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Query Tool Reports 

 

There is a selection of reports available to managers to run on MyView that can extract data 

relating to individual team members or their whole team. The reports available include: 

• Sickness Between 2 Dates 

• Annual Leave 

• Flexi leave 

• Carer Leave 

• Training Requests 

• Home Address 

• Teachers Leave 

 

Access To Query Tool Reports 

• To run a report from MyView, to go the My People tab and click on Query Tool. 

 

The instructions are shown on screen.  

• Click Open 

 

• Click on the report you want to run and click OK. 
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• Click Execute and if you are running a report for an individual, or for specific dates, 

input the information required when prompted. 

 

 
 

• An example is shown below using start date, remember to always input dates in the 

format DD/MM/YYYY 

 

• The report may take a moment to load. 

 

• Once visible on screen, you can Export the report to an Excel file. 
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• Please note, in reports containing sickness information, the number of days are 

working days as per the employee’s working pattern.  

• Sickness codes are also displayed in the reports, which you can then look up the 

sickness description by clicking on the Sick Categories link shown at the top right hand 

corner of the screen on MyView. 

https://www.pkc.gov.uk/media/47691/Sick-Categories/pdf/_Sick_Categories.pdf?m=637508905094470000

