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Introduction

The level of detail needed when entering data into pharOS means that the information available is very comprehensive.
Reports can be as simple or complex as necessary. This manual gives the user the tools to interrogate the database and
save commonly-used Queries.

Types of Report:

There are 3 levels of reporting within pharOS.

Reporting Windows

There are standard windows which provide reports to be run with little or no user intervention. At the most basic level a

reporting window would load, for example, all personnel who are due for a medical.
Most windows however will allow for search criteria to be entered in order to restrict the results. These generally include a
date range, and may include options to restrict location, rank, post type (ie Whole Time, Retained, APTC) or service

number/person’s name. This type of report is always specific to the individual modules and will be covered in detail in the

corresponding manuals.

QueryBuster

This is the next level in complexity, which also means greater flexibility. Query Busters are standard reports that are

published by SOPHTLOGIC. The fields and search criteria can be defined by the user.

User Defined Reporting

This offers the greatest flexibility, but requires a higher level of competency. Reports have to be generated by choosing

the tables, fields and search criteria.
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Personnel Queries (Reporting)

This option allows the user to build user defined reports. This is a very powerful tool, but requires an understanding of

how the database is made up.

. Click onto the Personnel

. Scroll down to Reports

Click onto Personnel Queries

The Personnel Queries window will appear

As you can see you have three windows

B Personnel queries - Untitled

=1o0lx|

Cea | Open P | sae B | seveas @ | ceses | vewsaL @ | =] =
Bovalable felds T

[2) Gereral =] =]
T+ System time
2 System dete

Window 1 Window 2

| |

Add table | Bemovelablel Whele% | Selecll:(> |

|

Select columns...

= -
|
|
2

Window 3

[

Add LB
Remove g
Groupby &

™ Randam Selection

Mo of Records: | O

Test query E

Fun query 3%

Add

o

oty f

Femove &+

o

[

[
-]

Before we go any further, let's see what the icons do in the toolbar

Clear %
Open B=

The Save icon will save your query

Save |l

Save as
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[p—
Farmt st
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Lot P

St ok
Mt

Available Fields - Window 1 - gives you all the
available tables and sub-tables within the Fire

Safety, Personnel and Training.

Selected Columns — Window 2 — By using the
Select button you can create the columns that
you want the information to appear in on the

Report.

Selected Columns — Window 3 — this is were
you define the query by using the ‘Where’, ‘AND’
and ‘OR’ options.

The Clear icon will remove all text that has been entered into all of the windows

The Open Icon will open the Libraries where your queries will be saved

The Save As icon will allow you to Save your query under a new name
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Yiew SHL @ | The ‘Structured Query Language’ (SQL) executed when the Query is run

- | . The Arrow icons allow you to move the fields

Add .,.E The Add icon at the top, allows you to add another Column — at the bottom, allows you to add a field

Madify E The Modify icon at the top, allows you to make changes to the columns — at the bottom, allows you
- to modify the query

The Remove icon at the top, allows you to remove the fields — at the bottom, allows you to remove
Remove g )
the line of the Query

Group by é The Group by icon allows you to add another column

......... The Test Query icon allows you to test if there is any data behind the Query and ensures that the

Test query (9

Query has been formulated correctly prior to execution

Run query ..* The Run Query icon allows you to Run the query

Add table The Add Table button allows you to add another Field folder to Available Fields

Bemove table | The Remove Table button allows you to Remove the Field folder from Available Fields

Wwhere =L |
Select o

The Where button allows you to select the fields you want to break down your query

The Select button moves the chosen field and move it from the left window to the right

AND The AND button tells your query that you want data back for X and Y and Z

0oR
— The OR button tells your query that you want data back for X or Y

The Brackets buttons allows you to break down a query more

(|
N

When you are creating a query its good to write down what it is you want the

system to search for and return to you
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Creating a Library

The ‘Personnel Queries’ system allows the user to section the information held within the system and ‘Save’ the query in a

Library, access to which is completely user-definable.

Users with access to books within these Libraries may then construct and ‘Save Queries’ and transport the data from those

queries into other applications (such as Microsoft Excel) where it may be formatted in any way that the host applications

allow.

The ‘Personnel Queries’ makes full use of graphical user interface facilities and data is made available using common

English terms rather than cryptic computer terminology. There is no need for users of the system to learn query

languages.

Within ‘Personnel Queries’

] [ Digscapion m;]i_ I |
~ R ]|
. Click onto the ‘Open’ icon Open f= |
As you can see there is already a list of ‘Libraries’
m s
= | o |

Add a Library

e  Click onto the ‘New Library’ button Mew Library... |

The ‘Library Setup’ box will appear

Library setup

¢ Enter the ‘Name’ of your library Library name: |Di's Personnel Library|
e  Click onto the ‘OK’ button Cwcel [0k ]

As you can see, ‘Di's Personnel Library’ in now been inserted

into the Libraries list.

. Click onto the Library

As you can see here there are no queries saved in this Library
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Create a Query

What is the Question you want to ask the system???

First you need to work out what data you want the Query to return as the two examples shown below
I want to create a Query that shows —

Q1: Leavers for the Year from 1° April (enter the year)

For this Query to work we will need all of what is displayed below

Availability Tables: Selected Columns: Defined Selected Columns:
Personnel Surname Value of Ava or Una, Leave Blank Equals to Ava
Current Posting Details First Name AND
Service History Service Number Value of Finish Date Greater than or Equal to
Ava or Una, Leave Blank 01/04/enter the year
Reason for Leaving AND
Finish Date Value of Reason For Leaving Is not Empty

Let’s go through this Query Step by Step

First we need to enter our tables into the ‘Available Fields’ window

AVAILABILITY TABLES: window one

In the ‘Fire Safety Queries’ window you will see the option of ‘General’ in - e 3—[-;—1—‘4_—' T
the left hand Available Fields window (1) with two sub options of |
System Time — is the time the query was created ""_“_"m'_J
System Date - is the date the query was created ! V' o _ | = nawmr 4 |
w";“!w | s | saich | s

k

These are defaults

|

Jzidl 2]
To bring up more fields — this is so we can define the query
. Highlight the option of ‘General’ folder
) . Add table
. Click on ‘Add Table’ button at bottom of window 1

This will open up the ‘Available Fields’ option window, which is a list of ‘All Tables’ of ‘Search Criteria’ available.
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Under the ‘General’ folder you will be given the list of all the Tables available within ‘Fire Safety Reporting’.

All the other folders will only have sub-tables that are linked to that particular field.

Select table to add...

5 Mullple Pay Types Cument Details Link -]
5 Multple Pay Types Service History Link

Egy;y’: . Select a ‘Table’ that you wish ‘Search’ on by highlighting i.e.

(R Pay rates . ,
T Pay reference J Personnel

B Pension schemes

T Personnel - Segmerted Addresses

Ty Post categori . Click onto the ‘Select’ button i
B Fostfunction Select

{7 Post patterm
Ry Posts
SR d

\ ,

Define Felationship . Select Cancel
—I—I Available fislds
General =
S System time

e Gpstem date

» Suname
As you can see ‘Personnel’ table and all the sub-fields within that table has appeared ES Svacenumber:
S Initials

in the ‘Available Fields’ window (1) with a choice of sub menu options i.e. ‘Service Sp First names

S National insurance number
Number’, ‘Surname’, ‘Date of Birth’ etc... Seficneides

T+ Home telephone

Zw Other telephone

S Date of bith

e Marital stabis LI

‘Add’ more ‘Tables’

Removatable | where G | Select 3> |

Adding Additional Tables to the Query

Here is where you will link the tables together

Once a table has been selected you can not use the ‘General’ folder again. The reason for this is you

now need to link the tables to each other for your query to work.

Available fields

. Click onto the ‘Personnel’ folder ) General
S System time

. Click on ‘Add Table’ button at bottom of window 1 S System date
2 Sumame

o Service number

S Initials
S+ First names

5 National insurance number

Add table S Home address

S Home telephone

T+ Other teleph
= Date uf
i MaritalSfatus LI

ﬁemovelab\el ffrere | Select > |

By Abwerscs Mordonng =
) Acciderts
My Swwrcs

[y Contact detads
By Coues barsactons

O Dependarns

rng,n.;.-m;--.

gr--.w—--u-um The ‘Tables’ that are ‘Linked’ to the ‘Personnel’ table will appear, as shown
Ethrec cogn

[y Medicsl Calendsr

7y Medcdl vansactiors
F’:Tf."i.kf..._.. o e  Click onto the ‘Select’ button Select |

Dvlre Relotiorchip | Select Cancel

. Select ‘Current Posting Details’
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Available fields

‘Current Posting Details’ will attach itself to the bottom of the Personnel table list S Micknane |

= Pin number
S Other address
4 Email address
et eaiBith] {ear of date of bith}

S 4w o una, leave blank.

S+ Postion sub type - sub or oth. sub i this is the substantive pa

S Status of location - sub. tmp o sec (seconded)

) ) ) . S Date of change

Repeat the above instruction but this time... S+ Secondment (et

o Status of rark - sub. tmp or act

S Date of rank change

hs Status of nnst senuence - sub o tmn LI

pddtable | Removetable | hee SEh | Selert 1> |

Available fields

. . . S Date of pay rate change -l
e Click onto the ‘Current Posting Details’ folder 5 Status of ost code - ubor
S Date of cost code change
° Click onto Add Table S Status of pay type sub or trop

v Date of pay type change
S+ Conlract for payroll. ab.c ete

. Select Service History S Foyrol elatad?

S Sequence number

S Position sequential number

S Effective date

Z» Comments

. . . . R . . e Fhi44 auto text

Service History will attach itself to the bottom of the ‘Current Posting Details’ table list 1 cfon st =

pddtable | Bemovetable | wihere 555 | Gelert |

Oow | Compn | ser il | feew i | vewstn B ﬂ:‘_

. Click onto the Personnel folder El 'LI
e  Click onto Add Table =
Couden B, |
=}
®-
. Click onto Define Relationship button -2
o
®n
Diefine Relationship. .. -k
m
4l 11'
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Define Relationship Button

‘Define Relationship’ does two functions... It allows you to link stand alone tables/data to other tables (attributes) within

the system and/or use the ‘Inner Join’ / ‘Out Join’ options.

The ‘Define Relationship’ window will appear

On the left of the window there is a list of all the tables that are

in the ‘Personnel’ window.

Define Relationship...

[y Gual - course instance link
@ Qual - couse link.

[ Qualifications

T Aarks

5 Recuit applications

@ Recuit selection codes
{75 Recnit selection results
@3 Rejection codes

;I Fram Colume

[ Personmel D =l

To Column
:

& Inner Join
€ Lelt Duter Jain [fram]
J  Right Outer Join [to]

Explanation
Ml Persannel iecords where there are related Ranks =

@ Retained pay lite

[ Role based competency records
@ Room installations
Scroll down to the table i Rotss
[ Salary history ]
@ Service histen =
1 £ e _»lJ oK Cancel
e  Select Ranks option
Let me explain the window in a little more detail, the first part...
Fram Colunn
From COIumn IFelsonneHD -
Surname —
Iﬁat[v;ne rurber
The ‘From Column’ is a list of all the tables that are linked to the ‘Personnel’ folder in First names

Mational insurance number

Home addiess

Home telephone

Other telephone

Date of bith

Marital status

Other telephone description

Upper case conversion of sumame

‘Available Fields’ window (window1) you want to link a table to.

From Column > Select Personnel ID e

Major allergies hd
To Column

Tao Column

[Rarks ID B

The ‘To Column’ is a list that will change depending what folder you choose on the left of the

Define Relationship box. This is where you link the table to the table in the ‘From’ option.

Qualification required

Retirement proc seqno. leave blank
Hide rank. fram front of duty rats
Pay scale group

To Column > Select Ranks ID

As you can see in the two examples below, the ‘To Column’ is different depending on what is selected from the list on the

left of the window.

fiom ok, Lo <] From Cokm
J [Patssensin | 3 2 [Pateiremiic =]

To Cokmrn oY To Gokarn

[Rzence Montang 10 | Q [@@Pan o =]

[——ry

g 16 o

Feie

=
5 cresgn ey o toernon Coosndfy

© Aol g = Felstonthe 10

) Aty

By et Fuiderce [+}

Py msdnpes Q

oy o Q st

8 Rod o o

Py Comtaer ot Q M

P Cogt Clmnses - 3 e 5. achons and co wronsiml X

S of 2 L1l o . L/

Linking the ‘Personnel ID' to the Linking the ‘Personnel ID’ to the ‘@@Primary Key’

‘Absence Monitoring ID’ in the ‘Premises’ in the ‘Part 2 — Critical Equipment Failures (Health

option. & Safety — Personal Injury)’ attribute option.
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This is where you join the stand alone tables e.g. ‘Audit Form’ ‘Health and Safety’, ‘Recruitment’, ‘Attributes’ or ‘Equal

Opportunity’ etc to a defined field.

‘Personnel’ tables are not stand alone tables they are linked within the system so this part of ‘Define

Relationship’ may not apply to the query.

INNER JOIN and OUTER JOIN

The second part of ‘Define Relationship’; ‘Inner Join’ and ‘Outer Join’, does apply to ‘Fire Safety’. Look at the right hand
side of this window there are 3 option buttons. These are called ‘Join’ buttons. Each option will have an ‘Explanation’ box

with a brief description of what the ‘Inner Join’ options do

INNER JOIN
E #planation
Al Personnel records where there are related Ranks ;I
The ‘INNER JOIN’ only acts on rows were ‘All ‘Qualification’, ‘Attributes’ Absence fecords
Monitoring etc....” records where there are related ‘Personnel Records’. & InnerJoin
i Left Quter Join [from]
i~ Right Outer Join [to]
OUTER JOIN

E =planation

The ‘LEFT OUTER JOIN (FROM)’ only acts on rows were ‘All ‘Qualification’, ‘Attributes’ All Ranks records where there may o may notbe <]

related Personnel records.

Absence Monitoring etc....’ records where there may or may not be related ‘Personnel
= lnner Join

Records.’

= Right Outer Jain

Explanation

The ‘RIGHT OUTER JOIN (TO)’ only acts on rows were ‘All Personnel Records’ where &l Personnel records where there may of may not be |

related R anks records.

there may or may not be related to any ‘Qualification’, ‘Attributes’ Absence Monitoring

= Inner Jain

etc....’
. Click onto Right Outer Join (to) option
B Qual - course instance frk. <] From Column
T : . . . 5 Qual - course link [ Personrel i El
Once you have finished setting up the ‘Defined Relationship’ 8 Nuslications To Cokumn

fig Ranks Fanks 1D

B Recnit applications

& Irnerdoin
1T Recnit selection codes

£ Left Duter Join [from)
I Recruit selection restits £ Right Duter Join (to]
B3 Reiection codes J Ephinten
Ty Retained pay e Al Personnel records where there are related Ranks =
B Flole based competency records

P ‘ ’ A talka
. Click onto the ‘OK’ button (D Pocm istlatons
I Potas
By Salary history =l

1T Service history id
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As you can see the ‘Defined Relationship’ Ranks has appeared at the bottom of the list

Select table to add...

Ty Personnel - Segmented Addiesses =l
[ Qual - Person Link

T Servics histoy

Ty Sickness

Ty Sickness interviews

By Skl nk

7 Title

[ Training Instiuctors link

[y Training instiuctors

[y Training transactions

T User-defined events
By Wailing list

custom relationship)

. Click onto the ‘Table’

. Click onto the ‘Select’ button

Select |

Selact Cancsl
The window will automatically defaults to the top of the Ranks list. Lrvalable fields

Scroll down the left hand column

il Zone Status() (Retums status of zone - SUB or TMP} ;I
Fea Pay Rate Status{) {Retuns status of pay rate - SUB o TMP}
F1 Cost Code Status{) {Returns status of cost code - SUB or Th
el Pay Tppe Status]] {Retums status of payment type - SUB or
@ Ranks [+ «
o Code
i Mame

Ranks will attach itself to the bottom of the Service History table list EE.

One difference...

S Seniarity

S Qualification required

= Retirement proc seqna, leave blank

S Hide rank from front of duty rata j
-

T Pay scale gioup

There is a plus (+) sign next to the Ranks folder. This means that this table is putd ol Eemm,e,ah‘e| o | Select = |

linked to the Available field.

% ~ Even though ‘Ranks’ table is linked to the ‘Current Posting Details’ table it may not be linked within
the system setup. Knowing what tables are linked to and what sub-options are associated to what

table go to ‘Personnel Tables and Links Manual’ to see the full listings of all ‘Tables’ and ‘Attribute

Groups’ that are in the ‘Personnel Queries’.

It is also important to have a very good knowledge of the system setup and know where the data

can be pulled from when creating these Reports from

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE
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SELECTED COLUMNS: window two

[EPersonnel queries - Untitled [_[C]
Gex & | Oeen s | swe @ | swesm@ | ot | vewsi | v &
lﬁva\\ab\elie\ds Select calumns. add L8
5] Geneal = -
= System time: Modify 3
T System date D
5] Personnel
4 Sumame Groupby &
Ser Service number Window 1 Window 2
Caleulation By
S Initials
S+ First names

S» Nafional insurance number

4 Home addiess

= Home telephone

S Other telephone

S Date of bitth

o Waital status I |

Add el | Bemuvalahlel Where =L | Select =3 |

I” Random Selection

No of Records: [0
Test queny 5]
= Runqueny %

e This is done by — for this example query

Within the ‘Personnel’ folder

. Double click onto the ‘Surname’ sub options

. Click onto and highlight the ‘File Number’ sub options

. Click onto the ‘Select’ button

Select o> |

The ‘Select Value, Attributes’ window will appear

Select value, attributes...

Select: lm
| Sumame

Labe | Sumame

Susttiatiors [l 7]

wie [ o]

To create the ‘Report’ you first have to select the

information that you wish to return in report columns

from the left window (1) into the right window (2).

Awailable fields

3] General
v System time
e Gpstem date

3] Persomnel

ame

2w Service nufjfper
T Initials
S First names

T Home address
I Home telephone
s Other telephone
S» Date of bith
e Marital status

Add table

» Nalional insuance number

Eemovetablel Where% | SelectED |

. Select drop down arrow gives you options to

‘Value Of’, ‘Minimum’, ‘Average’, ‘Maximum Value Of’, ‘Sum Of’, ‘Count Of etc...

0K Cancel

The ‘Label’ box allows you to change the heading name for that column

. ‘Justification’ drop down arrow will allow you to align the data

. ‘Width’ allow you to change the character length which determines the width of column

in report.

. Click onto the ‘OK’ button

T el qurrs e

) Gerecs
S Syvtem time
B Splen e

Y Pecorst

T ——

B Sevven b

e

B Fost s

S Mational ritieancs rubes

e Home aager

B Hos tebephern

S Oihes selaphore:

Dlste of bt
2 s =

| | vrwe b [[[soka = ]

Gty &
Cabution, (B
T Mandom Sekection

Mo of Rsconds [T

Test ey 5]

=] _Puogm &

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

Column’ window (2) on the right.

Select value, attributes...
Select | Walue of -
e of 7]
Masimum vais of
Labet Average value of

Minimum value of
Justiication: | Sum of | |
Count of

“width Distinct count of

Inifials captitalised value of ¥ |

As you can see the ‘Surname’ has appeared in the ‘Select
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Within the Personnel folder

. Click onto First Name > Value of
. Click onto the Select button

This will open up the ‘Select Value Attributes’ window

Select value, attributes...

Select:  |Veeof =]
| First names
Label: | First hames °
Justification: lm
wiee | 2

0K | Cancel

As you can see the ‘First Name’ has appeared as colu

under the ‘File Number’ column
By following the steps explained above...
Personnel folder

. Click onto ‘Service Number’ > Value of

. Click onto the Select button

Select o> ‘

Select = |

Avaldsble felds
2 Genetd -
D Gipetrem tim

B Mt st |
| e | select |

Click onto the ‘OK’ button

mn 2

This will open up the ‘Select Value Attributes’ window

. Click onto the ‘OK’ button

w5 | e s | sew i | sees i |

]| v | w| s |

Gect

e Nahonad mautance rmbes
S Hesms dnst

T Home ielephens

S Ot talsghira

Fe Dot of Lath

S Wit e

=l
| e | ome Sy |

=]
=] _ Puwasy & |

nined quesies

ntitied

Cln &

| Do | swe il | s |
w B |
T Sptemie Bl B
T Systemdate J T el B
T — —Ir
B Sumame Fgncve I
o — oty @ |
B by
S first namss Caicuon B I
Se Hationsd res e rumbe
o ™ Plardos Geecin
e s tebaghana :
[y — ﬂaullocmm_.l'n—
T Lrateol bath Yoo 131
Ry —
A — = o _tewm 4 |

[ Frii | e [Er]

As you can see Service Number’ has appeared as column 3 under the ‘First Name’ column

Current Posting Details folder

. Click onto ‘Ava or Una, Leave blank’ > Value of

. Click onto the Select button

Select o> ‘

This will open up the ‘Select Value Attributes’ window

. Click onto the ‘OK’ button

As you can see ‘Ava or Una, Leave blank’ has appeared as column 4 under the ‘Service Number’ column

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

S Hodel ol en -

B Hchnaee Medty B I
S Prinumbe

B O sk fie £
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B Corved pestry dateis _ Gt By |
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B Gtotn of ket - 1 g s Mo of Pcord [T
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= e PRI |
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Service History folder

. Click onto Reason for Leaving > Value of
. Click onto the Select button

Select = |

This will open up the ‘Select Value Attributes’ window

T Frieenslurds updste dale
B G bitons 1t

. Click onto the ‘OK’ button

As you can see ‘Reason for Leaving’ has appeared as column 5 under the ‘Ava or Una, Leave blank’ column

Service History folder Aivailable felds
v Number of succestul o144 prints =

 Number of successful (677 pints
Z» Potential undo update date

e Gervice history tert

S Status

1 f posted, is, now in the luctuation back.

. Click onto Finish Date > Value of
. Click onto the Select button

T Mewstatus.a.bore
s Number of pension days

Select > | = "
i Post name at time of service history

s Cost cods status [D=sub, 1=tmp 2=act]
e Pau bune stahus M=soh 1=tmnl ﬂ

ittt Eemnvelahlel Where =L | Select o3> |

Date Range

The ‘Date Range’ fields are referencing the date attribute identified as a ‘Reference Date’.

It would be usual to only set one date as a ‘Reference Date’ in a single query. If multiple ‘Reference Dates’ are used both

dates will need to fall within the ‘Date Range’ defined.
E.g. where the ‘Inspection Created Date’ and ‘Inspection Finish Date’ falls within the ‘Date Range’ set.

If you enter a ‘Date’ criteria to your query the ‘Select Value, Attributes’ window will be a little different — as shown

This dialog box gives you the option to choose a different ‘Reference Date’

Select value, attributes...

The default is ‘Within Date Range’ Select: o
|F|msh Date
Label: | Finigh D ate
If you do wish to change this dustfcations [l =]
waghe [ 18
e Click onto the ‘Reference Date’ box I Fefmreedie
= Within Date Bange
" Brought Fonward
. . . . " Carried Fonward
This will activate the options € Aiter Dot Range /

Ok Cancel

. Select one of the options
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To grey out the other options

. Remove the tick from the ‘Reference Date’ box
. Click onto the ‘OK’ button

This will open up the ‘Select Value Attributes’ window

. Click onto the ‘OK’ button

As you can see ‘Finish Date’ has appeared as column 6 under the

‘Reason for Leaving’ column

abo

S+ Mumber of peniion dey
B Pay oo s

S+ oot name ot time of tervice hitoey

2l

e |

At this stage, not all queries need to be defined or set to a date range.

Ranks folder

- » - Unttled
‘ >
e  Click onto ‘Code > Value of S e e e P p———
. Click onto the Select button A1 Zore Staman] Femans ot o cores - SUB o THFY =] |
M Py Mgt Statunl) (Metura status of pay rebe - SUD o THIM
S Cost Code Stabus] (Retars sl of cost code - SUB o Th
Select ED ‘ Nﬂ;:::;oeb:mllllm: st of payment hpe - SUB of
|- e ]
T
. R R ; B Twm
This will open up the ‘Select Value Attributes’ window S vty

B e o Il iy ok

T Pay scale goup j
e
Select Walue of -

I Code
Lahel: [ Ranks Codd

— - u In the Label box | have added ‘Ranks’ to the column heading
“wficth: 5

0K Cancel

. Click onto the ‘OK’ button

As you can see ‘Code’ has appeared as column 4 under the ‘Finish Date’ column
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Define Selected Columns — Where:

In the ‘Current Posting Details’ folder

Available fields
= Emai address 4]
£t gefreaBirthl] {vear of date of bith}
e Click onto ‘Ava or Una, Leave Blank’ @) Cument posting detaiks
k.
L4 CIICk onto the ‘Where‘ bUtton WhErE % | T+ Postion sub type - sub or ath, sub if this is the substantive po
s Status of location - sub, tmp or sec (seconded) J

. Condition — Equal to 2 Date of changs
T+ Secondment text

f ,
b Value - UNA s Status of rank - sub, tmp or em
Zp Dale of rank change

: ‘ ’
.
CI'Ck onto the OK bUttOn s Status of post sequence - su. Function IVa\uE of _'I
S Dale of post changs Field  [curent posting details.ava o1 una, leave blank
S Watch Conditon [Equalto =

e Stabus of watih - sub o bon

Vaue  [UNA
Add table Femaove table

Ok Cancel

This will open the value ‘Where’ window

Function I Yalue of

The ‘Function’ box is always defaulted to ‘Value of’

Field | current posting .ava or una, leave blank
Condition IEquaI to - _'I
Value [N e Click onto the Functions Arrow

oK | Cancel |

A drop down menu of options will appear

Function | alue of _'I
A drop down list will appear > change if necessary Field
Jpper caze value of
Conditian |Lower case value of
For this query we want the ‘Function’ on ‘Value Of option Mid value [substi[3.3)
Walye  |Mid value substi3.2) b
The Condition is always defaulted to ‘Equals to’
e  Click onto the Conditions Arrow Equals to = Numbers / Dates
. A drop down menu of options Not equals to = Numbers / Dates
Greater that or equals to = Numbers / Dates
_ Less than or equals to = Numbers / Dates
Function IVaIue of ;I Begins with = Text
Field | current posting detailz. ava or una, leave blank Ends with = Text
Condition | Equal to ;I Contains = Text
Yal Equal to -
alue —
0‘9“ - - Is empty = Leave Blank
Tecthar. | Carcel
Less han of equalto =) | Is not empty = Leave Blank
Does not begin with = Text
For a Date Range: ‘Greater that or equals to’ and ‘Less than or Does not end with = Text
equals to’ is commonly used Does not contain = Text

For Text: ‘Begins with’ or ‘Contains’ are commonly used
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Add /7 OR Buttons

When using the OR / AND buttons you need to ask yourself what the question you’re trying to ask is...
Use the And / Or buttons to breakdown your Query
AND = Surnames beginning with the letter S AND Location containing the letter N

OR = Surnames beginning with the letter S OR Location containing the letter N

() = You would use the brackets if you are giving more than one option — For example

Year = 2007 (Year = 2007 AND Location = A)
OR OR
(Type = A AND Location = B) (X=Y AND A =B)

The AND button gives does not give you an option it wants all data within ‘Where’ i.e.

Sickness where the Value of ‘Finish Date’ is ‘Greater than or equal to’ ‘01/04/09’ AND Value of ‘Finish Date’ is ‘Less than or

equal to’ ‘31/03/10’

The OR button gives you conditions and usually us the brackets to separate the options i.e.

Sickness where the (Value of ‘Finish Date’ is ‘Greater than or equal to’ ‘01/04/09’ AND Value of ‘Finish Date’ is Less than or
equal to’ 31/04/09)

OR

Sickness where the (Value of ‘Date’ is ‘Greater than or equal to’ ‘01/08/09’ AND Value of ‘Date’ is Less than or equal to’
31/08/09)

Add in a Query Line

. Click onto either the AND / OR button

Select columns...
Walue of &va or una, leave blank Equal to LUNA

For this example | am using the ‘AND’ button AND

You can either:-

. Click onto the table through window (1) then

Click onto the ‘Where’ icon
* ‘where =L |

Or you can...

. Click on the ‘Add’ button Add &

. Select another option from ‘Available Fields’ window

Either way
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In the ‘Service History’ folder

. Click onto ‘Finish Date’

Wwhere =L |

. Click onto the Where button

. Condition — Greater Than or Equal To
e Value — Enter a 1/4/enter the year

. Click onto the ‘OK’ button

As you can see the defined questions are now entered

Select columns...

Yalue of Ava or una, leave blank Equal to UN&

AND

Walue of Finish date Greater than or equal ko 01 04 2009
AND

HEE

In the ‘Service History’ folder

e Click onto ‘Reason for Leaving’
. Click onto the Where button

. Condition — Is Empty

e Value — blank

e  Click onto the ‘OK’ button

Available fields
S+ Number of succestul (6144 prints B
S+ Number of successhul 1677 prints
S+ Potential undo update date
S Service history text
S Status
S+ 1 pasted, ie. now in the fustustion book
- Finish date

T Zore status
S+ Mew status. 2. bar o

T+ Payrate status
o+ Post name at time of service Funetion Vel of Bl
S Cost code status (O-s8.14 Fiag
v Paw bune stahs M=sih 1 =t

[oeTeN et than or equsl 1o
Add table Bemove table
|01 04 2009

[ service history.finish dats

. Click onto either the AND / OR button

For this example | am using the ‘AND’ button

‘where =L |

Select columns...

“Walue of fva or una, leave blank Equal to LIMA

AND

Walue of Finish date Greater than or equal ta 01 04 2009
AND

g ls empty 0

|-

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

;ll'nove = | query
Eihd

Value
-DK Cancel
Hvslable fiekds
e Dty stahe =]
S Walch
S alatch st
S Type
S Secomded o
S Munibe of suciesshd 1144 panls
S Mumbes o sucensshd 77 pents
Eaiin wbere |
S Mumibes of succesul 1144 oo
he Mumbe: of succesthd 77 o« Function | Value ol =
S+ Pulenibsl urodo uodale dale Fuekd [smicer = T
S Service histoey It
S e Cordbon | |5 engty -

’ ’ I Vol [N
3 Cancel

Modty & Once all you have defined your
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Test and Run Query Buttons

To ‘Test Query’

e Click onto the ‘Test Query’ button Test query “E5

A dialog box may pop up saying you have not used anything from tables that

‘E Mo fields have been selected from the Service history table.
anything from that table in the column window (2) but did use one or so of -

was selected in the ‘Available Fields’ window. You might not have used

the fields from the table in the ‘Where’ window (3) or it was part of the
linking of tables. Either way...

. Click onto the OK button

If there are no records to pull back which meet the search criteria entered, a message will appear as follows:

I
This lets you know not to run query as there are no records returned 3 Query executed sucesshully however no recaids were retumed,
ok I
. Click onto the OK button
If there are records to return
I
A dialog box will appear letting you know that there were records returned B Buery eneculed sucessfuly and records were retuned.

. Click onto the ‘OK’ button

e Click onto the ‘Run Query’ button Run query & |

Same as above
]

. Click onto the Yes button | \?/ Mo figlds have: been selected from the Service: bistary table. Da yau wish to

continue?

The system will now search all the records for the answer for your

query. Depending on the size of the query, this could take a little

065 04 7008 0000 C
0104 20080000  (GS273
WIEMEIN (PS5

0
0
. il
Meling LKA 0 40520000000  (AF
Whlle"' - {10 0 0 04 200 0000 TECH3
LKA 0 0610 2009 0000 (AP
{10 0 095 10 200 (000 P2
Wik {10 il AT 0 2005 00 00 aty
wiolsrnki LKA 0 1602 20090000  (FPWT
Thomor e {1E 0 [ (0 00 00 (0 FFRT
1 H T it i h 2 FFRT
As you can see in this example | had 377 records returned. e I il o ou0 |Fral
Mongan X 4 {10 il 23 10 3008 00 00 FFRT
Leary LKA 0 ZT03 20090000  (FPAT
Thyre LKA 0 170520080000  (FFAT
Thyrs (L) il 16 (85 2008 (0 00 FFRT
. Temit. LKA 0 2308 2000 0000  (FFRT
To close the results window Tems wa o 2wmew [
Koy {10 il 3005 2008 00 00 MECH
Fernedy LKA 0 05 2008 00 MECH
Wyren (L) il 27 06 2008 (0 00 GME
Winn LKA 0 206 20090000  (GMD
Buma {10 0 2 200 0000 GME
- . y - - Rume {10 il 2317 2008 00 00 MR
. Click onto the ‘X’ in the top right hand corner Burs sl 110520080000 (GMB
Tiowrg {10 il 5 04 2005 00 00 MR
Laing LKA 0 01 0320090000  (GMD
Loy (L) il 1 085 2008 (0 00 GME
[Emenion LKA 0 oo 0000  [GMD
| Emerson {10 0 012 200 0000 GME
il
0

H
2

111020080000 (GMA _,ll
v
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Count Of

Count of” will count how many records they are to be counted e.g. Ranks

Select columns...

C oru
Aliag: Ava or una, leave blank Aligr: left

. Double click onto the ‘Code’ column Not giauped by cokumn L IR
fi Align: left
or “wiidth: 16

e  Click onto the ‘Code’ column T

Aligr left
rouped by i
. Click onto the ‘Modify’ icon sy

5

The ‘Select’ box is a drop down box which defaults to the ‘Value Of

. Click onto the ‘Select’ arrow

Select value, attributes...

Select: alue of -

A dropdown menu will appear Value of A
M aximum value of
Label: Average value of
Minimum value of

. d Surn of
e  Click onto ‘Count Of Justfication
Width: Distinct co
Initials captitalize®walue of =

This will allow the query to ‘Count’ how many; in this case, ‘Code’ were made for each ‘Rank’.
. ‘Count Of’ has now appeared into the ‘Select’ box

| have also changed the

Select value, attributes...
I Count of =

. ‘Justification’ to ‘Centre’ Select 4
) [Code V

* ‘Width’ from ‘6’ to “8’ Label ICounl of Rank Code

. Click onto the ‘OK’ button dustfisatiors | center 7] <

‘wiidth: I g

I'4
’ 0K | Cancel

Select colrnns.

Align. left
width: 3

As you can see the changes to the ‘Inspection Type Code’, in column 4, have been

Width: 16
changed.
Align: eft
=101
Pewsonnel quamss

Sumamg | Fust ramas Saroce rumber | dva oo una [
=] [Heed 22 [ EEDEDD 1 -

|t 432z ms 0 27 15 2006 0000 1
R e b :
T [mee [le e 25 Do ) . . s
[ it 11 e o o o3 om0 1 . Click onto the ‘Run Query’ button
e 1o Fesben 16 s 0 06 03 200
P el b % mnte :
[ rean i | e 6 008 000
[ e 12 umis, o 07 06 2008 0000
ird et (1634 o
Hared [Willam Rckent (1634 Umis, o
I gl o
=] [een Ea15 umis, 0
fre] im 3 TS As you can see 377 records have returned. The ‘Rank Code ' has been
Hoeet Hbery ez umas 0
e ool 1 i . . ,
[ v il <44 s o counted for each ‘each ‘Leaver’ for the Year.
ieas (Rckin itchin | 1400 Lnia, o
o o s e
Fipan Gy 1653 Unia o
(P A e
e [Mammbugh 1272 s o
O fEckifE M O F [EREes
fom  [Tomnoed 153 e o 30 0 ! . . .
L= ar ‘Code’ heading has changed to ‘Count of Code’ and is now centred
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Let’s add another ‘Count of’

Select columrs
Columnd = Yalue una, leave blank

Aliag: Ava or una, leave blank Aligr: left
Mat grouped by column Width: 3

. Double click onto the ‘Finish Date’ column

or Aligre left

. Click onto the ‘Finish Date’ column

. Click onto the ‘Modify’ icon

Aliaz: Count of Rank Code Align: center

Mot grouped by column “width: B
| | | 3
The ‘Select’ box is a drop down box which defaults to the ‘Value Of
e  Click onto the ‘Select’ arrow
Select Walue of j
alue of -
. I aximurn value of
A dropdown menu will appear L] iwerags valse of
Minimum value of
Justification |3um af
A B 3 wlidth: Distinct cor
d Click onto ‘Count Of Initials captitaliseWwalue of  *
This will allow the query to ‘Count’ the; in this case, ‘Finish Date B
Select: Caunt of -
[ Finish Date
. . 3 . s Label [ Count af Firish Date
. Count Of has now appeared into the ‘Select’ box Susiioaion -
Width: 1
™ Reference date
. Click onto the ‘OK’ button & itin D ate e
€ Brouaht Forward
€ Caried Fonward
 After Date Range:
5 oK Cancel
Alias: Ava of una, leave blank Aligre left
Mt grouped by colurmn width: 3
Align et As you can see the changes to the ‘Finish Date’, in column 6, have been changed.

“fidth; 16

Alias: Count of Code Al left

Not arouped by colurn Width: 6 . Click onto the Run icon

14l

In this example, there are now 190 records have returned counting how many ‘Rank Code’ and how many with ‘Finish

Date’ for each ‘Leaver for the Year.

=
Ekmm
— [ | e
. . - b [o - H H i :
The ‘Finish Date’ heading has changed to ‘Count of Finish Date’. e = o s 5
e : i :
[ o 3 H
. . . . e i : :
Let’'s make this query easier to understand by using the Grouping the | o 3 3
= 0 2 2
query
[ o H 3
Fod 0 .‘I ‘
[t o H
e o H H
e, H H i
Tedd o 3 3
[t 0 1 1
e o ) 3
e H H i
:j, H H : o
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Group By

Usually a Query will show the data in the columns you have selected. ‘Group By’ allow you to create a ‘Three
Dimensional’ Query. To do a ‘Three Dimensional Report’, meaning you will have headings down the side (Y axis) and the

headings along the top (X axis) use the ‘Group By’ button. Like a line chart.

Select columnes.

Columr ‘alu

Alias: Ava or una, leave blank Aligr: left
e Click and highlight the ‘Finish Date’ Column Mot grodped by column il

L 5 =alue of B v

Alias: Reason for leaving

. Click onto the ‘Group By’ button
Group by é

Aligr: left
Mot grouped by column “wiidth: B

Select column to add ||

Awailable fields -
Mot grouped -
@) General j
v System lime
S System date ) )
&) Persomel The ‘Select Column to Add’ window will appear
Sw Surhame
2 Service number
2 Initials
= First names
S National insurance number
2 Home address Notice the tables available in this window are the same tables you selected in
T+ Home telephone
o Other telephone AValIabiIlty Fields (WindOW One).
Zn Date f hith ;I

Cancel | oK

ot Pus Stahusl] Fehars stabas of post - SUB o TMP} =]
#o0 Dty Statusl) (Menums stshs of duty - SUB o THP)

St Watch Stahual] iRstums slefu of waltch - SUB o TM

i Zone Statusl] [Rebams stshas of zone - SUB o THF)

S P Flte Shah]] (Feturre: shabhus of g 1e - LR o

For this example:

. Scroll down to ‘Ranks’

fr CostCode & (Fietums sttus of coat code - SUE
e  Click onto ‘Code’ Wb P —
| - cooe |
. Click onto the ‘OK’ button 3*;;*
S Sermniy
e . W

Carcel oK.

Once you have selected all of your tables / columns it should look something like the example below

Select columns.

Calumn alu
Alias: Ava o una. leave blank
Mot grouped by column

Aliss: Feason for leaving - . m
Mot grouped by column

X The selected field will now show in right window (2), (selected columns
Aligr: left

Widih 3 window)

Alias. Fieason for leaving Align left
Wot grouped by colurmn \width: 16
Aliss: Count of Code: —r = ~
i

Mot grouped by column

[ E : - Repeat this until you have entered in all headings for columns that you wish

Alias Count of Rank Code Align: centar

Hot grouped by column width: 8 to be displayed in report.

. Run the Report
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You will still see the 190 records that have returned like before, except the system has entered the ‘Leavers’ down the side
of the page and the ‘Rank Codes’ across the top of the page, giving you a ‘Count by’ (total) of each ‘Leaver’. And the row
‘Grouped’ the data by ‘Rank’ — giving each Rank its own column.

S Lol

i, 7] ], 5| ol ] o | o | G, | AL 00 71 e, e, v 6 3604 0, ol v o e 68 |

Saving Queries

To enable to be save the query that you have just created for retrieval and subsequent execution at a later date

e  Click the ‘Save’ button Save |l
The Save Query window will display S

ILeavawaryeathm1 upril [enter pear]
(uery description:
Enter a brief description sbout the Query and what dat it brings ;I

back
=

The system defaults to the first field ‘Query Name’

. Enter an appropriate ‘Name’ of the query being saved Query status: (" Private (& Public  ( View
Library:

. Enter a ‘Brief Description’ of the query

nel Library

Position the cursor in the ‘Query Status’ field -

Ok Cancel |

The system defaults to ‘Private’ i* Frivate

If however, the query is to be accessible to all users

. Select ‘Public’ option

The ‘Public’ option allows all users within the allocated department to see and use the query.

. Click onto the ‘Library’ folder
. Click the ‘OK’ button to ‘Save’ the query.

Libraries Hame Description Cre: Bename Ouery...
A query has been formulated and ‘Saved’ fOr sah Curent Posting Details Ertter a brief description about about the 03 02 < men
retrieval at a later date. News Library..

Fename Library...

Delete Library..
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REMEMBER...

Users can change the query but must remember to always ‘SAVE AS’ this will give the user the option to give

the amended query a new name. By clicking onto the ‘SAVE’ icon the user will overwrite the query...

The system will return to the ‘Fire Safety Queries’ window and the heading will have changed from ‘Untitled’

to the name you ‘Saved’ the query at.

i Personnel queries - Untitled M=l 3

hilPersonnel queries - Leavers for year from 1 April (enter year) _ 0] x|

View / Open a Saved Query

To ‘View’ or ‘Open’ the ‘Saved’ query

. Click onto the ‘Open’ button Open [B= |

e Click onto the ‘Library’ you saved the query in

As you can see the query you created and saved is in the ‘Library’

Libraries

Mame Description Cres Fename Duer...
! Cunent Posting Details Enter a brief description about sbout the d 03 EIZA —

Leavers for year fiom 1 Apil [enter pear] |Enter a brief description about the Guery 4 04 02 Dislet Duiery..

New Library.

Fiename Library

Delats Library.

=l _>l:I

0K I Cancel
Notice there is four columns
Name: This is the ‘Name’ of the query
Description: This is the ‘Brief Description’ about the query
Created: This is the ‘Date’ the query was created
Last Run: This is the ‘Date’ of the last time this query was opened and ‘Last Run’

. Click onto the ‘OK’ button to close the window
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Save As - Duplicate Amended Queries

To enable queries to be ‘Duplicated’ / ‘Amended’ queries using the same kind of data but allowing you to amend, add,

delete columns etc... And re-save under a new name.

Open the original Query

Open P= |

e Click onto the ‘Library’ the query is saved in

. Click onto the ‘Open’ icon

. Select the ‘Query’
. Click onto the ‘OK’ button

[ Berogten T
[Erter bl divcopioon abos sood e 03

Egg
g |0 |

Mo Livary.

Fenams Linay.

Dol Linary..

N s
[ I Comel
This will re-open the ‘Saved’ query
. Make the ‘Amendments’ to the query e s B
= :x\l-) wr. e ik Ecqast s UNA | .
ﬂ - of Firush date Greates than o equal o 71 04 2007 ?_» T — — | PRPI |
As you can see | have removed the last entry and i sl fesen e sy 0 o] i _ - TR
ﬂ ;:r«m:vu“w« han o equalba 31 0 2007 .
changed the date range ] [ P s 1 4 2008 B
a =]
e Click the ‘Save As’ button Save a:
The ‘Save as’ window will d|sp|ay
Guery name:
ILeaver 2008
The system defaults to the first field ‘Query Name’ Hueny desciplion
Enter a Mew Description of the Query and the data it will retum ;I
) El
. Enter an ‘NEW’ name of the query being saved T —
e  Enter a ‘Brief Description’ of the NEW query Library:
Di's Perzonnel Library
. =1
If you would like to change the ‘Status’ of the query...
Ok Cancel |
. Select ‘Private’ or ‘View’ option
. Click onto the Library Folder
. Click the ‘OK’ button to Save the Query.
The system returns to the ‘Fire Safety Queries’ window
As you can see the query name has changed
Persunnel queries - Leavers for year from 1 April {enter year)  [H[=] E3
Persunnel queries - Leaver 2008 !IEI E
SOPHTLOGIC — COMMERCIAL IN CONFIDENCE PAGE: 27



Opening Existing Queries

The query window has been modified to include the query description, the date the query was created and the date the

query was last run. The query list now features sortable columns.

To enable the viewing and subsequent selection of Queries previously ‘Saved’

[ijJFire safety queries - Untitled

Clear £ | Open = | Save bl | Save as bl | Locess €3 | . Click on the ‘Open’ button

Select columns...

e ————— 5
Zw System time

= System date DFIEI"I %

The ‘Libraries for Fire Safety Queries’ window will display

. Click onto the ‘Library Name’ on the left hand side of the window

The Queries Saved to the highlighted Library will appear

. Highlight the relevant Query Litaries [ Descipion i | Rename Query.
Di's Personnel Library £] | & f descript ] |
. Double click on the query ) erier o e nd 04 02 Delete Query...
: = . . M Hzzmllisrans,
. Or Click onto the ‘OK’ button
Rename Libiary.
Delete Library...

The query will appear in the FSQ window for you to execute, amend

etc...

The Personnel Queries, Fire Safety Reporting, Training Queries and Operational Queries are exactly

the same window just they reference different database tables enabling different type Queries to be

created.
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Printing & Exporting Facilities from the Brown Clipboard

The following section describes how to use the standard ‘Printing and Exporting’ facilities which are incorporated in the

majority of windows e.g. ‘Fire Safety Queries Window’.

From the ‘Executed’ query

Brmmises 2 P
T3 Fre cainty queces
FSEC Gid_Supyiere]_Desciption Conrt CI..N.IDII u.nrsi CLHSC | CLNEW| EDU FuL FUL HOU uc
A A Hunpd sl [3] 4 2 7] 0 [1] [1] 1 4 [ 2 1 d
] B Care Homes Lry F 3 8 0 0 ] 1 0 1 1 1
C C Houses o Hudtgie Ocoupaton [RHD| Teneme k<l 1 1 4 0 0 ] 1 0 0 1 1
D i | High Fiin Flats Pusgeros Bull 3= 4 Slomsye 17 u 1 & 0 o 0 1 o 0 1 1
13 13 Hoxthade 4 1 1 4 0 o 0 1 o 0 2 1
F F Holels 4 1 1 T 0 o 0 1 o 0 0 1
G G Honsies Cornenilod b Flals 0 0 El 0 o 0 1] o 0 0 1
H H Oithat Slespang Aces ali] 1 0 3 0 o o 1 o 0 1 1
fl f Fusther Education 3 0 0 3 0 o o 1] o 0 0 Ll
¥ K Public Buldng: 4 (1] 0 4 0 n n ] 0 (] 0 0
L L Licrnand Pramies M (1] 1 12 1 1 n 1 0 (] 2 2
M M Sehonol 13 (1] 0 4 0 n n 1 0 (] 2 2
N N Shops x 1 2 8 0 0 0 1 0 (] 3 2
P (d Othet Premives Open 1o the Puble a 1 2 4 0 0 0 1 0 (] 3 2
n n Factones and'wWarehoures 20 1 2 4 0 0 0 1 0 0 2 2
5 5 Offices 2 1 (] 5 0 0 0 1 0 0 3 2
T T Othet Wodkplaces 15 1 2 3 0 0 0 2 (1] 0 1 1
Z F& Commurity Fee Salety Propery 3 0 0 2 0 1 0 0 0 0 0 0
r4 ol Hotel 2 0 0 0 0 0 0 ] 1 0 0 0
42 42 Facton 1 0 0 0 0 o U] 0 1 0 0 0
A3 Lx] Office 1 0 0 0 0 o U] 0 1 0 0 0
A4 £ Shep 17 0 (] |2 0 ] 1 (] 3 0 {1 {1

In the top left hand corner

. Click onto the ‘Brown

Clipboard’ icon

The standard printing and export facilities, represented by the ‘Brown Clipboard’ icon include the following facilities:

Modify Column Layout:

Print Report:

Send to MS Excel:

MS Excel Formatting Options:
Send To .csv File...:

Letters and Mail:

Factory Settings:

Graph Results:

eQ Apollo:

Close:

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

[sf] Total number of records = 22

Madify Colurn Lawvaut. ..

Print Report...

Send To M5 Excel...

MS Excel Formatting Options...
Send Ta .csv File, .,

Letters And Mall. ..

Factory Settings
Graph Results

ey Apallo...

Close
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How to Modify Column Layout

Please refer to the ‘Brown clipboard’ button entitled ‘Fire Safety Queries’

. Click the ‘Brown clipboard’ button |5‘.'|. Fire safety queries

A drop down menu will display Print Report. ..
Send To M3 Excel...

. Click onto ‘Modify Column Layout’

Set column configuration for Tatal number of records = [fRDBMS. i

mend calurmn configuiation sotlist |
il Name Desc Sort
¥ |FSEC Group FSEC Group 1 N
¥ | Supplemertary Line Mo Supplementary Line No 2 Depending on the columns checked will depend on the columns visible in
¥ |Desciption Description 2
¥ |Count of Inspection type code [ Count of Inspection type code |4 the ‘Fire Safety Queries' result WindOW
¥ |BRG BRG 5
¥ |CAs CAS [
[ |CLauoiT CLAUDIT 7
CLFHFSC CLFHFSC g . . .
g TS e . i.e. only the above checked columns will display as so:
W |CLNEW CLMNEW 10
¥ |EDU EDU 1
= |Ful FUI 12
LT o
¥ Save Column'widths ™ Restore Defaults Cancel e ey e e ot List
Wisible [ Marme Desc Sort
W |FSEC Group FSEC Group 1 -
I [Supplementary Line Mo Supplementary Line Na 1]
W |Description Description 3
¥ |Count of Inspection type code | Count of Inspection type code |4
. ¢ ’ BRG BRG 5
Remove the Ticks from the check boxes of the columns you ‘Do Not . e e 5
. CL&UDIT CLAUDIT 7
want displayed CLFHFSC CLFHFSC g
CLHSC CLHSC 9
~ |cLMEW CLHEW [
T |EDU EDU 1
FuI FUI 12

j5et column configuration for Total number of records = [FRDBMS.i

e T IV Save ColumnWidths [~ Fiestors Defaults Cancel
Yisible | Mame Desc Sort

™ |Supplementary Line Mo Supplementary Line Mo 1] -

- |MsC MSC 0

™ |CLMNEwW CLMNEW o

- |oFs OF3 0 The ‘Sort List’ button will ascend ‘Sort’ column in ascending order

[~ |SF& SFA 0

- |oTC oTc o

[ |OFsa OFSA 0

B |PSEC Group FSEC Group ! e  Click onto the OK button

¥ | Description Description 3

¥ |Count of Inspection type code |Count of Inspection type code |4

[ |BRG BRG 5

~ |cas Cas 3 -

a

[ Save Column Widths [~ Restore Defaults Cancel | oK

2

s you can see the columns that had the

ticks removed are now hidden

T o] o] oo T oo

Toa Tm Twu [ T |

Restore Defaults check box by ticking

this box it will put the ticks back into all

the check boxes all columns will be

visible.
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How to Print a Report

Please refer to the ‘Brown clipboard’ button entitled ‘Fire Safety Queries’

¢  Click the ‘Brown clipboard’ button

) . Modify Column Layout. ..
A drop down menu will display

Prink Report...

Send To M3 Excel...

. Select the second option ‘Print Report’

The system will automatically generate a report of the information currently displayed.

| 19T
| Phar0S - Sophtlogic Ltd B ke 1811 7008 11 -
Fire safety queries Paget i

T _E9; Please note the information included in the ‘Print’ or ‘Export’

will be the data retrieved from the single or multiple

searches previously performed.

r3-wmusErE-zoo

2l -1ol x|
Fi
e To print the report click the ‘P’ button positioned in the top right hand corner Show Paged Repart —
of the window. Cipen Page Preview J
Prinkt Page

Print Repoark

A drop down menu will display.

. Click onto ‘Print Report’

The ‘Print setup’ window will display. Print setw 2l
r~ Printer
Marme: b ain Office HP Metwark, Printe Properties.
Please note the ‘Print Setup’ window defaults to the printer previously Status:  Ready

Type: HP Otficelet GBS
specified as the default printer via the ‘Settings’, ‘Printers’ option of the whete:  Main Office

) Comment: 10.100.0.115 Port 1
‘Start’ button of Windows.

— Paper Orientation
Size: A4 - * Partrait
e  Click the ‘OK’ button to print the report.
P P Source: IAulumallcally Selact - " Landscape
The system returns to the screen report. _ top | _Newai | _ Cancel |

When the report has been viewed and is no longer required.

. Double click the ‘8’ button positioned in the top left hand side of the window or click onto the ‘X’ positioned at the

top right hand side of the window.

The system returns to the ‘Fire Safety Queries’ window.
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How to Format MS Excel Options

Go to the ‘Brown clipboard’ button e.g. entitled ‘Fire Safety Queries’

. Click the ‘Brown clipboard’ button

A drop down menu will display

. Select ‘MS Excel formatting options’

Total number of records = 22

Modify Column Layout. ..

Prink Repart. ..
Send To M3 Excel...

Send To .csv File...

The system will open the ‘Excel formatting options’ window 2
e Go to the ‘Auto formats’ list display oo T T
i1
Total 218 N B
The ‘AutoFormat’ highlighted will display in the ‘Sample’ preview field —
™ Addycotoksly
™ P s sl ltes Bearslee
. Select the required ‘Auto format’ option. ;m:wmmm
PusoF s, bordens
. Click the ‘OK’ button if the Excel Formatting Options require saving. el S el | = |

Please note: the 'Excel Formatting’ option that is selected will not be visible until the ‘Send to MS Excel’ facility has been

used. As shown in the examples on the next page.

Excel formatting options... 7l Excel formatting options... 2%
AutoFormats. AutoFormats,

Sample:

Jan Feb Nar Total
E] 9

Classic 2
Accounting 1

Sample:

East £ 7E 7E 2 E 19

ccounting 1

Accounting 2 Wiest B 4 7 17
Accounting 3 Sauth g 7 9 24
Cicuiyl Totel £ 21 £ 18 £ 21 £ B0
Colourful 2

List1

List 2 = 3D Effects 2 -~
AutoFormats. T AutoFomats. . Sample

<none> a Classic 2 |

Simple i Accounting 1

Classic 1 Accounting 2

Classic 2 Jan Feb Mar Total Accounting 3 - Jan7 Feh?, I‘Jlar5 Tu|a1I9
Acoounting 1 East [EEEE Colourful as|

Accounting 2 ast 5] 4 7 17 Colourful 2 Wyest B 4 7 17
ccounting 3 South g 7 -] 24 I[wssz South 8 7 9 24
Colourful 1 || ist Total 2 18 A 0
Coloutful 2 [Total 21 18 21 60 List3 otal

30 Effects 1

i
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How to Send to MS Excel

Go to the ‘Brown clipboard’ button e.g. entitled ‘Fire Safety Queries’.

Total number of records = 22

e  Click the ‘Brown clipboard’ button

]9+ Fire salety queries

Modify Column Layout...
A drop down menu will display Print Report

Send To 0
M3 Excel Formatting Options. ..
Send To .csw File...

. Select ‘Send to MS Excel’

The system will automatically open ‘Microsoft Excel’ which will be visible on the task bar at the bottom of the window

display.

. Click the ‘Microsoft Excel’ button E‘EStartl J %) DIAME.MCGOYERN@Sop, .. | I Microsoft Excel - Book1

v
BB D wew Pest Fons Dok Dee wedew ek AdobeFOf
ISHIH B VB san-F9-c--Nilpow [

Al - 3

[a]l 8 ] [+ |DEFIGH1JKILMNOPQRSTU
1

5 F - 1 91 . . . . . . -

R S3imoaoiaiiioiaier  Microsoft Excel will open and the information in the ‘Fire Safety Queries’
ilc ¢ Howses of Muiple Occupation (HMO) Tenement (331124 0001001 1011101

DD High Rise Flats Purpose Buill >= 4 Stareys 1711 80001001101 1101 . . . . .
B1E £ e " ¥ i1 dnnoinoaioacios  results window will now be displayed in a ‘Microsoft Excel’ spreadsheet.
IPP Hotels 1411 0001000100100
le'- G Houses Converted lo Flats 900 5000000010100
a [H H Onher Sheeping Accomodation W10 300010011002100
m. J Further Education A00 3000000000000 00

K K Public Buildings 400 40000000 OO0DODODDN

L L Licensed Premizes 24011211010022011110

M M Schools 1300 a00010022012100

N N Shops %12 800010032041211 - - .

PP |Cthar reetises Opon o the Pubic 21z sonoinnizniiios 1IN this example the headings have not been included...

R R Factories and Warshouses M12 4000100/22032111

S s Cfices 2310 S00010032023213

TT Other Workplaces 1512 300020011002003
18(2 F&  Community Fire Safity Propery 300 201000000000000
(207 ADIOH Hatel 200 oOODOOD100ODOOODO1TO
|31 | A7 A2 Fartory 100 ooOOOD1O0OOOOODODDN
EA'{ Al Cfice 100 D0O0DO01T00D0O000DO
AH!N Shep 600 200103000000000

T alix
: P
| +10 B S U EEEE N WA R DS A]

[ W_1 1 | J [ KILIM[W]OIFIR] R | EITIU] ¥
AS CLAUDIT CLFHFSC CLHSC CL 3 3

If this is the case, go to ‘MS Excel e — I —— RIS
s Fiatn Furpote B 2 4 Stormy v s - (0 A

Formatting Options’ make sure there is a - — T IR I
. . i T — i 1
tick in the ‘Include Column Headings’ check | — )
P S R

box in the ‘Optional Parameters’ or click I -
xn X 4 a a o 2 2 o 3 2 i 1 1

onto one of the ‘Auto Formats’ e.g. ‘'simple’. A S —
A " ——— 4"

1 o o -] 0 o 0 1 0 L) o 0 0 0 0 o

1 LI o a o o 01 0 o a o o O 0 0 0

& 0 0 2 a o L] g 3 o o a o 0 0 0 o0 @0
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Below are a few ‘MS Excel Formatting Options’ examples.

D e e

JddigdiTRAGR T O Ar-lil Baw ln-- rE Bl BEEH®S cda ER
Class 1’ layout < < - 5 e s s e xS 10
$ R
: —4 ’
i : ;
L I Al oany i - a L:
r I bty u : H
[T T P o e s e s ‘ o
7 ool e o ' 5 (]
[ SR — - n ] g
7 At o i TH a2
P el ik et i o | i el ¥

T AGB S A0 RENU BOs Jo- R FER I E L DS

‘List 1’ layout

How to send data to CSV files

(Comma separated values — this is a text file that will open in Excel by default but can also be opened with a simple text

editor, such as notepad. This is a standard file type for imports into other applications, such as Access.)

Go to the ‘Brown Clipboard’ icon e.g. entitled ‘Fire Safety Queries’

@Total number of records = 22

@» Fire safety queries

e  Click the ‘Brown Clipboard’ button

Modify Column Layout, ..

A drop down menu will display Prink Repart...

Send To MS Excel...
M5 Excel Formatting Options.. .

e Select ‘Send to .csv file’ oD

Upon selecting ‘.csv’, you will be prompted as to where you want to save the file to.

Fia pame: Foldars:
— = e e  Enter a location and name for the file
FAMCEY == Socht_ang_dw .

2 Sophit} e Click onto the ‘OK’ button

[ SOURCE

1B k350

5l CIEXTERMAL =]

Save fle as hoe: Diiwes:
|41 Fies =l B et tcabT v ] Mok E

You will see a working message and then Excel will open and the new file will be displayed.
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PLEASE NOTE:

The default location when you start a new session is the application folder, but once you have changed this

once and saved it will bring up the last save location.
If you do not enter the extension ‘.csv’ after the file name, this will automatically be added.

You cannot enter a file name that already exists. If you wish to replace a file — delete it before you run this

export.

How to return to Factory Settings

When the modify column layout has been modified and there is a requirement to revert to the original layout, this can be
achieved by selecting the ‘Factory Settings’ menu option on the brown clipboard icon.

Example:

Modify Column Layout.. .

Modify Column layout

Print Report, ..

Send Ta MS Excel...

M5 Excel Formatting Cptions. ..
Send To .csv File. ..

. De-select the columns that you do not wish to be displayed by un-checking the

Letters And Mail...

relevant checkboxes ot

Graph Resulks

. Select ‘Factory Settings’ from the ‘Fire Safety Queries’ results window brown

eqnapolo,..

clipboard.

Close:

& Changes will take effect from when window iz next opened
The following message will be displayed

All Columns will then be displayed on the Fire Safety Queries results window once the window has been closed and re-

opened.

When the report has been viewed and is no longer required.

. Double click the ‘8’ button positioned in the top left hand side of the window or the ‘X’ positioned at the top right

hand side of the window.

The system returns to the ‘Fire Safety Queries’ window.

These Features are currently not available.

Letter and Mail, Graph Results and eQ Allolo
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Query Manager

Setting up the Libraries

The Query Buster system allows an administrator to section the information held within the system into Electronic
Libraries, access to which is completely user-definable. Access is granted to Administrative Units who are then deemed to

own the data held within those Libraries.

Administrative Unit supervisors may then publish the data held within the libraries to other users of the system who

require access to it.
Users with access to books within these Libraries may then construct and Save Queries and transport the data from those
Queries into other applications (such as Microsoft Excel) where it may be formatted in any way that the host applications

allow.

The Query Builder makes full use of graphical user interface facilities and data is made available using common English

terms rather than cryptic computer terminology. There is no need for users of the system to learn query languages.
On the ‘Global Navigator’

e Click onto the ‘Query Manager’ button Cluery Manager

The ‘Query Manager’ button will appear in the [ h) DIANE.MCGOYERN®Sophtlogic Demonstration system {Build 2059)

toolbar File Edit Mawigakion SOPHT.met Fire Safety Query Manager Window

First of all let's look at ‘Query Buster’ to see what ‘Libraries’

(departments) you are able to see

. Click onto ‘Query Manager’

e Click onto ‘Query Buster’ Y

As you can see you can see ‘Sickness’ and ‘Training’ libraries

. Close the ‘Query Buster’ window

Query Manager
QueryBuster ...

List Publisher...
Libr. o0
Catalogue Categories...

. Click onto ‘Libraries’ Maritar. .

Query Date Constrainks. ..

. Click onto ‘Query Manager’

User Defined Reporting 3
Autornatic Queties 3
Syskem Help. .. Chrl+F1

Menu Bar
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The ‘Libraries’ window will appear

=10

ISUrl by library name _'I %l |

Mew...

Total entries: 0

Hame / Amend... |

IRMF Returns ;I

Leavers Delete... |
Morthern Ireland IRMP Returns —
Sickness .
Testing Oueries Folder Subscribers. . |
Training

Databases... |

Add a Library

e Click onto the ‘NEW’ button Hew...

The ‘Library Setup’ box will appear

To add a library

. Enter the ‘Name’ of your library

Library narie: |Di's Reporting Library . Click onto the ‘OK’ button

Cancel | ak. |

As you can see, ‘Di's Reporting Library’ in now been

inserted into the Libraries list.

. Click onto the Subscribers button

Subszcrbers. .

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE
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As you can see there is already a list of ‘Libraries’

i @ == | ISDrlhyIihrary name _'I Zl |

ITDLuI entries: 7

=
Leauers

Morthern lreland |RH e turns
Sickness

Testing Oueries Folder
Training

Delete...

Subscribers...
D atalgses
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Set-up a Users within the Libraries

Linking the Department to the Query Library

Based on what Queries the Brigade wants their staff to see

Cancel 0K
As you can see there are no Offices/Departments selected to view the
Avallable for selection: Chosen subsciibers:
e Al ] 1 Queries in this Library.
G Deen
it
. Click onto one of the Offices/Departments
e Click onto the Select Button Select = |
= 2
. . . . . . [ | 0K
This will move the selected Libraries from the right window to the =
. . o i Auailable for selection: Chosen subseribers:
left window, giving the user within that library (department) access [» Zl 0 selat 2> |[Feat =
0OPs
to the queries in your Library (department). g;;sazz:'
ater

Subscribers to Di's Reporting Library library.
Corel

Awailable for selectior: Chosen subscribers: Or hold down the ‘CtrI’ key and click onto the libraries you want to
EE

Select = Fleet =]
<5 De-select

‘Select’

Subscribers to Di's Reporting Library library

Cancel Ok

. Click onto the OK button

Avrailable for selection: Chosen subscribers:
OFS El i gsect 25 ] [Fleet =1
W ater 2 FP

¢S De-select Personnel
= Sickness

Remember: By ‘Selecting’ the libraries will able the users linked to that library (department) to see your

queries in your library, but you will not be able to see their queries in their libraries (department) unless your
library is selected to their library.

Check the Library has appeared in Query Buster [ Guuery Manager  Window
|
. Open Query Buster List Publisher...
' Libraries...
Catalogue Categories. ..
From the Global Navigator load the Query Manager menu. iogialiy
Query Date Constraints.. .
User Defined Reporting »
. Click onto Query Manager Automatic Quaries 3
e Click onto Query Buster System Help... Chrl4+FL
Menu Bar

The Query Buster window will appear
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[ ADMIN's QueryBuster

=10l . .
oo EE As you can see the User/Post is authorised to use the ‘Personnel
i‘ﬁ Di's Reporting Library |~ - \K 3 H LT
il Euslish. £ and Di’s Testing’ Library
Sickness
ﬁ Hewlst.. €
ﬁ Tizining Hew catalogue... £

My bt fist... <7

Canfiguration... <y

Let’s authorise the user to access more ‘Libraries’.

Cefegores.. &

Delete catalogue. 5%

. Close this Query Buster window

Key:
List
By Catalogus
ERY Legacy dala

7 Hotlist

‘||;
E

In your tool bar:

. Click onto Query Manager

[ h) DIANE.MCGOYERN®Sophtlogic Demonstration system {Build 2059)

e  Click onto Libraries File  Edit

Mavigation SOPHT.met  Fire Safety  Query Manager  ‘Window
Clubraries A=
The Libraries window will open o 1 Al S wle [Sar by Ty e | —
Total entri=s: ? ——
0i's Reporting Library -
® Click onto one of the Libraries hi?i?;im Ireland IRHP Returns EE‘LI
. . ?lcl:nessu ot Subscribers..
. Click onto Subscribers button Trainine S
KN} _>l:I

Has dasks in the Tollowing adiminishistive unibs:

- By clicking on any of the Libraries your will see the same options — Fleet,
B Flest ¥ Supervis
W FP T Superviz Personnel, Water, Sickness FP and OPS - The reason for this is in the ‘User
R OPS ﬁ I Supervisor Administration’ these are the Offices you allocated to the Username.
¥ Persornel 7 Superviso
F Sickress O Supervisod
¥ wlaker [T Supsrviso ;|

As you can see in this window there are six Administrative Units (departments) have been selected to the ‘Chosen
Subscriber’ window.

Subscribers to IRMP Returns library

[T o «  Click and Highlight FP
Available for selection: Chosen subscribers:
5] skt s | [DsAdunin . Click onto the Select button
<5 De-select

Subscribers to IRMP Returns library

Cancel [1]8
Available for selection: Chosen subscribers: The lFP’ Ilbrary (department) has moved over to the
=] [ Select Di's Admin Unit =l . . .
s ] i Chosen Subscribers’ list
<o Deselect oFs
Personnel
Sickness
W ater

e Click OK
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Continue instruction above to access other libraries you are authorised to see
Let’s go back to ‘Query Buster’

. Click onto Query Manager

. Click onto Query Buster

DMIN's QueryBuster
Libraries: ;I e

i] Di's Reporting Library —

As you can see

Eubfish

Categeries...

The Libraries has been added to the Library list il | 7R
TRI Hewlist, €
iﬁ il Hew cetalogue..
: . . . . . o Wew fotlist.. $F
If the Library does not appear in the libraries list, this could be || dm| ™" EE:_V
— orfiguration... <&.g
dﬁ Training

because your Library has not been selected within the e.g.

Leavers Library even though you have selected Leavers into

your Library.

‘||;
E

HI=IE
Citnaries Elfl Gueres..

. Go back to Libraries

m Di's Reporting Library =

Elblish

IRME Returrs 4 . Click onto the Leavers Library

ifim
I ﬁ Leavers Hew catalogue
illm

illm

ilim

. Click onto the Subscribe button

..... P New hotlist., €3

IFMP Feetums —— . Select an Option (Leavers)

Configuration. <4
. Click onto OK

Calegores..

Delete cateloaue

. Click onto Query Manager

KL.‘ e Click and Refresh onto Query Buster
B Catalogus
BB Legacy data

Q@ Hotlist

You have now given the User/Post access to see another Library (department).

By following the steps above you can add as many ‘Libraries’ (department queries) that you are authorised to use in your

‘User/Post’.

[ ADMIN's QueryBuster

21l Pasitions - Gueries,
All Posts

Awailability Pin Mumbers
Availability Ref Date
Brigade List Hewlst. &
ﬂh Leavers BY 11 - Top Eamers New catalogue... (2

BY 16a Number Disabled
ﬁ Morthern Irsland B 16a Peraentage Persannel with Disability Newhotlist. 3
R | 1FMP Freturs BY 17 Percentage Persornel of Ethnic rigin P——

Sickness BYPI 17 Disabled Persornel =

E BVPI7 Ethric Origin Categaries.

ﬂh Training | BWYPI17 Female Representation Delste catelngue

Bublish., o

. Click onto one of the Department icon

Any Queries that have been set up will be saved in that Library

Current Personnel
Cunrent Personnel In Post

B8] Duplicate Sickness Entries

F3 dudit FU

F3E - England

F584 Prosecutions - Convictions
FSF: 7 Prosecutions

E] FSR 8B Prosecutions - Acquittals « | | Legacy dats
» @ Hotlist
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Five steps to check that the Query Library has worked

1. Have a look of what Administration Units the user has got — (Two Faces Icon)
2. Setup and/or assign the department to the User/Post — (Privilege Profile)
3. Subscribe the Query Buster Library to the Departments — (Library)

4. In Query Buster you should see the Libraries — (Query Buster)

If you have selected too many Libraries follow the instructions above but this time:

e  Click onto the De-Select button <3:| Le-zelect
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List Publisher

List Publisher allows you to publish lists, select required columns and put them in certain Libraries

. Click onto Query Manager

. Click onto List Publisher

The List Publisher window will open

10 List Publisher =] 3
= . & &1 =
Open Jrispec Eublish.. | | Withdraw Fint.
Accessible Content
SOPHT_$VCS. -]

‘ Query Manager  Window

QueryBusker...

Monitar, .
Query Date Constraints. ..

User Defined Reporting 3

Automatic Queries

System Help, .
Menu Bar

CtrHFL

Please note ‘Account Name’ in

The List Publisher window you will see a list of folders.

These folders relate to accounts e.g. ‘Fire Safety’, ‘Personnel’ related views
would be held in the SOPHT_FP, or SOPHT_PERSONNEL’ folder.

the ‘Accessible Content’ list will be preceded by the ‘FRS’ abbreviated

. Click onto one of the Folders

e Click onto the Open icon

name e.g. ‘BEDS_’, ‘MSB_’ etc...

A list of published (in blue) and un-published (in black) - pre setup queries will appear

. Click onto a ‘Query’

=101 x|

ALL_JDES
ALTERATION_HOTICES_FSR3

. Click onto the ‘Publish’ icon

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE

=10
NN
Accassble Content
SokanaLs £
SICKAMALE

SICKAMAL'YSIS [Published ax Sickness Analyis in Perionnel. Staff Management]
SICKNESS
SICKNESS_2059

Dy Treesds i Sickness, $1ait Managen
A5 in Perionnel. Sickress. Staff Mar

SICKMESS_MONTHLY
SICKNESS_MONTHLY
SICKMESS_WONTHLY

PRDGAESSION_STEP
QD1 Published 86 SxcknssiAbsance hom Duty Alots Dook in Sickness. S1alt b

SICKNESS_GR3

SICKMESS_QUERT

SICKMESS_ROTA_THENDS (Pubihed a1 Sick 2 Treevts in Sickness, Stall Manag
4 _TAENDS_DETAIL iPublished a1 Sickness Rota Trends Detaled in Sick

Publish...

SICK_ANAL'YSES_FRA [Fubliheet at HRF Sickrss in Sackrmss, St Mansgersers] |
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The ‘Publish List” window will appear

Publish List

List being registeredt | SICKNESS_GENERIC (I oK d In ‘Publish this list as’ box enter a ‘Name’
Publizh this list as: ISiEknEss MEW 2053 Eangl Of the query
Desoriptinn of st Sickness NEW 2059 = L. . .
~ . In ‘Description of list’ box enter a brief
H _—
; ‘Description’ of the query
Publication library: Occupational Health (] d
Pays O = e In the ‘Publication library’ box tick into the
Personnel ~
Reecniment O = checkbox of the ‘Libraries’ you want this
Database column name To be published as
ue to appear
PP_SEQ [T Wisible [ Popup |n/a = a ry pp
FFib_SEQ I Wisble [ Popup [n/a - . In the ‘To be Published As’ column - Enter
STSEQ [T Wisible [T Popup | nia - . . .
SURMNAME_IMITIALS Surname W Visible op-up | h/a - the Fleld Name (brIEf trans'atlon Of the
SERVICE_NUMBER Service Mumber !\ ¥ Visible [T Popup | nfa - column name)
GEMDER Gernder [ visible [T Popup | nia - . . - .
Nillilber A W Vibe T fow e = e Tick into the Visible box of the fields you
ETHGRPCODE o I vistle® T Popup | s - want to be in the Query
ETHGRPNAME [ visille [T Popup [n/a -
ETHCODE [ visible [T Popup [nia -
e =

3 Garries lor bl Tene brtween job creat 13 Quevies fur st Tine between job creat

If you do not tick the ‘Visible’ check box the fields will not

appear in the Query — as shown -

m® Piocessing POST_CODE... ) . . ) )
A ‘Processing’ dialog box will appear counting the fields selected then

it will disappear

——

If no text is entered into the description box you may get a dialog box appear A Mo regitation desoriplon speciied

saying there is no description specified ok |

. Click onto the OK button

As you can see the query selected has changed from black text to blue

= with the path name where the query has been published.

et e, ke D el

QI P P
H Lnwen ogumstnd
g! Prscrrst

As you can see the ‘Query’ has been ‘Published’ into your ‘Library’
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Query Heading to Long

If the heading; like in this case is to long
=lolx|

erson has skill but has not attended course duis] | Queries., &
Publish List —
Eublish.. <5

. Go to ‘List Publisher’

. Click onto the folder the query is in PEHSUN_ MU BA | HAINING
PERSON_SKILL {Published as PERSOM_SKILL in Persannel
SkILL_NOT COURSE {Published as Pers
PERSON_SUBROLES

DOCOCA COHDCE |k

}
k

kill but has ot attended cours:

. Click onto the ‘Query’

. Click onto the ‘Publish’ icon @'
Publish...

In ‘Publish this list as’ box
publishList

. Enter a shorter name List being registered: |PEF|SDN_SKILL_NDT_EDUF|SE

Publizh thiz list as: | Hasz skill no show during ref date]

. Click onto the ‘OK’ button

[E] ADMIN's QueryBuster

Has skil no show during ref date =1 G
Publish List

As you can see the name of the query is now shorter

Elblsh

By repeating the above, you can insert as many queries; that are relevant to the Library, as you like.

Withdrawal Published Query form Library

10 List Publisher =10l x|
&

A |

To remove the query from your library

& S
Publish... | Withdraw

e Click onto the query

e  Click onto the ‘Withdrawal’ icon withdraw.

ALL_JOBS
ALTERATIOM_NOTICES_FSR3

P WARNING! Withdrawing a list will remove it from all of its publication libraries
\f/ and delete all associated stored queries.

A dialog box will appear asking you if you want to remove the query from

Do you still wish ta withdraw ALL_INSPECTION_DATA fram Di's Reporting our librar
Library? ‘es | Y Y

Please note if any ‘Saved Queries’ have been associated to the list being ‘Withdrawn’ they will be

deleted.
loix|

28 L] &

Auernbde Cortert.

. Click onto the ‘Yes’ button

As you can see the ‘Libraries’ that the query was posted to has been removed

form the ‘List Publisher’ and from the ‘Query Buster Library’.
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Query Busters

Running Queries [ Quary Haragar Wi

| QueryBuster. ..

List Publisher, ..
i Libraries. .
From the Global Navigator load the Query Manager menu. C' ranes :
atalogue Categaries. ..
Monitar.. .

Query Date Constrainks, ..

. Click onto Query Manager

User Defined Reporting 3
. Automati i 3
e  Click onto Query Buster CEENEeEE

System Help... Ctrl+F1
Menu Bar

(B ACMIN's QueryBuster =100

we____________ & =
_;i fudny = | 431
T i ¢ All of the Libraries that the current User/Post is authorised to view will

ﬂ DV Testrg q ; o
s —
E Prusoneel Brml|
E Sickness
ﬂl Traning

appear in the left window.

Kny
[ i

: T

|
| | By Legscy dura
lal1 L'J Q Mot

Before we continue lets take a look at what all these icons on the right of the window do

Cluenies. .. Eq To use the Queries, within the Libraries, that has been created.
Publizh... .@. To Publish a Query to a Library
Hiew list... §‘g The functionality is no longer appropriate
Mew catalogue.. % | Folder Referencing
Mevohot list.. % | The functionality is no longer appropriate
Configuration... &3 Allows you to amend the Catalogue

. o Categories within the Catalogue
Categaries. .. ﬁ | 9 9

Delete catalugue...%é Allows you to Delete the Catalogue

Kew
There is a ‘Key’ box in the bottom right hand corner to let you know what the pictures next to List
the Queries mean. % Catalogue

% Legacy data
& Haot list
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Query Window

] 2 iy Frecons Feel Dol 7‘
] Avdsbilty By Person

. Select a Library and the Queries will appear.

] coumse_ar
] Ecived and Mizsing
H) Fint_FERSOMNEL
[EH] Mo sl s s g et
[ Leaver opan anded sickne,

. Select a Query from the list L

:_hl Sickness
:_hl Training

. Click on Queries button. Queries...

E] Loy Tem Bickness Kagr

B Hew Catslopus ] it
=0 B P, Conses oot Drasications B Cotabongan
’7 ] Personned Quaifications | | Legecy data
LIJ § ekt
The Query for list Leaver will appear — as shown

=10l

Select: PRI EI Slatuslevata - ﬂﬁlglﬁlﬂl’_;lﬁl

Sunane | =l The *Query for list’ contains 3 windows

Servioe Number I

Location E

Rank Code E

Rank Mame a0 - . . . . .

Dare Joined servics 3 Window 1 — List of the available Fields within the Query.
Date Left 3 Window 2

Feasons for leaving 8

Leaving notes 100

Home address 100

s o Multiple values can be selected from this list.

Post Code 11

Gender 1 =

Rank type ﬂll 2| ?@.lg

Query columns: Query functions: Window 2 — Where the selected fields will be displayed
[5umame | [Equaita i === A = play

=
. Window 3 - Is where you can define the search
Window 3
=
pld|=]=] =] o & [ Aunaquey B |

4

[i+]] Queries for list Yehicle Jobs - {untitled)

y -0 %]
% o] s m] 5 |

él Status: | Private

Select: IVaIua of

By changing this dropdown, the status of the saved

Piivate . "
query will not automatically be saved. L S Eublc B
Minimum value of
Maximum value of
Awerage value of
By default this will select the Value Of the Fields, but e
there are other options: some examples to follow
Value Of Displays all details — most commonly used
Total Number Of Gives a count of the number of records
Sum Of Must be used against a number field — i.e. Sum of Total Hours
Minimum Value Of Minimum Value of a number
Maximum Value Of Maximum Value of a number
Average Value Of Must be used against a number field — i.e. gives you an average of hours worked
Addition Of Must be used against a number field
Distinct Count Of Count of the number of different values in selected field

When one of these functions is used, other than ‘Value Of’, then the rest of the ‘Value Of fields’ will be grouped together —

each combination of values will only appear once.
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The Public and Private dropdown shows the current status of the open Query.

Private = only the user who created the Query will be able to see the Query Shatus: Ip[ivate .|
Public = anyone can access the Query

The buttons at the top of this window have the following functions:

ﬁ? | Clears the existing Query and Report Criteria

@l Set up Saved Query as an Automatic Query

| %l Opens a Saved Query

| ﬂl Prompts for revision on an existing set of Data

Hl Saves the current Query (Shift + Click can be used to Save As — so as not to overwrite an open saved Query)

| | Enter a Reference Date Range

suect TR = | sunc [Froe =] .| 0] o) 48] @ @] 2|2
- - -
| Service Number n
Location 13
ek e "
Multiple values can be selected from this list by dragging the mouse Bt )
Peatons for leaving [}
across the fields or use the Ctrl key and click onto the selected fields. tf.:éfﬁ 1§
o oo n
Gender 1 b+
= "o |al=] wiEl o
Duery ok Query bunclions
. L . . [unane [Eauie i = ]
. Click to highlight multiple lines. Bl
=
bla|a]=| & | O [ Pnas & |

[EJ Queries for list Leavers - (untitled)

Select: | Valus of =

Once, at least one line has been selected from the above list.

G ving
Leaving notes

. Click onto the blue arrow button

= e e WA = TS 1 RS
Value of Sumame =
W alue of Iritials
'/ alue of Service Number
Value of Location
- . . . . alue of Aeasans for leaving
As you can see the two fields | have highlighted have moved to the right and will be  |vausauaen K
\alue of Duly
. . Value of Rank type.
returned in the column table. As shown (window two) *
|
NEEE
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The buttons in this section do the following:

- Move Up and Move Down — select a line from the included fields then use these buttons to change the

field order.

Remove Line

Amend Line

Clear List

o 2] 1% |»

Verifying a Query is Correctly Formed

First before you ‘Run the Query’ you can check to see if the Query is correctly formed

e Click onto the Thumbs Up button. i]
If the query is correctly formed the following message will P\ DueptestedOK tarn
appear: A’
oK |
If the query has errors an error message will appear. B
'E Thiz query is nat correctly formed. The internal enor code is -936
L]
oK

Reasons That A Query May Not Run Correctly.

1. Normally errors are caused when the where clause is not correctly formed — i.e. there are open brackets without

close brackets. Check that the where clause always reads:

expression
and/or
expression
and/or

expression

2. Functions may have been set incorrectly. For example a sum can only be performed on a number field. If a user
tries to sum any field other than a number then it will cause an error.

3. There are errors in the underlying query. [Save first if required] To test this, take out any fields that have been
selected and remove the where criteria. Then press the Thumbs Up button. If there is still an error then this
should be reported to SOPHTLOGIC.
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If the query is correctly formed then press the ‘Run Query’ button to execute the query.

e  Click onto the Run Query button
Run query B |

The outcome of the Query will appear — as shown

Let’s take a look at the top of this window and what

the buttons etc do...

The buttons on this window do the following:

E_l Close results window

@l Export to Excel. It is much better to use the export option from he brown clipboard to do this

|%| Prints the results

Print labels from the results in the list

Can be used to specify a title for the report

H Save results to database

Create html document (must save query first)
Open as html document (must save query first)

Print as html document (must save query first)

Export to .csv (comma separated values) text file

CDhBoEE>®

[l Query results for list Leavers - (untitled) =101 <]
||l 7 [ 0a| B |0l E \
¥ Specify report tile | Enter the Name of the Query I Tiisplai iecad sobng

. Select ‘Display Record Count’ to view the number of records returned.

This will show at the bottom of the window

TN jua|

| Tatal number of records: 225

. Select the ‘Specify Report Title’ check box to be able to enter a name for the report.

¥ Specity report fitle I Erter the Title of The Report Here
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This will be used when printing the report.

[eEr—"— oo '

| Bkt T o T Bt bosrs Faget

. Click onto the Print icon

&

As you can see the where the Heading would go in the Report

To Define the Query Further...

The bottom half of this window allows for the results to be restricted.
The buttons in this section do the following:

Adds an ‘And’ clause into the search criteria

Adds an ‘Or’ clause into the search criteria

K3
Or
[ | ] | Adds brackets to the search criteria

& | = Move Up and Move Down — select a line from the included fields then use these buttons to change the
field order
’ ‘ Increase and Decrease Indent
Remove Line
Cad
Amend Line
=

Clear List
o

The Query Columns drop down list will show all of the available fields.

Cuery columns: Query functions:

Sumame [Equalta o = [ The Query Functions dropdown gives the
Surname = = =] . . .
Initizls Hot equal ta following options to restrict data.
Service Number Greater than or equal to
Location Less than or equal to
Fank Code Eeainz with
Fiank Mame Ends with
Contains . .
Date Left Is emply e Choose a field to restrict the data
Reasons for leaving | £ hot ernphy
Leaving notes Croes not begin with
Home Address Droes not end with =l by_
“Watch —|D'oes not contain -
Dualyc g"_}]l Fun query Bz I
| |Post Code
Gend —
= Hz:ketLpe = gz
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As you can see | have chosen ‘Surname’ and ‘Begins With’

Cluerny columie: Cluery functions:

Surname _*I IBegins with v %‘

e  Click onto the blue arrow button Iél

The ‘Specify Query Line’ window will appear:

Specify query line

. o v |5 - ~ oK.
The Query Column — ‘Surname’ — and ‘Query Function — uery calumns: | Sumame | ok |
Quew functions: [Begns with =] Cancel
‘Equals To’ have already been entered. Field value q =]

N

[ -

[~ Execute as calculation

To change either of these boxes

. Click onto the Arrow and choose from the dropdown list

In the ‘Field Value’ box

. Enter your Field Value

The Field Value is basically were you asking the system a question — | want to know all ‘Surnames’ ‘Begins With’ the letter
‘S’ or ‘Smith’

. Click onto the OK button.

As you can see the ‘Surname Begins With ‘S’ has appeared in the Query window

Buery columns: Buery functions;

Sumname J IEegins with J él 0| (]
Surmame begins with 5 =] First before you ‘Run the Query’ you can check to see if the
\ Query is correctly formed
/ . Click onto the Thumbs Up button.
~ .
NREEER RSl |

(] Query tested 0K ta rn
LY

If the query is correctly formed the following message will appear:

. Click onto the Run Query button
Query Run query & |
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The Results for the Query will appear — as shown

ioix)
1= e A =11 =) I R
— 3

~ [ o

% Notice that the headings are the same to the last Query we did. The reason
for this is the query is still using the criteria that we selected from the fields

and moved them over to the results table.

=
EETeEe]
Now let’s breakdown the Query further
As you can see | have chosen ‘Location’ and ‘Contains’
Query colurnns: Query functions: \
ILDcatiDn _'I ICDntains _'I ===
e  Click onto the blue arrow button o
The Specify Query Line window will appear:
Query columns: | Locatian Cods =l
The Query Column — ‘Location Code’ — and ‘Query Function —  Guen functions| Conlains = Cancel
Field value: 1] =
‘Contains’ have already been entered. k
=
™ Execute as calculation
To change either of these boxes
. Click onto the Arrow and choose from the dropdown list
In the ‘Field Value’ box
. Enter your Field Value
Query columns: Query functions:
ILo:almnEude j IEunlalns d ElO| []]
The Field Value is basically were you asking the system a  [Sunsmsbegnerins =
Location Cads contairs N
question — 1 want to know all ‘Locations’ ‘Containing’ the \
letter ‘N’
E
—I—I—I—" af= _I_I?'-Q Q_I él Run query By
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And / OR

Use the And / Or buttons to breakdown your Query

AND = Surnames beginning with the letter ‘S’ AND ‘Location’ containing the letter ‘N’
OR = Surnames beginning with the letter ‘S’ ‘OR’ ‘Location’ containing the letter ‘N’

() = You would use the brackets if you are giving more than one option — For example

Year = 2007 (Year = 2007 AND Location = A)
OR OR
(Type = A AND Location = B) (X=Y AND A =B)

e Click onto the ‘AND’ (&) icon i, |

This has now been entered into the query

Query colurns: Query functions: As you can see the ‘AND’ has appeared at the
[Cocation Code =] [contains =1 él & | grl [ | ] . . .
T =] bottom of the list, you need it to be in between
Location Code contains M ) )
the two expressions. To do this
e Click onto the Arrow icon | ™ |
Guery colurnns: Guery functions: A . )
s you can see the ‘AND’ has moved up between

Location Code _'I IContains _'I él & | Or| [ ] | Yy p

Surname beging with 5 - the expressions.

Location Code containg M \

To make sure the query is set up correctly

e  Click onto the Thumbs up icon i]l

e  Click onto the Run Query icon Run query 2 |

[l Query results for list Leavers - (untitled) =10/ x|

)% S|4 7 || BlO S E|

PEp— - ommeodean AS YOU can see the Query has been broken down
(B Queries for list Leavers - (untiled) L . o
S o ol Pl Weich Fiota and 13 results — for all Surnames beginning with 'S
SEFTON T 1134 N Medical discharge due to hanassment or discrimination — [white Watch wholetime Shift ;I

SIMONS R 1608 N1 Ondinary refiement LD Light Duties . . P N

SYRATT DJ 1830 [\ Compusory / voluntary age refirement FAed Watch \Wholetime Shift AND are in the Location contalnlng N

SaLTER P 5375 N3 Medical reasans Green'watch whaletime Shift

SHELVEY oT 2748 N3 Medical cischarge for other reasans W

SWAFT M 1199 N4 c]

SLINGER: Fa 1744 NG Other reasans RedWatch Whaletime Shift

SUTCLIFFE SR 1828 N7 Other reasons. White Watch Wholetime Shift

SULLIWAN LS 2054 N7 Other reasons Retained Retained

SUGDEN 56 1183 N7 Medical discharge for other reasans Flesid Flesible Duty

SIMPRINS A E 1798 N7 Red'Watch w/holetime Shift . .

SULLIVAN J 6030 NTFR |Other reasons casual Casual Let’s take out the ‘AND’ and rep|ace it with ‘OR’

SUGDEN LS GOBE N7FR (Other reasons. casual Casual

Ll ;l_l
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To remove the ‘AND’

DQuery columrs: Dhissdy burctions:
[Cocation Code = [Cortaine e o o]
. . ) . . Suarianie with 5 -
. Click onto the ‘AND’ (highlighted)
Location Code contain: N \
e Click onto the ‘Remove Line’ icon f"l E
b [a[<[=] Hals] 2| _Aunaey @ |
The ‘AND’ should now be removed
. Now Click onto the ‘OR’ icon | Qr |
uery columns: Query functions:
[ Cocation =] [Cantains = g|o (]
Sumame begins with 5 =]
or
SEEEIEER DL Use the arrows to put the ‘OR’ in between the expressions —
as shown
E
DRSS T e ® |
To make sure the Query is set up correctly
e  Click onto the Thumbs up icon %f]l
. Click onto the Run Query icon Run query t" |
As you can see there are a lot more records within this query
™ Spachy mpont e | 7 Coaplay recoed count
ook ppesashataconcad S o z
r T A e - 1
e i e [ e reo As you can see the Query has been broken down and
N 54 213 |l dncharge ds s hamanserd in dicsmmration i [hletres Shit
B 221 Dy et Fod Wuch hletres Shit R R R (e
- = |I‘“::;“*""“"““" S ke 0 393 results — for all Surnames beginning with ‘S’ OR the
:;; [orer s ) e Ftio Sty Location containing ‘N’
o et et i e e
ENE o ==
H!:‘: ihwl\mh m«ﬁv
:;:(I :‘:\;\Bm 0 :"‘J'I'II.ID 100y
2063 o
E;.,: :;‘ut’ iNI:
" — A
= [ vitoy om et oot R
[Eoes i ket E I e b
E “ | ;‘::rf:; w\\»wn‘)-il
1733 ot Gowen 'Waich \Wihektrme Shit
Lo00 bl Pocr padomance [ sfcency aad ljx..n
CA | SR o

Once you have created your Query and you want to Save it...

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE PAGE: 54



Saving and Opening a Saved Query

By Saving a Query, the Field information and search criteria will be saved, and can then be restored using Open.

Within the Queries window

. Click onto the Save As icon

QuEriEs for list Leavers - {untitled) - Dlﬂ
Select: IVaIue of _'I |£| Status: | Private 'l {?'léi‘ii' &-l | | ¢ |<l|
Sumame 40;' Value of Sumame ;I
Initials E Value of Initials
Service Number 11 Walue of Service Number

| o

The Open and Save window are basically the same:

When saving...

. Enter a meaningful Description for the Query.

The open dialog box will not allow the user to type in this field.

All existing Queries would be shown in the list, and by selecting

one, the Description would be populated with the name of the

selected Saved Query.

Queries can be saved as Public or Private.

Ouery name:

[Di's Saved Query on Leavers - Suname Beginning with 5 - Lacation Contains N 0K
Query name |_OQuem status | Status Cancel
March 2004 Public Adthac A —

May 2004 Public Adhac PR
Duplicate

\ oo

Status.

Alets.
Heritars:

Tags

i _'l_I
Frivate -

Frivate -

e Everybody with access to the current Library will have access to Public Queries.

. If a Query is saved as Private, then only the current user can see this.

Click onto the arrow

. Specify the status before saving the Query.
The Query will be saved within this window
To View this Query

. Click onto the Library

. Open the Query you had open earlier

&

. Click onto the Queries icon

. Click onto the Open icon

SOPHTLOGIC — COMMERCIAL IN CONFIDENCE
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As you can see your Saved Query is within this window

Query name:

[Dfs Saved Query on Leavers - Sumame Beginning with & - Location Cortains N oK |
Ouey rame | Doty st Stotus I Eees) To change the status of a Query at a later date,
Di's Saved Buery on Leavers - Suname Beginning with § - Location C Public Ad-hoc = Dl
March 2004 Puslic Adhac —I*e i
May 2004 Public Ad-hoc Duplicate
Rename
Status.
dlets.. . Bring up the Open dialog,
Wlonitors
Tags.
[l | ;l_l
Duery status:
[Public =

Delete, Duplicate, Rename a Saved Query

ol
. Go to the Open or Save dialog ﬁ H

Guery hame:

|Di‘s Saved Query on Leavers - Sumame Beginning with 5 - Location Contains N

. Highlight the Saved Query

oK I

Query name Guery status | Status

Cancel

Di's & Juery ot L : - Syrname Beginning with § - Location £ Public
March 2nn : H Public Adrhoc %
May 2004 Public Adhoc Duplicate
. Click onto the Delete button Dielete
e Duplicate button will prompt for a name for the new Saved Query Duplicate
. Rename button allows a Saved Query to be renamed without the need to Open and Save As.
Bename
The Status button allows you to change the Query from Private to |
Public. ] €} | The statug of this query will be changed from Private to Public. Do pou wizh to
Status... \f/ continue?

. Click onto the Yes button

You may get a dialog box up saying that you did not create the

Query so you can not change its Status

. Click on to the OK button
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Automatic Queries

Setting-Up Automatic Queries

Scheduling queries allows a user to set up queries to be run at regular intervals. When a person logs in to pharOS they
will be prompted with any outstanding ‘Automatic Queries’. Once an ‘Automatic Query’ has been run the results are then

stored in the database and can be compared to other results of the same query run previously.

10 Queries for list IRMP 09 - England - F52 - (untitled) - [oix]
In order to do this there must be a ‘Saved Query’. St [l o] 2 s [P A= = eI
Job Type Rietum Co 22 a| |Value of Job Type Retum Co =]
FSEC Group 1 Value of FSEC Group
Inspection Complete Date El 'Value of Inspection Complete D ate
Building Reg Count n [\alue of Building Fieq Count
Building Reg Hours 1 VValue of Care Standards Count
Care Standards Count 11 Value of Education Count
3 H Care Standards Hours 1 Value of Housing Court
° Open the Saved query to be added to the AUtomatIC Education Count " Value of Licensing Count
Education Hours 11 Value of OFSTED Count
H 1 Howsing Count 1 VValue of Other Count
Querles - Housing Hours 11 "Value of Other FSO Events Count
Licensing Court 1 Value of Self &ssessments Count
Licensing Hours "
OFSTED Count 11
DOFSTED Hours 1" |
Other Caunt 11
I S T
Query colurns: Query functions:
e Click on the ‘Grid’ button FSEC Group = [Begiswitn i 1= S =
Job Type Retum Co begins with BRG =
&
FSEC Group begins with F
b [q]=]~] =] o | _Aunouey & |

This will open the ‘Schedule for Automatic Query Applications’ window

e Enter in a ‘Base Date’ i.e. date from which query

Schedule for automatic query BRG Job Type for FSEC G 2 x|
is to start from
— Base date / time — Dwnership
Date: I 0107 2010 00:00:00 W Automatic query owned by user
Time: 500 |ADM|N e Enter in desired ‘Time’ for the query to be run
e.g. 09:00
Frequency: I 8 &+ Days Adrmiristrative unit: g
ranth
& .-’-‘n..bsence Fonitoring -
Next Date: [ F:;: E:&?}'}S e Enter in ‘Frequency’ of query whether it is in
. HFRA
~ Last defered date / time HE Support days or months
Date: I Information Technology
Mace ] LI
Time: | Mneratinnal Planninn e Click ‘OK’ to ‘Save Automatic Scheduling of

Query’

Ok I Caticel |

For example: If you wish the query to run starting from the beginning of the year, with a frequency of every 8 days at
09.00, the ‘Base Date’ would be set at 08 12 2009, the frequency 8 with corresponding ‘Days’ radio button selected to
‘Days’ and time specified as 09.00
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For the query to take affect

e Log out

. Login

. Choose the ‘Office/Department’ the Query was saved under

The ‘Automatic Queries Scheduled for Today’ window will appear

[Automatic queries scheduled for Eoday.

Private automatic qusriss:

o Query name Base date | Bate time | Last modied by Def [ Can[ Exe | Deferred date/time
Running | Sumame - 5 Location 103 06 2008|1320 |ADMIN Clr| W =

As you can see the ‘Scheduled Query’ is in the reminder

window

L s

Automatic queries owned by Admin
Status Query name: Base date | Base time | Last modified by Def | Can| Exs Deferred date-time

i 'n

Bbort Next > >
Deferred
. . . Automatic queries scheduled for today...
This option will Defer the Query to a
different date Private automatic queries:
Statuz Guery name Base date | Base time | Last modified by Def | Can Deferred datestime
Defered  |Sumame - S Location - MO3 06 2008 1320 |ADMIN |7 |

Cancelled
Automatic queries scheduled for today...
This Option will Cancel the Query Private automatic queries:
Statug Guery name Base date | Base time | Last modified by Def [ Can| Exe Deferred datetime
Cancelled [Suname -5 Location -W 03062008 1320 [ADMIN | = & _;|
Running
Automatic queries scheduled for today...
This option will Run the Query Private automatic queries:
Statug Query name Base date | Base time | Last modified by Def [ Can | Exe Deferred datetime
Rurning  |Surname -5 Location - O3 06 2008|1320 [ADMIN | | _;I
To run the Query
e  Click onto the Next button Mest s
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o EE A dialog box will appear saying Executing Query

Canicel

-1
[orraine 'd
i
Very quickly the Query will flash onto the screen then disappear :
Ll ‘ ud
To Retrieving Results of Automatic Queries go to page
If you don’t want the Query to Run
e Click onto the ‘Abort’ button &l
Austomatic queries schedualed lor taday...
o
| Guyrare | | Ll mirdbend by Dl | Can [ Ese
Hurnreg  [Suname 5 Locaton G 0E 2008| 1320 [ADMMN CIClF =
The ‘Automatic Queries Scheduled for Today’ window will close " 1
Auotrutic e seredd by Adin
Siaut Doy rore Ratn datn | R tiws | L Dl | Con| Eon
=]
Lo o
Abert Med > 3

Notice the heading has changed on your saved (automatic) query from <untitled> to <automatic> This allows the user to

know if the query has been setup as a to be automatically run

1) Queries for list IRMP 09 - England - F52 - BRG Job Type for FSEC Group F (untitled) ™ [=1E3
Select: IVaIue of _'I él Status: IF‘rivate - ﬁ?v @ Ml Hl | % |Q§|
Job Type Retun Co E#] 10) Queries for list IRMP 09 - England - FS2 - BRG Job Type for FSEC Group F <automatic o =] 3]
FSEC Group

Ingpection Complete Date

_vI ;ﬁ Status: | Private 'I ﬂal

Job Type Retun Co 22 -
FSEC Group 11

Inznectinn Camnlete D ate 9

9| Select: IVaIua of

LI 1V RSy
“/alue of Job Tupe Retun Co ;I
“alue of FSEC Group

Wale nf Insnertinn Camnlets Date
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Retrieving Automatic Queries

To check the Queries that was Automatically Scheduled for Today

Query Manager Fire Safety  Window

CueryBuster. ..

List Publisher. ..
Libraries. ..
Catalogue Categories. ..

e Scroll down to ‘Automatic Queries’ Mariter. .

‘ ) 5 Query Date Constraints...
e Check ‘Today’s Schedule

e Click onto ‘Query Manager’

User Defined Reporting 3

=]

System Help... Chrl+FL Open Schedule
Meru Bar Cpen Browser

Submit Wand Sentinel

System Help. .. Chrl+FL
If no queries are due to be run for that day, no window will display. Menu Bar

If queries do exist:

Automatic queries scheduled for today...

Private automatic queries

St Guery name Base dale | Basetime | Last modiied by
Running  |availabity_tel_dete’  |05042005 11.00 |SOPHT_STATS
Running | Automatic Queries 31102008| 0314 |SOPHT_STATS

Rurring | Current Persornel Pasts -| 31 10 2006|0915 |SOPHT_STATS
Rurning | Di's Saved Query on Leay 07 022008 16:45  |SOPHT_STATS

o
o
o
2
m

Deferred date/time.

Z As you can see the query we have just created is now in the

oooo
oooo
R AR

‘Scheduled for Today’ list

L o

Automatic queries owned by FP:
Status Quiery name Base date | Bace time | Last modified by Def | Can| Eve Defermed date.time

e Click ‘Next’ to run any query listed

K1l _>|'I

Other wise close this window and go to ‘Retrieving Results of Automatic Queries’
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Retrieving Results of Automatic Queries

To see the results of the query that has just Ran | Query Manager  Fire Safely Window

QueryBuster...

List Publisher ...
Libraries...

Catalogue Categories. .,
Morikar ...

Query Date Constraints, ..

e Click onto ‘Query Manager’

. Scroll down to ‘Automatic Queries’ User Defined Reporting »
1 Check Today's Schedule

e Click onto ‘Open Browser’
System Help. .. Ctrl+F1 ©Open Schedule

Mernu Bar

Submit Wand Sentinel

System Help... Chrl4F1
Menu Ear
chedule browser 2| ol x|
Window
A
2 Automalic queries (private] =~ P Puopeties
(L) “availabiity ref date’
A e P P Aot Nere This window can also be accessed from within the published query
Created:
{0 Test Automatic Queriss ) L . )
8] Pivete non-automati esul sets o awten view by clicking on the Binoculars icon.
Scheduled by
Base date:
Frequency:
Result set:

Last executed.
finished:

- Rows fetched
4 »

2] =10l ]
Window
B u
e Select query by clicking on the ‘+’ and any results of query éuj""::"':’:m‘” =] 5 opene |
. . 1AL Cunent Parscnnel Pasts - Autnnatic C .... e T
run will be listed. e pre o G g
3] Cument Paesonesl Pots - Automatic [ Desciiptert
;JJ E::: ::::m::::[ Owrer: SOPHT_STATS
. . 3] Cument Paesonesl Pots - Automatic | Tl A
e Select results to be printed to screen and click on the 5] Cumert Pessorwe Poats - st Dasedus: 31102006 000000
) Curerd Persorms Fosts - Automatis { :""‘""' tﬁd:‘;l
floppy disk icon with a red arrow. ﬁt“:’:i:":'ﬂﬁn::{ Er ey
4] Cure Pessonvl Pt - Aoaaic e $$m:$$
i _';I Flows ket 2052

Results will now print to screen and can be printed to printer, saved

or exported to excel.

FERERRRNEE
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Reference Date Functionality

A number of queries use this functionality to allow a ‘Date Range’ to be entered — then only records between the set dates

will be returned.

-5 Location - N <sutamatic =101 x|
. . Saleck: [Vabue of =l | Stawe: [ Prosie = 2 [k L0 1] el Y
Within the query window BT | T.I_(. e 'JEJ_I_M_I_I_J
It (] Ve of Indigly
| Sarvace Nunbe: " Walue of Service Number
| Location 6 Vialue of Locabon
[Rark. Code 1 Walue of lank Code
[Rark. Name N Vaue of Rark Name
Date Joirwed servace 9 Value of Date Joined service
Dte Lait 9 Walue of Date Leit
. . Fmaors for b 7] Vishom o Flmtions lix b
e Click onto the ‘1’ icon Lo o 10 fusectLommarae
Home Addess 100 Value of Home Addess
Watch B4 Vakue of Walch
Duey (2] Walue of Duty
[Fost Coxde n
Gendar 1 ;I
Rk e N lal=leE] &
cokung furctiond:
[Sumame =] [eassite e s x ]
Suname begra vwath 5 =
| ared
Locatbon begns rath N
The ‘Reference Date’ window will appear: 5
DB O [Fnam @ |
Enter Date Range
Date From: |01 01 2008 00:00 Date To [ 04 05 2008 D000 e  Enter the ‘Date Range’
Cancel |

Queries that use the ‘Reference Date’ functionality generally have some note of it in the name of the

Query > ie ‘Current Postings Ref Date’.

The ‘Reference Date’ is set on a per user basis and is stored in the central database — so it will be stored for a user

regardless of which machine they use to log in from.
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