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Introduction

WBS allow you to organise employee records into distinct groups within a database. Grouping employees allows you to
work faster and more efficiently with the database

For instance, you may have 300 employees in your current database but you only need to work with 10 of these
employees. By creating a group for these employees you exclude the extra 290 employees, making it easier to navigate

between relevant employee records on all sub screens.

Below are examples of instances where it may be necessary to create a group:-
e Sending a mail merge letter to a group of employees
e Archiving or transferring a number of employees
e  Globally updating employee records (e.g. allocating a bank holiday to a group of employees in the Holiday &

Absence screen)

Employees can be a member of more than one group. For instance, one employee may be a member of the New Starts

group and the Social Club group.

Topics

The topics covered in this ‘How To Guide’ are: -

e  Filtering a database from a pre-defined group (1.1)

e  Showing all employees (1.2)

e Viewing the groups an employee is a member of (1.3)
e Deleting Groups (1.4)

e  Modifying an existing group (1.5)

e Creating a new group (2.1)

e Using Groups in Reports (3.1)

Additional Notes:




1. Working with Existing Groups
&

1.1 To View Members Of A Group

Click on View (Menu bar)
2. Click on Select Group...

In the Select Group dialog box a list of available groups is displayed

Select Group x|

—Available Groups...

;I\/QK

Grouphlame

_.&rea Manager
CE0 P Hep

| Genops
HF —I
Howrly

ir

| Salary

|| Softweare LI

Click on the required group (in the case above, Administrators)
Click on OK

The members of that group will be filtered and displayed (Click on Personnel, Employee Details, List tab)

N o v B

The status bar,at the bottom of the screen, indicates the name of the group you selected and the number of
employees in that group

||Database: Demodata, User © A0MIN | Group ;. Accounts || |T|:|tal Emplovees : 4 | |_
I

Name of the |

Number of employees in

group selected that group

7Additional Notes:
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1.2 To View All Employees

When you select a group of employee, you will only have access to those employees in each sub screen. Follow the

instructions below to view all employees in the database.

1. Click on View (Menu bar)
2. Click on Show All Employees

The status bar will indicate that you are now viewing All Employees

|Database: Demodata, User ;. ADMIR | All Emplovees | Total Emplovees © 62

1.3 Viewing an Employee Group Membership

Open the Employee Details (Master Details) Screen
Navigate to an employee

Click on View (Menu bar)

Click on Group Membership...

v W

A screen similar to below will appear: -

Group Membership

Mr P Ryan iz a member of the following
Group(z]

[

' 0K ? Hep |

6. This is a list of groups to which this employee is a member
7. Click on OK to return to WBS



1.4 Deleting a Group

Groups which are not in use should be deleted on a regular basis. Groups are not dynamic (i.e. a group which is
filtered, on say the Department field, will not automatically add a new employee into the group, even if they match the
criteria the group is based on) and therefore outlive their usefulness in a relatively short period fo time.

1. Click on View (menu bar)
2. Click on Maintain Groups
3. Select a group from the Maintain Groups drop down list

x
Chooge to Maintain, Delete or Create a Group Select the group you want
to delete from this drop
_ down list
Maintain Group [ 5en0p: j Mew Group
Delete Group
Employess: Employees in Growp:
80071 - David shern - 50024 - Shane Bary

50023 - Robert Keane
B0047 - Mary Smith

B0037 - Jemy Barrett Ll
50029 - John Bamy

50115 - Joseph Buckley il
50017 - Erica Cogan

50046 - Graham Cole

50039 - Moel Calling Ll
50034 - Jason Conway

50030 - Brian Cronin il
B0052 - Thomas Cronin

50067 - Adam D awson

50054 - Connor Desmond _ ]
50017 - Miall Dezmand

50032 - Anne-Marie Doyle ™)

v x|

= ‘fes Mo |

@ Are ol sure you want ko Delete this Group *

4. Click on Delete Group button
Click on Yes

Note:
This will not delete employees from the database, rather deletes the group that these employees were members of

Additional Notes:
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1.5 Modifying an Existing Group

Employees may be removed or added to a group at any time. Follow the instructions below to alter the composition of

any group: -

1. Click on View (Menu bar)

Click on Maintain Groups

3. Select a group from the Maintain Group drop down list

x
Choose to Maintain, Delete or Create a Group
Maitsn Growp TR <] liew Group
Delete Group
Employees: Employees in Group:
50071 - David Ahermn - A0024 - Shane Barry
A0037 - Jery Barrett > | A0034 - Jazon Corway
B0029 - John Bary B0030 - Brian Cranin
50115 - Jozeph Buckley vy | B0052 - Thormas Cronin
B0017 - Erica Cogan AO032 - Anne-tarie Doyle
B0046 - Graham Cole B007T - Mary Doyle
a0039 - Moel Colline < | G000 - Gillian Greene
A00E1 - Adarn Dawson A00Z8 - Robert Keane
50054 - Connor Dezmond < | B0038 - Mary McSweeny
50011 - Miall Desmond 50110 - Majella Sheane
B0020 - Andrew Foreman B0041 - kMary Smith
A0076 - Russel Hanley A007E - william Sullivan
A0007 - Tony Haves
50053 - Jerrifer Healy T

o

Ok

?  Heb |

Employees who are
members of the ‘Hourly’

group

»

Under the Employees heading (left hand side), are employees who are not in the group

5. Under Employees in Group (right hand side), are employees who are members of this group (in this case the

*Hourly’ group)

o

Highlight the employee you want to move in or out of the group

7. Use the arrow buttons to move employees between the ‘Employees’ and ‘Employees in Group’ list

Move all employees into
the group

Move all employees out of
the group

-
—

>

>

Move an employee into
the group

Move an employee out
of the group

Note:

You can select multiple employees, using the left mouse button and the shift key
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2. Creating New Groups

=

2.1 Create a New Group of Employees

Creating new Group

WBS will allow you to create a group using filters/criteria specified on the Employee Details screen. For instance you can
create a group of employees who are in the Accounts department (i.e. filter employee records on the department field in
the Master Details screen).

|
1. Click on View (menu bar)
2. Click on Maintain Groups Selections
3. Click on the New Group button Please Select the employess vou wish to base this
Qroup o
4. The Group Wizard dialog box appears, click
on Next

. . (Al Employees

5. The Selections dialog box appears: - .

6. Click on the Filter by radio button (the

Filter Option becomes active)

Filter Dptiox |

7. Click on Filter Option button

Under the heading fields, select a field (in

? Help | < Back | Hest > Cancel

9. Under the heading field value, select key in a value (in the case below, Operations)

the case below, Division)

I x|
Fields Division
Contract Type - ald alu ;
Contribution Letter _I FDIE _E.' = J 0K
Cost Centre _| l perations Clear |
Currency UL . 2 =
Date of Eith S X Cancsl |
Date of Join £l
Diate of Leaving % Patial Match at Beginning
mm_  Partial Match &rywhere
Driving Licence [ Case Sensitive
dza -
EMail Address =l

&l By Vale

i~Field Orde

& Alphabetic  Logical Wiew Summary | HNew Search |

10. Click on OK. This will return you to the Selections dialog box.
11. Click on Next
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12. A dialog box (similar to below) will appear with a list of employees who matched the criteria specified in the

filter dia

log box above.

New Group - Step 3 of 4

Choose Members
Please select the emplaypees far this group

Hint:Right click ta delete peaple from the list

x|

Staffta | Faorenames | Surname

268 dohn
339 doe
393 Mary
E50 Majella
am Brian
Jz Julie:
475 Martina
303 Trisha
337 Maria

Ahemn

Ahern
Archer
Austin
Barry-Murphy
Bartan
Beausang
Bermy
Eroderick

&

7 Hep |

< Back | Hest »

| Cancel |

13.
14.
15.

Click on

Click on

Next

Finish

New Group - Step 4 of 4

-

Name

Please Select a Name for your Group

Key in a name for the group (in the case above, Operation 05/04)

x|

Hame: IDperatinns 05/04
7 Help | < Back | Finish Cancel
H

16. The Maintain Group dialog box appears: -

Listed on the left are employees
who are NOT in the group. Listed
on the right are employees who
are in the group. See section 1.5
above on how to modify existing
groups.

While running a Global Update,
archive, transfer, etc. use the
group name to select the

employees you want to work with.

Mainktain Group

Chooze to M aintain, Delete or Create a Group

Maintain Group |Dperatinn$ 05/04

Emplovees:

i [ T

Delete Group

Emplavees in Group;

001 - Mary Collins

002 - Aileen Firan

003 - Daniel Fitzgibbon
004 - Sean Fitzpatrick
005 - Denis Frost

006 - Alec Gihson

007 - John Hanbidge
005 - John Hope

003 - Thomas Johnston
010 - Joan Kenny

011 - Joery Koester
012 - Dawid Kirk

=

2>

L8

EEEE

269 - John Ahern

339 - Joe Ahern

393 - Mary Archer

B50 - Majella Austin

301 - Brian Barry-Murphy
32 - Julie Bartan

475 - Marting Beausang
303 - Trizh Berry

337 - Maria Broderick

\/QKl?ﬂelul
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3.1 Add Groups to a Report

It is possible to filter a report based on a group which you created in WBS. However, in order to do this, a groups table

3. Reporting on Groups of Empoyees

must be added to the report. Follow the steps below: -

Create/open the report you want to add the group to.

Step 1: Adding the Groups Table

1.
2.
3.

Click on the Define Search tab
Click on the Add Table button

A dialog box similar to below appears:

Add Tables i

Database

L=

&dd T able

%

IwmainDB LI

Tables

DEFALILTS -
DIsC _I
EDESTAR

EMERGEMC J
EmMPLOY

EXITIMT

FamiLy
FILES

GROLPS
GRPMAMES
IMAGES

INTASS
INTHIEW =l

Drireckary

Cloze

il

Help

4. Select Groups from the list of available tables

5.
6.

Click on the Add Table button
Click on Close

s
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Step 2: Linking the Groups table

1. Before a table may be used in a report, the table must be linked to existing tables in the report
All tables should be linked with the StaffNo

3. Inthe case below the StaffNo field in Master is linked with the StaffNo field in Groups. To achieve this, click
and hold down the left mouse button over StaffNo under Master, keeping the left mouse button held down,
move the mouse pointer over StaffNo under Groups, release the left mouse button. A black line should appear
between both Staffno fields to indicate the link

Define Search | Layout Page | Preview Report

GROUPS
GROUPNAME

master -

SURNAME
FORENAMES
MAIDENNAME
KHOWNAS =]

Step 3: Adding Groups to the Report

1. Click on hold down the left mouse button over Groupname field, drag the field down into the next free column
in the grid below the tables
2. Release the left mouse button over the free column

The grid should look similar to below when finished

HEADER Addresz Line 1 |.-’-‘«ddless_Line_2| Address_Line_Sl .-’-‘«ddless_Line_fll Address_Line 5|Address Line B|GROUPHAME

TABLE master master master master mazter master GROUPS
FIELD ADDRESST ADDRESS2  ADDRESSS  ADDRESS4  ADDRESSE  ADDRESSE GROUPNAME
SHOW Show Show Show Show Show Show Show

SORT MNone Mone MNaone Mone Hone Mone Haone

FILTER 1

ITEE Mew column added

 Additional Notes:




Step 4: Filtering the Report by Group

1. Double click on the word Groups in the Groupname column

2. Under Is Equal To, key in the name of the group you created (in the example below, a group called Accounts
was created)

3. It should be noted that the spelling, punctiation and capitalisation must be accurate

|

-|d Froperti " ztam | i
Field Properties | Cusztam Expresmnl
Header [GROUPNAME iR Cancel |
Type ISrring Ils Equal To j :
Show I Show j I.t'-‘u:u:u:uunts Or &l
Soit INu:une j I Or Ll Ll
Fomat | | g v 4|
A i n-
width |20 = || ' b |
Align ) cfy =] |
Usze BLAMK for empty fields
4, Click on OK

5. Click on Preview Report tab to view the result

Additional Notes:




