EmpowerHR
Query Manager

This document describes the functionality of the Query
Manager and acts as a fAHow too

The Query Manager has been developed to address the
complaint thatisers commonly express about IT systems.

A | know t he -ljpatitiamysedf Sawmy t her e
I's 1t that | need an | T person
The answer to this dilemma, until now, has been to surrender
control of reporting to IT.

This document @scribes the functions and features of the Query
Managerthatput your users back in control.
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Version 2.1 New Features

New featuresn this release include:

1.

Icons added to the Saved Queries, Data Elements and Filters.

i1 Ouery Manager ¥2.1.0.0

View Tooks Help

O & %
Data | Fiter | &lets | Save

Catelngue: B i
+ [ Saved Queries ~
- 3& Employees

X @

Query data

+-fi.] Personal

-5 Work Place

5 Addiesses )

54 Emergsncy Contact
- & Pasition Information
-E] Tk Information
-7 Pay Information
%@ Superannustion Histary
-4 Requlsr Transactions
=7 Papment Instictions
-, Fegular Alowances
#-15) Additional Employes Data

=

i Skil & Competency Profile

{w) Pay Diversion Details

@ Temination Details

=] SelfService Forms

Jabs

Positions v

Leave
=
g Emplopes Events saes

e

(EL 3 Je R e e e

o JE

|| Close |

E— -

Clear Table

2. Registration of Leave and Pay Elements (through &dministration) for use @standard

filters. This enables groups of leave and payment codes to be easily selected.

E:r’.__ Query Manager - Administrator

Fle Wew Tools Help

s X e

Access Profile TTemp\ate User’sTUser’Temp\a{esT Falder Contral T Filter Control ]

Element Type: [Leave Elements B

| Awajlable Elements
Alinterpret as Mormal Time

Report Design Leave Filter rad
Report Design Leave Filter ra2
Report Design Leave Filter ra3

Registered Element Filters

Normal rec & sick Leave
Resignation

iork Cover Leave Codes <(

»

[ ][]

Select Element Type fo review

3. Added support for nestezhlculatedields. That is, a calculated field may now be used in the

definition of another calculated fielddowever, care should be taken to ensure cyclic nesting
does not occur. Cyclic nesting where field A embeds field B which embeds field A will
resul t i n a fat ali SQLWGRreratiore Faikd Qyabiar nesfing RED iR
Calcul ated fieldo.
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4, Admi ni strat

on option added to the fATool

user to do directly to the QMdministration facility without having to go back tavigate
the Empower main menu. On exiting QMiministration the Query Manager rislaunched

to refresh any changes.

i1 Ouery Manager ¥2.1.0.0
File View Help
[u]

ian
Import Query
Data| Fi

Catalogue:

+
+ 32 Employees
¥ & Jobs

+ & Posiions
+ ] Leave
439 Payrol
+13) Tiaining
+ v OHBS

5. Drill-down fields are now identified in the AlerTab by the display of a dr™ icon.

i7 Query Manager ¥2.1.0.0
File Wiew Tools Help

0 H s %

X @
Data | File | Alerts | Save |

[=] st Descipiion
W 5 Annual Salay

6. The query results window will now highlight columns with a editlwn enabled by
displaying the columim a different colour.

Overtime Paid Last Financial Year

File Edit Wiew Help
5 @

Records: 8
Erployes Name

Payment Description SUM

Beckham. Victoria
Kournikova, Anna
Pandy, Andy

Pandy, Andy
Rebeiro-0*Smith, Rick A
Rebeiro-0"S mith. Rick A
Valance. Holly
\Witherspoon, Reese

Overtime @ 1.5x

Overtime @ 1.5x
Overtime @ 2 0x
Overtime @& 1.5x
Overtime @ 1.5x

The Query Manager can now decrypt the Tax File Number, which is useful when required

for creating interface files for your Superannuation Fund &tee Tax File Number is never
the-less afforded additional security as a result of being recorded ipasase Data folder
which may be strictly controlled by the Administrator.

A Results Commentary can be recorded when saving a query where the output is to a

Window. The Results Commentary will display whenever the query is executed.

Empower V9.

10.
Window header.

Enhancement of Emploge SelfService Forms to support form versioning added to

The Query Manager Version is displayed in a-pppwindow on startip and also on the

Empower-HR
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Summary of Functionality

The Query Manager is designed to simplify arsér acces® EmpowerHR data, while providing the
functionality to extract data in formats useful in integmatwith common business software for
presentation via any medium.

This section briefly describes the functionality provided by the Query Manager, witolibwifg
sections describing AHow to Useo the facilitie
Basic Query Manager Facilities

e Navigation

e Data Selection

e Sorting

e Filtering

e Grouping / Totalling

e Executing Queries

e Saving Queries

e Public .vs. Private Queries

e Sorting Query Results

e SearchindQuery Results

e ChangingDisplayed Fields in Query Results

e Exporting Results

e Displaying Generated SQL

Advanced Query Manager Facilities
e Advanced Data Filtering
e Functions
e Literals
e Parameters
e SubQueries
e Calculated Fields
e Data Alerts
e Drill-down Queries
e ExcelIntegration
e Crystal Reports Integration

Security Model
e Application Security
¢ Organisational Security
e Query & Folder Template Security
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Basic Query Manager Facilities

Navigation

The Query Manager user interface implements a Tabbed Form metaphor witkddls define:

Data - Saved Queries and Data elements (fields) that may be used to define any query

Filters - the data filters that may be applied to the selected Data elements to restrict th
records returned by the query;

Alerts - Data highlighting tdoe applied to query results, and ddtbwn to subqueries

Save - saving of a query definition

Query Manager ¥2.1.0.0

File “ew Tools Help

] 2@ W e

Data [ Filter | Alerts | Save

Catalogue:

Ll E

- E Saved (ueries
+-[] Leave

Guery data:

v M Section Descriptian

+{7] Manager W B dnral Salary ¥

+-{2] Mizcellaneous
+-C3 OSH
-1 Payrall )
=15 Drilldawn Analysis
EEE ] S alaries by Section
+-{7] Payrall
+-{Z7] People
+-{77] Spreadshests
+-{7] Transactions [Curent]
+1-{7] Tranzactions [Historic)
+-{] Persannel
+-[2] Sample Queriez
+-(2] Training
S Employess
5 Jobs
2 Positions
A Leave
& Payral
&b Training
S OHas

e e e R e R e P e P e

E—

Select Fields For Query

Lo JE

|| Lloze |
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A number ofoptions are available in the selection / deselection of fields in the Data tab:

=
Calculated field buttorii enables a hidden tab used to define the formula for a calculated field.

Clear Selection® removesa | | fields from the fAQuery Databo
only enabled (in the central panel andelisop t
highlighted.

Close button and the Left Arrow buttor¢' in the top toolbar exit the Query Manager,
prompting the user to confirm the application termination.

Delete Query buttoréa is only enabled when the user has highlighted an inactive querg inth i My
Querieso folder. Queries can only be del eted &

Doubleclick may be used to select queries & fields. Dotliek on a folder will open a folder
displaying any sutfolders and/or fields. Doublelick on a Selected fieldin the Quey data tab)
enables changing of the displayed field name (for this query only).

Arrow buttond® < *> may be useth theselecion/de®lection ofqueries and fields. Theeft Arrow

< may be used to deselect a highlighted field. The Left Arrow is only eshatthen a field in the
fiQuery Dat ao p aThe RightiAsowhmiaygalsd e gded te sklect all fields in a folder
by selecting the folder and clicking the Right Arrow. The single arréws?> select/deselect
individual fields/folders, where as th@uble arroW8 will deselect all fields.

New Query buttor = may be selected at any time to clear the current query definition.

Save Query buttcmH and may beselected when saving changestmexisting query.Use

the for saving new queries, a@reating a copy of an existing quergave As is only enabled
on the fASaveo tab.

OK button executes the defined query.
PrintScreenbuttmfﬂper forms a screen dump to the usero6s

Expand L5 and Cdlapse [E foldersbelow the currentlyeected folder

Right Mouseclick (Properties) will display information about the selected Query, Field, Folder or
Filter object, displayed in a pop window (examples below).

Filter Description

This fitker will restrict the empl,
effective date (0020, T059)

Query Description

Dizplays the average employee =alary grouped by ASCO code
description (Query Information - Author: "demo”, =d-
Aug-2005, Last Run: 01-Aug-2005, Run Count: 0) WSEIF R eaisaley)

“Annual Salary” (T0S%.hr_slry_amnt)

This field iz a Money field.

The digplay format ie +"-%% 858 558 5588 5Sn.nn".

Search Field and Buttolr—— | EEEE performs a search of the Field Catalogue for fig
names that contain the character string provided.

Last Modified: 29-Sep-2010 Page 9 of 79 Empower-HR
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C

Data Selection

Fields selected from the Windows Explorer / Treeview Catalogue (using the Right Arrow or by
transf err edIdstwal

Doublecl i ¢ ki

ng the field

) ar e

t he

appear in the order selected, and will appearéngiery results in this orddf.a field is required for

filtering only (refer section on Advanced Filtering) the display fiédcled below)flag may be

turned off.

Query Manager ¥2.1.0.0

File Wew Tools Help

=123 Code Descriptions
™ Gender Description
M Residency/Citizenship Descri
B Mationality Description
B Country of Origin Description
M Indigenous Description
B Ethnicity Description (
B Disability Category Description
#1-[Z] Code Abbreviations
™ Employes Code
M Tide
™ Employee MName
M Sumame
M Given Namels)
B Initials -.
M Fietered Name L
B Previous Sumame

= CRE T % e
Data [ Fiter [ &lerts | Save
Catalogue: LER'H Guery data:
= Q Personal Information ~ v B Employee Code e
= &1 Personal W B Employee Name s

Gender Description woe
( r &

B Date of Birth
M Employes Age
B Gender ~
< = >
—r I | I |

SelectFields For Query

The Search facility mape used to locate all catalogue fields containing the text string entered. For
iSal aryo

exampl e,

[

Data [ Filter | Alerts | Save

entering

Query Manager ¥2.1.0.0

File Yiew Tools Help

% @ e

returns

Catalogue:

Query data:

7 Field Search Results

+- & Puosition Information

™ Disability Category ~
B Marrative

+ % Wark Place

+ ) Addiesses

+ g:l Emergency Contact

v B Employes Code wse
¥ ™ Employee Name wee
v B Gender Description

Fields Found Folder
lAnnual Salary Employees Pay Information o
Base Salary
Current Annual Salary
Full Salary
Mazximum S alary
Minimum S alary =
B Level
Annuia ~
£ >
—r - e e
Clear Table

a

st

Doubleclicking a field in the search results locates the field in the Catalogeajng any folder/sub
folders to reveal the field ready for selection.

Empower-HR
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To alter the output display order of fields ir
left mouseclick, then holding the left mouse button down and drag the feldhiere it is to appear in

thedspl ay order before releasi ngEmplbyeeNbmeé doho
position in the display order.

Empower-HR Query Manager

FbhE

Query Manager ¥2.1.0.0

File VWiew Tools Help

B S @ @ % e
Data | Fiter | &lerts | Save
Catalogue; 55 ﬁ';’ Query data:
B Manative ~ v B Emploves Code oS

+- 79 Work Place
+- ) Addresses

#1253 Emergency Contact v B Gender Description os
- % Position Infomation I~ B Emplayes Age woe
#-a Taw Information

= _'J Pay Information W B Annual Slary
¥ @ Salary Package
+(3 Classification Elements
+(7] Code Deseriptions
+-(77] Code Abbreviations

B Position Mavement Feason

Query Manager ¥2.1.0.0

File Wiew Tools Help

B Employment Mumber = S @ B 3 oa
B Position Murber
B Position Tite Data [ Filer | &lerts | Save
B Salary From Date ——
B Salay ToDate Catalogue: LER'E Query data:
g .E;Narc:. ) B Manative ~ Tl ] E o, e
assification +- 7 Wk Place
B Level +- ¥ Addresses B o] BB -
B Annual Salary + g4 Emergency Contant [v B Gender Description we
B Hourly Rate ¥ ;g Position Information ™ B Emplopes Age wce
< > #- £ Tax Information
= "J Pay Information W B Annual Salary -

+ @ Salary Package
+-{2] Classilication Elements <
+[27] Code Descriptions
+-{77 Code Abbreviations
B Position Movement Feasan
B Ernployment Nurnber
B Pasition Humber
B Position Title
B Salary From Date
B Salary Ta Date i
B fwvard
B Classilication
B Level
B Annual Salary
B Hourly Rate

E—T -

Select Fields For Queny

[ search

Select Fields For Query

|| Close |
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Empower-HR

Sorting

By default data is returned in an indeterminate sort order. To define the sorbfodds in the output

resul ts, click the field i con i mmedi ately prece
Successive clicks of the field icon cycle through Sort Ascending, 3estending and Unsorted

states. The sort order is also affectedt®ydisplay order. For example (see below), sorting ascending

o nEmployeeAge 06 and defMmuelSdli agy eEmpldy¢eeAge@o i Note: A fi el
not need to be displayed to be used in the sort order.

Query Manager ¥2.1.0.0

File View Tools Help

[E] S = % @

Data | Fiter [ Aletts | Save

Catalogue: 5 i Query data:
B Mationality ”~ v M Emplopes Mame
g Ez:r;tlz_l:somngln [v¥ B Employes Cods
B Indigenaus Iv B Gender Description s%e
B Ethricity ) )
g E:::tl:t_l,;tategory rd Annal Salary
+- 9 Wk Place
+- ) Addresses
+m54 Emergency Contact
+- % Position Infarmatian
+-£4] Tax Infarmation
=17 Pay Information
+ @_‘ Salary Package
+-(Z] Classification Elements
+-(7] Code Descriptions
+-{Z] Code Abbreviations
B Position Movernent Reazon
B Employment Number
B Position Mumber
B Position Title
B Salary Fram Date

| [ search |

Select Fields Far Cuery

|| [foese
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Filtering & System Parameters

Filtering is the term use@vhen restricting the data returned. Appendix provides a list of the
standardDataFilters and System Parametetsut additional usedefined filters may be added (refer
Advanced Filtering). System Parameters are filters thatcanatically prompt the user for data
selection. Usedefined parameters may also be defined for data filtering (see Advanced Query
Manager Facilities for further information).

The Query Manager automatically constructseao f fi Re ¢ 0o mme n dields arE seledteglr s 0
from the Catalogue Selecting the FilteiTab reveals a Windows Explorer / Treeview list of available
standard filters, plus the list of recommended / selected filters.

Recommended filters are initially displayed a¥fir efdnael requiting selection or may be

frequently used optional filters displayes? a greyedout funnel On selection of a filter that
satisfies a particulaget(ie. restriction on employees) any other filters within $kéare greyedout to

indicate the recommendatias satisfied and the selected filter is sedfog r e? .nNibte:to further
restrict data, additional filters may be selected from those recommended or by adding filters from the
filter catalogue.

Filters may be selected from the recommended set ¥irdion the filter icon.

Query Manapger ¥2.1.0.0

File W¥ew Tools Help

= R Y% @
Data | Filter | Alerts | Save
Predefined filkers: IE ’I‘é Recommended / Selected filters:

- %% Current Employment Records J
€% Currently Employed [Excl. Hon-Emplopess)

e=b Emplopee Code

s=b Employee Mame: % Date Effective Employment Records
? Curnently Employed [Incl. Mon-Emplay ¥ Employee Code

? Curnently Employed [Excl MonEmplo .

# Tominated En ¥ Emoloument Records - 15t January
A Estemnal Trainc

? Mon-Employes

% MonEmployes

P NonEmployes WARNING: Mo recommended filker(s) 2

-y E‘mpluyments

w00 Tax hawe bheen selected.
+ Reqular Transacti

+ J Hegular Allowance Execute Query ? = i Recommended / Selected filters:

: 'ﬂ E:zj;annuannn ~ ? Current Employment Records J
+ ﬂ Long Service Lea ?‘ Currently Employed (Excl. Mon-Employees)

- .SK\Hs & Compertet ¢ Date Effective Employment Recods

& Poaition Fiers Currently Employed (Incl. Non-Employ ? Employee Code

=
Z i ?

: &, anml\FFul\tlers A Curently Employed (Excl Non-Emplar
ﬂ eave Filters % Teminated Emplopess

< e

*

*

{_? Employment Records - 1st January

Extemal Trainees 4 Employment Records - 30th June
Non-Employees :
Non-Employees [Paid)
% Non-Employess (Unpaid) ) ﬁ?’ Emplayment Records 12 Months Ago
+-%; Employmerts ¥ Last Employment Record
Select Filters For Query o Ten . 4 Position Number
#-) Regular Transactions L
#1 .., Regular Allowances
+ Superannuation
+-§p Leave
+ P Long Service Leave
+1-(] Skills & Compentency - All Attrbutes

% Employment Records - 31st December

Y

+1- % Position Filters
+-4h, Paroll Fitsrs J
+ ) Leave Filers 2 - - .
< 3 [~ Mo duplicate rows | Union Query | ;i?l:‘:g |
| OK I| || || Close |
Executing Query...

In the example above, the recommended Employee #iehas been satisfied by selection of the
ACurrent Empl oyment Recor ds o0 6ek lare satisfied bl wdrning s &
message and prompt will besglayed on execution of the query.

Filters displayed with an icoz=t (ie. Emp | oy e e areGystkra @rametes that automatically
prompt the user for selectiamiteriaat runtime or =g (ie. Leave or Payment Element) which will
filter based on the Leave or Payment Codes defined by the Element selected.
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Grouping / Totalling

Aggregates automatically force grouping of all raggregate fields. Aggregates available on numeric
fields are SumCount, Average, Minimum and Maximum.

Clicking the icon displays a list of aggregates available for the field type.iddres associated
with the particular aggregates @ follows:

None
Count
Average
Minimum
Maximum
Sum

With the exception otalculatedields, Query Manager will automatically apply the Group Clause to
any nonaggregate (and ndliteral) fields Refercalculatedfields for necessary grouping actions to
be taken for calculated fields

Empower-HR Page 14 of 79 Last Modified 29-Sep-2010


























































































































































































