Query Viewer

Reports

Reports LHAWA™

Lesson Scenario

In this lesson, you will learn how to use Query Viewer to
run predefined reports in HIP Time and Leave.

Select ‘Next’ to continue.

Lesson Scenario

In this lesson, you will learn how to use Query Viewer to run predefined reports in
HIP Time and Leave.
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i* Employee Seli-Service |

Bensficiary Designation Tax Withhelding Viaar IALINAL 3~ Farme
s 00 Click the NavBar icon.
Jl : A= ——
= B

Time

Last Pay Date 03/20/2020

Personal Details Classic Home

Click the NavBar icon.
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Click the Navigation icon.
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MavBar: Navigator

Usage Monitoring

Change My Password

My Preferences

My System Profile

My Dictionary

My Feeds

Click the Reporting Tools link.
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MavBar: Navigator

2  Reporting Tools "

Recenl Places | Composite Query >

Bl Publisher

Pivot Grid 3

Reporting Console

Search Reports

Report Manager

Issues Log

Click the Query link.
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Click the Query Viewer.

NavBar: Navigator

L] | Query

(]

Recent Places Qumry Vieveer

Schedule Query
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New Window | Help Personalize Page E|
Query Viewer

Enter any nlormation you have and click Search. Leave elds blank for a kst of all values

"D by Queery Name e Degis with

Search Autvainded)

Query Viewer enables you to run standard or predefined
reports in HIP Time and Leave.

Start by searching for the query by name.

Type “HIP”, then press “Tab”

Query Viewer enables you to run standard or predefined reports in HIP Time

and Leave.

Start by searching for the query by name. The list of queries returned may be
different based on the security role you are assigned, a list of queries is available

at https://ags.hawaii.gov/hip/tl-reports-and-queries/
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Employee Self-Service Query Viewer Sign Out

O]

New Window | Help | Personalize Page

Query Viewer

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

*Search By Query Name v

Search Advanced Search

begins with HIP

Click the Search button.
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Favorites ¥ Main Menu ~ Employee Self-Service Query Viewer B # Home | SignOut

SELHAWAII™ N )

New Window | Help | Personalize Page

Query Viewer

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

*Search By 5 1P
To view the results of the reports, choose one of the

foll formats to run the query:

®* Runto HTML
®  Run to Excel
*  Runto XML

Search Results

*Folder View Select ‘Next’ to continue.
Query
B Q 180f8 »

Query Name Description Owner  Folder ﬁ%}lll_o E::getio im'l-lo Schedule Definitional Reference:
HIP_TL_COMP_BAL_BY_EE Comp Time Bal for All EE Public HTML | Excel XML Schedule Lockup References
HIP_TL_CRNT_DELEGATIONS Current Delegations Query Public HTML | Excel XML Schedule Lookup References
HIP_TL_EE_APPRVD_LV_BY_DAY Approved Employee Leave by day Public HTML | Excel XML Schedule Lockup References
HIP_TL_GREATER_THAN_300_VAC EE Vacation Bal >= 300 Hours Public HTML  Excel XML Schedule Loockup References
HIP_TL_GREATER_THAN_600_VAC EE Vacation Bal == 600 Hours Public HTML | Excel XML Schedule Lockup References
HIP_TL_LESS_THAN_40_SCK_VAC EE < 40 Hours Sick or Vacation Public HTML | Excel XML Schedule Lookup References
HIP_TL_LWOP_IN_ABS_MGMT LWOP in Absence Management Public HTML | Excel XML Schedule Lookup References
HIP_TL_OT_NO_MEALS Overtime Reported without Meal Public HTML | Excel XML Schedule Loockup References

To view the results of the reports, choose one of the following formats to run the
query:

¢ Run to HTML
e Run to Excel
« Run to XML
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Employee Self-Service Query Viewer [

Query Viewer

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

*Search By Query Name

Search Results

*Folder View - All Folders —

Query
5 Q

Query Name

HIP_TL COMP BAL BY EE
HIP_TL_CRNT_DELEGATIONS
HIP_TL_EE APPRVD LV _BY DAY
HIP_TL_GREATER_THAN_300_VAC
HIP_TL_GREATER THAN_B00 VAC
HIP_TL LESS THAN 40 SCK VAC
HIP. TL_LWOP_IN_ABS_MGMT

HIP_TL_OT_NO_MEALS

v

begins with

Advanced Search

Description

Comp Time Bal for All EE

Current Delegations Query

Approved Employee Leave by day

EE Vacation Bal >= 300 Hours.

EE Vacation Bal >= 600 Hours

EE < 40 Hours Sick or Vacation

LWOP in Absence Management

Overtime Reported without Meal

Click the “Excel” link.

HIP

Owner

Public

Public

Public

Public

Public

Public

Public

Public

Run to
Folder HTML

HTML

HTML

HTML

HTML

HTML

Run to
Excel

Excel

Excel

Excel

Excel

Excel

Runto
XML

XML

XML

XML

XML

XML

New Window |

Schedule

Schedule

Schedule

Schedule

Schedule

Schedule

4 Home | SignOut

AddTo ~ @

NavBar

Help | Personalize Page

1-8of8

Definitional References

Lookup References

Lockup References

Lockup References

Lockup References

ookup References

jokup References

jokup References

Lookup References
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Favoriles ~ Muin Mam = > Repofing Tools v > Query ™ > Giery Viewsd (B * Homea | Sign Out
- [ s Errrrn s - (

H: Hﬁ'tlluh'll'j‘ | ar F::." | AddTo = ?' l\.E)

Q L ¥ Hatricabion Meviar
New Window | Help | Personalize Page | &

Query Viewer

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

*Search By Cluery Name ] begins with HIP_TL REFORTS TO VACANT

Saarch Advanced Search

Search Results
The download box appears to enable you to open or

save the query results.

“Felder Vi

Query

5 Q

. Runte Runte Runte
Query Name Description Owner  Folder HTML  Excel XML Sched
HIP_TL_REPORTS TO_VACANT TL EC Reporting to Vacant Pasn Public HTML  Sicef XML Sched
Click the ‘Open’ button.
Do you want to open or save HIP_TL_REPORTS_TO_VACANT_13879375353.xks (35,5 KE) from hphsT2 hip-hawall.gow?
COpen [T Sawe | T Cancel
€< >

The download box appears to enable you to open or save the query results.

Click the ‘Open’ button.
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AutoSave i'_‘.ﬂl_':l I_'_:” = HIF_TL REPOHTS TO WaCAMNT 1387937553.xls - Protected Vi =
File Home Insert Page Layout Formulas Data Review Viewr H
|\‘i;| PROTECTED VIEW Be carsful—files from the Internet can contsin vinuses, Unless you need to edit, | x
Click the 'X' to close the Excel page.
A il e TLEE Reporting to Vacant Posn N
A B G (i) E -
1 [TLEE Reporting 1|_103
2 [Empl 1D [[Red [ Naame: |Dept 1D | Dz Desscription
3 0 0028 ACCOLNing & Geneial Semces
4 1] 3100149 HHLHmztdSvesDivlolokaiDisOf
5 1] 510004 AGS/ASOBudget & Fiscal Sif
& 1] 510004 AGS/AS0Budget & Fiscal Stf
T 1] 510004 AGSAE0Budget & Fiscal St
8 1] 510004 AGSAE0Budget & Fiscal St
9 1] 510004 ADSAE0Budget & Fiscal Stf
10 1] 510008 AGSPeraCfc
1 1] 510008 AGSPeraCfc
12 1] 510018 AGSPubMksOvPing Br
13 1] 510018 AGSPubMrksDv/Pling Br
14 1] 510019 AGSPubWks v/ StatewideCIF S
15 1] 510019 AGSPubWksDw'StatewideCIF S
16 0 510019 AGSPubWksDw'StatewideCIF S0
7 0 L1003z AGSAzctngDie UniformAcc&Hept
16 1 510032 AGSACctngDe Uniformacc&Hapt
19 0 S10032 AGSAzcingUne UniformAcciHept
20 0 S10032 AGSAzcingUre Uniformacc&Hapt
21 0 510036 AGSAzctngDe Pre Audil Br
2 0 510036 AGSAzctngDPre Audil Bi
23 1] 510036 AGSAzctngDiePre Audil B
24 0 510036 AGSAcctngDivPre Audit S
25 [i] 510036 AGSAcctngDivPre Audit Br
26 0 510040 AGSAcctngDivSystems Acent B
7 0 510040 AGSAcctngDivSystems Acent B
b ] 1] 510050 AGS/CEDBIdg Mgt Lt A
25 1] 510050 AGSCEDBIdg Mot Ut A
30 1] 510050 AGSCEDBIdg Mot Ut A
| OMTRISL N am.lnanna ™ | S10050 ACSENRIdn et 15 & had
| zheetl i 3

Ready B [ - | + T

£ >

Click the "X’ to close the Excel page.
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Favoriles Main Mermu = » Emplryes Seii-Senvice ¥ Query Viewsr B #& Homa | Sign Ot
- [ s T (

H: Hﬁ'tlluh'll'j‘ | ar F::." | AddTo = ?' l\.E)

Q L . Hatricabion Meviar
New Window | Help | Personalize Page | &

Query Viewer

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

"Search Hy Cuery Mame ﬂ begins wath HIP_TL REPORTS TO WACANT
Saarch Advanced Search
Search Results
' N

Note: Based on the browser you may receive a
“Folder Vie ‘pop-up’ blocker. Click the ‘Allow once’ to allow the
report to run to your desktop.

Query
5 Q Select ‘Next’ to continue.
Query Name “ - lm}lﬂf E:::l:' :;T_w Sched
HIP_TL_REPORTS_TO WACANT TL EE Reporting to Wacant Pasn Public Excel *ML Sched
ntemet Explorer blocked 2 pop-up from *hip.hawadl.gow, Allow once | Options for this site =
£ >

Note: Based on the browser you may receive a ‘pop-up’ blocker. Click the
‘Allow once’ to allow the report to run to your desktop.
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ol HAWA e

Congratulations!

You’ve successfully completed
this lesson.

Select ‘Next’ to continue.

Congratulations!

You've successfully completed this lesson.

End
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