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The Problem 
 

Occasionally a department will want to identify all of its employee’s work locations 
and functions based on their HR Home Department Code.  We will build a query 
which will identify all of the employee work locations and their job functions in the 
Geography department. 

 
The Query in Access 
 

To find employee work locations and functions we will use the Facility Room 
Employee table.  To select the data elements you want to include in the results you 
double-click on the data element you want, or you can click on it and drag it down to 
the Field row below.  To limit the query to just the Geography department you put 
Geography’s HR Home Department Code (B1707) in the Criteria row under the data 
element you are limiting.  The results will be sorted by Facility Common Name and 
Room.  You sort by selecting ascending or descending in the Sort row for the data 

element columns you want sorted.  To run the query, click on the  button, or 
click Query and then Run on the menu.  
 

 



The Results 
 

The results below show Geography’s employee work location and functions.  The 
Job Title and Total FTE Percentage are from the HR System FTE Percentage 
showing the percent time they are employed, NOT a percent they occupy the space. 
 
The CCO Code is a national standard code that indicates a category of employee 
which links to a suggested square footage for that person’s function. 
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