Payroll and Employee Services
MyView Reporting Services (Schools)



Payroll and Employee Services v1.0 (November 2021) MyView Reporting Services

Contents
L0701 1= 01 £ 2
R 1o} i Yo [¥ ot i o T o EEU POV TSRTRP 3
1.1 — What is Reporting Services 0N IMYVIBW? ......coiiiiiiiiiieeee ettt e e eeecvtere e e e e e e e snrraaee e e e e e eennes 3
2 — Adding Reporting Services to MyView Dashboard ...........ccceevciieiiiiiieiecciiee e 4
3 —Enabling a Reporting SErvice WIdgET ....ccccviiii ettt e e e stae e e e e e e e seaeee s 5
4 — Saving and Exporting data from Reporting SErViCeSs .......ccucciiiiiiiiiee it 6
5 — RepOrting SErvices WIZEES ..oiccuiiiiiiiiiiiciiie ettt s e e s raa e e s s sata e e e s sntaeeessnbaeeesnnnneeean 8
5.1 — MYADSENCES SUMIMAIY ..viiiiiiiiieeieiteeeeeiteeeesitteeessbeeeessbeeeessseeesssseeessssseeesssseesssssseeessssseesssnssens 8
I A 1Y Y LYol o To Yo | SRR 9
5.3 = MyOpen ENAEd ADSENCES .......uviiiiciiiieeecieeeecciiee e e ecitee e e ecttee e e ette e e s stteeesettaeeesbteeeesssaeessssnsenanns 10
R Y Y @)V T I - Tolol o F= Y o [ PSPPSRt 10
R D F | = Y o o) (=Tt (o o LTSRN 12
Al =11 I [ To M GV T - ool - PSPPSR 13



Payroll and Employee Services v1.0 (November 2021) MyView Reporting Services

1 — Introduction

This document is a guide to using Reporting Services in MyView.

Please note: The Reporting Services Widget will only be available when an employee is logged onto
MyView directly from within the School. If attempting to log in whilst working from home the widget
will not be available.

1.1 — What is Reporting Services on MyView?

MyView now features a new Reporting Services module which allows managers to access a range of
real-time HR management information for employees in their reporting structure. Employees also
have access to Reporting Services but will only see information relating to themselves.

Information is accessed via easy to understand widgets that can be accessed via the MyView
Dashboard. These MyView widgets summarise data in a visual display and users can simply ‘drag and
drop' their most useful widgets onto their dashboard. Once on the dashboard, all you need to do is
click the widget to view the underlying data. The data can be downloaded for reporting purposes.
Please note: Reporting Services is only supported by Google Chrome.

MyView Reporting Services complements the Council’s Inspiring People and Digital Workforce
Agenda by empowering employees to engage in digitally enabled systems. Managers and
employees can access this data via their smartphones and tablets to help them plan and manage
their teams and it encourages agile working and reduces the need for managers to request
information from the HR and Payroll team.
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2 —Adding Reporting Services to MyView Dashboard

To add a Reporting Services widget to your MyView Dashboard — click onto ‘Edit Dashboard’ on the
top right hand-side.

¢ Edit dashboard ‘

Select the 'Reporting Services' option.

Edit dashboard I x

My Pay +
Birthdays +
In Progress +

Reporting Services p

This will place the widget onto your MyView dashboard and ensure it will appear each time you are
in MyView.

& Edit dashboard

Reporting Services
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3 — Enabling a Reporting Service Widget

To enable a Reporting Services Widget, click the three ‘dots’ and select the relevant widget to be
displayed by selecting settings and the relevant option, select save to add the widget to the

dashboard:
Reporting Services 'i H ’

Mo data is avallable for this widget.

Reporting Services

A~ Collapse

X Remove widget

Reporting Services

(O MyAbsences Summary
(O MyCovid Vaccinations
() MyOpen Ended Absences

(O Myschool
o |
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4 — Saving and Exporting data from Reporting Services

Reports can be saved or exported to PDF/Excel. Once a report is opened, locate the ‘export’ icon:

MyEstablishment  Data refreshed 2020-04-30 2t 14:26:02. €3

El - 100% - searchrepot QL (= 4 P

NB: Please note that once exported the data displayed is ‘as at’ the time stamp as highlighted below:

MyEstablishment | Data refreched 2020-04-30 2t 14:26:02. 4

|. E. - 4 100% |~ searchrepot Qv 4 P

Users can click on the refresh icon to refresh report with latest data if required.

When you have selected to export, you will be presented with all available export options — including
PDF and Excel formats.

As Excel (Paginated)
As Excel

As CSV

As DOCX

As RTF

As ODT

As ODS

As XLSX (Paginated)
As XLSX

As PPTX

As text only

Select the relevant format and you will be presented with the option to ‘Open’ or ‘Save’

Internet Explorer X

What do you want to do with DCCHRO001.xls?

Size: 15.5 KB
From: hrselfservice.durham.gov.uk

— Open

The file won't be saved automatically.
— Save

= Save as

Cancel
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The report will then be exported to save to your device (data has been removed from the below
screenshot for Data Protection)

Fupl
Py
Faryrd

AR

P e e M=

:lx JJ.R
EHE

&
=

Fle  Mome  wer  Page Layedt
Paite o |@W1u-@-e-a-
Clipbeard Fant

Al

Papol and Employes Senices Oficer
Paprol and Emeloyes Senvicas Oficer
Pagoll and Emgloyes Senicas ONce
Assistand FES Oficer
Aaaistand PES Ofhcer
Asaistand PES Offcer

MyEstablishiment

Fonmutas Data

Aligrenent

SURNAME

R

#

View  Help

Gerery [EE Conduional Fammatting «
BS99 | B Fomatas Take
wh o TBE ot Syes =
Humber stytey
&)

FORENAME

Naro Fro 0 Search

5 Shae
BHwget - | T - fW
Foawe - | - 0

[ Fomat= | -
T Eatng

E F

T T
b o T iy
0 Bt FIE Visenl
= T
100 = — B—
0
100
L
05w
A ot
+ 100




Payroll and Employee Services v1.0 (November 2021) MyView Reporting Services

5 — Reporting Services Widgets

The following section provides an overview of each Reporting widget. Additional widgets will be
added overtime to meet the management information needs of employees and managers.

5.1 — MyAbsences Summary

This report allows managers to view real-time absence data either by team, by location, or by
establishment.

The information contained in these reports is based on all current post holdings that report up to
(and including) the manager. The absence data is calculated based on current employees who are
recorded as absent (sickness, annual leave, compassionate leave) as well as recording of an
employee status for the purposes of COVID19 monitoring.

To open the detailed report, you can click on one of the following options:

¢ By Team — this will provide you with a summary of current absences broken down by absence
reason down to team level.

¢ By Location — this will provide you with a summary of current absences broken down by absence
reason down to team level but split further by location.

¢ By Establishment — this will provide you with a summary of absence rates based on current
absences — split by absence reason/group.

Reporting Services

MyAbsences Summary

By Team
By Location

By Establishment

You can view the underlying data by clicking on any number in the summary report. Please refer to
Section 6 on exporting and refreshing the data.

MyAbsence Team Summary Data refreshed 2020-05-01 at 16:41:04 $3

H. B. - 4 100% - searchrepot QU |v| o P

SERVICE AREA 12 SickNess  14.Flexi Leave 1oMalermity  pogy)

Leave

Resources Finance & Transactional Services Payroll & Employee Servioes 1 E|
rTeam TOTAL 1 E

[Gervice Area TOTAL T El
1 El

[Service Grouping TOTAL
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The accurate recording of an employees' status in MyView is extremely important so that we can
have accurate and consistent information for monitoring and reporting in line with the latest
government guidance on Coronavirus.

Employees who have been asked to work from home in line with the government guidance are
deemed to be still available for work so should not be recorded as absent via MyView. Employees
whose normal place of work has closed but who cannot work from home are also still available for
work and therefore may be re-deployed, so again are not absent and should not be recorded as
absent via MyView.

Guidance on how to record absences is available on the MyView section of our website.

Please also refer to the below Government web page for up-to-date information regarding COVID19:
https://www.gov.uk/coronavirus

You will receive regular reminders to check that ongoing employees’ absences are up to date and
accurate in line with the above guidance on absence recording.

5.2 — MySchool

The MySchool report allows managers to view real-time establishment data including employee
names, post titles, projected end-dates, post holding start date and much more.

The initial widget summarises the number of posts within your school, total FTE posts, and the
number of vacant posts.

To open the detailed report, you can click on the number against ‘Posts’ or ‘Vacant’.

Reporting Services

MySchool

Throughout the report, any fields marked blue (as below) can be selected to expand on the data
available (additional data available will be dependent on your role within the organisation).

POST o POST
POST  POST POST SCHOOL POST POSTSTD POSTANNUAL POSTREPORT POST LEA 2
SCHOOL POST NUNBER POST TITLE cIIEAIJ WoURs  Fre POSTGRADE o TACHER  recory HOURS HRS ONTAR NUMBER SURNANE FORENAME TME Wil



http://www.durham.gov.uk/myview
https://www.gov.uk/coronavirus
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5.3 —MyOpen Ended Absences

This reporting tool informs managers which employees in their reporting structure are currently
recorded as being on open-ended sickness absence. The analytic acts as a reminder for managers to
review open-ended absence, and end sickness accordingly when the employee returns to work. This
allows for accurate sickness absence reporting and sickness entitlement.

To open details of the open-ended absences, you should click the number shown on the Reporting
Services widget -

Reporting Services

MyOpen Ended Absences

The report will then open:
(data has been removed from the below screenshot for Data Protection)

L SURNAME FORENAME el POSTTITLE L e "ESENFL;E ABSENCE CATEGORY ~ ABSENCEREASON  ABSENCETERM HIERARCHY LEVEL 1 HIERARCHY LEVEL 2 HIERARCHY LEVEL 3

REPORTEE  NUMBER NUMBER START DAYS

5.4 — MyCovid Vaccinations

This reporting tool informs managers which employees in their reporting structure are currently
recorded as receiving the first, second and booster dose of their COVID19 vaccination.

The initial widget summarises the number of employees within your team, followed by a summary of
employees with a first vaccination recorded, number of second vaccinations recorded and number
of booster vaccinations recorded.

To open the details of vaccinations, click on the number within the three options available -

Reporting Servi...

MyCovid Vaccinations

10
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Selecting the number of employees will present a report of everyone within the team displaying who
has had a vaccination recorded.

Once selected you will be presented with the following data:

(data has been removed from the below screenshot for Data Protection)

FIRST SECON! BOOSTER
POST TITLE VACCINATION  VACCINATION VACCINATION MANAGER NAME
DA DATE IATE

TE

Selecting the number of first vaccinations will only display those who have a vaccination recorded,
alike to selecting the second vaccination number and booster.

If no vaccinations have been recorded this will be demonstrated from the widget, the number will
represent a 0 next to either ‘First’, ‘Second’ and ‘Booster’.

11
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6 — Data Protection

MyView users are reminded that the information available through MyView is subject to data
protection law. It is important that in viewing or accessing data in MyView that you do so
responsibly. This includes not sharing your password or log in details with anyone or disclosing
personal information to another party.

If you are accessing MyView (from any location), you are reminded that you should you need to lock
your computer if you move away and not to leave the computer signed on and unattended. Durham
County Council will not be held liable for any actions resulting from an individual disclosing personal
information and/or login credentials to another person.

It is an offence under the Computer Misuse Act to deliberately attempt to access a system to which
you have no authority. Equally, it is your responsibility to take every reasonable step to prevent
others from accessing your information. It is the personal responsibility of all employees to comply
with the Durham County Council Personal Information Security Policy to keep our information
secure.

12
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7 —Help and Guidance

If you require any further support, please contact the MyView helpdesk on 03000 269919.
Alternatively, please e-mail MyView@durham.gov.uk.

13
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