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ResourceLink Reporting Services (RRS)

Introduction

RRS provides the facility for Managers to view/extract predefined information about their
staff in real-time from the HR/Payroll System (Resourcelink).

The staff information that is accessible through RRS is based on the post-to-post reporting
lines that are set up within the HR/Payroll system (which you can view through your
MyPeople tab).

These reports are reviewed, updated, and additional reports are published regularly so
please keep checking this service for updates.

Accessing the Reporting Services (RRS)

Login in to MyView using one of the following internet browsers:
e Microsoft Edge
e Google Chrome
e Safari

Please Note: Reporting Services will not work if you access MyView using Internet Explorer.
Reporting Services will be available in the left-hand menu in both your Me and My People
tab, click on Reporting Services (RRS).
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Standard Team Selector View

Search by team member name Filters
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Reporting Services will then open in a new tab in your browser:
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» Recently Viewed Items

Browsing the Repository

From the landing page any reports you have previously accessed will display in your
Recently Viewed Itemes, if this is your first login this list will be blank, and you will need to
access the repository page to find the reports which have been published for you to utilise.
To browse the repository, select View in the blue title bar, then Repository from the
dropdown menu:

Team Selector - APP_TITLE Pl E Home bl + =
<)> C @ G & Carmarthenshire County Coundil (GB) | https://resourcelink.carmarthenshire.gov.uk/webreporting/flow.ht 8% o © ¢ | Q search N @oe& =
B Avrora B AuroraTest @ MyView2 - Live @@ MyView2Test [ Extranet Logon [ Zellis Customer support [l Jobs & Careers ) Recruitment Live @ Recruiting a member... @) Recruitment Test [l Ein Pobl Our People »

er777777 105 ot Y

You will need to expand the folders that appear in the repository to access the reports that
have been published:
Click on the + on the CT folder to reveal the CCC folder.
Iﬁlll; F.3 Wiew
Folders Repository

P Name
+ 1c

Click on the + button against each folder in the left-hand pane to expand to the next sub-
folder until you get to Adhoc reports which will have 3 folders Employee, Manager and
Staff. The manager folder will expand to reveal 2 further folders, Absence and L&D. The
contents of each repository folder can be viewed in the right-hand pane.
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Folders Repository Sort By: Name | Modified Date

= CT Run Copy
Se cCC

Name Description Type
S Ad Hoc Reports

Learning and D

S Employee

5. Managsr Training Courses Completed Ad Hoc View Report March 11 10/17/2017
#. Absence * Welsh Language Attainment Report March 11 7/18/2019
o
e Staff

Public

The buttons at the top of the Repository pane allow you to open and run reports. To select a
report, click on the report title.

Running Reports
To run a report, you can either click on the report title, if you right click on the report title
you will be given various options:

Team Selector - APP_TITLE W E &rovse Repository Py + =

| =
&« ¢ o Carmarthenshire County Council (GB) | https://resourcelink carmarthenshire.gov.uk/webreporting /fl 80% o Search n @& =
H 2urora B AuroraTest @ MyView2 - Live €@ Myview2Test [ EdranetLogon [l Zellis Customer support [l Jobs & Careers @ Recruitment Live @ Recruiting a member... @& Recruitment Test [l Ein Pobl Our People »
Folders Repository Sort By: Name | Modi Yate
B CT Run Copy
Bl ccC Name Description Type Crested Date
5 Ad Hoc Reports
& Employes . pining Completed - Learning and Di e March 11
B Manager Training Courses Completc un R March 11 10/17/2017
Run in New Tab
. Absence * Welsh Language Attainm Report March 11 7/18/2019

Run in Background

Schadule

e Public Copy

Propsrties...

| eocemeiiniiiiiniizinvins |
At present we recommend either clicking Run or Run in New Tab:

E7777777 Log Out

Learning and Development Profile

Back H. B.
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- 4 100% -

Learning and Development Profile
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The report output will display on screen (employee numbers and names have been redacted
from the example above).
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There are a number of different formats of report which have been published, however the
functionality within each report remains the same:

e Exporting the report

e Navigating the report

e Searching within the report

e Filtering columns within the report

e Amending the predefined report filters (based on your security permissions)

Navigating the toolbar:
Using the Report Column functionality:

Within each report you can set individual filters on each column within the report or you
can change the formatting or sort on that column.

Left click on the column heading and these additional options will appear in the order they
are mentioned:

e Formatting Columns allows you to show or hide the columns in the report

e Column Filters - The column filters icon will allow you to define an individual filter for
that column using predefined filter definitions dependant on the field type e.g:

Filter column: Start Date

O Show all rows

@ Show only rows where

Equals v

Is not equal to ﬂ Cancel

Is betwean
100 | Is not betwesn 474 | | TA
LI, Is om or |:E'|:C|'E e A
. | Is before

Is on or after

Is after

Click on the Show only rows where radio button and select the filter to be used. Please
note: this field is case sensitive so will only return exact matches use the Contains option if
you are unsure.
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Filter column: Forename

O Show all rows
@ Show only rows where
Equals [a ]

Is not equal o m Cancel
Contsins

#0 | Does not contzin | | T
300 Starts wiith A
snn | [h0=s mot start with

- Ends with

Droes not end with

You can apply multiple filters within a report (1 per column) and then export the filtered
report to continue any further filtering that maybe required.

e Sort ascending and descending

e Column size

lcon Name Description

- Formatting/Show columni/Hide column |Select Formatting to open the Format Column box.
Select Show column or Hide column to show or hide
the columin.

A Column fiters Click to open the Filter column box.

E 2 Sort ascending Click to sort fields on the selected column in
ascending order.

lcon HName Description

3 Sort descending Click to sort fields on the selected column in
ascending order.

b Column size Click and drag this icon to make celumns wider or
Narrower.

Toolbar Buttons
Iﬂ“l‘; & Views
Training Courses Completed Ad Hoc View Report
CyEIal:k B- BE-. %
The Back button will take you back to the repository. On the same bar as the back button
from left to right is the save, export, undo, redo, undo all and the input controls. The input

control icon shows you the filters applied to the report that has been run. There is also a
table below describing all the buttons.
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lcon Name Description
B - Chick this icon 10 export the View into one of the
POk available formats.
Undo Click this icon o undo the most recent action.
<«
Redo Ciick this icon o redo the most recently undone
» action
Chlick this icon 10 revern the re; 10 its state when
Undo Al Po%
O you last saved.
Click this icon 10 see the input controls applied to
Input Controls this report. For more information, refer 1o “Simpile
5 Input Controls*

You can resize the display by clicking the — or + symbols or adjusting the size using the drop
down.

lcon Name Description

Refresh report Click this icon to refresh the report data against the

Fo with latest data data source.
4« First Click this icon to jump to the first page of the report.
4

Click this icon to go to the previous page in the

Previous
report
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You can navigate to a different page by typing in the page number and pressing enter or by
clicking on the arrow keys either side of the page number field.

Exporting the Report:
:ﬂ“l; # Views
Training Courses Completed Ad Hoc View Report D=

ack - B %
B = Sl

To export the report click the Export button and select an export format from the drop
down box. We advise you to save the report as Excel, XLSX or PDF.

Cyngor Sir Gar ® Carmarthenshire County Council 7



Save the report in the file format you require the table below gives you advice on the
appropriate format for your report and troubleshooting export issues.

File Format Option
PDF

Excel (Paginated)

Excel

Ccsv

DOCX

RTF

oDT

OoDS
XLSX (Paginated)

XLSX

Input Controls:

Format Name
Adobe Acrobat

XLS

XLS

Comma Separated Values

Word

Rich Text Format

OpenDocument Text

OpenDocument Spreadsheet
Microsoft Open XML Format
Spreadsheet

Microsoft Open XML Format
Spreadsheet
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Usage

To prevent horizontal
truncation of an Ad Hoc
report when exported, set
the Actual Size option in the
Ad Hoc Editor.

Not recommended for
exporting most tables or
crosstabs. Repeats headers
and footers on each

Ignores page size and
produces spreadsheet-like
output.

Characters outside the Latin 1
character set can cause the
Excel spreadsheet to look
unacceptable. Try saving the
file and importing it using
Excel's Import functionality.
Do not export reports having
more than 63 columns. In
Microsoft Word, you cannot
create tables having more
than 63 columns.

Creates a large output file
and, therefore, takes longer
to export than PDF, for
example.

For best results, minimize the
number of rows and columns
and make sure they don’t
overlap.

Same as ODT.

Not recommended for
exporting most tables or
crosstabs. Repeats headers
and footers on each page.
Ignores page size and
produces spreadsheet-like
output.
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Training Courses Completed Ad Hoc View Report  Data n
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The input controls button allows you to check/amend the predefined report filters set for
the report. Itis recommended that only date controls are amended by users using this
functionality:
Input Controls ‘ Date fields can be
amended by clicking on the
calendar button to the

Start Date between right of the date field:
2016-10-17 00:00:00 |
o 2016 ., V]
and Mo Tu We Th Fr 5a 5Su
2017-10-17 00:00:00 | L=
3|[ all sl[ & 7] & @
Attended 10| 11 12| 13| 14| 15 16
ande
: 17][ 18] 19| 20| 21| =] 23
fuwailzble: 10 Selected: 2 24| 25/ 28] 27| 28|/ 28] 30
Search list Q I =
| | Time: 00:00:00
[Mull] ~ Hour
Minute
= Noww Close
E
F
R
W W

Apply OK Resat Cancel Save

You can then select the appropriate date range by navigating to the appropriate month and
year and then clicking on the required day of the month or by clicking on the Now button.
Please note: if the Now button is clicked then the Time will need to be adjusted to 00:00:00
using the scroll bar against the Hour, Minute and Second.

Upon selecting the required dates, click Apply and then click OK. Reset will return the
prompts to the original setting, Cancel will take you out of this screen without saving any
adjustments and Save will keep save your prompt amendments based on your security
profile.
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Search the Report:

£7777777 Log ove | Y

4 100% = search report | 4 B Page |1 of 426 B Mp

The search report functionality allows you to type specific text that you would like to
highlight in a report e.g. if you would like to highlight the surname DAVIES type DAVIES in
the search bar and click on the magnifying glass/press enter and the first instance of the
surname DAVIES will be highlighted.

Returning to the Repository:

To exit a report click the Back button.

Exiting Reporting Services:

Click on Log Out in the top right-hand corner of the window.

Should you have any queries about Reporting Services (RRS) reports please email
resourcelink@carmarthenshire.gov.uk
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