report. The Edit Criteria
Properties window (Figure 664 ) is displayed.

Other Ways To Add Criteria-Criteria Tab
1. Click the Criteria tab. The Criteria window (Figure 663 ) is displayed.

2. Click the search icon in the Expression 1 Choose Record and field group box. The
Select A Field window (Figure 665) is displayed.

Select a field

Select a record to show fields for Customize | Find | i First [ 4 r 1 [ Last
Alias Record Record Description Show Fields
A AAP_THL Affirmative Action Plan Table Show Fieldsl

Select afield Custormnize | Find | view Al | 5 First (4] 1.3 083 [H] Last
AESTABID - Establishiment D

ADESCH - Description
AAAP RESPOMSIBELE |D- Person Responsible

Cancel |

Figure 665. Select A Field window

3. Click show Fields to view the record.

4. Click any link. The Edit Criteria Properties window (Figure 664 ) is displayed.

Removing Criteria

1. Click the Criteria tab. The Criteria window (Figure 663 ) is displayed.
2. Click the -beside the applicable criteria statement to delete.

3. Return to the Fields window (Figure 649)for more criteria options.
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Select a field

Select a record to show fields for Customize | Find | i First [ 4 r 1 [ Last
Alias Record Record Description Show Fields

A AAP_THL Affirmative Action Plan Table Show Fieldsl

Select a field Custornize | Find | iew All | i First M 1.30r2 [ Last
AESTABID - Establishrment 1D

ADESCH - Description

AAAP RESPOMSIBELE |D- Person Responsible

Cancel |

Figure 666. Select A Field window

4. Click Show Fields to view the record.

5. Click any link. The Edit Criteria Properties window (Figure 664 ) is displayed.

Using Wildcards

Wildcards are used when the exact value is not known or when the values are too many to
search on . The % and the _ are the two wildcard symbols.

Working With Prompts

Queries can be designed to prompt for information when they are run. Therefore, the results
of the query are narrowed to only the data matching the information entered, rather than data
from all records.

To add a Prompt:

1.
2.

Click the Criteria tab. The Criteria window (Figure 663 ) is displayed.
Click Add Criteria. The Edit Criteria Properties window (Figure 664 ) is displayed.

Click the search icon in the Expression 1 Choose Record And
Field. The Select A field window (Figure 666 ) is displayed.

Click Show Fields. A list of available fields are displayed.

Select a field name.

Click the drop-down list next to the Condition Type.
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7. Select Like.

8. Inthe Choose Expression 2 Type click the box nextto Prompt. A new
prompt field appears. Verify that the value Prompt Table isinthe *Edit
Type field. This allows the look-up of prompt selections.

9. Change the *Heading Type.

10. Change the *Heading Text. The Heading Text is the message that will be
displayed when prompted.

11. Click OK The Edit Criteria Properties window (Figure 664 ) is displayed.

12. Click OK. the Criteria window (Figure 663) is displayed.

Working With Translate Values

When selecting fields, sometimes it is necessary to join to another record to retrieve the
description for that field. For some fields, EmpowHR includes an XLAT value that allows
the viewing of the descriptive version of the field without going to a separate table.

1. Click the Fields tab. Notice the column headings above the fields. If the field as a
translate value, an N will appear under the XLAT column heading.

2. Select Edit beside a field name. The Edit Field Properties window (Figure 667) is
displayed.

Edit Field Properties

Field Name: ¢ LANGUAGE_CD - Language Code

' None

" MoHeading ' RFT Short @ MNone  Short " Long

 Sum
 Text " RFT Long € count
Heading Text:  Min @ Current Date
|Lang Cd © Max
*Unigue Field Name: " hverage  Field I j
[cLanGUAGE_cD
" Expression =]
Add Prampt Add Field
0K I Cancel

Figure 667. Edit Field Properties window

3. Inthe Translate Value this field gives the option for a Short or Long
description.
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4. Click OK. The Field window (Figure 649) is displayed. Notice that an I now appears
in the XLAT column heading.

Exporting Data

Query Manager allows the export of data to Excel or to a text document in CSV format.
Export data from the Run tab.

1. Click the Query Manager from the menu and search for the query that has been
created. the Query Viewer window (Figure 668) is displayed.

Query Yiewer

Enter any information yau have and click Search. Leave fields blank for 2 listof all values.

*Search By: |Quew Marme - beging with A
Search Advanced Search

Search Results

“Folder View; -- All Folders - 'I

Customize | Find g
Query Name Descrintion Owner Foler Bunin Buntd scheaue 20410
AmaAA_COURSES_STAFF_JOB_SERIES Fullic Schedule  Favorite
AtaAR_FIND_CAMS _ID_FROM_SSH Fullic Schedule  Favorite
Aaas_FIND_SSN_FROM_CAMS_ID Puklic Schedule Favorite
ABC_LISTING FPublic Schedule Favarite
ACCOUNTS_LOCKED Public Schedule Favorite
AK_MEDICAL_CHECK REVIEW OF FEHB COVERAGE  Pullic AMDC Schedule  Favorite
AK_PAR_SERVICE_YEARS YEARS OF SERVICE Fullic HTML Excel Schedule Favorite
AK_ETATE_EMPLOYEE_ROSTER EMPLOYEE ROSTER WISSN Public ZEEEICEB HTML Excel Schedule Favorite
PERMANENT COUNTY PUBLIC )
ALAMDC_CTY_PERMANENT_EMPLOYEES EMPLOYEES Public QUERIES HTML Excel Schedule Favorite
AL_AMDC_ORG_EMP_LIST_EMPLID ORG EMPLOYEE LIST BY EMPLID Public ZEEEICEB HTML Excel Schedule Favorite

PR R R T e T RN

Figure 668. Query Manager window

2. Click the Run HTML or Run Excel link without opening the query. Save the query to a
file. The Save pop-up appears.
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File Download il

Do you want to open or zave thiz file?

@ j Mame: g.xls
[H Twpe: Microsoft Excel Worksheet, 5,50 KB

From: 199.138.5.3

Open Save Caricel

W Always ask before opening this type of file

hiarm your computer. |f yow do not tust the zource, do not open or

@ While filez from the [nternet can be uzeful, zome files can potentially
zawve thiz file. What's the righ?

Figure 669. Save pop-up

3. Click Open to open the type of select made and view the query.
OR

Click save to a file.
OR

Click cancel to return to the window.

Query Viewer

This option allows the user to only view and run existing queries.

To view a Query:

1. Click the Query Manager from the menu to search for the query that has been created.
The Query Viewer window (Figure 670 ) is displayed.
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Query Viewer

Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

*Search By: | Query Name x| begins with

Search | Advanced Search

Figure 670. Query Viewer window

2. Complete the fields as follows:

Search By

Select a value to search for a Query or select data from the drop-down list. The
valid values are as follows:

Search By Valid Values
Access Group Name
Description

Folder Name

Owner

Query Name

Type

Uses Field Name

Uses Record Name

Begins With
This field corresponds to the search value selected.

3. Click search. The Query Manager window (Figure 668) is displayed. For more
information on this window refer to_Exporting Data in this procedure.

Schedule Query

This option allows the user to schedule a run time for standard queries.
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Search By

Begins With
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To Schedule a Query:

1. Click the Schedule Query from the menu and search for the query that has been
created. The Schedule Query window (Figure 671) is displayed to locate an existing
report.

Schedule Query
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value ' Add a New Value |

Search by: IRun Contral ID vlhegins With|123

[ Case Sensitive

Search |Advanced Search

Search Results
1 af4

Hun Control ID Description Query Hame

12346532 TEST AAAAR COURSES_STAFF_JOB_SERIES

Find an Existing value | Add a Mew value

Figure 671. Query Viewer window

2. Complete the fields as follows:

Select a value to search for a Query or select data from the drop-down list. The
valid values are Query Name and Run ID.

This field corresponds to the search value selected.

3. Click Search. The Schedule Query window (Figure 672 ) is displayed.



Schedule Query

Run Control ID: 12345532 Report Manager Process Monitor Run

OueryName: |A%A%%_COURSES_STAFF_JOB_SERIE  Search |

*Description: ITE 5T

B Save | L\ Return to Search Estdd | Update Display

Figure 672. Schedule Query window

4. Complete the fields as follows.

Query Name
This field corresponds to the search name entered.

*Description
This field is system-generated.

5. Click save.
OR
Click Return To Search to search for another query.
OR

Click Add to add a query.

OR
Click Report Manager. For more information on this topic refer to Report Manager of
this manual.

OR
Click Process Monitor. For more information on this topic refer to Process Monitor of
this manual.

OR

Click Run. For more information on this topic refer to_Run of this manual.
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