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1.1.1 Simply Personnel

1.1.1.1 Simply Answers

2. About This Document

This document provides an overview on how to use the new Simply Answers Query Tool for Simply Personnel.

If at any time you need help or just need some questions answered please use our on-line helpdesk at www.simplypersonnel.co.uk you will find comprehensive articles and an option to open a support ticket.

Thank you

The Simply Personnel Team

3. 1. Introduction

The new version of Simply Answers has been enhanced significantly to make it easier to query data from the Simply Personnel system in the most flexible way

New features include

· Enhanced security

· Automatic ability to export data to Excel

· The ability to query training and recruitment data

· The ability to total, sum and average values

· The option to group by and group within

· You can now print your queries

· The option to load queries from a database or the internet

· The option of including job and salary history

· Including or excluding leavers

· Automated reports

· Creating Charts

4. 2. Security

Simply Answers incorporates the Simply Personnel security. Simply Personnel will check:

1. That the user you have logged in as can see employees in other departments and locations.

2. The user you have logged in as has a higher security level than the employee you are viewing

3. The profile of the user you are logged in as allows the salary value to be viewed.

Simply Answers will ignore all employees who cannot be seen and show a “0” value for the salary if the salary value cannot be viewed.

Simply Answers checks the current job record to determine the department and location the employee is in, if a current job record (a job record without an end date) cannot be found then Simply Answers will ignore the employee record.

On the work tab of each employee enter the existing payroll number in Sage that this employee belongs to and select the payroll company, for those organisations running just one payroll this will be Main.

5. 3. A Simple Query

Simply Answers is divided into three sections, the first is a tree of fields that can be queried, the second is the results grid and the third is a display containing the Structured Query Language to be used for the query.

You have the option of including or excluding, leavers, job and salary history and the option of including missing information from the data base into the query using the query options dropdown and using the options available.

To start your query click on the “+” sign to open the tree and then double click on the field you require, in this example click on the “+” next to Employee and then double click on the Surname field. You will see the Surname field added into the section labelled “SQL to be used for this query:

Now press the “Run Query” button on the toolbar. You will see the results of your query.

You could now choose to add more fields by double clicking on another field in this case double click on the Firstname field and then run the query again.

To start a new fresh query click on the “New Query” button this will clear the results and SQL sections ready for you to select new fields.

At this stage you can also choose to print the results or export them to Excel.

6. 4. Grouping and Sorting

You can group and sort queries easily within Simply Answers.

Let’s try a simple example:

1. Click on New Query to start a new query

2. Select Surname, Firstname and Gender and then press “Run Query” on the toolbar

3. In the results section drag the Gender column header to the group by section labelled “Drag a column header here to group by that column”. 

You will now see that the results change to group employees by gender. A handy count of male and female employees is provided.

To un-group simply drag the Gender button off the group by section, this will return your query back to normal view.

To sort any column, click on the column header this will change the sort order. You can sort multiple columns by holding the shift key while you select columns.

7. 5. Totals and Counts

Any column within Simply Answers can have a basic total applied.

Let’s use the following example

1. Click on New Query to start a new query

2. Double click to select Surname, Firstname and Gender.

3. Now open up the Pay Details field by pressing the “+” next to Pay Details

4. Select Pay

5. Run the query

You will see the results returned. At this stage you may see Pay values shown more than once for the same employee, don’t be concerned because the query is returning current and historic salary values.

Click on the Formula symbol on the pay column, it looks an “E” and select the option to see the Average, Maximum, Minimum and Sum.

When you press OK you may need to scroll to the bottom of the query and increase the size of the Pay column to see the values returned.

In the results section drag the Gender column to the group by section labelled “Drag a column header here to group by that column”.  You will now see the same values shown within the Gender Group.

To un-group simply drag the Gender button off the group by section, this will return your query back to normal view.

8. 6. Filtering

Filtering

You can quickly filter any of the results by selecting the filter option on any of the columns.

Let’s use the following example

1. Click on New Query to start a new query

2. Double click to select Surname, Firstname and Gender.

3. Run the query

4. Select the filter option on the Gender column (it looks like a funnel) and then select Female you will see the results filtered to only female employees. The filter will go blue to indicate it is set.

5. Click on the filter again and select (All) to show all the results

Advanced filtering options are available by selecting (Custom) when using the filter tool.

7. Charts

The best way to illustrate charting functionality is by using an example. The example will use the query given below and will use the employee absence and department information and is designed for use with SQL Server.
SELECT 

· Employee – Firstname

· Employee – Surname 

· Employee Jobs – Department

· Absence Details – Date from

· Absence Details – Date To

· Absence Details – Number of Days Absence

· Absence Details – Reason for Absence

Or you can use the SQL query below and copy and paste into Simply Answers SQL Area.

Employee.Empid, Employee.surname as "Surname",Employee.Firstname as "Firstname",EmployeeJobs.Department as "Department",EmployeeAbsence.datefrom as "Date Absent From",EmployeeAbsence.dateto as "Date Absent To",EmployeeAbsence.noofdays as "No of Days Absent",EmployeeAbsence.absreason as "Reason For Absence" FROM ((EMPLOYEE  INNER JOIN EMPLOYEEJOBS ON Employee.empid = EmployeeJobs.empid) INNER JOIN EMPLOYEEABSENCE ON Employee.empid = EmployeeAbsence.empid)  WHERE (EmployeeJobs.DateTo IS NULL or EmployeeJobs.DateTo >= GetDate())
9. Charts

9.1 Running the Query

Copy and paste the example query text into the SQL box at the bottom of Simply Answers and click on the Run Query button at the top left of the screen to display the results in the grid. 

9.2 Basic Chart

After the results have been displayed in the grid, click on the Chart button on the toolbar at the top of the screen.
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Set the following options:

Type:
Pie Chart

Labels:
Reason for Absence

Values:
No of Days Absent
Next to the No of Days Absent, select Sum from the drop down list then click on the Show Chart button. You will be shown a pie chart that shows the total number of days absent separated into each absence reason. Moving the mouse cursor over each section of the chart will display a tool tip with the actual number of days.
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Chart Types

The chart types available are:

· Bar Chart

· Column Chart

· Line Chart

· Pie Chart

Labels

The labels available to select from will be the information that you have selected as your query. These labels determine how the chart calculates its values. In the example you will see that the Reason for Absence has been selected and the reasons appear in the key below the chart. Each section of the chart will be one of the absence reasons.

If you select a date field as a label, the drop down list next to it will be enabled and you can select one of the following options:

· Day

· Day of Week

· Month

· Year

These options will allow you to display charts where you can see, for example, how many absences you have had on each day of the week, or how many absences you have had each month or year.

Copy chart to clipboard to use in Word, Excel, etc

This button will copy an image of the chart to the clipboard. This image can then be pasted into another application, such as Word, Excel or Microsoft Paint.

View Data

Clicking on this button will display the screen below that displays the labels along with their associated values.
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