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The Query Builder (QB) module in HRMS, provides users the ability to develop their own “queries” of HRMS data.  The results of these queries can be exported to other software such as Excel for further manipulation and reporting or the queries can be saved as Local Reports to be executed as needed.  (Note that only HRMS Users with “System Administrator” or “Finance Officer” roles can access the QB.  )


This document is the property of North Carolina Department of Public
Instruction (NCDPI) and may not be copied in whole or in part without the
express written permission of the NCDPI. However, LEA users may print
and download curriculum for individual use and HRMS trainings. All data
used in this document is fictitious and is used for the purpose of
instruction delivery. 



























Useful Terms

· Query: Request for specific data from data tables.
  
· Field/Column : Individual data element (For example: First_Name)

· Table: Group of related data fields (For example: Employee Table – has the employee’s ssn, name, date of birth, etc…..)  (All the data on the Employee Demographics screen and under the “Status and Benefits” staff action)

· Row: A set of Fields in a Table that are relevant to a specific individual or item.   Below are 5 rows of data.

· [image: ]

·  Reporting Group:  Several “Tables” connected together.  For example. “Employee License Personnel” Reporting Group.  This Reporting Group allows you to get information from the HRMS Employee Table and Licensure Personnel table at the same time.  You can see both the Employee’s Tenure Status  (HRME Employee Table) and License Expiration Date (Licensure Personnel Table).

· Report Filter:  Data value(s) used to reduce the amount of data returned.  For example, “where employee last name = “Johnson”.  The only data returned is for employees with the last name “Johnson”

· Sort By:  Order in which the data is returned.  For example, sorting by Site, Employee Last Name, then Employee First Name.

· SQL: Structured Query Language


Accessing Query Builder

To access QB from the HRMS Home Page, select “Reporting”, then “Query Builder”.   Note that the Registered User must have either the “System Administrator” or “Finance Officer” role.
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Report Group and Tables

The first section to display in the Query Builder (QB) is the “Report Group and Tables” section.   The first step in the query creation is to select the Reporting Group or Individual Table which contains the desired data.   

Continuously rebuild SQL query – Always leave this option checked.   When checked, the query you are creating will always be ready to execute since the SQL query being created is continuously updated.
[bookmark: _Toc281381400][bookmark: _Toc292093717]Select a Report Group
QB first populates the “Select a Report Group” window.  You can either select “Show all tables” or select one of the “Reporting Groups” listed.   
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Show All Tables Option

Click on “Show all tables” to display all individual “tables” in the “Select a Table” window.  It is rare that you would want to use this option.   A good example of when you may want to use this option would be if you needed to know the names and birthdays of all employees, including substitutes.  Since substitutes are not ever put into positions, reporting groups using the Position table would exclude them.  All the data you need (Employee Name and Birth Date) is in the Employee Table (Employee Demographics screen), the only table you need is the “Employee” table.  (See example below, where “Show all tables” was selected, then the Employee Table was selected in the “Select a Table” window).
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Reporting Groups

“Reporting Groups” combine related “tables” together.  (See below).   Most of the time you will want to select a “Reporting Group” for your query.  Below the “Show all tables” option are various “Reporting Groups” for selection.  Each Reporting Group is a collection of tables “joined” together so data from these multiple tables can be displayed.  Note that the Reporting Groups displayed are alphabetized and there is a scroll bar to the right.  (See Appendix A for an explanation of each Reporting Group).   
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For training purposes, one of the most popular Reporting Groups, “Assignments - Basic” will be selected.   Note that when you hold your mouse over a Reporting Group, a listing of tables included in that Reporting Group is displayed.  See below:
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After selecting a Reporting Group, the “Select a Table” window populates with a listing of all tables included in this Reporting Group.  (Note that if you are in the middle of creating a query and decide to change Reporting Groups, all work done for this query is lost.  Selections will all be reset.)  

The next step is to select one of the tables in the “Select a Table” window.
[bookmark: _Toc281381404][bookmark: _Toc292093721]Build Your Query

After selecting a table in the “Select a Table” window, the “Build Your Query” heading appears along with 3 windows.  The 3 windows are “Current Action”, “Pick a Field” and “Selected Fields”.  In the example below, the “Employee” table was selected in the “Select a Table” window.
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Notice that the default “Current Action” is “Select Fields to Include.”  The “Pick a Field” window lists the fields in the table you selected in the “Select a Table” window.  You are now ready to start selecting the fields that you want displayed in your query.  

[bookmark: _Toc281381406][bookmark: _Toc292093723]Current Action (Select Fields to Include)

While this option is selected, you can select fields in the “Pick a Field” window.  As you select fields, they will appear in the “Selected Fields” window.  

[bookmark: _Toc281381407][bookmark: _Toc292093724]Pick a Field
The “Pick a Field” window lists fields in the table you selected in the “Select a Table” window.  (It will really be worth your time to select the various tables in the Reporting Group and review all the fields available.)  The name of the Table you selected is listed first in the “Pick a Field” window.  Scroll through and click on the fields you want displayed in the query.  As you click on fields, they appear in the “Selected Fields” window.  The table name appears beside the selected field name.   
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At any time, you can select another table in the “Select a Table” window.  When you select a different table, the “Pick a Field” window is repopulated with that table’s fields for selection.  In the example below, the “Position” table was selected in the “Select a Table” window.  Then the fields Description and Site Code were selected in the “Pick a Field” window.  As these fields were selected they were added to the “Selected Fields” window.
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Selected Fields
In the above example, the employee’s Last, First and Middle name was selected along with address and Position Description and Site code. 

Selected field options.  Order Asc – If you want to the query results to be sorted by one of the “Selected Fields,” highlight the field in the “Selected Fields” window and click on either “Order Asc” (Asc stands for Ascending) or “Order Desc” (Desc stands for Descending).  As you do this, the “Order By Fields” window appears and the “Current Action” changes to “Order By”.  (This causes the “Pick a Field” window to disappear.)  Note that you can select several fields for this sort.  (See below)
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Move Up/Move Down – If you want to change the column order of the data to be displayed, click on the field name in “Selected Fields” and then click on Move Up/Move Down as appropriate until the fields are in the desired order.

Delete  – If you want to remove one of the fields in the “Selected Fields” box, click on the field then click on “Delete”

Delete All – If you want to start over with your field selection, click on “Delete All” and the “Selected Fields” box will be cleared.
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Current Action (Order By)

At any time you can select “Order By” as the Current Action.   (See below).
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Once your Current Action is “Order By”, the “Pick From List” window is no longer displayed.  If you want to the query results to be sorted by one of the “Selected Fields,” highlight the field in the “Selected Fields” window and click on either “Order Asc” (Asc stands for Ascending) or “Order Desc” (Desc stands for Descending).   As you do this, the “Order by Fields” window is populated with how the query results will be sorted.  Note that you can select several fields for this sort. 

Move Up/Move Down – If you want to change the sort order of the data to be displayed, click on the field name in “Order By Fields” window and then click on Move Up/Move Down as appropriate until the fields are in the desired order.  In the example above, the sort order of the query results will be Site Code, Last Name, then First Name.

Delete  – If you want to remove one of the sort fields in the “Order By Fields” box, click on the field then click on “Delete”

Delete All – If you want to start over with your sort selection, click on “Delete All” in the “Order By Fields” box and it will be cleared. 
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Current Action (Filter)

One of the most useful functions in the Query Build is the “Filter Option”.  (See Below).  Many times when you need HRMS/Payroll data, you only want results due to certain criteria.  Some examples are:
a)   I only want the names of my Classified staff.
b)   I only want information for Licensed staff whose tenure status is “Completed”.
c)   I want a list of all staff terminated between the dates of 7/1/2008 and 6/30/2009.

In order to reduce the amount of data returned by the types of criteria, you “FILTER” the data.  

[image: ]
  
Once you select the “Current Action” of “Filter On”, the “Filter Condition” and “Where Clause” windows appear.   The “Pick a Field” window remains since you are going to be “Filtering” on data fields.


First, decide the data field on which you need to filter and make sure you have the correct “table” (Select a Table) selected.  This table must appear in the “Pick a Field” window.  In our example, we are going to only include “Licensed” staff.    As you know, an Employee is not labeled as Classified,  Licensed, etc…, but their position is.  Therefore we want to select the Position Table in the “Select a Table” window.  Now the field list for the Position Table appears in the “Pick a Field” window.   (See below)
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The data field on which we want to filter is the “Category Code”.  We only want staff in “Licensed” positions.  

Note that some data fields in the “Pick a Field” window are highlighted in yellow.  This means that when you “right click” on the row, a code list with descriptions appears so you know the values to filter on.  If you right click on the “Category” field the following screen displays: 
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This lets you know that you will need to test for the value L, for Licensed staff.    Click on the “Close” button to close this window.

The default “Filter Condition” is “Equal”.  REMEMBER TO ALWAYS SELECT THE APPROPRIATE FILTER CONDITION BEFORE SELECTING THE DATA FIELD TO FILTER ON.

In this example, “Equal” is what we want, because we want all positions where the Category Code is Equal to ‘L’.  (Note that this is “case sensitive”)



Left click on “Category” since that is the field on which we want to filter.  The following “Script Prompt” appears.

[image: ]

Enter a Capital L and click on OK.

[image: ]

Then the following window appears.
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Click on OK.  (There are a few instances where you would not click on OK.  This will be discussed later in this document).

Now your screen looks like the screen shot below.

[image: ]

Note the text now in the “Where Clause” window to the right.  “WHERE POS_CATEGORY_CD = ‘L’.  
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The “Where Clause” window contains the filter conditions that you have created.  If you want to remove all of your filter conditions, click the “Clear” button and the where clause will be removed.   You will not need to click on the “Build Query” button, unless you have unchecked “Continuously Rebuild SQL Query” at the top of the screen.  


[bookmark: _Toc281381412][bookmark: _Toc292093729]
Current Action (Filter)(Filter Condition)

The default “Filter Condition” is “Equal”.  REMEMBER TO ALWAYS SELECT THE APPROPRIATE FILTER CONDITION BEFORE SELECTING THE DATA FIELD TO FILTER ON.

Listed below are the Filter Conditions with explanations and tips on using.

1.  Equal (=) – Used when you want the selected data field equal to some value.   For example:  WHERE POS_CATEGORY_CD = ‘L’.   When prompted for the Script Prompt you would enter L. 
2.  Not Equal (<>) – Used when you want the selected data field not equal to some value.  For example.  If you wanted a list of all Licensed staff that do not have career status, WHERE EMP_TENURE_STS_CD <> ‘C’.  When prompted for the Script Prompt you would enter C. 
3.  Less Than (<) – Used when you want the selected data field less than some value.  For example.  If you wanted to list all staff last hired before 7/1/2009, WHERE EMP_LASTHIRE_DTE < ‘2009-07-01’.  When prompted for the Script Prompt you would enter 2009-07-01. 
4.  Less Than /Equal To (<=) – Used when you want the selected data field less or equal to some value.  For example.   If you wanted to list all staff last hired on or before 6/30/2009, WHERE EMP_LASTHIRE_DTE <= ‘2009-06-30’.  When prompted for the Script Prompt you would enter 2009-06-30. 
5.   Greater Than (>) – Used when you want the selected data field greater than some value.  For example.  If you wanted to list all staff terminated after 6/30/2009, WHERE EMP_EMPL_END_DTE > ‘2009-06-30’.  When prompted for the Script Prompt you would enter 2009-06-30. 
6.   Greater Than /Equal To (>=) – Used when you want the selected data field greater than or equal to some value.  For example.   If you wanted to list all staff terminated on or after 7/1/2009, WHERE EMP_LASTHIRE_DTE >= ‘2009-07-01’.  When prompted for the Script Prompt you would enter 2009-07-01. 
7.   Like – Used when you want the selected data field to “contain” a string of characters.  The % sign is used to represent a “wild card” for characters.  For example.  If you wanted all staff whose first name starts with ‘A’, WHERE EMP_FIRST_NM LIKE ‘A%’.   The % is a wildcard and represents any character, but the first character must be ‘A’.   When prompted for the Script Prompt you would enter A%. Another example.  If you wanted all staff whose first name “contains” an ‘A’, WHERE EMP_FIRST_NM LIKE ‘%A%’.   The % is a wildcard and represents any character and is both before and after the A.  When prompted for the Script Prompt you would enter %A%. 
8.    IN – Used when you want the selected data field to be equal to one of a list of values.  This is one case where you WOULD NOT click on OK when prompted to add QUOTES.  For example if you wanted a list of current staff at schools 304, 308 and 312, WHERE POS_SITE_CD IN (‘304’,’308’,’312’).  When prompted for the Script Prompt your would enter (‘304’,’308’,’312’).
9.    Not In - Used when you want the selected data field to NOT be equal to one of a list of values.  This is one case where you WOULD NOT click on OK when prompted to add QUOTES.  For example if you wanted a list of current staff at schools EXCEPT for 304, 308 and 312, WHERE POS_SITE_CD NOT IN (‘304’,’308’,’312’).  When prompted for the Script Prompt your would enter (‘304’,’308’,’312’).
10.  Between - Used when you want the selected data field to fall between two values.  This is one case where you WOULD NOT click on OK when prompted to add QUOTES.  For example if you wanted a list of current staff terminated between 2009-07-01 and 2010-06-30, WHERE EMP_EMPL_END_DTE BETWEEN ‘2009-07-01’ and ‘2010-06-30’.  When prompted for the Script Prompt your would enter ‘2009-07-01’ AND ‘2010-06-30’.
11.  IS NULL – Used to test if the selected data field contains nothing.  This is mainly used to help clean up missing data.   For example.  If you wanted to list all staff that for some reason have NULL Employment status data, WHERE EMP_STATUS_CD IS NULL.
12.  IS NOT NULL – Used to test if the selected data field contains a value.  For example.  If you wanted to list all staff with a NBPTS expiration date, WHERE NBPTS_EXPIRE_DATE IS NOT NULL.

Tips
1.   For dates, always use the format YYYY-MM-DD.  For example 2010-05-01
2.   When using IN, NOT IN or BETWEEN, do not ADD QUOTES.  Enter in the entire list of values in quotes, separated by commas and surrounded by parentheses for the Script prompt.  For example: (‘304’,’308’,’312’)  See IN description above.
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Run Your Query

The last section of the QB is “Run Your Query”.   Here you can see the actual SQL query, set the maximum number of rows to return, and select Output options.
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This is the actual SQL Query code that will be executed to produce the results.  (Note that this can be copied to the “Query Tool” and executed there.  But remember to remove the first word in the SQL Query, “Select”, before running in the Query Tool.)

[bookmark: _Toc281381415][bookmark: _Toc292093732]Max Rows
When first working on a query, you may want to limit the number of rows returned by the query to save time.   You could set to 50 and the results would be limited to 50 rows of data.  Max Rows set to 0 (the default) returns all rows of data.
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Build Query – Only needed if you unchecked “Continuously Rebuild SQL Query”. 
New Local Report – See “New Local Report” section below.
Submit – Submits your query and results will be displayed.   See below
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Review the results.  
1.  If the results are not what you want, close the result window (X in the upper right), and continue to work on the query until you get the desired results.
2.  If these are the results that you want and you do not want to save, but want to print, right click on the results and select print. 
3.  If these are the results you want and you do not want to save the query but want to export to Microsoft Excel, follow these steps.
a.   Press Ctrl-A (Selects all the Data)
b.   Press Ctrl-C (Copies the data to clipboard.  You will not see any change on the screen.)
c.   Open Excel and click on one of cells in a blank spreadsheet
d.   Press Ctrl-V (Pastes the results into Excel)
4.  If these are the results you want and you want to save the query, close the results and click on “New Local Report”
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You can save this query as a “Local Web Report” and execute as needed.   Note that after you save the “Local Web Report”, you CANNOT make changes to the report in a point and click fashion.   If you are experienced with SQL, you can “Edit” the “Local Web Report” and make changes to the SQL code.  Local Web Reports are located under “Reporting”, “Local Web Reports” from the HRMS Home Page.   You can either display the Local Reports for editing (Edit Local Web Reports) or for execution (Local Web Reports). (See below). 
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In Query Builder, once you have the query as you want, you can click on “New Local Report” and the following screen displays.  

[image: ]
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The top section is the “Report Definition”.  Any option with the * is required.   Review the text to the right of the options for further explanation

[bookmark: _Toc281381419][bookmark: _Toc292093736]Advanced Settings
It is best to keep the defaults.  Review the explanation to the right of the options for further explanation.
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This is the SQL code that will be executed.   Note that you can edit the SQL code here, but unless you are familiar with SQL, it is not advised.   Unfortunately, if the query is adjusted and it fails, there is no error message when running the query.  All that happens is that no results display.

The SUBMIT button saves the Local Web Report in the listing under “Reporting/Local Web Reports”

The STATUS button is for internal use only.  You can select whether or not this report is “Finalized” or not.  The Status does not determine whether or not the report is available.  Once “Submitted”, the report is available, no matter the “STATUS”.
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Appendix A
Reporting Groups and Descriptions

The QB provides several “Reporting Groups” from which to select.  A Reporting Group is a combination of related “tables” within HRMS.  Below is a listing of the Reporting Groups and a description.  Reporting Groups in bold are the most commonly used.

Absence1:  Employee, Current Assignment, Position information along with absence data.  Only if you are exporting absences from payroll for import into HRMS would this Reporting Group be useful.

Applications – Basic: Employment Application data.   This Reporting Group is not used very much since within HRMS, Application Search and Application Screening is sufficient.

Assignment Budget View (Payroll):  Includes Employee, Current Assignment, Position and Payroll data for all active Payroll Assignment records that have a correct HRMS position number.   If the HRMS position number is missing or invalid, data will not be available.  If you are not interested in Payroll information, DO NOT USE this Reporting group.  It is resource intensive.   Notice also that this is a “View”.  That means that you will not see individual “tables” in “Select a Table”.  Once you click on “Assignment Budget View” in “Select a Table”, you will see Employee, Current Assignment, Position, then Payroll fields appear in “Pick a Field.”

Assignments - All: Includes Employee, CURRENT/ARCHIVED/FUTURE Assignment and Position data.  This Reporting Group was added in January of 2010 to allow for access to all assignments.  Note: The “Source” field in the “All Assignments” table indicates if a C’urrent, A’rchived or F’uture assignment.

Assignments - Basic:  Includes Employee, Current Assignment and Position data.  This is the most popular Reporting Group.  Use this Reporting Group to report on HRMS data of staff with current assignments.  (Results from this Reporting Group are not dependent upon HRMS position numbers on payroll assignment records since no payroll data is included.)

Assignments - Basic (Local Use): Same as “Assignment Basic” except that this group also included Employee, Assignment and Position local use fields.   If you are not interested in reporting any Local use field data, DO NOT USE this group.  It is resource intensive.

Assignments – BC – Archived: Includes Employee, Archived Assignments along with Position and Budget Code data at the time of the archive.

Assignments – BC – Future: Includes Employee, Future Assignment, Position and Future Budget Code data.

Assignments – Future: Includes Employee, Future Assignment, and Position data.

Board Action:  Soon to be removed and replaced by several Web Reports which will provide Board Report data.

Contracts : Includes Employee and Contract data only. No Assignment or Position data available.  If you only want active contracts to display make sure to Filter on the “Contract Active Indicator” field in the “Contract Table.”

Contracts 1 – Current Asgmt : Includes Employee, Current Assignment,  Position, and  Contract data.  Note: If you only want active contracts to display make sure to Filter on the “Contract Active Indicator” field in the “Contract Table.”  

Contracts 1 – Future Asgmt : Includes Employee, Future Assignment,  Position, and  Contract data.  Note: If you only want active contracts to display make sure to Filter on the “Contract Active Indicator” field in the “Contract Table.”  

Contracts 2 – Current Asgmt : Includes Employee, Current Assignment,  Position, Contract and Contract Condition data.  Note: If you only want active contracts to display make sure to Filter on the “Contract Active Indicator” field in the “Contract Table.”  Also note that you will receive duplicate rows of data for each “Contract Condition” on the contract.

Employee CEU: Includes Employee, Current Assignment, Position, License and CEU data.  Duplicated row will appear for each assigned position and CEU class.

Employee CEU (Local Use):  Same as Employee CEU, but includes Employee, Assignment and Position Local use fields.  If you are not interested in reporting any Local use field data, DO NOT USE this group.  It is resource intensive.

Employee License: Includes Employee, Current Assignment, Position and License data.  Duplicated data will appear for each assigned position.

Employee License (Local Use): Same as Employee License, but includes Employee, Assignment and Position Local use fields.  If you are not interested in reporting any Local use field data, DO NOT USE this group.  It is resource intensive.

Employee License Area: Includes Employee, Current Assignment, Position, License and License Area data.  Duplicated data will appear for each assigned position and License Area.

Employee License Area (Local Use) : Same as Employee License Area, but includes Employee, Assignment and Position Local use fields.  If you are not interested in reporting any Local use field data, DO NOT USE this group.  It is resource intensive.

Employee License Area (Local Use, Payroll) : Same as Employee License Area, but includes Employee, Assignment and Position Local use fields and also Payroll Assignment data.  If you are not interested in reporting any Local use field data, DO NOT USE this group.  It is resource intensive.  Also note that if HRMS position numbers are not on Payroll Assignments, then the data will not be displayed.

Employee License Education: Includes Employee, Current Assignment, Position and License Education data.  Duplicated data will appear for each assigned position.

Employee License Education (Local Use) : Same as Employee License Education, but includes Employee, Assignment and Position Local use fields.  If you are not interested in reporting any Local use field data, DO NOT USE this group.  It is resource intensive.

Employee LOA : Includes Employee, Current Assignment, Position, and high level Leave Of Absence data.

Employee LOA : Includes Employee, Current Assignment, Position, and detailed Leave Of Absence data.   The detailed data includes all updates and actions on the Leave of Absence data.

Position Budget View: Includes Position and Payroll Assignment data.  If the HRMS position number is missing or invalid, data will not be available.  

Vacancies 1: Includes Vacancy, Position and Vacancy Candidate data.  

Vacancy Candidates 1: Includes Vacancy, Position and Vacancy Candidate data.  If there are no Vacancy Candidates, vacancy and position data will not display.

Vacancy Candidates 2: Includes Vacancy, Position, Vacancy Candidate and Candidate information from their application data.

Vacancy Candidates 3: Includes Vacancy, Position, Vacancy Candidate and Candidate information from their Employee Demographics data.
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1.   I want a report on Licensure information, should I use the Reporting Tool or Query Builder?
a.   The Licensure report in the Reporting Tool 2012 is very robust and you should try and use it first to get the information you need.
2.  How do I know which Reporting Group to use?
a.    Take time to review the bolded Reporting Groups in Appendix A, select the various tables and see the fields available.   It will take some trial and error to determine the best Reporting Group to use.   Reporting Groups in BOLD are the most commonly used.
3.   How do I get the data into Excel?
a.    Once the query result is on the screen, perform the following steps:
i.   CTRL A – This selects all the data.  (It will be highlighted)
ii.   CTRL C – This copies all the data to the clipboard.  (You will not notice any change on the screen)
iii.    Open Excel and click on a cell.
iv.   CTRL V – To paste the data into Excel
4.   Why am I getting multiple rows for some people?  How can I prevent this?
a.   Some tables have more than one row per employee.  Good examples are the Position table (some people in more than one position), Licensure Area (many licensed staff have more than one Licensed Area), and contracts (through the years, staff can have more than one contract).  If no “filtering” is done, then all rows will be returned.   You can for example, filter the Position table to only include the “Primary Assignment”.  Since the system prevents more than one “Primary Assignment”, then only the data for the Primary Assignment is returned.  For Contracts, you can “Filter” by Creation Date to only pull contracts created after/between/or before a specified date.  (See example: “Listing of Staff with Contracts Created after December 1, 2007.)
5.   How do I create a report where principals can only see their data?
a.   First review all the data available on the “Principals” page within HRMS.   If the data needed is not available, then go to the next step.   
b.   Once the report is created “Edit” the report and add the following after the “Select” statement in the SQL:   where pos_site_cd = ‘SITECODE’
i.   For example.  
1.    select POS_NUM_CD, POS_DESC AS POSITION_DESCRIPTION, POS_SITE_CD AS SITE_NUMBER, POS_CATEGORY_CD AS POSITION_CATEGORY_CODE from HRMSLEA.POSITION  where pos_site_cd = ‘SITECODE’
ii.   Note that if there is an ORDER BY in the SQL statement, this must be before the ORDER BY statement.
1.   select POS_NUM_CD, POS_DESC AS POSITION_DESCRIPTION, POS_SITE_CD AS SITE_NUMBER, POS_CATEGORY_CD AS POSITION_CATEGORY_CODE from HRMSLEA.POSITION where pos_site_cd = ‘SITECODE’ order by SITE_NUMBER ASC
iii.   If there is already a WHERE statement, then just add: AND pos_site_cd = ‘SITECODE’
1.   select POS_NUM_CD, POS_DESC AS POSITION_DESCRIPTION, POS_SITE_CD AS SITE_NUMBER, POS_CATEGORY_CD AS POSITION_CATEGORY_CODE from HRMSLEA.POSITION WHERE POS_CATEGORY_CD = 'L' and pos_site_cd = ‘SITECODE’ order by SITE_NUMBER ASC
c.   Note that the “Primary Site” on the users Registration, determines which site’s data is displayed.
d.   For those with the “Administrator”, “Licensure”, “Application Screener”, “Application Entry”, “Continuing Education Viewer”, or “General User” roles, the user will be prompted to enter a site number, and the data for the site number entered will be displayed. 
6.   How do I create a prompt where the user must enter data which is used as a filter for the report?
a.   Go ahead and create the report and Filter on the field on which you want to prompt for a value.  For example if you want to prompt for the Position Category, create a query with the Filter condition “WHERE POS_CATEGORY_CD = 'L'”.  
b.    Next replace the value between the single quotes with:
i.  PROMPTSTART Enter the Position Category Code PROMPTEND.
1. WHERE POS_CATEGORY_CD = 'PROMPTSTART Enter the Position Category Code PROMPTEND’
c.   PROMPTSTART and PROMPTEND must be in all CAPS
d.   The text between PROMPTSTART and PROMPTEND is displayed when the report is executed and the user will enter the value and click on OK.
i.   [image: ]
7.   I created a Local Web Report with prompts and the prompt does not appear and nothing appears in the results.
a.   Make sure that the HRMS website is in your “Trusted Sites”.    
i.   Tools, Internet Options, Security Tab, Trusted Sites.
ii.   Click on the Sites box
iii.   Click on Add
iv.   Click on OK, OK again and retry the report.
8. How do I create a prompt to include information between specific dates?  
a.   See Example: Staff Terminated between 7/1/2008 and 6/30/2009.
9.   What is the purpose of the “Continuously Rebuild SQL Query”?
a.    When checked, the SQL code in the SQL Query box is updated as you make changes to selected fields, filters or sort options.  When not checked you will need to click the “Build Query” button at the bottom of the window before running your query.  
10.   I am looking at a Reporting Group and the employee’s name is in both the Employee and Licensure Personnel table.  Which one do I want?  Why are they both there?
a.   The name in the Employee Table is what is in HRMS and the name in the Licensure Personnel table is what is on record with Licensure.   It is up to you which one you want to use.
11.   Why are some fields colored yellow in the “Pick a Field” window?
a.   These code fields.  If you right click on the field, the values for these codes are displayed.  This helps in knowing what the codes mean and lists the values on which you may want to filter.
12.   Why do I see (Local Use) beside some of the Reporting Groups?
a.    In HRMS you can have Locally Defined fields for Employees, Assignments and Positions.  These Reporting Groups allow you to select these fields in addition to the standard HRMS fields.   These Reporting Groups take much more time to run and are resource intensive, therefore, ONLY USE these if you want to include some of these Locally Defined fields in your results.
13. Why do I see 0:00:00 or 12:00:00 in the query results for date fields?  
a.   This means that the data is NULL.  There is no data there.
14.  Names in HRMS are in proper case, but are appearing in all upper case in the results.  How can I get the Proper Case names to display.
a.   In the SQL code, you will notice the function UPPER surrounding the name fields.  Simply remove the word UPPER along with the parenthesis around the field name.
b.   For example:  UPPER(EMP_LAST_NM) becomes EMP_LAST_NM
c.   It is best to do this after you have saved as a Local Web Report.  Just go in and EDIT the SQL.

[bookmark: _Toc281381424][bookmark: _Toc292093741]
Examples
1. [bookmark: _Toc281381428][bookmark: _Toc281381425][bookmark: _Toc292093742]   Principals need a list of their “classified” staff.
a.   There is no need to use Query Builder.  This information already is available in HRMS.  The Principal should go to the “Principals” page and select “Employee List – Classified” in the “Lists” box.  The classified employees for their site will be displayed.
b.    (Note: It is a good idea to review all the options on the Principals page to see what data is readily available.)
2. [bookmark: _Toc292093743]  Listing of current staff along with their position description and position category (Licensed, Classified, Bus Driver), sorted by Site.
a.   Since we want Current Staff and are not interested in any Locally Defined or Payroll Data, select the “Assignments Basic” Reporting Group.
b.   Select the table “Employee”.
c.   Pick the Fields “Name: Last” and “Name: First”
d.   Select the “Position Table”.
e.   Pick the Fields “Description”, “Site Code”, and “Category Code”.
f.   [image: ]
g.    Select “Site” in the “Selected Fields” and click on “Order Asc”.  (This will cause the “Current Action” to change to “Order By”).  Click on “Last Name” and click on “Order Asc”, then “First Name”   and click on “Order Asc. This will cause the query to be sorted by Site, then Last Name, then First Name.  
h.    [image: ]
i.   Click on Submit
j. [image: ]

3. [bookmark: _Toc281381426][bookmark: _Toc292093744] Listing of current employees who have taken the CEU class 030638 between the dates of 7/1/2009 and 6/30/2010.
a.   This exact report is not available in the HRMS Reporting Tool 2012. Always check in HRMS Reporting Tool 2012 to see if you can get the CEU data you need from the “Standard Reports”/ “Continuing Education” option.
b.    In Query Builder, chose the “Employee CEU” Reporting Group.
c.    Select the table, “Employee” .
d.    Pick the Fields “Name: Last” and “Name: First”
e.   Select the table “Continuing Education”.
f.    Pick the Fields “Course Code”, “Course Description”, and “Completion Date”.
g.   [image: ]
h.   Now we want to “Filter” on the CEU Class Code.  For example, we want the Course Code of “030638”.
i.    Select “Filter On” under “Current Action” and make sure that “Equal” is selected for the “Filter Condition”.
j.    [image: ]
k.   Click on “Course Code” in the “Pick a Field” window.    
l.   Next we are prompted for the “Value we want to test for”
m.   [image: ]
n.   Type 030638 in the “Script Prompt” box, and Click on OK.
o.   When prompted to “Add Quotes” click on OK.
p. [image: ]
q.   Build Your Query now looks like this:
r.   [image: ]
s.   If we submit now, we get a listing of all current employees who have ever taken this class.  We really only want a listing of current employees who took this class between dates of 07/01/2009 and 06/30/2010.   Therefore, we need another filter.
t.    Make sure the “Current Action” is still “Filter On”.   Select “Between” for the “Filter Condition”.  Click on “Completion Date” in “Pick a Field”.  Since this is the second “Filter Condition” you will be prompted as to whether this is an “AND” or “OR” condition.  Since we want BOTH conditions to be TRUE, we click on OK to keep the default of AND.

u.   [image: ]
v.   Then you will prompted again for the “Value to test for”
w.    Here enter ‘2009-07-01’ AND ‘2010-06-30’  and click on OK
x.    [image: ]
y.    Next you will be prompted as to whether to add Quotes or not.  This is one case where you WOULD NOT ADD QUOTES, since they are already included in the “Values to test for” box.  Therefore click on the Cancel box when prompted to “Add Quotes?”.
z.   [image: ]
aa.   Scroll to the bottom and click on “Submit”
ab.   [image: ]


4. [bookmark: _Toc281381427][bookmark: _Toc292093745] Listing of current staff with contracts created after December 1, 2007.  
a.   Select the “Contract 1 - Current Asgmt” Reporting Group.  (This Reporting Group includes the Position and Current Assignment tables which means only those staff currently in positions will be included.  If you wanted all contracts, even if the staff member was no longer in a current position, chose the “Contract” Reporting Group.)
b.    Select the table, “Employee” .
c.    Pick the Fields “Name: Last” and “Name: First”
d.    Select the table “Position”.
e.    Pick the Fields “Position Number”, “Description”, and “Site Code”
f.     Select the table “Contract”
g.    Pick the Fields “Date: Created” and “Schoolyear”
h.   [image: ]
i.   Select “Order By” in Current Action
j.   Select “Name: Last” in the Select Fields box and click on “Order Asc”.
k.  Select “Name: First” in the Select Fields box and click on “Order Asc”.
l.   [image: ]
m.   Scroll Down and Click on “Submit”
n.   [image: ]
o.   Notice Jesse Alamance.  Jesse is in 3 positions, 324267, 372227 and 406206.  Jesse has also had 3 contracts dated 03/23/2007, 03/26/2007 and 12/17/2007.  The query matches each position with each contract therefore listing 9 rows in the results.
p.   To first reduce this duplication, let’s only include the “Primary Assignment”.   Therefore, we need to filter on the “Primary Assignment Indicator”
q.   Select “Filter On” in the “Current Action” box.   
r.    Make sure the “Filter Condition” is “Equal”  
s.    Select the table, “Assignments - Current” .
t.    Pick the Field “Primary Assignment Indicator”
u.   This is a Yes/No field.  The value tested defaults to 1, which is yes.  Click on OK to accept the default.
v.   [image: ]
w.   Scroll to the bottom and click on “Submit”
x.   [image: ]
y.    Since Jesse’s primary assignment is position number 372227, it is now the only one that appears, but there are still 3 rows, since there are 3 contracts.  Let’s now just include contracts created after 12/01/2007
z.    Select the table, “Contract” .
aa.   Make sure the “Filter Condition” is “Greater Than / Equal To”  
ab.   Select the table, “Contract” .
ac.    Pick the Field “Date: Created”
ad.    Since this is the second Filter, you will be prompted for whether AND or OR should be used for this new condition.  Since BOTH conditions are to be TRUE, keep the default of AND and click on OK.
ae.   Next enter 2007-12-01 in the Prompt box and click on OK.
af.    Click on OK when prompted to “Add Quotes?”
ag.   [image: ]
ah.   Scroll to the bottom and click on Submit
ai.    [image: ]
aj.    Now one row for Jesse appears and only contracts created after 12/01/2007.

5. [bookmark: _Toc281381429][bookmark: _Toc292093746]   Staff terminated between 7/1/2008 and 6/30/2009.  (Note that if the staff member has been rehired, they will not appear in this listing.)  
a.   Since we only want the Employee name and termination date, we can simply select the table “Employee”.  (We do not select a Reporting Group)
b.    In the Reporting Group box, click on “Show all tables”
c.    Select the table, “Employee” .
d.    Pick the Fields “Name: Last” ,“Name: First”, and “Date: Employment End”
e.   [image: ]
f.    Select “Filter On” in the “Current Action” box.   
g.    Make sure the “Filter Condition” is “Between”  
h.    Pick the Field “Date: Employment End”
i.    Enter ‘2008-07-01’ AND ‘2009-06-30’ in the Script Prompt Box (Make sure to include the single quotes.)  Click on OK. 
j.     When prompted to “Add Quotes?” click on Cancel
k.   [image: ]
l.    Scroll to the bottom and click on Submit.
m.   [image: ]

6. [bookmark: _Toc281381430][bookmark: _Toc292093747] Listing of all active staff with birth date.
a.   Since we want Current Staff and are not interested in any Locally Defined or Payroll Data, select the “Assignments Basic” Reporting Group.
b.   Select the table “Employee”.
c.   Pick the Fields “Name: Last”, “Name: First”, and “Date: Birth”
d.   Select the table “Position”.
e.   Pick the Field “Description”.
f.    Select the table “Site”.
g.   Pick the Field “Site Name”.  
h.   [image: ]
i.   Scroll to the bottom and click on Submit. 
j.    [image: ]

7. [bookmark: _Toc281381431][bookmark: _Toc292093748] Listing of all active staff with birth date for principal to use.  Principals should only see their staff.
a.   Create the same query as in the above example.   Click on the “New Local Report” button.
b.   Complete the required fields and make sure to select “Hiring Agent” for the Allowed User Roles
[image: ]

c.   Add “Where pos_site_cd = ‘SITECODE’” to the end of the SQL query.  (See FAQ for more information.)
d.   [image: ]
e. Click on Submit
f. This report will now appear in the users “Local Web Reports” if the user has the “Principal/Hiring Agent” role.   When the user with this role executes the report, only staff at the user’s Primary Site (in their registration) will appear.
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Shows the query after replacements have been made. Used for
troubleshooting reports that produce no data. Always set Output to
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SQL (Include the SELECT keyword at the beginning of the query.)

[select UPPER(EHP_LAST_NM) AS LAST, UPPER(ENP_FIRST_NM) AS FIRST, CHAR(ENP_BIRTH_DTE,USA) AS
SIRTH_DATE, POS_DESC AS POSITION_DESCRIPTION, STE_SITE_NM AS SITE_NAME from HRMSLEA EMPLOYEE
LEFT GUTER JOIN HRMSLEA, ENPLOYEE_ASSIGNMENT ON ENF_SSI_TXT = EAS_SSN_TXT JOIN
HRMSLEA.POSITION ON EAS_POS_DOCID = POS_DOCID JOIN HRISSHR, POSITION_TITLE_DOM ON PTLD_ID =

20S_TITLE_CD LEFT OUTER JOIN ARMSSHR.SITE ON FOS_SITE_CD = STE_SITE_CD JOIN ARMSSHR.LEA ON
(STE_UNIT_CD.

O FSsN

UNT_UNIT_CD AND UNT_LOCAL_IND = 1) LEFT OUTER JOIN HRMSLEA.PAYROLL_EMPLOYEES
ENP_SSN_TXT LEFT OUTER JOIN HRMSLEA.RACE_FLAT_V ON EMP_SSN_TXT = ER_SSI_TXT
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LAST FIRST  CITY STATE BIRTH_DATE GENDER
SURRY STACEY |RALEIGH | NC | 08/18/1875 | F
MADISON PAUL | RALEIGH|NC | 03/19/1573 M
GRANVILLE | PATRICK | RALEIGH |[NC | 01/18/1873 | M
VERHERE VISHNU | RALEIGH [NC | 01/01/1575 | M
NORTHAMPTON | BRANDI | RALEIGH | NC | 10/15/1953 | F
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