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Report Functions

The EmpowHR menu contains various reports. Each report contains links that perform the

following functions:

Report Manager
Process Monitor

Report Manager
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Report Manager contains four tabs. Each tab contains values used to format a report.

This section contains the following topic:

Formatting A Report

Formatting A Report

To use Report Manager:

1. Select the Reporting Tools menu group.

2. Select the Report Manager component. The List tab - Report Manager page (Figure 1)

is displayed.

I List

Y Ewplorer Y Administration T Archives

Folder: I 'I

Report Report Description
1 Repart
G0 back to NFC Reconciliation Report
B save I

List | Explorer | Administration | Archives

Instance: to:

Name: | Created On: EH  Last| 1 |Days ~

Refresh I

First [ 4 or 4 [ Last
Process

ReportID Instance

Folder Hame

DateTime

Figure 1. List tab - Report Manager page

3. Complete the fields as follows:

Folder

Instance

To

Enter the name of the folder or select data from the drop-
down list. The valid value is General.

Enter the instance.

Enter the To instance.
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Name Enter the name of the person who created the report.

Created On Enter the date the report was created or select a date from
the calendar icon.

Last Enter the applicable number to be included in the view-
ing of the report then select data from the drop-down list.
The valid values are Days, Hours, Minutes, and None.

Report This field populates the reports available for the search
criteria entered.

Report Description This field is populated with the description of each report
available for the search criteria entered.

Folder Name Enter the folder name or select data from the drop-down
list. Valid value is General.

Completion Date/Time This field is populated with the date and time the report
was created.

Report ID This field is populated with the report ID.

Process Instance This field is populated when the report was created.

4. Click Refresh to refresh the page and search for additional reports.

5. Click the Go Back To (Name Of The Report) link to return to the 1st page of the
applicable report.

OR

6. Click the Explorer tab. The Explorer tab - Report Manager page (Figure 2) is
displayed. This option displays reports that were created by the user. If no reports were
created, the page will display No Reports to Display.

Note: All reports containing personal information include the statement “Sensitive Personnel
Data - Use is restricted” printed at the top of each page.
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W Save

st § Bxptore | Sdminstaton | Sghies

Figure 2. Explorer tab - Report Manager page

7. Click the Administration tab. The Administration tab - Report Manager page(Figure 3)
is displayed.

i List Y Esplorer inistration ' Archives
User ID: [MFcUsERDT Type: | =l Last: [1[oays =] Refiesh |
Status: I LI Fnlﬂer:l ;l Instance: | to: |

Report List

ize | Find | i First [ -4 of 4 [ Last

Select Beport Prcs Description Bequest ue_st Format Status Details
D Instance DateTime
07/05/2007 Acrobat
I 435689 442291 MNFC-EmpowHR Reconciliation 5:31 51 P - pdn (K1
07/05/2007 Acrobat
MEC-EmpowHE Reconciliation e
I 435650 442206 MNFC-EmpowHR Reconciliation 453 32PN e pdn Posted Details
07/05/2007 Acrobat
Erint PAR Error Messanes Saq - Lietalls
I 435649 442205 Print PAR Error Messages 3131 22PN - pdn Posted  Details
07/05/2007 Acrobat
HNEC-ErmpowHE Reconciliation PP,
I 435648 442204 MNFC-EmpowHR Reconciliation 32654 BFM e pdn Posted  Details
o
Select All Deselect All

Delete ICIlckthe delete button to delete the selected report(s)

) save I

List | Explorer | Administration | Archives

Figure 3. Administration tab - Report Manager page

8. Complete the fields as follows:

User ID This field is populated with the User ID from the
EmpowHR signon. The ID represents the person who
generates the report.

Type Enter the type of software used to format and run the

report or select data from the drop-down list. Valid values
are:
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Transaction Status Description

Valid Values

Applied Transaction has applied to the NFC database. Actions cannot be
changed to applied unless they are reflected as applied in IRIS
125/525. Verify the data to ensure the actions are identical before
changed to applied.

Data Load Transaction was loaded into EmpowHR during an agency from the
NFC mainframe.

In Progress Transactio nis in progress.

NFC Auto Transaction is an automatic action.

NFC Ready Transaction has been saved and is ready for NFC processing.

Non-NFC Transaction is a non-NFC transaction.

Not Applied Transaction did not pass the edits and rejected to suspense.

Rdy Future Transaction has a date after the current date or the current pay
period.

Sent to NFC Transaction was sent to NFC for processing.

Xmit Disabl Cannot transmit to NFC.

Type Valid Values

Application Engine

Build Cube

COBOL SQL

Crw Online

Crystal

Data Mover

DataBase Agent

Message Agent API

Optimization Engine

PS Job

SQR Process

SQR Report

SQR Report for WF De

Unix Shell Script

Winword

nVision Report

nVision-ReportBook

Last

Status

Enter the applicable number to include in the report then
select data from the drop-down list. Valid values are
Days, Hours, Minutes, and None.

Enter the status or select data from the drop-down list.
Valid values are:

Status Valid Values

Delete

Generated

N/A
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Status Valid Values
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None

Not Posted

Posted

Processing

Folder Enter the folder name or select data from the drop-down
list. Valid value is General.

Instance Enter the instance.

To Enter the To number for the instance.

Select Check this box to select the report.

Report ID

PRCS Instance

Description

Request Date/Time

Format

Status

This field is populated when the report was created.

This field is populated when the report was created.

This field is populated with the description of the report.

This field is populated with the date and time the report
was created.

This field is populated with the format that was used to
create the report.

This field is populated with the status of the report.

Click the Description link to view the selected report. The Report Detail
page (Figure 4) is displayed.

OR

Click the Details column to view the details of the selected report. The Report Detail
page (Figure 4) is displayed.
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Report Detail

Report ID: 435650 Process Instance: 442206 Message Log
Name: ZFMFCRECH Process Type: SGR Report
Run Status: Success

MFC-EmpowHR Reconciliation

Distribution Node: |CaMS001 Expiration Date: IDTH 242007
File List
Name File Size es] Datetime Created
Message Log 1,666 07052007 54610 633000FM EDT
ZNFCRECH 442208.PDF 239,985 070552007 5:46:10.633000PM EDT
Trace File 134 07052007 546110 633000FM EDT

Distribute To

Distribution . p;eyihution I
ID Type
User NFCUSERDT

Ok Cancel I

Figure 4. Report Detail page

10. Click the Message Log link on the Report Detail page (Figure 4). The Message Log
page (Figure 5) is displayed.

Message Log

Instance: 442200 Type: SOR Report

Name: FNFCRECH Description: MNFC-EmpowHR Reconciliation

Severity Log Time Message Text
10 5:46:09PM Process request completed successiully Explain
Published message with Pub ID of 0 {0 request to have n
54B.11PM repart added in folder GEMERAL ﬂl
5:46:11PM Successfully posted generated files to the report repository | Explain
Return |

Figure 5. Message Log

11. Click Explain for the detailed explanation of the message text. The Explain
page Figure 6) is displayed.
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Description:
The process regquest completed with mo errors.

Return I

Figure 6. Explain page

12. Click Return. The Message Log page (Figure 5) is displayed.
13. Click Return. The Report Detail page (Figure 4) is displayed.

14. Click the ZNFCRECN 442206, PDF link on the Report Detail page (Figure 4). The
ZNFCRECN 442206, PDF page (Figure 7) is displayed.

vea fcans
Repert 1D, INPCRECH EMPONER - NP DATA RECONCILIATION REPORT Faga me. 1
Dazarsss Bun Tata a7/05/2007
Por i1z Fun Tim 17:44143
Sapcun Dats Value ¥FE Data value Deseription

002797 Tracy, Nartha R

21803
0sa2s1 212
so17s082 0
0347

5002600000000 doss match Smpowk DeptID Field
ebocde Flald

2
52918
o7

03/22/ 2008

003536 mperata Ross N

Depertment 10 fCrg ceds 22542 WeC Org erucrure value 1785001000000000  doss matoh BrpaviR DSprID Pleld
GVT_COMPRATE. 89202 16204 NEC GVT_coMPRATE A ® matoh BupowiR Fisld
003556 Mablo, ingellone ¥
52284 NEC Org Etructure value 1795001000000000  doos matoh Expovik TeptIl Fleld
e s2201 NEC CVT_COMFRATE dose ook matoh BupowiR Field

TENL0IN00 dece waceh Bmpovir pepriD Fisld
‘not F:
‘EwpowER

dcee not matoh with

90388 pergussn, Jense %

22548 1705002000000000  doss mavsh Empove DeprIn Fisld
ot matoh BupowiR Fisld

11602

003561 Collins Tracey 1

170E002001020000  doce matoh TmpoviR DeptID Field
BupowER % Fiold

osest peszed 7 debcols Ficld
Ert 50207645 £ mats Fia

o Tty
1 H b BupovER Fisld
HEE seme o A Bapowin pisld

Figure 7. ZNFCRECN 442206, PDF page

15. Click Return. The Report Detail page (Figure 4) is displayed.

16. Select Trace File on the Report Detail page (Figure 4). The Trace File page (Figure 8)
is displayed.
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$PRCS_OPRID : NFCUSERD1
$PRCS RUN CNTL ID : 123
RC.OPRID : NFCUSEROL

DEPTID

POI : 1339

0.000000E+000

0.000000E+000

Figure 8. Trace File page

17. Close the page and return to the Detail Report page (Figure 4).

18. Click OK.
OR

Click Cancel.
19. Select the Archives tab. The Archives page (Figure 9) is displayed.

20. Click the Report tab (Figure 4) to view the report.

[ st Y Explorer )" Administration | Archives

Process Type: | Build Cube hd
Archive Date: [10/0312005 or  vast [ 1 [Days - Refresh

Archived Report List Customize | Find [view All| B8 First [ 4 o 4 (] gt
Report Y Cutput Details
" Report Prcs o " Output
Instal Report Description Request Date/Time v
Archive Date D Instance Report Description Request Date/Time Format Process Type
&) save

List | Explorer | Administration | Archives

Figure 9. Archives page

21. Click the Output Details tab (Figure 10) to view the details of the report.
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JList Y Esplorer Y Administration | Archives
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Archived Report List Custornize | Find | View 4l | B8 First (9] 4 o 1 0 Last

Report T Qutput Details

Report Prcs

Report Directory Qutput Directory
D Instance Report Directol Qutput Directol

Archive Date

B save |

List | Explorer | Administration | Archives

Figure 10. Output Details page

22. Click Save. This is an archived report and cannot be saved. The save button should
not be used. At this point, the following options are available.

Step Description
Click Explorer

Step Description
To return to the Explorer tab (Figure 2).

Click Administration  To return to the Administration tab (Figure 3).

Click Archives This page is active, therefore, this option is not available.

Process Monitor

The Process Monitor is used to access the Process List page. This option allows authorized
users to view the status of a submitted process request.

This section contains the following topic:
Using Process Monitor Run Function

Using Process Monitor Run Function

This option allows users to specify the location where a process or job will run and the
format used for the output.

To complete the run function:

1. Click Run. The Process Scheduler Request page (Figure 11) is displayed.
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Process Scheduler Request

User ID: MNFCUSERDT Run Control ID: 123

Server Name: PS05390 ~| RunDate: WE{]
Recurrance: AgLearn =] RunTime: [#2¢39Pw | _Resetio CumentDatefTime
Time Zone: CsT @, Central Time

Select Description Process Name Process Type Type “Format Distribution
72 MFC-EmpowHR Recanciliation ZNFCRECH SGR Report Weh *| |FDF | Distribution

QK Cancel

Figure 11. Process Scheduler Request page

2. Complete the fields on the Process Scheduler Request page (Figure 11) as follows:

Server Name Enter the server name or select a name from the drop-
down list. The valid values are as follows:

Server Name Values
PSCDB

PSNT

PSNT1

PSNT3

PS05390

PSUNX

Recurrence Enter the recurrence or select information from the drop-
down list.

Recurrence Values
NTE One Daily
OIP-Import
PIEPORT-BEAR
PIEXport-Noon
PIEXport-Non Bear
Pliport
PORTAL_SYNC
Permon Reaper
PiExport-Bear-No
RP_INIT

Sat-Noon

TBL102
Training-Non-Cof

10
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WIGI-Auto 2
[e)
Weekly_auto ]

Weekly-Produ
Weekly-Purge
ZCNTTER_Daily
ZLCEMPO1
ZLCEXPDATA
ZRTNFEED

Z DIR_EXP

Z FS_DASHBOARD
Z FS DR_EXP

Z FS_PAYCHECK
Z-NFC102

Z OPRDEL

Z UNFREZPOS

Run Date This field defaults to the current date. To change the date,
select a date from the calendar icon.

RunTime This field defaults to the time the report is run. Select
Reset To Current Date/Time to retrieve the current
date and time for the report.

Time Zone This field is the time zone for the running of the report.
Select data by clicking the search icon.

Select Check this box to select the report. Uncheck if appli-
cable.

Description This field is a link that routes the user to the Report
Detail page (Figure 4).

Process Name This field is a link that routes the user to the

ZNFCRECN 442206 PDF page (Figure 7) .

Process Type This field is a link that routes the user to the type of the
report entered.

*Type Enter the mechanism of how the report should be sent or
select data from the drop-down list. Valid values are as
follows:

11
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Type Values
Web

Email

File

Printer

page

*Format Enter the format of the report or select data from the
drop-down list. Valid values are as follows:

Format Values
PDF

Ccsv

HP

HTM

LP

PDF

P8

SPF

3. Click OK to return to the selected report option page. At this point, the following
options are available:

Step Description
Click Cancel To return to the selected report option page.

Click the Distribution ~ The Distribution Detail page (Figure 12) is displayed.

This page allows the user to distribute the report to one or more persons that have
access to reports.

Distribution Detail

Process NHame: ZNFCRECH

Process Type: SQR Report
Folder Name: [General =l senERAL
Email Subject: Email With Log Email Web Report T
Message Text:
Email Address List:
Distribute To
ID Type *Distribution ID
[user ~| [camsED (s} =
oK | Cancel |

Figure 12. Distribution Detail page

12
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4. Complete the fields on the Distribution Detail page (Figure 12) as follows:

Process Name

Process Type

Folder Name

Email Subject

Email With Log

Email Web Report

Message Text

Email Address List

ID Type

*Distribution ID

This field is populated from the Process Scheduler page
(Figure 11).
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This field is populated from the Process Scheduler page
(Figure 11).

Type the folder name or select a name from the drop-
down list. The valid value is General.

Type the subject of the email.

Check this box to include the log information in the
email.

Check this box to send the report via the Web.

Enter the message for the recipient of the email.

Enter the Email address(es) of the receiver(s).

This field defaults to user. To change the information,
select data from the drop-down list. Valid values are
User and Role.

The field defaults to the person’s Log on ID running the
report. This users’s ID can be changed by clicking the
search icon. To add an additional Distribution ID, click
the + Click the - to remove a user.

5. Click OK to save the information and to return to the Process Scheduler

page (Figure 11)
OR

Click Cancel to cancel the information and return to the Process Scheduler

page (Figure 11)

13
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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:

Query
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

14
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Find An Existing Query

To Find An Existing Query:
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1. Select the Reporting Tools menu group.

2. Select the Query menu.

3. Select the Query Manager component. The Query Manager page (Figure 13) is
displayed.

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

Find an Existing Query | Create New Query

*Search By: |Query Name «| heagins with
Search | Advanced Search

Find an Existing Query | Create New Query

Figure 13. Find An Existing Query page

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

Begins With This field value corresponds to the Search By value.

5. Click Search. The Query Manager page (Figure 14) is displayed. Query Manager is a
list of queries displayed based on the search criteria entered.

15
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Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Guery | Create Mew GQuery

“Search By: |@ueryMame vl heging with
Search Advanced Search

Search Results Too many items met your search criteria. Only the first 300 items displayed.
*Folder View: - All Folders - hd

Check All Uncheck All *Action: I—— Choose - hd Go

Select Query Name Descr Owner Folder Schedule
[T O1AMDC_CTY_WORKING_TITLES Working Titles for Commt Mermb  Public AMDC Edit Schedule
r 11_COURSES_SESSIONS_TABLE list of courses with sessions Puhblic Edit HTML Excel Scheduls
- 12 SCO RETIREMENT DATE Public Edit HTML Exesl Schedule
TEMPORARY COUNTY
7 1AMDC_CTY_TEMPORARY_EWPLOVEES Lo SHARY Public AMDC Edit HTML Exesl Sehedule
PUBLIC
- TLA_WF Puhlic QUERIES Edit HTML Excel Schedule
[T TMANAGE_PERFORMANCE_RATING PERFORMANCE RATING BY POI Public DUPLS  Eoit HTw el Ssnedule

s PROCD ACTIONS POI&NOA&  ~ .. Lo m

Figure 14. Query page

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 page (Figure 15) is displayed.

[ Ricords " Query | Expressions J Prompts f Felds | Criteria | Hawng | ViewSQL ¥ Run

QueryName: 01AMDC_CTY_WORKING_TITLES Description: Working Titles for Cammt Merb

view field properties, or use field as criteria in query statement Rearder/ Sort

Col Record.Fieldname
1 AGYT_ORG_TTL_DESCR - Qrganization Position

Format Ord XLAT Agg Heading Text

Title Char7o Title
2 AEFFDT - Effective Date Date EffDate
3 B.POSITION_NBR - Position Mumber Charg Position#
CASE B.GVT_ORG_TTL_CD WWHEN '0000' THEN
4 CASE B.GVT_ORG_TTL_DESCR Char7o Working Title
WHEN MINORITY ADVISOR C
5 B.DEPTID - Department Charto DeptiD 2 Edit |[=]
6 B.LOCATION - Location Code Charto Location % Edit_|[=]
Bsave) Save As Mew Query Preferences Properties Mew Union QU Return to Search

Figure 15. Fields page
8. Click Save to save the information.

OR
Click the Edit link. The Edit Field Properties page (Figure 16) is displayed.

16
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Edit Field Properties g
-
Field Name: A GVT_ORG_TTL_DESCR - Crganization Position Titl o
3
»
=
© NoHeading % RFT Short None
 Sum
T Text " RFT Long © Count
Heading Text: “ Min
[Titie © Max
*Unique Field Hame: i nwerage

[a.cvT_orRG_TTL_DESCR

ok | cancel |

Figure 16. Edit Field Properties page

9. Complete the fields as follows:

Heading/No Heading Check this box if the field is not a heading.
Heading/RFT Short Check this box if the field is not a RFT Short.
Heading/Text Check this box if the field is not text.
Heading/RFT Long Check this box if the field is not a RFT Long.
Heading Text This field defaults to Title. Change if applicable.
*Unique Field Name This field defaults to the field name that was selected.
Aggregate/None This field is checked and defaults to None.
Aggregate/Sum Check this box if applicable.

Aggregate/Count Check this box if applicable.

Aggregate/Min Check this box if applicable.

Aggregate/Max Check this box if applicable.

Aggregate/Average Check this box if applicable.

10. Click OK. The Fields page (Figure 15) is displayed. At this point, the following
options are available:

17
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Step Description
Click Cancel The Fields page (Figure 15) is displayed.
Click New Query The Find An Existing Query page (Figure 13) is displayed.

Click Return To Search The Find An Existing Query page (Figure 13) is displayed.

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

Creating A New Query

Below is a list to help to understand the difference between a Public and Private Queries.
e Anyone can use a public query.
e Only the person who created a private query can use it.

e It is important not to make changes to any query that the user did not create. To make
changes to a query, rename and save the query before making changes.

e 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.

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

e  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.

e 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.

This section contains the following topics:
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

Selecting Records

To select records:

1. Select the Reporting Tools menu group.

18
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3. Select the Query Manager component. The Query Manager page (Figure 17) is 5
displayed. @

Query Manager

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

Find an Existing Query | Create Mew Query

*Search By: |Quenf Marme j heging with

Search | Advanced Search

Find an Existing Query | Create Mew Query

Figure 17. Find An Existing Query page

4. Click the Create New Query link. The Records page (Figure 18) is displayed.

fRecurds Y Query | Expressions Y Prompts | Fields | Criteria | Having | YiewS0L | Run

Query Hame: hew Unsaved Query Description:

Find an Existing Record

“Search By:  |Record Name - | beging with |

Search | Advanced Search

Fsave Save As I Query Preferences Prapeties Mew Union QRetum to Search

Figure 18. Records page

Note: The Query Name on the page displays as New Unsaved Query.
5. 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 Access Group

Name, Contains Filed Name, Description, and
Record Name.

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

6. Click Search. The Search Results list page (Figure 19) is displayed based on the
search criteria entered.
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[ Records ' Query | Bxpressions | Prompis | Fields | Criteria  |* Hawing )" WiewSOL ' Run

Query Name: New Unsaved Query Description:

Find an Existing Record
“Search By: |Record Name =| begins with |ADD
Search | Advanced Search

Search Results

Recname o Add Record Show Fields

ADDL_PAY_DATA - Additional Pay Detail Add Record Show Fields
ADDL_PAY_EFFDT - Add' Pay Effective Dates Add Record Show Fields
ADDL_PAY_ERMNCD - Add1 Pay Earning Code Add Record Show Fields
ADDRESSES - Address Type Add Record Show Fields
ADDRESS_NPC_WW - Address Type Add Record Show Fields
ADDRESS_TYPE_VWY - Address Type Add Record Show Fields
ADD_PAY_ERN_NLD - Add' Pay Earning Code Add Record Show Fields
Bsave) Save As DMew Quen B Eropeties Iew Union QuRetum to earch |

Figure 19. Records page from Search Results

7. Click the Add Record link to add the record to the query. For many records, a
pop-up (Figure 20) 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.

soft Internet il

'f an effective date criteria has been autornatically added For this effective dated record, (139,600
L3

Figure 20. Effective Date pop-up

8. Click OK. The Query page (Figure 21) will display with a list of the field for the Add
Record result.

[ Records ¥ Query  Expressions | Prompls Y Fields ) Criteria 7 Hawing ) ViewS0L

Query Name: Mew Unsaved Query Description:

Click folder nextto record to show fields. Check fields to add to guery. Uncheck fields to remove from gquery. Add s
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

Alias Record
= A ADDRESS_WPC_\WY- Address Type Hierarchy Join  [=]
Check All I Uncheck All
I~ B= EMPLID - EmpliD K
- = ADDRESS_TYPE - Address Type 2
[T © EFFDT- Effective Date =
r EFF_STATUS - Status as of Effective Date K
r COUNTRY - Country Join COUNTRY TBL- 4
Countries
- ADDRESE1 - Address Line 1 s
- ADDRESEZ - Address Line 2 R
- ADDRESS3 - Address Line 3 e
- ADDRESS4 - Address Line 4 e
— CITY - City %
- MUK - Mumber 1 s
r MUMZ - Number 2 %
— P T T, et

Figure 21. Query page
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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 page (Figure 15).

OR

Click Select Fields On the Search Results page (Figure 19). The Description page
(Figure 22) of the selected field is displayed.

Lields for record ASP_TBL - Affirmative Action Plan Table:

Fieldname Customize | Find | i First [EX] -
HKey Description
hd ESTABID - Estahlishment ID

DESCR - Description

AAFP_RESPOMSIBLE_ID - Person Responsible

Return I

Figure 22. Description page (for the selected field)

10. Click Return. The Search Results page (Figure 19) is displayed.

Joining Records

To automatically join records:

On the Query page (Figure 21) 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 page (Figure 23) is displayed. This page displays
different information depending when the tab is selected. If the tab is selected after the
initial search, the page (Figure 19) is displayed. If the tab is selected after the Query
tab is selected, then (Figure 23) is displayed.

/ Records Y Query ¥ Ewpressions y Prompts ¥ Fields _y  Criteia Y Hawing 7}

Query Name: plew Unsaved Query Description:

Find an Existing Record

*Search By: Record Mame =] begins with [

Search | Advanced Search

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

Customize | Find | Wiew 100

Join Record
AAFP_TBL - Affirmative Action Flan Table Join Record Show Fields

AAP_WEAR - Affirmative Action Plan ear Join Record Show Fields
AAP_YEAR_GOALS Join Record Show Fields
AAP_YEAR_JIG_GLS - AAF Year Job Group Goals Join Record Show Fields
AMP_WEAR_JOBGRP - AAP Year Job Group Join Record Show Fields
ABSENCE_HIST - EE Ahsence Join Record Show Fields
ABSV_ADDL_THL - ¥acation Bonus Entitlernant Join Record Show Fields
ABSY_FERIOD -%acation Accrual Period Join Record Show Fields
ABSY_PLAMN_TBL - Yacation Plan Tahle Join Record Show Fields
ABSV_RATE_THL - vacation Service Rate values Join Record Show Fields
ABSY_REQUEST - Wacation Request Join Record Show Fields
ABSW_HOL_WWW - EE Holiday Schedule Wiew Jdoin Record Show Fields
ABSW SCHD DET - Waork Schedule Details Join Record Show Fields

Figure 23. Records page
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2. Click the Join Record link. This will join the record in the query.

When joining more than two records, EmpowHR will ask which table 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.

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

e It is suggested that initials are used before the query name.

e 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.

1. Click Save on the bottom left of the page. The Enter A Name To Save This Query
page (Figure 24) is displayed.

Enter a name to save this query:

“Query: I

Description: I

Folder: I
*Query Type: IUser vl
*Owner: | Private hd l

Query Definition:
=l
E
0K | Cancel

Figure 24. Enter A Name To Save This Query page

2. Complete the fields as follows:

*Query Enter the query name.

Decription Enter description of the query.
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Folder

*Query Type

*Owner

Query Definition

3. Click OK.

Working With Fields

Enter the of the folder where in query will be saved.
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This field defaults to User and can be changed by select-
ing 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.

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

1. Click the Fields tab. The Fields page (Figure 25) is displayed.

[ REcords  Query Expressions y Frompts | Fields | Criteria | Hawing j ViewSQL |} Run |

Query Name: 01AMDC_CTY_WORKING_TITLES

view field properties, or use field as criteria in query statement. Rearder i Sort

Col Record.Fieldname Format Ord MLAT Mgy Heading Te: Add Criteria Edit  Delate
AGVT_ORG_TTL DESCR - Organization Position
el CharT0 Title % Edit |[=]
2 AEFFDT - Efective Date Date Ef Date % Edit |[=]
3 B.POSITION_MBR - Position Mumber Charg Position# ?, Edit E|
CASE B.GVT_ORG_TTL CDWHEN '0000' THEN
4 CASE B.GVT_ORG_TTL_DESCR Charfo Wiarking Title % Edit |[=]
WHEN MINORITY ADVISOR:
5 B.DEFTID - Department Charl0 DeptiD T Edit |[=]
B BLOGATION - Locatinn Gode Charin Location b Edit | [=]
ﬁ Save Save As Mew Cue Ly Preferences Properties Mew Unioh QRetumto Search

Description: ‘Working Titles for Cormt Memb

customize | Find [ View Al | 3 First [ 1.6 o [ Lact

Figure 25. Fields page

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

by a B.

2. Click Reorder/Sort in the upper right corner of the Fields page (Figure 25) to resort
the fields in a different order in the query output. The Edit Field Ordering
page (Figure 26) is displayed.
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Edit Field Ordering

Reorder columns by entering column numbers on the lef. Calumns left blank or assigned a 0 will be automatically
assigned a number. Change the order by number by entering nurnbers on the right. To rermove an order by number, leave

the field blank or enter a 0.

Edit Field Ordering e B
New Column Column Record Fieldname Order By Descending New Order By

1 AGVT_ORG_TTL_DESCR - Organizalion Position Title r
2 AEFFDT - Effective Date

3 B.POSITION_MBR - Pasition Number

CASE B.GVT_ORG_TTL_CDWHEN 0000 THEN
4 CASEB.GVT_ORG_TTL_DESCR  WHEN MINORITY
ADVISOR C

5 B.DEPTID - Department

1T

o [ o B B |

B B.LOCATION - Location Code

Ok Canoel

&I

Figure 26. Edit field Ordering page

Reorder columns by entering column numbers on the left. Columns left blank or assigned a
0 will 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 page (Figure 27) is displayed with the information.

DUEW VWIOUN | HEID | LUSIOITIZE FE | i

Records | Quey | Expressions | Prompis | Fields | Crieia | Havng | ViewSAL [ R\

| Rerun Query | Dovinload to Excel 1-1 oft
Empl| Eff Or Job Appt (T At - | Tax Entry| Dept
ffof t of [P TP 0 PP PP T [ TTTTTT

Mo matching rows were found (50 200)

Figure 27. Run page
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.
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1. Click the Criteria tab. The Criteria page (Figure 28 is displayed. a
=]
Q
(=
[ Flicords ' Query  Expressions | Prompts | Fields | Criteria \_ Having J ViewSGL } Run | g
(7]
QueryName: naw Unsaved Quary Description:
Add Criteria | Group Criteria
(Criteria C
Logical Expression1 Condition Type Expressil Edit Delete
| AEFFDT - Effective Date Eff Date <= Current Date (EffSeq= Last) Edit E‘
B save Save As Dlew Query Preferences Properties Mew Unioh L Return to Search

Figure 28. Criteria page

The Criteria page (Figure 28) 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 page (Figure 15).

2. Click the T+ to the right of the field to add the criteria for the report. The Edit
Criteria Properties page (Figure 29) is displayed.

Edit Criteria Properties

' Field

B Record Alias.Fieldname:
" Expression

Q. AEMPLID- EmpliD

*Condition Type: | equalto -

© Field

" Expression
& Constant
[ Prompt

[ Subqguery

QK Cancel

Constant: Q

Figure 29. Edit Criteria Properties page

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 This field displays the field name selected from the
Record And Field Fields page (Figure 25).
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This field displays the value that corresponds to the

Type/Field Expression 1 Type.

*Condition 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 When It Returns A Row

Equal To The value in the selected record field exactly matches the comparison value.

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

Exists This operator is different from the others, in that it doesn’t compare a record

Greater Than
In List

In Tree

Is Not Null
Is Null

Less Than
Like

field to the comparison value. The comparison value is a subquery. If the
subquery 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
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Other Condition Type Valid Values
Not In Tree

Does Not Exist

Not Less Than

Not Like
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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 appli-
cable information.

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

4. Click OK. The Fields page (Figure 15) is displayed.
Other Ways To Add Criteria-Query Tab

1. Click the Query tab. The Query page (Figure 14) is displayed.

2. Click the + next to the specific table.

3. Check the box next to the field to add criteria to that field.

4. Click the to the right of the field to add the criteria for the report. The Edit
Criteria Properties page (Figure 29) is displayed.

Other Ways To Add Criteria-Criteria Tab
1. Click the Criteria tab. The Criteria page (Figure 28) is displayed.

2. Click the search icon in the Expression 1 Choose Record and field group box. The
Select A Field page (Figure 30) is displayed.
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Select afield

Select a record to show fields for Custornize | Find | 88 First [0 1 [ Last
Alias Record Record Description Show Fields

A AMP_THL Affirmative Action Plan Table Show Fields |

Select a field Customize | Find [*iew 4| | B8 First [4] 1301 3 (] Last
AESTABID - Establishment D

ADESCR - Description
AMMP REEPOMEIBLE ID - Person Responsible

Cancel

Figure 30. Select A Field page

3. Click Show Fields to view the record.

4. Click any link. The Edit Criteria Properties page (Figure 29) is displayed.

Removing Criteria
1. Click the Criteria tab. The Criteria page (Figure 28) is displayed.
2. Click the -beside the applicable criteria statement to delete.

3. Return to the Fields page (Figure 15) for more criteria options.

Select afield
Select a record to show fields for Customiza | Find | L] First [ 1 o 4 [ Last
Alias Record Record Description Show Fields
A AAP_TBL Affirmative Action Plan Table Show Fields

Select a field Customize | Find |V B first[Uaa0a M Last
AEGTABID - Establishment 1D

ADESCR - Desctiption
AMAP RESPOMSIBLE ID - Person Responsible

Cancel
Figure 31. Select A Field page

4. Click Show Fields to view the record.

5. Click any link. The Edit Criteria Properties page (Figure 29) 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. Click the Criteria tab. The Criteria page (Figure 28) is displayed.
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10.

11.
12.

Click Add Criteria. The Edit Criteria Properties page (Figure 29) is displayed.

Click the search icon in the Expression 1 Choose Record And Field. The Select A
field page (Figure 31) is displayed.
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Click Show Fields. A list of available fields are displayed.

Select a field name.
Click the drop-down list next to the Condition Type.
Select Like.

In the Choose Expression 2 Type click the box next to Prompt. A new prompt field
appears. Verify that the value Prompt Table is in the Edit Type field. This allows the
look-up of prompt selections.

Change the Heading Type.

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

Click OK The Edit Criteria Properties page (Figure 29) is displayed.

Click OK. the Criteria page (Figure 28) 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.

2.

3.

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.

Select Edit beside a field name. The Edit Field Properties page (Figure 32) is
displayed.
Edit Field Properties
Field Name: C LANGUAGE_CD - Language Code
 NoHeading  * RFT Short :: :““e Gnone St Long
 Text " RFT Long o c::l nt
Heading Text:  Min & Current Date
Lang Cd e
“Unique Field Name: © hverage € Field =&
C LANGUAGE_CD
 Expression N
MddPrompt  Add Fleld
0K Caneel

Figure 32. Edit Field Properties page

The Translate Value field gives the option for a short or Long description.
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4. Click OK. The Field page (Figure 15) is displayed. Notice that an L 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 component and search for the query that has been created.
The Query Viewer page (Figure 33) is displayed.

Query Viewer

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

*Search By: |Query Name - beging with A
Search | Advanced Search

Search Results

“Folder View: |- All Folders - =

Last
Query Name Description Owmner Folder a“‘_m" &" Schedule ?:\:‘u‘thes
MM COURSES_BTAFF_JOB_SERIES Fublic HTML Excel Schedule Favorite
AARAL FIND_CAMS_ID_FROM_S5N Puhlic HTML Excel Schedule Favorite
AAAAA_FIND_SEN_FROM_CANS_ID Fublic HTML Excel Schedule Favorite
ABC_LISTING Puhlic HTML Excel Schedule Favorite
ACCOUNTS_LOCKED Fublic ITML  Excel Schedule Favarite
AK_MEDICAL_CHECK REVIEW OF FEHB COVERAGE  Public AMDC HTML Ewel Schedule Favorite
AK_PAR_SERVICE_YEARS YEARS OF SERVICE Public HIML Excel Sthedule Favorte
AK_STATE_EMPLOYEE_ROSTER EMPLOYEE ROSTERWSSN  Public gffég&s HTML Excel Schedule Favorits
ALAMDG_CTY_PERMANENT_EMPLOYEES Fo b ERT COUNTY Pudic POPCC  MTML Bwel Gohedue Earte

FUBLIC
QUERIES — =

AL_AMDC_ORG_EMP_LIST_EMPLID ORG EMPLOYEE LIST BY EMPLID Public

Figure 33. Query Manager page

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

File Download )(l

Do you want to open or save this file?

@ j Mame: og.xls
H] Type: Microsoft Excel Worksheet, 5,50 KB

From: 199.136.5.3

Open Sawve I Cancel I

[v Ahways ask before opening this twpe of file

harm pour computer, |F pou do not trust the source, do not open or

@ “wihile files from the [nternet can be uzeful, some filez can potentially
zave thiz file. wWhat's the rigk?

Figure 34. Save pop-up

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

Click Save to a file.
OR
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Click Cancel to return to the page.

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

This section contains the following topic:
Viewing A Query

Viewing A Query
To view a Query:

1. Click the Query Manager component to search for the query that has been created. The
Query Viewer page (Figure 35) is displayed.

Query Viewer

Enter any information you have and click Search. Leave fields blank far 2 list of all values.

“Search By: IQuer\fName +| heging with

Search | Advanced Search

Figure 35. Query Viewer page

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 page (Figure 33) is displayed. For more
information on this page 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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This section contains the following topic:
Scheduling A Query

Scheduling A Query

To Schedule a Query:

1. Click the Schedule Query component and search for the query that has been created.
The Schedule Query page (Figure 36) is displayed to locate an existing report.

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

{ Find an Existing Value {_Add a Mew Value

Search by; IRun Cantral 1D 'I begins Wlth|1 23

I case Sensitive

Search I Advanced Search

Search Results
1 of 1

Run Control ID Description Query Name

12346532 TEST AbAAS COURSES_STAFF_JOB_SERIES

Find an Existing value | Add a MNew Yalue

Figure 36. Query Viewer page

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 Query Name and
RunID.

Begins With This field corresponds to the search value selected.

3. Click Search. The Schedule Query page (Figure 37 ) is displayed.

Schedule Query

Run Control ID: 12346532 ReportManager Praocess Moniior _FUN

Query Name: IAWA_COURBES_STAFF_JOB_BER\E Search

*Description: |TEST
Bl save | S Returnto Searchl Eradd UpdateDisplay
Figure 37. Schedule Query page

4. Complete the fields as follows.

Query Name This field corresponds to the search name entered.

*Description This field is system-generated.
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5. Click Save. J

=}

)

Step Description ‘:_’,"

Click Add To add a query. @
Click Report Manager For more information on this topic refer to Report Manager of this

manual.

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

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

Report Manager

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

This section contains the following topic:

Using Report Manager

Using Report Manager

To use Report Manager:
1. Select the Reporting Tools menu group.

2. Select the Report Manager component. The List page (Figure 38) is displayed. There
are multiple tabs in the option List, Explorer, Administration, and Archives. The
drop-down lists on these pages are used as filters. These filters narrow the search for a
report. To run a report refer to Report Functions in this manual.

{ List Y Explorer  Administration } Archives

Folder: [ General =] nstance: [ 110 to:] 110 Refresh

Name: [kim Created On: [04/23/2008 5 Last:[ 1 [Days vI

Process

.
Report Report Description Folder Name Report ID Instance

Date/Time

1 Report

& Save

List| Explorer | Administration | Archives

Figure 38. List page
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Heading Index

This index provides an alphabetical list of all headings in the procedure. When a heading is referenced, you

can use this index to locate the page number.

A

Adding Criteria (Creating A New Query), 24

C

Creating A New Query, 18

E

Exporting Data (Creating A New Query), 30

F

Find An Existing Query, 15
Formatting A Report, 1

J

Joining Records (Creating A New Que 21

P

Previewing A Query, 24

Process Monitor, 9

Q

Query (Reporting Tools), 14

Query Manager, 14

Query Viewer, 31

R

Removing Criteria (Creating A New Query), 28
Report Functions, 1

Report Manager , 1

Report Manager—Reporting Tools, 33
Reporting Tools, 14

S

Saving A Query (Creating A New Query), 22
Schedule Query, 31

Scheduling A Query, 32

Selecting Records (Creating A New Query), 18

U

Using Process Monitor Run Function, 9

Using Report Manager, 33
Using Wildcards (Creating A New Query), 28

\'}

Viewing A Query, 31

W

Working With Fields (Creating A New Que 23
Working With Prompts (Creating A New Que 28

Working With Translate Values (Creating A New
ue 29

Index - 1



