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Human Resources Reporting Training Guide

Visit the Reporting Webpage on the HR Manager Toolkit for HR Reporting Information.

Human Resources Reporting
This training guide provides you with the steps to generate reports on employee, job, payroll, and labor accounting data.
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Reporting at Columbia University - Overview
Columbia University has two reporting repositories: Accounting and Reporting at Columbia (ARC) and the University
Data Store (UDS).

ARC provides real-time access to financial data and the University Data Store (UDS) is the data warehouse repository,
where data from ARC, PAC/LA, Student, and Historical/Legacy system data is stored. Each component of the University
Data Store (UDS) contains its own suite of reports.

UDS is the location of the HR Data Store for HR report data. The reports contain “day old data”, meaning that, running a
report today displays information as of yesterday. Manager Self-Service Reports and Labor Accounting Reports also use
HR data but are run directly within PAC.

Generating Human Resources reports is the focus of this training guide.
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Types of Reports in each Location and Required Access

HR Data Store Reports
They are accessed through myColumbia and any of the below PAC roles are needed (requested via the PAC Security
Application):

e Manager Self-Service
e Manager Reporter
e Central HR Administration (certain reports)

HR Manager Reports
HR Manager reports provide detail on employee and job data to help you in managing your day-to-day activities.

Recruitment Reports
Recruitment reports provide data on job postings, applicants and EOAA information.
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PAC (People@Columbia) Reports - through the HR System

PAC is the Columbia University HR system and is the payroll system of record which reflects actual payroll data used for
reporting and transaction activities. They are accessed through PAC and any of the below PAC roles are needed
(requested via the PAC Security Application):

e Manager Self-Service
e Manager Reporter
e Accounting Approver

Note that payroll information is also found in other report suites, such as the Finance Data Store. However, it is
presented differently specific to the intention of the report and thus may not provide you with accurate information
needed to perform an HR Payroll transaction, such as the correct earnings code needed for a cost transfer.

Manager Self-Service (MSS) Reports
Manager Self-Service reports provide individual and department earnings and payroll information. The payroll reports

available through MSS are extracted from HR data and differ from Finance Reports. Access to MSS Reports is provided to
the following PAC roles:

e Manager Self-Service
e Manager Reporter

Performance Management Reports
Performance Management Reports provides a report for employees listing information related to the status, dates,

acknowledgements, and ratings within a fiscal year period. Access to the report is provided to employees holding the
‘ePerformance Report’ PAC role.

Labor Accounting Reports
Labor Accounting reports provide detail on Fringe Rates, Funding Setup, Payroll Information, Cost Transfers and

Suspense Detail in a Department, Employee or Combo Code view. Access to Labor Accounting Reports is provided to the
following PAC roles:

e Manager Self-Service
e Manager Reporter
e Accounting Approver

Other Reports

Finance Reports
Finance reports are accessible through the Financial Data Store and provide various financial detail to assist in day-to-

day activities. For information on financial reporting and access to financial reports, visit the Finance Training Website.
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HR Manager Reports - from the HR Data Store
HR Manager reports reside in the HR Data Store and are accessed via the myColumbia portal.

Access the HR Data Store

1. Login to myColumbia with your UNI and Password. MY.COLUMBIA

Click on the HR Manager tab.

Faculty and Staff Former Employee HR Manager ARC  Enterprise Reporting

2
3. Select the Reports tab.
4

Select HR Manager Reports.

HR Manager Resources

PAC Self-Service Reports Labor Accounting Reports HR Manager Reports

G onarias Porsonnel Attion Repert: Dapacmont (@9 Payrol Suspanso Ropart) (e Personai and Jab Dota, Tormination)

Earnings Register; Departmant Payroll Register, Requires VPN (' if accessing reports via wireless

( elc. or remote connection
[ » Payroll Reports (FDS) PAC Annual Recertification Report Student Information System (SIS)
- = Payroll reports available in the Financial Data Reports to support faculty recertification System for admissions, student records
S Store (FDS) (registration, grades, course/class, transcripts,
HR Manager Pecple at EM Uni & Passwords TalentLin certifications, degree audit), financial aid, student
Toolkit Columbia accounts, and housing

Reporting Resources

Accounting & data reports, stationery, and mass
NETWORK RESOURCES ~ PROJECTS & GRANTS  SYSTEMS ACCE‘SSl REPORTS |mkmc.a STAFFIN mailing lists

The Home Tab (on the BI Launch Pad)
The landing page is the ‘Home’ tab on the Bl Launch Pad. Below is a pictorial and description of the various tabs and tiles

available. Selecting other tabs across the top such as Favorites or Recent Documents will scroll the page to that section.

v te Catexor q Use the Tabs to quickly move to Use the Currently Open Use the Documents tile to
ou can erea eh ategories an different sections of the Home page Documents dropdown to switch view a comprehensive list of
tag reports to them to organize instead of using the scroll bar. between open documents. all reports you can access.

your personal view.

Bl Launch Pad

Favorites  Recent Documents  Recently Run Applications\

Use the Folders tile to access Use the Bl Inbox tile to access

reports for which you have Folders Categories Documents Bl Inbox Instances Recycle Bin scheduled reports and those
access. scheduled/received from others.
You can add frequently used B ® ﬂ = @ i
reports to Favorites for quick
access. COB Analytics and FDS )

Favorites

on Demand Reports are

defaulted for Finance users. Use the Instances tile to view

the list of your scheduled
reports and their status.

No favorites are available at the moment. Mark an object as favorite and access it from here.

. Recent Documents
Recent Documents contain

tiles for reports that you Department On All CUMC Employ D On D On ployee Personal
Campus Activity 1 5607494 Oct 6, 2022 10:39 AN Gampus Activity test Campus Activity new and Job Data - By
recentlv ran. Sep 21,2022 2:19 M Oct 6, 2022 10:44 AM Sep21, 2002 219 PM Sep 19,2022 4:33 PM Oct 5,2022 1:13 FM
Pl Fal
f’; AJ- I>e e f; Q

it Inligence. wieb Inteligence visb Intetigence wish nsetigance Vi Imaligence Vit Iaeligence

View All Recent Documents

Recently Run will contain tiles
of scheduled reports that ran

L, Recently Run
(similar to Instances).
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HR Manager Reports Listing
1. Active Positions

2. Active Positions and Incumbents

3. Employee Personal and Job Data - by Bargaining Unit

4. Employee Personal and Job Data - by Job Function

5. Employee Personal and Job Data - by Job Function with Columbia University Business Title
6. Employee Personal and Job Data - by Position Department

7. Employee Personal Data - by Job Function

8. Employee Personal Data - by Bargaining Unit

9. Employee Vacation Accrual

10. Post-Docs Demographics

11. Salary Planning — available May — July to users with e-Comp Report Access
12. Student Officer Appointment Transactions

13. Terminations

14. Upcoming/ Past Appointment End Date

15. Upcoming/Past Visa/Permit Expiration Date

CU Recruitment Manager Reports - HR Manager Use
1. Applicant List for Job Posting

2. Equal Opportunity & Affirmative Action Report
3. Job Posting Dashboard

4. Job Posting Details

CU Recruitment Reports - Central Administration HR Only
In addition to the above Recruitment Reports, Central Administrators can run the below reports to check data.

1. Equal Opportunity & Affirmative Action Report (PAC)

2. Duplicate Row Checkup and Row Count Checkup
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How to Generate an HR Manager Report
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The following pages show you how to select prompts (filters) within reports. You run and view all the reports in the

same way.

Open the HR Report Folder and Select a Report
Report suites that are available to you per your approved systems access are in the Folders tab. To get started, select

the Folders tile to view available report suites.

1. Click the Folders tile.

Home  Favorites

Bl Laui

Recent Documents  Recently Ru

2. Expand Public Folders, and then click the word HR. fekers

3. Click (single click) the desired report under the Title section.

Reports and Prompts (Filters)

Folders

> [#] Personal Folders

~ [F] Public Folders

> [§] CU Recruitment - HR

> [F] CU Recruitment - Mz

> [E HR

Public Folders / HR /

Title =

ye Active Positions
ye Active Positions and...

ye Active Positions and...

Some reports generate upon selection and others require additional filters, or prompts, to be selected before the output

displays.

Reports that Do Not Require Additional Prompt Entry
Reports without required prompt entries — output generates upon selection. Select the report title from the list.

Active Positions
Active Positions and Incumbents
Employee Vacation Accrual

Upcoming/Past Appointment End Date

Upcoming/Past Visa/Permit Expiration Date Report

Example — Employee Vacation Accrual Report. If a report has multiple tabs, they will display along the top.

Employee Vacation Accrual

Report Description

COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK

Employee Vacation Accrual

MNOTE: BY ACCESSING THIS DATAYOU AGREE TO ADHERE TCQ UNIVERSITY POLICY ON CONFIDENTIA)

Admin Departiment Number Job Function Code

Last Name

FirstName  Employee Id

HR Reporting
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&2 CoLUMBIA UNIVERSITY
Human Resources HR Reporting Training Guide

To generate another report, click the back arrow on the top left of the page and then select another report.

Q@ 75 Pooum Employee Vacation Accrual -4
File Query Analyze Display
By 6 27+ - ¢ e ©@ om0

To navigate to all open documents, click the drop down arrow next to the report listed on the top of the page. A listing
of current open documents appears. Select the desired document.

Employee Vacation Accrual ~
e Display Currently Open Documents
T O e | a2
Employee Vacation Accrual ) b
Active Positions (Y
Fiption

Reports that Require Additional Prompt Entry
Because the amount of data is so large, all other reports require filters be selected before the output generates. Filters

differ depending upon the report.

How to select prompts (filters)
If a report requires filters be selected to generate the output, a pop up selection screen appears. Items with a check

ow:n
|

mark indicate that a choice was defaulted. Items without a check mark or displaying an “i” icon indicate that a selection

must be made. Some reports also display the number of Mandatory items needed in the bottom left corner.

Search Q
Check marks appear next to a prompt once selected and when all selections are
[¥ Department Range (Start) () En X
0000000 -] made, the Run button becomes active, and the report can run.

[¥ Department Range (End) (1)
9999999

[¥ From Date 1
71112022 12:00:00 AM

[¥ To Date (1)
9/30/2022 12:00:00 AM

Run) Cancel

HR Reporting April 2024
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Filtering Defaulted Prompts
Defaulted prompts can be further filtered if if you are looking to limit the amount of data that generates by selecting the

prompt on the left and then click the Reload load icon (refresh values) on the right. The values appear and you can
select a specific one from the list (or you can enter the value in the text box). You can filter as many prompts as needed
and when finished, click Run to generate.

Prompts (<)
Search Q M1 C Department Range (Start)
[¥ | Department Range (Start) 2 Search or enter value(s) manually

0000000
Admin Department Number
[¥ Department Range (End) (1)

e9g999 0000001

[¥ From Date (1) 0010000

7112022 12:00:00 AM 0020000

[¥ To Date (1) 0030000
9/30/2022 12:00:00 AM

0040000

Date Prompts
For reports that require dates, e.g., Start and End, From and To, Appointment Start, Application Effective, Posting

Effective, or After Title Effective dates, enter the date manually, or select it from the calendar icon on the right side of

the screen.
=3 Prompts &3
Search Q y From Date /7 2 &f
/
[
[¥ Department Range (Start) (1) Enter a date manually \ @
0000000 N

Selected value(s) N

l\.

[ Department Range (End) it

9955599 No selected value

i From Date

Please select a2 least one value

@ To Date

Flease select a1 least one value

< September 2022 > Hours
Sun Mon Tue Wed Thu Fri Sat o~
3 28 29 30 31 ‘ 2 3 10
When selecting a date from the calendar, navigate to the date, click on w/a 5 5 7 8 9 10 n
the day and then click OK on the bottom. Note that there is also a section =u e s ws s [0 ]KIKEEE
1

3% 18 19 20 21 22 23 24

to enter hours if you wanted to see results to that specificity.

40 25 26 27 28 29 30 1 2

o

OK|| Cancel
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Department Number/Department Description Prompts
The default settings, (department start = 0000000) and (department end = 9999999), returns data for all departments

you have access to view. Depending on the report, this can be the an administrative or the position department.

Bargaining Unit Prompt
The default setting is “%” which includes all Bargaining Units.

Employee Status Prompt
Three employee statuses (A; L; P) are selected as the default. A = Active; P = Paid Leave; L = Leave of Absence.

Select Term Prompt
For reports with a very large amount of data, the information is provided by term. Select the school term and year using

the format provided.

Search Q o0 C Term (YYYYT, T[1=Spring (Jan 1 - May15); 2=Summer (May
[ Admin Department Number (Start) (1) Search or enter value(s) manually
0000000
Termid
[ Admin Department Number (End)
9999999 2027
[ Job Function Code or "%’ for ALL (1) 20225
"“" 20221
™ Employee Status 3 20213
AP L
20212
[i] Term (YYYYT, T[1=Spring (Jan 1 - 3
May15); 2=Summer (May 16 - Aug 31);... 20211
Please select at least one value

Job Function Prompt
The default setting is “%” which includes all job functions.

Job Function Codes and Descriptions:
e 01 = Officers of Instruction

e 11 = Officers of Research

e 21 =Officers of the Libraries

e 31 = Officers of Administration
e 41 = Student Officers

e 51 =Support Staff

e 61=0thers

Recruitment System
Settings include TL - TalentLink & R72 RAPS.

Job Posting Number
Select the Job Posting Number prompt and then click the Reload Values icon. Then, double-click the desired Posting

Number or, enter the number in the “Type values here” box and then click the right facing arrow.

HR Reporting i fP.l"\(' April 2024
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Saving Filters for Future Report Runs
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To rerun reports using frequently used prompts, click the Save icon after selecting the filters. Then enter a name for the

saved prompt selection, known as a variant, and click Save.
—

(

Search

¥ Admin Department Number (Start) (1
Q000000

[¥ Admin Department Number (End) (1)
9999999

[<

Employee Status: (3)
A PL

Enter variant name

Testing Prompt Save

[¥] Select which prompts are saved

| Admin Department Number (Start)

vl Admin Department Numher (Fnd)

Save

Cancel

[¥ Bargaining Unit Name % for ALL: 1)

%

™ Term (YYYYT, 1=Spring (Jan 1 - May 15)
2=Summer (Mav 16 - Aug 31): 3=Fall...

To use the created variant, select a report and on the prompt screen, click the Prompts drop-down arrow and select the
variant you created to load the prompt screen. Then click Run and the already selected prompts that were saved will be

used to generate the report. -

¥ Admin Department Number (Start) (1)
0000000

[¥ Admin Department Number (End) 1
9999999

4 Cronloves Statys: =)

Search a

Prompts ()
Available Variants i

Select one variant to pre-fill the prompts with the
predefined list of values it contains.

Testing Prompt Save )

Navigating Reports

Once a report is generated, menu sections appear on the top of the page that allow you to view, navigate, and export

reports. Reference the below for a quick view on how to use these features.

Use the Filter Bar button to display
and set filters values.

Use the Query button to change
Prompt Values after running your

Use the Export button to save your
report to other formats, e.g., Excel,

PDF, HTML.. report.
Use the Reset File Query Analyz Display —
button to reset v 65 @ L | G g O = RE=!

all controls and

Display Settings allow you to
Freeze Header, Fold/Unfold Rows,

and run in Presentation Mode (full
screen). i
Toggle between Reading or
‘ri/ Design (for Webi

Show Main Panel to view
report properties.

(@] ressg]

Developers) mode.

Drill Filters are available

Prompts
S Prompts

remove filtering
when in Reading
mode.

Employee Personal and Job] Filter Summary

Use Tabs to navigate
to documentsin the

when you activate the
Filter Bar button.

Use the Vanishing Toolbar
at the bottom of the page

report. GoTo [ < 357 |of357 > e B 8 &4 to navigate the report

Ibia University Proprietary and C . when in Reading mode.

HR Reporting P ,\(' April 2024
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Print a Report
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Click on the ellipse icon in the File menu and select Print. Make any changes to the Range or the Layout and select Print.

The report apﬁﬁars in .pdf format from which you can print.

File Query

v o c t @ C

Analyze

@ Prompts = Print... Ctrl+P !
4P
M £ Send to B In
Terminations ® Help
COLUMBIA UNIVERSIT
; (i) About...

Terminations From 09/01/20

v I

If you export the report into another format such as Excel, you may also print the
report from that format. See next section.

Saving and Exporting Reports

The Save As Feature

The ‘All Reports’ option sends the entire
document to a pdf which you can then
print.

The ‘Current Report’ options allows you
to select the number of pages that feeds
to the pdf.

Range Layout

Range
®) Al reports

Current report

Example: 1

Page Size

Al
Orientation

Portrait

®) Landscape

Print

t
th
[

Saving a report allows you to rename and place a generated report into your Documents folder on the Bl Launchpad. It
does not export it into a different format on another device. To save a document to your personal folder, follow these

instructions.

1. Click the Save icon and select Save As.

2. Select My Folders and enter a report name in the File Name box and press Save.

& - C @& bi-gnacuitcolumbia.edu/BOE/BI/ St DL
Columbia Training Info §} Apps &y Columbia Universit.. Gl MyColumbia Portal gz Human f Garea  Opses Catngern
< B e Terminations IFelchurs 2 W G Decomms
[ myr e 4 ety Aot
File Query | Analyze Display | L |
= = = 2 ¥ [ -Webhiilgesic
S5 2 L | C g O & | B @® O
= ] FubdcFoihin
& save Ctrl+S
[0 O egsamesr MR
Save As =
T PRl =1 T r—
Terminations
_— » [
COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
Terminations From 09/01/2022 To 10/31/2022
Fia Woma:  Tyreaudons |

B

To access the saved document, navigate back to the Launchpad, click the Home icon, select the Documents tile and then

select the report from the list.

All Documents (50+)

Documents

& o | e
File egories
w L e

HR Reporting

Title Favorites Type
s Employee Vacation Accru... Web Ints
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Export a Report
The export feature is used to save a report in another format on another device. Do not use the “save icon”.

1. Click the Export icon from the File menu.
2. Select the desired File Format from the left side and the exporting options on the right.
3. Select Export and Open the report.

4. Name the report and select the location on your computer to save it to using the File > Save command for
software it was exported to (e.g., Excel or PDF).

Export to
‘ (B8 Excel Excel
Q‘ PDF Content Options
fer HTML
®) Reports Data
@
Terminations (& csv kit

+| Al reports

COLUMBIA UNIVERSITY IN THE

+| Terminations (Current Report)

Export Options
After selecting the file format from the left, select the options on the right.

Excel - Report Option
Within the Content Tab, select the Reports radio button and keep the “Name of the Report” box checked. The

document is exported into a formatted Excel report. The Options tab does not require selection.

Export- Data Option
Within the Content Tab, select the Data radio button. Check box is greyed out and export creates the document in a .csv

format. The report title and description do not appear on the top of the document. The Options tab does not require
selection.

Export to PDF
Within the Reports Tab, keep the “Name of the Report” box checked. The document is exported into a .pdf format. The

Options tab allows you to select the number of pages to include in the pdf. If no selection is made on this tab, the entire
report is sent to pdf.

Export to CSV
This is similar in format to Excel Data exports. Selecting the Reports radio button creates the document in a .csv format

and has a report title on the top. Selecting the Data radio button creates the document in a .csv format and does not
have a report title on the top, similar to the Excel Data option. The Options tab does not require selection.

HR Reporting A P.i" C April 2024
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More on the Home Page
Additional navigations and features from the Home Page.

your personal view.

BI Launch Pad}

Favorites  Recent Documents  Recently Run  Applications \
Use the Folders tile to access

on Demand Reports are
defaulted for Finance users. No favornites are available at the moment. Mark an object as favonte and access it from here.

. Recent Documents
Recent Documents contain

tiles for reports that you Department On All CUMC Employees  Terminations. Department On Department On Employea Personal
p v Campus Activity :5607494 ©ct6, 2022 1039 Al Campus Activity test  Campus Activity new  and Job Data - By
recently ran. Sep21, 202229 Pt Gct6, 2022 10,4481 Sep 21, 202221850 Sop 15,2072 43850 octs, 2022 143810
“l il 1 ( [’ [’
e e e e e e
- r— [re— [T — [r— S—

Vigw All Racent Documents

Recently Run will contain tiles
of scheduled reports that ran

L. Recently Run
(similar to Instances).

_ 4 Use the Tabs to quickly move to Use the Currently Open Use the Documents tile to
:’c’“ can c:eitet:ateforles an different sections of the Home page Documents dropdown to switch view a comprehensive list of
g reports to them to organize instead of using the scroll bar. between open documents. all reports you can access.

Use the Bl Inbox tile to access

reports for which you have Folders Categories Documents Bl Inbox Instances Recycle 8in scheduled reports and those
access. scheduled/received from others.
You can add frequently used = Q [l = 59 w
reports to Favorites for quick
access. COB Analytics and FDS

Favorites

Use the Instances tile to view
the list of your scheduled
reports and their status.

Categories

Categories is an organizational tool that allows you to tag reports into a category that is specific to you and not visible to

anyone else. It is a way to see and categorize your reports.
1. From the Report Listing home page, click the ellipse icon at the end of a report to categories.

2. Select Categories.

3. Expand Personal Categories drop down and select the Personal Categories check box. Click OK.

[¥| Term Reports FY23

P o e I
" Depariment On Campus AClvity Whilts Intelbpance D 4, 2023 430 P
 Dupaitment RespenCU Compllinge Wt Ineligence Bosster data added Tt BB, 2072 £30 P Vi Assign to Category
" Emplayes Perionsl sna Job Dus - by Dag. Wil Inteldganie Sop 38, 202 418 A0 Properties ~ Personal Categories
‘_ Emplayees Patsons] and Job Duts - by Job W InelEgene Sop 30, TORT 4110 AN Eopy Opendoc Link
£ ~  |¥| Personal Categories
w  Employes Feronal and Job Dais - by Job Wity Inzelbgance Sep 19, 202 4.3 P Geheduls
’1, Emplayoe Peisonal and Job Duts - By Peal Wels Intellgence Gt 48, H0F2 420 P Il Propertes
w Emplayes Penonal and Job Dt epot - W Indeligence Sep 19, D022 4 PM tewiney Assign to Category
I - Emplaryes Peisonal Dats - by Job Fundtion Wil Indelbgence Lop 10, H003 4:38 Py Categnriny -
~  Personal Categories
" Employes Penions] Dats Repart - by Bargsl Weds Il pence Sep 19, FORT 4 MPM Wuark Ax Favorrs

Note the scroll bar to the right. Use this to view all category folders.

To view categorized reports, select the Categories tile from the Home Page and then select the report.

: m Personal Categories /
Home Favorites Recent Documents
Title
Folders Categories
<§l Term Reports FY23
@l Test Category Ingrid

HR Reporting
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Schedule Reports

HR Reporting Training Guide

Certain users have the access to set a schedule to run reports automatically and have them delivered to your Inbox.

1. Rightclick on areport and select Schedule from the menu. Or click the ellipse menu at the end of the row.

|y Employee Personal a viey

1|5
1 5
1 5
1|5
1|5
1 5
| £

1| (4

&

| 5

Bl
[y

Employee Personal 3 View Latest Instance

Employee Personala Copy Opendoc Link

Employee Personal a Properties

Employee Personal a: S

Employee Personal 2 Mobile Properties

Employee Personal [ History

Employee Personal [ Categories

Employee Vacation A Mark As Favorite

Post-Docs Demograp

Student Officer Appo| Organize

Terminations

Details
>

Send To > ‘

Web Intelligence

Web Intelligence

Web Intelligence

Web Intelligence

Web Intelligence

Web Intelligence

Web Intelligence

Web Intelligence

Web Intelligence

Web Intelligence

Web Intelligence

Web Intelligence

This report displays the ...

Sep 28, 2022 4118 AM
Sep 19, 2022 4:38 PM
Sep 28, 2022 4:18 AM
Sep 19, 2022 4:38 PM
Sep 28, 2022 12:22 PM
Sep 19, 2022 4:38 PM
Sep 19, 2022 4:38 PM
Sep 19, 2022 4:38 PM
Sep 28, 2022 4:18 AM
Sep 19, 2022 4:38 PM
Sep 19, 2022 4:38 PM

Sep 19, 2022 4:38 PM

2. Click Add in the Destinations section and select Bl Inbox and click Confirm. Note - Emailing HR Reports is

restricted to CU eMail domains only. Use caution when sending HR data.

3. Optional — Edit the report name. Select the radio button for Use Specific Name and then enter your preferred

report name in the text box.

| Default Enterprise Location X Bl Inbox X

« |v| Default Enterprise Location

Bl Inbox

Email
File System

SFTP Server

Bl Inbox

Select a cestination | Default Enterprise Location X Bl Inbox X

Default Enterprise Lacation

: TargetName

Bl Inbox

Delivery Details

] Keep inst:

Use default settings

Recipients

Select Recipients.

) use automatically generated name

Use specific name
Send As

Sharteut

4. Use the Run Report dropdown menu to select the date(s) to schedule, e.g., Recurring, or Calendar, and enter

the details for when you want the report to generate. Then click Schedule on the bottom of the page.

Recurrence

Run Report:

Now

MNow

Once
Recurring

Calendar
EVETIS

HR Reporting

g
1) 1\@
(5]

= |..,‘ -
[0}

"

C

004

Recurrence

Run Report:
Recurring
Repeat:
Monthly
Every:
3 ~
Menth {s)
Start Date:

Oct 1, 2022, 12:00:00 AM
End Date:

Dec 31, 2025, 12:00:00 AM
Allow Retries.

O orr

©

©

e ]

April 2024
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Human Resources

5. From the Report Features tab, select the format to deliver the report. E.g.,

Excel — Reports format

6. Select Edit Prompt Values to enter any prompts, if required, for the report.

HR Reporting Training Guide

General “  Report Features

Formats

Web Intelligence

Web Intelligence

Microsoft Excel - Data
Microsoft Excel - Reports
Adobe Acrobat

Comma Separated Values (CSV) - Data

Prompts
~ [ Terminations Edit Prompt Values
*Department Range (Start) 0000000 Constent value
*Department Range (End) 9999999 Constant value
*From Date Constant value
*To Date Constant value
Prompts
~ [ Terminations Edit Prompt Values
*Department Range (Start) 0000000 Constant value
*Department Range (End) 9999999 Constant valus
*From Date 10/1/2022 12:00:00 AM Constant value
*To Date 12/31/2025 12:00:00 AM Constant value

7. Select Schedule on the bottom of the page.You will see the recurring report status on the History page, in the

Instances section.

Instance Title: Terminations

Title Status

2 Terminations Recurring
z

History ~

Instance Time

Created By

Sep 30, 2022 12:56 dI2532

Type

Web Intelligence

Qa €0 @ @

Parameters.

0000000;9999999;10/1/2022 12:00:00 AM;12/31/2025 12:00:00

To view your scheduled reports and their statuses, click the Instances tile from the Home page. You can also run an

instance, delete it, or reschedule as needed.

Home  Favorites  Recent Documents — Recently Run  Applications
Folders Categories Documents Bl Inbox Instances
& ol 52 5
HR Reporting P .\(’*
F W)

ES]

- 2004

ay T Instances
Schedule Instances
Instance Time: Status: Type:
25.10.2022 - 26.10.2022 Select Instance Status o Select Documer}
Instances (3)
Title Type Status
Active Positions and Incumbe... e Web Intelligence (S Recurring
Terminations e Web Intelligence &) Failed
April 2024
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Task Bar
On the top right is a task bar where you can search (magnifying glass) and
receive notifications (horn). Note that the help (?) does not provide results Q ‘ﬂ:j 0 ® e
as it does not connect to the internet.

BI Inbox
This is your Inbox. Reports that you scheduled yourself or that someone else scheduled for you, are sent to My Inbox

and appear on the left side when generated. Select a report and then click View to open.

& Cotvunia Unnimary
Bl Launch Pad ~ Ry S 40 @ e
Home  Favorites  Recent Documents  Recently Run  Applications m
Search Q|
Bl Acti
Folders Categories Documents Bl Inbox Showing 7 items e
: 0t3, 20 View
All CUMC Employees : 5...
* 0ct6,2022 10:44 AM
Ger
All CUMC Employees : 5...
» - ek
Oct 6. 2022 10:44 AM
¢ Descripti
Job Posting Dashboard :...
w» Created
Oct 6, 2022 10:43 AM
. Documer
Bl42 Pre Scheduling to ...
> Oct 6, 2022 10:43 AM Owmer :
Bl42 PRE testing Active ... Keyword
* 06,2002 10:43 AM
Sender :

Active Positions : 5618268
Oct 3, 2022 3:21 PM

Instances
Instances is where you access scheduled reports, not the actual report. You can run a report using an existing schedule

or change the format, details, etc. See the Schedule Reports topic for information on how to schedule reports.

To see a history of your schedules, select a start and end date using the calendar in the Instance Time section, then click
GO on the right.

Fad R
Applications
PR Schedule Instances
Instance Time: Status:
Bl Inbox Instances "
01.09.2022 - 30.09.2022 Select In)

Recycle Bin
This is where deleted items are sent. Click the ellipse at the end of a document row and you can restore or permanently

delete the item.

bad a ¢ + Recycle Bin (1)
Applications
Title Type Deleted On =
Bl Inbox Instances Recycle Bin @ My Weekly | Personal Cate...  Oct 3, 2022 12:06 PM eae
HR Reporting ' April 2024
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Human Resources

Recent Documents

HR Reporting Training Guide

Displays recently generated reports in a tile format. Select a tile to
open the report.

Recent Documents

Active Positions :
5618268
Oct 3, 2022 3:21 PM

(B

Active Positions and
Incumbents
Oct 23, 2022 4:00 AM

8

Terminations
Oct 11, 2022 11:48 AM

Favorites

This section is initially blank for HR users. To mark a favorite, select that option from the ellipse icon next to a report.

The section will organize in alphabetical order.

Favorites

Recent Documents

No favorites are available at the moment. Mark an object as favorite and access it from here.

Recently Run Documents

This displays recently run reports in a tile format. Select a tile to view the report.

Menu Bar

Recently Run

Terminations
Oct 26, 2022 9:02 AM

Active Positions and
Incumbents
Oct 26, 2022 11:24 AM

e

Weblntallizance

e

Wabloiallicance

See below for information on other icons (not previously mentioned) within the menu bar once a report is generated.

The Drilldownicon in the Analyze
tab allows you to furtherfilter
within reportsectionsfor reports
that have separate sections.

The Refresh Dataiconinthe
Query section will not returnany
newer results as HR data is ‘day
old data’ and the informationis

Use the Freeze/Unfreeze icon inthe
Display tab toview/notview report
headers when scrollingin areport.

updated nightly.
The Folding/Unfoldingicon in the
D Cotumia Univtsiry Terminations ~ Display tab allowsyou collapse
report sections for reports that
Query Analyz Displ have separate sections.
@l e /¢ ¥ o @ aa w0

L fﬁﬁfti \The Presentationiconinthe
P Display tab presentsyou with a
Terminations prompt screen to rerun the report.

UsetheFilter iconinthe Analyze

section to show or hide the filter

bar, the row beneath, where you

can viewthe report prompts.

HR Reportin A April 2024
g PAC

h@?‘-‘
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HR Manager Reports - Description and Output
Following are the reports contained within the HR Folder and their outputs.

Active Positions Report

Report Description/Use

This report displays all active University positions that are vacant or filled in administrative departments whose data you
have access to view. It does not display names of employees who occupy (or occupied) the positions. It is helpful to see

the positions available in your department or when you need to reclassify a position. Note: work with your HR Business
Partner when discussing position changes.

Report Filters

This report does not require data selection to generate.
Report Results

The report results show:

e Position Number

e Position Description

e Position Status

e Position Effective Date

e Job Code

e Position Department Number
e Position Department Name
e Grade

e Max Head Count

e Head Count

e Full/Part Time

e Standard Hours

e Work Location

COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
Active Positions

NOTE: BY ACCESSING THIS DATAYOU AGREE TO ADHERE TO UNIVERSITY POLICY ON CONFIDENTIALITY OF SENSITIVE DATA

Position Position Description Position Position  Job Code  Position Position Department Name Grade Max Head Full/ Standard Work
Number Status Effective Department Number Head Count Part Hours Location

Date Count

HR Reporting AN April 2024
*\w’?{}ﬁ Page 18 of 62
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Active Positions and Incumbents Report

Report Description/Use

HR Reporting Training Guide

This report displays all active University positions (vacant or filled) and the names of staff filling any of those positions in
administrative departments whose data you have access to view. This report is useful to also obtain position numbers

and it also helps if you need to reclassify a position. Note: work with your HR Business Partner when discussing position

changes.

Report Filters

This report does not require data selection to generate.
Report Results

The report results show:

e Position Number

e Position Description

e Salary Admin Plan Code

e Job Code

e Position Department Number
o Position Department Name

e Grade

e Max Head Count

e Head Count —if 0 then New or EMP is termed.
e Full/Part Time

e Standard Hours

e Work Location

e Incumbent Employee ID

e Incumbent Name

e Manager Position Number

e Manager Position Description
e Manager Name

COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
Active Positions and Incumbents

HNOTE: BY ACCESSING THIS DATAYOU AGREE TO ADHERE TO UNIVERSITY POLICY ON CONFIDENTIALITY OF SENSITIVE DATA

Position Position Description Position Position Department Name
Number Department
Number:

Max Head Count (if 0, position is Full/ Standard Work Incumbent Incumbent Name

Head new or employee has been Part Hours Location Employee 1D
Count terminated)

HR Reporting @?‘ ) '

Manager Position Manager Name Multiple
Incumbent
Positions.

April 2024
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Employee Personal and Job Data Reports

Report Description/Use

HR Reporting Training Guide

There are four versions of this report that displays comprehensive personal and position related data for University
employees in the selected administrative department(s) and bargaining unit(s) as recorded in PAC and is useful when
additional personal or job data not available in Manager Self-Service is needed.

Report Versions

Employee Personal and Job Data — by Bargaining Unit -
Report Filters

Employee Personal and Job Data — by Bargaining Unit

Employee Personal and Job Data — by Job Function

Employee Personal and Job Data — by Job Function with CU Business Title
Employee Personal and Job Data — by Position Department

Term (YYYYT, T[1=Spring (Jan 1 - May15); 2=Summer (May

Search Q Mo C
[ Admin Department Number (Start) (1) Search or enter value(s) manually
0000000 Termid
Admin Department Number (Start) [/ Admin Depariment Nurmber Enc) s p——
9999999
Admin Department Number (End) Py 20222
Value(s) for Bargaining Unit Name (use % for ALL) . i 2072t
[, Employee Status (3 20213
Employee Status (A; P; L is defaulted) e o1
G Term (YYYYT, T[1=Spring (Jan 1 -
Select Term May15); 2=Summer (May 16 - Aug 31);... 20211
Please select at least one value

Report Results

Employee ID, Admin Department Name, Admin Department Number
Employee Name, Position Department Name, Position Department Number

UNI, Original Hire Date, Service Date, First Tenure Position Date, CU Employee Status

Gender, DOB, Ethnic Group Code, Ethnic Group

Highest Degree Code, Highest Degree Name, Degree Year, Degree Institution Code
Home ZIP, Extract Date, Email, Office Address Line 1, Line 2, Line 3, City, State and Zip Code,
Office Phone Number, Term Year, Term Code, Position Number, Position Status Code, Position Status

Work Location Code, Work Location, US Citizen, Visa Type Code, Visa Expire Date
Tenure Status Code, Tenure Status, Tenure Date
Active Positions, Position Entry Date, Appointment End Date

Job Code, Job Description, Job Effective Date, Job Function Code, Job Family Code, Job Family

ACAD Rank, ACAD Rank 1, ACAD Rank 2, Grade

Compensation Rate, Comp Rate End Date, Compensation Frequency Code, Compensation Frequency

Weekly Hours, Bargaining Unit Code, Bargaining Unit, Sabbat End Date
FT/PT Status, Multiple Positions?

Action Type, Action Reason Code, Action Reason, Action Effective Date
Position Extract Date

Term ID, Position Title, Contract Period Salary, Leave through Date

April 2024
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Employee Personal and JOb Data - bV JOb FunCtion = Search Q| Mo C Term (YYYYT, T[1=Spring (Jan 1 - May15); 2=Summer (May
Report F"ters [¥ Admin Department Number (Start) (1) Search or enter value(s) manually

0000000

. Termid

e Admin Department Number (Start) [ Admin Deparment Number (End) ¢ -
9999939

hd Admln Department Number (End) [ Job Function Code or %' for ALL (1) 20228

20221

e Job Function (use % for ALL)
e Employee Status (A; L; P is defaulted)

[, Employee Status (3 20213
APL

i 20212
[E] Term (YYYYT, T[1=Spring (Jan 1 - =
[ ] Select Term May15); 2=Summer (May 16 - Aug 31); 20211

Please select at least one value

Report Results
The report results show:

e Employee ID, Admin Department Name, Admin Department Number, Employee Name
e Position Department Name, Position Department Number,

e UNI, Original Hire Date, Service Date

e  First Tenure Position Date, CU Employee Status, Gender, DOB

e Ethnic Group Code, Ethnic Group

e Highest Degree Code, Highest Degree Name, Degree Year, Degree Institution

e Home ZIP, Extract Date, Email

e Office Address Line 1, Line 2, Line 3, City, State and ZIP Code, Office Phone Number

e Term Year, Term Code, Position Number, Position Status Code, Position Status

e Work Location Code, Work Location, US Citizen? Visa Type Code, Visa Expire Date

e Tenure Status Code, Tenure Status, Tenure Date

e Active Positions, Position Entry Date, Appointment End Date

e Job Code, Job Description, Job Effective Date, Job Function Code, Job Family Code, Job Family
e ACAD Rank, ACAD Rank 1, ACAD Rank 2, Grade

e Compensation Rate, Comp Rate End Date, Compensation Frequency Code, Compensation Frequency
e Weekly Hours, Bargaining Unit Code, Bargaining Unit, Sabbat End Date

e  FT/PT Status, Multiple Positions?

e Action Type, Action Reason Code, Action Reason, Action Effective Date

e Position Extract Date, Term ID, Position Title

e Contract Period Salary

e Leave through Date

Employee Personal and Job Data Report — by Job Function with Columbia University Title

This report is similar to the Employee Personal and Job Data Report — by Job Function described above except that it
provides the Columbia University Title for the employee. See above for the prompts and output.

HR Reporting L@ﬁ ) C April 2024
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Employee Personal and Job Data Report — by Position Department

This report provides employee data to departments who have faculty appointed in other departments. It allows you to

see data for those who have positions in your departments but an admin department that you do not have access to.

Report Fllters Search Q o C’, Term (YYYYT, T[1=Spring (Jan 1 - May15); 2=Summer (May 1.
ey [¥ Position Department Number (Start) 1) Search or enter value(s) manuall)
e Position Department Number (Start) oosooon o =
ermi
e Position Department Number (End) % Positon Department Number (End) 20223
e Job Function (% for ALL is defaulted) ¥, Job Function Code or %' for ALL (2 20228
. » 20221
o Employee Status (A; P; L is defaulted) % Emplyee Satmey s
ARL
e Select Term 0212
[E] Term (YYYYT, T[1=Spring (Jan 1 -
May15); 2=Summer (May 16 - Aug 31);... 20211
Please select at least one value

Report Results

Employee ID, Admin Department Name, Admin Department Number

Employee Name, Position Department Name, Position Department Number

UNI, Original Hire Date, Service Date, First Tenure Position Date, CU Employment Status
Gender, DOB, Ethnic Group Code, Ethnic Group,

Highest Degree Code, Highest Degree Name, Degree Year, Degree Institution Code

Home ZIP, Extract Date, Email

Office Address Line 1, Line 2, Line 3, City, State and ZIP Code, Office Phone Number

Term Year, Term Code, Position Number, Position Status Code, Position Status

Work Location Code, Work Location

US Citizen? Visa Type, Visa Expire Date

Tenure Status Code, Tenure Status, Tenure Date

Active Positions, Position Entry Date, Appointment End Date

Job Code, Job Description, Job Effective Date, Job Function Code, Job Family Code, Job Family
ACAD Rank, ACAD Rank 1, ACAD Rank 2,

Grade

Compensation Rate, Comp Rate End Date, Compensation Frequency Code, Compensation Frequency
Weekly Hours, Bargaining Unit Code, Bargaining Unit

Sabbat End Date, Full/Part, Multi Pos? Action Type, Action Reason Code, Action Reason, Action Effective Date
Position Extract Date, Term ID

Position Title, Contract Period Salary

Leave through Date

HR Reporting ‘@“ ) C April 2024
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Employee Personal Data Reports

Report Description/Use

HR Reporting Training Guide

There are two versions of this report, one by Job Function, and one by Bargaining Unit, that displays comprehensive
personal data for University employees in the selected administrative department(s) and job function(s) as recorded in
PAC and is useful when additional personal data not available in Manager Self-Service is needed.

Employee Personal Data — by Job Function - Report Filters

e Admin Department Number (Start)

e Admin Department Number (End)

e Job Function (use % for ALL)

e Employee Status (A; P; L is defaulted)
e Select Term

Search Q

¥ Admin Department Number (Start) (1)
0000000

[¥ Admin Department Number (End) )
9999999

z Job Function Code or "%’ for ALL (1)
%

K4 Employee Status (3
AP L

[i] Term (YY¥YT, T[1=Spring (Jan 1 -
May15); 2=Summer (May 16 - Aug 31);...

Please select at least one value
-

o0 G Term (YYYYT, T[1=Spring (Jan 1 - May15); 2=Summer (M.

Search or enter value(s) manually
Termid
20223
20222
20221
20213
20212

20211

Employee Personal Data — by Job Function - Report Filters

e Admin Department Number (Start)

e Admin Department Number (End)

e Employee Status (A; L; P is defaulted)

e Bargaining Unit Name (or use % for ALL)
e Select Term

Report Results

e Employee ID, Employee Record

Search Q | o C Term (YYYYT,[1=Spring (Jan 1 - May 15); 2=Summer (May 16|

[¥ Admin Department Number (Start) (2
0000000

[¥ Admin Department Number (End) (1)
9999999

Z Employee Status: (3
APIL

[¥ Bargaining Unit Name % for ALL: 1)
%

Term (YYYYT, 1=Spring (Jan 1 - May 15);
2=Summer (May 16 - Aug 31); 3=Fall...
Please select at least one value

Search or enter value(s) manually
Termid
20223
20222
20221
20213
20212

20211

e Admin Department Number, Admin Department Name

e Employee Name, Position Department Number,

e Position Department Name, Position Title (in the Job Function report version only),

e Bargaining Unit, UNI

e Original Hire Date, Seniority Date, First Tenure Position Date, CU Employment Status
e Gender, DOB, Age, Ethnic Group Code, Ethnic Group
o Highest Degree Code, Highest Degree Name, Degree Year, Degree Institution Code

e Home ZIP, Extract Date, Email, Office Address Line 1, Line 2, Line 3, Office City, State and ZIP Code

e Office Phone Number

e Tenure Status, Tenure Date (Job Function report version only)

HR Reporting

April 2024
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Employee Vacation Accrual Report

Report Description/Use

HR Reporting Training Guide

This report displays the employees to be included in the Year End Vacation Accrual Report exercise. It is a preliminary list

that should be reviewed for any changes. It is useful to gather employee information in preparation for the Year End

Vacation Accrual Report exercise. This data is refreshed every June in preparation for this exercise.

Report Filters

This report does not require data selection to generate.

Report Results

The report results show:

e Admin Department Number

Employee Vacation Accrual Report Description

e Admin Department Name
e Job Function Code

e last Name

e First Name

COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
Employee Vacation Accrual
NOTE: BY ACCESSING THIS DATAYOU AGREE TO ADHERE TO UNIVERSITY POLICY ON CONFIDENTIA)

Admin Department Number Job Function Code Last Name First Name Employee Id

e Ps Employee ID

Post-Docs Demographic Report

Report Description/Use

This report displays demographic data for all first-time post-docs by department and title effective date.

Report Filters

e Department Range (Begin)
e Department Range (End)
e After Title Effective Date

Report Results
The report results show:

e Name, UNI,
e Administrative Department Name,
e Title, Title Effective Date, Year, Month

HR Reporting

Search Q C After Title Effective Date (MID/YYYY): 2 &

@

jel

[¥ Department Range (Begin): (1) Enter a date manually +
000000000
Selected value(s)
[¥ Department Range (End): (1)
999999999

No selected value

[i] After Title Effective Date (MIDIYYYY):
Please select at least one value

Post-Docs Demographic Report

NOTE: BY ACCESSING THIS DATA YOU AGREE TO ADHERE TO
UNIVERSITY POLICY ON CONFIDENTIALITY OF SENSITIVE DATA

Title
Effective
|\Administrative Dept |Title Date: |Year

{z@?PAC April 2024
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Salary Planning Report - available May - July to users with e-Comp Report Access

Report Description/Use

This report displays salary data for University employees in the selected administrative department(s). This report is only
viewable by those who have the Enhanced Manager Self-Service security access with E-Comp/Salary Reporting and is
only available from May — July. It is useful when preparing for and administering e-Comp for the annual merit increases.

Report Filters
e Select a Salary Group ID
Salary Group ID:
In this report, the department numbers/job function codes must be selected and moved into the box on the right side.

Scroll through the listings on the left side and click to select the department/job function code(s). Then click the right
facing arrow to make the selection. You can also select *ALL* or you can select one or multiple groups. To select
multiple groups, press down the Ctrl key while selecting groups using the left click of the mouse.

Report Results
The report results show:

e Employee ID, Employee Record Number, Name, Administrative Department, Position Department
e Title, Tenure Status, Grade, E-Comp Status

e Visa Expiration Date

e Current Annual Rate, Change Amount, New Annual Rate, Change Percent

e Group ID, Updated, Submitted

HR Reporting L@ﬁ ) C April 2024
N2 BT 2004 Page 25 of 62
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Student Officer Appointment Transactions Report

Report Description/Use

This report displays comprehensive personal and position related data for active student officer new hire and
reappointment transactions in the selected administrative department(s) and is useful when reviewing the details of
student officer appointments.

Report Filters

e Admin Department Number (Start)
e Admin Department Number (End)
e Appointment Start Date

Report Results
The report results show:

e Employee ID, Employee Record, Admin Department Number, Admin Department Name,
e Employee Name, Position Department Number, Position Department Name, UNI,

e Original Hire Date, Service Date, CU Employment Status,

e Gender, DOB, Age, Ethnic Group,

e Highest Degree Code, Highest Degree Name, Degree Year, Degree Institution Code,

e Home ZIP, Extract Date, Email

e Office Addr Line 1, Office Addr Line 2, Office Addr Line 3,

e Office City, Office State, Office ZIP, Office Phone Number,

e Work Location Code, Work Location

e US Citizen, Visa Type Code, Visa Expire Date,

e Position Entry Date, Appointment Start Date, Appointment End Date,

e Job Code, Job Description, Job Function Code, Job Family Code, Job Family,

e ACAD Rank, ACAD Rank 1, ACAD Rank 2, Grade

e Compensation Rate, Comp-Rate End Date, Compensation Frequency Code, Compensation Frequency
e Hourly Rate, Weekly Hours, Bargaining Unit Code, Bargaining Unit,

e Full/Part, Action Effective Date

e Position Title, Contract Period Salary, CU Business Title

HR Reporting _‘@& ) C April 2024
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Termination Report

Report Description/Use

This report displays details of terminated employees (through e-Term or paper PAF) based upon the department range
and position effective date or termination action date. It is useful when confirming dates and information for terminated
employees.

Report Filters
¥ Department Range (Start) (1)
e Department Range (Start) 0000000
* Department Range (End) ™ Department Range (End) (1)
e From Date 9999959

e To Date

[i] From Date

Please select at least one value

Report Results
[i] To Date

The report results show:
Please select at least one value

e Employee ID, Employee Record

e Employee Name

e Department ID (Number), Department (Name)
e Title, Job Code, Grade

e Action Reason, Effective Termination Date

Upcoming/Past Appointment End Date Report

Report Description/Use

This report displays summary data for all employees whose appointment end date occurs within three months from the
date the report is run. This report also lists employees whose appointment end dates have passed. It is useful when
preparing and planning to re-appoint someone and during the annual re-appointment process.

This report does not require data selection to generate.
Report Results
The report results show:

e Position Department (Number), Admin Dept (Number), Admin Dept Name
e Employee ID, Employee Name, Position Title
e Appointment End Date

* Report is looking 3 Months ahead and 3 Months prior 10121122

Upcoming/Past Appeintment End Date Report

NOTE: BY ACCESSING THIS DATA YOU AGREE TO ADHERE TO
UNIVERSITY POLICY ON CONFIDENTIALITY OF SENSITIVE DATA

Position Admin Appt End
Department (Department  |Admin Department Name EmpliD Employee Name Position Title Date
HR Reporting @ AN April 2024
FOF1 N\,
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Upcoming/Past Visa/Permit Expiration Date Report

Report Description/Use

This report displays summary data for all employees who have a visa whose expiration date that occurs within three
months from the date the report is run. This report also lists any employee with an expired visa. It is useful when
determining if an employee’s visa expiration date approached/is approaching.

This report does not require data selection to generate.
Report Results
The report results show:

e Position Department Number
e Position Dept Name

e Admin Department Number
e Admin Department Name

e Employee ID

e Employee Name

e Position Title

e Visa End Date

e Visa Type
Upemng_Past_Visa_Permit_E... Report Description
* Report is looking 3 months ahead 10/28/2022

Upcoming/Past Visa/Permit Expiration Date Report

NOTE: BY ACCESSING THIS DATA YOU AGREE TO ADHERE TO
UNIVERSITY POLICY ON CONFIDENTIALITY OF SENSITIVE DATA

[osition Department Number_|Position Department Name | Adiain Department Number | Admin Departent Name|Empiin_|EmployesName — lposition e |visaEnd Date|visatype |
HR Reportin ' April 2024
poriing o' PAC P
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Recruitment Reports for Human Resources Managers/Central HR Administrators

Recruitment reports that contain data regarding applicants and positions are accessible from the CU Recruitment Folder
and are available to HR Managers and Central HR Administrators. All reports are available to Central HR within the HRIS
folder and those highlighted are available to all HR Managers within the Manager folder.

> [E Public Folders ‘ b 13 Watchdog Reports
777777777777777777 ]| Tee | [5e Applicant List for Job Posting
L1 F cu Recruitment - HRIS | (e Equal Opportunity & Afiimative Action
[l = cu Reeruitment - Manager L] .), Equal Opportunity & Affirmative Action (PaC)
1 3 wr | [ye Job Posting Dashboard

| Job Posting Details

O El Web Intelligence Templates e

] @’ Legacy - Distinct Parameter Values Sheet

| [ @ Legacy JACS8, RAPS5S - Job Posting Details

Duplicate Row Checkup - in the Watchdog Reports Folder - HRIS Only
Report Description

This report displays any duplicate row data in RAPS and TalentLink for Central Admin to make corrections.
Report Filters

This report does not require data selection to generate.

Re port Resu Its COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
Recruitment Data - Duplicate Row Checkup
° Sy stem CD For the input files "PAGEUP_DWH_POST_W_APPL" and "RAPS72_DWH_POST W_APPL"

e Application ID

e Count

Row Count Checkup - in the Watchdog Reports Folder - HRIS Only
Report Description

This report displays the number of postings, applicants, and other specific count data.
Report Filters
This report does not require data selection to generate.

Report Results

¢ SVStem CD COLUMBIA UNIVERSITY IN THE CITY OF NEW YORK
e Table Name Recruitment Data - Row Count Checkup
e Distinct Count — —— —— ——— ——
e Distinct Count Column
e Total Count
HR Reporting ‘@} P AC April 2024
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Applicant List for Job Posting

Report Description

This report provides you with the list of applicants for a specific job posting and is useful for obtaining Columbia work
history for an applicant and if they have family members working at Columbia or Columbia Affiliates.

Report Filters

Search o} Mo Job Posting Number
e Job Posting Number

[i] Job Posting Number Search or enter value(s) manually
[ ] Recrultment system (RAPS or Please select at least one value

Post Num
TalentLink i ,
) [i] Recruitment System 0000100
Please select at least one value

Report Results
Posting Information:

e Recruitment System, Post Number, Position Title, Department (Number), Date Posted, Date Closed
Application Information:

e Record Number, Application ID, Application Date

e Posting Hire Position, Posting Hire Position Title

e Last Name, First Name, Application Status

e Not Hired Reason, Status Effective Date,

e Education: HS Diploma, Highest Degree

e Columbia Work History: Columbia Employee, Laid Off, Laid Off Date

e Family Members Currently Employed by Columbia University: Family Member 1, Family Member Relationship 1,
Family Member Dept 1, Family Member 2, Family Member Relationship 2, Family Member Dept 2

e Family Members Currently Employed by Columbia University Affiliates: Family Member 1, Family Member 2

HR Reporting A C April 2024
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Equal Opportunity & Affirmative Action Report

Report Description

HR Reporting Training Guide

This report displays details of candidate data related to a position posting, if they were hired, and if not, the reason not

hired. It is useful for Equal Opportunity and Affirmative Action compliance and reporting.

Report Filters

Application Effective Start Date
Application Effective End Date

Posting Number

Department

Recruitment System (RAPS or TalentLink)

Report Results

The report results show:

Search

[i] Application Effective Start Date
Please select at least one valus

[i] Application Effective End Date

Please select at least one value

Posting Number

(Al values)

Department

(Al values)

Recruitment System

(Al values)

Enter a date manually

Selected value(s)

April 2024

e Record Number, Recruitment System
e Posting Number, Open Date, Position Number, Position Title
e Job Type, Job Family
o Department (Number), Department Name
e Location
e Last Name, First Name
e Gender, Gender Not Disclosed, Hispanic/Latino, Hispanic Not Disclosed
e Am Ind/AK Native, Asian, Black/African American
e Pacific Islander, White, Race Not Disclosed
e Application Status, Effective Date, Reason Not Hired
HR Reporting ‘@" " } C
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Equal Opportunity & Affirmative Action Report (PAC) - HRIS Only

Report Description

HR Reporting Training Guide

This report displays details for hired employees and is useful for obtaining position, incumbent, and department data.

Report Filters

e Transaction Effective Start Date Search Q
e Transaction Effective End Date [3] Transaction Effective Start Date
° ACtion Please select at least one value
hd Action Reason [i] Transaction Effective End Date
° Position Number Please select at least one value
¥ Action (1)
Report Results — e
The report results show: [¥ Action Reason (1)
NEW
e Record Number, Position Number
. . Position Mumber
e Job Code, Annual Rt, Job Indicator, Location (Al values)

. T

Enter a date manually

Selected value(s)

e Union Cd, Library Rank, Job Title, Job Type
e DeptID, Dept Name

e Level 3, Level 3 Name, Level 4, Level 4 Name, Level 6, Level 6 Name (Department Numbers and Names)

e Empl ID, Last Name, First Name, Gender

e Am Ind/AK Native, Asian, Black/African American, Hispanic/Latino, Pacific Islander, White,

e Not Specified, Race Not Provided
e Hire Date, Grade, FLSA Status, Academic Rank
e Tenure Status, Current Empl Status, Full/Part Time

"Equal Opportunity & Affirmative Action Report (PaC)

Transaction Effective Start Date = 1/1/2020 Transaction Effective End Date  2/10/2021
Action HIR Action Reason MNEW
Position Number All

Position Job Code Annual Rt Job Indicator Location Union Cd
Number

Library Rank |

April 2024
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Job Posting Dashboard

Report Description

HR Reporting Training Guide

This report displays a dashboard of postings with links to the job posting details and applicant list for the posting and is

useful for obtaining those details.

Report Filters

Search

Q

[i] Posting Effective Start Date
Please select at least one value

e Posting Effective Start Date

e Posting Effective End Date
e Posting Status

[i] Posting Effective End Date
Please select at least one value

o Grade iis‘t'z:ijtatus
e Position Number -
° POSItIOﬂ T|t|e (All values)

Position Number
(AlL values)

e Department
e System Source (RAPS or TalentLink)

Position Title
(Al values)
Report Resu|tS Department
(Al values)

The report results show:

System Source
(All values)

Enter a date manually

Selected value(s)

e Record Number, Recruitment System
e Posting Number (a URL to the Job Posting Details)
e Applicant List (a URL to the applicant list for the Job Posting)

e Posting Status, Posting Status Effective Date, Position Title, Department (Number), Post Type

e Location, Job Type, Bargaining Unit, Incumbent, Hrs Per Wk, Job Family, Grade

Job Posting Details

Report Description

This report provides you with the details for a specific job posting.

Report Filters Search al Mo ¢
1 [ Job Posting Number Search or enter value(s)
b JOb POStI ng N um ber Please select at least one value —
e Recruitment System (RAPS or TalentLink) . e
[i] Recruitment System
Please select at least one value 0000100
Report Results 00001000
. . . . 00001001
The report result displays the details for the job posting.
Job Posting Details
Recruitment RAPS 7.2 Chemicals
System
Contact with patients and/
Doct M Agandasa arhuman ressareh
HR Reporting April 2024
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Legacy - Distinct Parameter Values Sheet — HRIS Only

HR Reporting Training Guide

This is an Excel report that displays the values used within the reports. Reference this sheet for a list of available
parameter values to enter into the Legacy JAC 58, RAPS58 Report. Categories are Job Type, Position Title, Department,

Posting Number, Posting Source, and System Source.

Legacy - JAC58, RAPS58 - Job Posting Details - HRIS Only

This report displays position data from the 5.8 versions of JAC and RAPS during the following timeframes. Faculty
postings — RAPS 5.8: 2008 — 2019 and Admin, Support Staff, and Casuals postings - JAC 5.8: 2008 — 2019.

Report Filters

Required data prompts are below. All other prompts are optional to
narrow down the results. Click OK on the bottom of the screen.

e Post Status From Date

e Post Status To Date

e  For System Source — the field is not required, and you can leave
it blank to see all system data. Or enter “J%” to get positions in
JAC or “R%” to get positions in RAPS.

To filter the generated report, export it selecting Microsoft Excel —
Data Only (XLSX) by changing the file format. This option must be
selected.

|||__l.- |r£1||_

e

Export w

File Format:
Microsoft Excel - Data Only (LSX) T
Page Range:
i@ Al Pages
Salect Pages

From:

]

HR Reporting @

e 00—
Enter Values

Post Stakus From Date™ Paost 54
Plaase enter Date in format "mmyddfyyyy".

-
i

[1/1/2019

Post Skakus To Date™ Post
Plaase enter Date in format "mmyddfyyyy".

]

[12/31/2019

Job Type

Position Title
Enter "SoAssociateds” bo search for all titles containing "Associste”

Departrment
Enter "% Business3:" to search for departments conkaining "Business”)

Posting Numbar

Posting Status

Syst=m Source
Enter "J%5" to get positions in JACSS,

[ ]

April 2024
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PAC Reports - from Manager Self-Service in PAC

Performance Management, Labor Accounting and MSS reports are run from PAC.

1. Login to myColumbia with your UNI and Password.

2. Click on the HR Manager tab. MYCOLUMBIA

3. Select the PAC Icon.

aculty and Staff  Former Employee HR Manager ARC  Enterprise Reporting

4. Click the Manager Self Service tile then the

Manager Reports tile.

5. Expand the menu to select a report. ﬁ » ()

HR Manager People at ELM Uni & Passwords TalentLink Time & Attendance
Toolkit Columbia
R
Manager Self Service Manager Reports 6-;?1&0% £ Manager Self Service

) I+ Manager SS Reports v

o - = I =
| 7 = |9 Labor Accounting Reports v

3 = n

S &

1 Reappointment Roster Reports v

When in PAC, you can also navigate to these report suites using the menu: Main Menu > Manager Self Service >
Manager Reports. Expand the menu to select a report.

Main Menu

Manager Self Service
Manager Reports
Labor Acct Reports 3

Manager S5 Reports

HR Reporting AN April 2024
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Manager Self-Service Reports and Queries

Manager Self-Service Reports and Queries are in the Manager Reports folder within Manager Self Service.

+ Manager 55 Reports A~

Department Earnings Register

Department Payroll Register

Employee Eamings History

Employee Earnings FY History

Employee Payroll History

Employee Payroll FY History

Generate Personnel Action Rpt

Manager Self Service Earnings Queries
Manager Self Service Payroll Queries retrieve earnings and payroll information in a department or employee view. These

queries return real time data from the Production environment.

e Department Earnings Register - This report lists regular, overtime, and other earnings for employees in your
department for ONE designated pay period.

e Employee Earnings History and Employee Earnings FY History - This report lists regular, overtime and other
earnings for ONE employee in your department over SEVERAL pay periods (in multiple year view or FY view).

Report Use
These Earnings Reports provide detail on the employee’s earnings as well as the earnings code that indicates the type of

pay and can be viewed by department or by employee (in history or FY history view). They are helpful when processing
cost transfers (Labor Accounting users) and you need to determine the exact earn code for the payment. The "- - -" earn
code is the same as the REG earn code and indicates the earnings were the employee's regular earnings.

HR Reporting .\‘.@.& ) C April 2024
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Report Filters
These reports require entry of additional filters. A message displays instructing you NOT to leave any fields blank on the

following screen. Click “OK”. You can enter a wildcard or "%" sign to search all items in that field.

Step 1 — Select either the Department Earnings Register or Employee Earning History or Employee Earnings FY History
link.

Step 2 — Enter data into the fields. When running the report by department, a Pay Period End date is required and when
running the report by employee, the Employee ID is required. You can further detail the output or to view all available
data, enter a “%” which is a ‘wildcard’ in PAC and will return all data.

By Department By Employee (History or FY History)
Pay Pericd End 10/31/2017 | Cy Empl ID | e Empl ID: Enter the Employee’s ID number
Frequency % |Q Vaar (if unknown, can be found on the View

Employee Personal Information page)

DeptiD % View Resulis

e Year:

Empl ID % . .

o Enter the year of earnings to view or
Name %

I — % to view all available years in the

View Results PAC database — History report

o Enter the Fiscal Year of earnings to
view (% option not applicable) — FY
History report

e Pay Period End: Enter or click the magnifying glass to select the pay period date of earnings to view.

e Pay Frequency: Select the pay period frequency to view. Options are: % = all paychecks, B = bi-weekly; M =
monthly; S = semi-monthly or W = weekly.

e DeptID: Enter the specific department ID or "%" for all departments.

e Empl ID: Enter the specific employee ID or type "%" to search for all employees.

e Name: Enter the specific employee's name or type "%" to search for all employees.

Step 3 - Click ‘View Results’

HR Reporting A C April 2024
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Manager Self Service Earnings Queries - Report Results

The results can be exported into an Excel spreadsheet for additional formatting by clicking the link on the top of the

page.

By Department

Download results in:  Excel SpreadSheet CSV TextFile XML File (782 kb)
View All First 1-100 of 1708 "*' Last
Pay Pay Period Off Earn Reg Reg oT OT  Oth Oth  Addl
Dept 1D UNI Name 1D Co Group Frequency End Check Dt Cycle Code Descr Hours Earns Hrs Eams Hrs FEams #
By Employee
Download results in :  Excel SpreadSheet CSV TextFile XMLFile (7 kb)
View All First 1-10 of 10 Last
Pay Pay Period Off Earn SumReg SumReg SumOT SumOT Sum Oth Sum Oth
DeptiD | UNI Name 1D Co Group Frequency End Checlc Dt Y Year Cycle Code Descr Hours Earns Hrs Earns Hrs Earns

Dept ID: The employee's admin department

UNI: The employee's UNI

Name: The employee's name

ID (Employee ID): The unique PAC ID for the employee

Co (Company): The employee will be in CU1 unless s/he is a retiree then s/he will be in REIT
Pay Group: Grouping of employee populations for payroll purposes

Frequency: The compensation frequency for the employee

Pay Period End: The end of the earnings period

Check Dt: The check date for the designated pay period

Year: The earning's year (calendar) — Employee Report Only

Off cycle: Y =Yes; N=No

Earn Code: Earnings Code. The "- - -" earnings code is the same as the REG earnings code and indicates the
earnings were the employee's regular earnings

Description: Description of the Earnings Code

Reg Hours: Regular Hours for the designated pay period

Reg Earns: Regular Earnings for the designated pay period

OT Hours: Overtime Hours for the designated pay period

OT Earns: Overtime Earnings for the designated pay period

Oth Hours: Other Hours for the designated pay period

Oth Earns: Other Earnings for the designated pay period

e Addl #: Indicates the number of additional position numbers an employee has = Department Report only
HRR ti v April 2024
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Manager Self Service Payroll Queries

a. Department Payroll Register - This report lists the total gross, total taxes, total deductions, and net pay for
employees in your department, for ONE designated pay period.

b. Employee Payroll History and Employee Payroll FY History - This report lists the total gross, total taxes, total
deductions, and net pay for ONE employee in your department, over SEVERAL pay periods (in multiple year view
or FY view).

Report Use

These Payroll Reports provide payroll detail on the employee’s earnings and can be viewed by department or by
employee (in history or FY history view).

Report Filters

These reports require entry of additional filters. A message displays instructing you NOT to leave any fields blank on the
following screen. Click “OK”. You can enter a wildcard or "%" sign to search all items in that field.

Step 1 - Click either the Department Payroll Register or Employee Payroll History or Employee Payroll FY History link.

Step 2 — Enter data into the fields. When running the report by department, a Pay Period End date is required and when
running the report by employee, the Employee ID is required. You can further detail the output or to view all available
data, enter a “%” which is a ‘wildcard’ in PAC.

By Department By Employee (History or FY History)
Pay Period End 10/31/2017 |Q Empl ID | e Empl ID: Enter the Employee’s ID
Frequency % |Q Vear number (if unknown, can be found on
DeptiD % the View Employee Personal Information
View Results page)
Empl ID % v
e Year:
MName %

o Enter the year of earnings to view or
% to view all available years in the
PAC database — History report

o Enter the Fiscal Year of earnings to
view (% option not applicable) — FY
History report

View Results

e Pay Period End: Enter or click the magnifying glass to select the pay period date of earnings to view.

e Pay Frequency: Select the pay period frequency to view. Options are: % = all paychecks, B = bi-weekly; M = monthly;
S = semi-monthly or W = weekly

e DeptID: Enter the specific department ID or "%" for all departments.

e Empl ID: Enter the specific employee ID or type "%" to search for all employees.

e Name: Enter the specific employee's name or type "%" to search for all employees.

Step 3 - Click ‘View Results’

HR Reporting \‘@z ) C April 2024
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Manager Self Service Payroll Queries Report Results

The results can be exported into an Excel spreadsheet for additional formatting by clicking the link on the top of the
page.

By Department

Download results in :  Excel SpreadSheet CSV Text File XML File (5120 kb)
View All First 1-100 of 13128 % Last
Pay Period Off Check Total Total DDA
Dept ID UNI Name 1D Co Group End Check Dt Cycle Form ID NDI Tot Gross Taxes Ded. Net Pay suppressed
By Employee
Download results in :  Excel SpreadSheet CSV TextFile XMLFie (Skb)
View All First 1-18 of 18 Last
Pay Period Off Check Sum Tot Sum Total Sum Total Sum Net DDA
DeptID UNI Name 1D Co Group End Check Dt Year Cycle Form ID Nbr Gross Taxes Ded. Pay Suppressed

o Dept ID: The employee's admin department
e UNI: The employee's UNI
e Name: The employee's name
o ID (Employee ID): The unique PAC ID for the employee
e Co (Company): The employee will be in CU1 unless s/he is a retiree then s/he will be in REIT
e Group: Grouping of employee populations for payroll purposes — the Pay Group
e Pay Period End: The end of the earnings period
e Check Dt: The check date for the designated pay period
e Year: The earning's year (calendar) — Employee Report Only
e Off cycle: Y=Yes; N=No
e Form ID: Identifies that the employee will receive their pay by printed check (CUCHK) or by direct deposit
(CUDDA)
e Total Gross: Total gross pay for the designated pay period
e Total Taxes: Total taxes taken out for the designated pay period
o Total Deductions: Total deduction taken out for the designated pay period
e Net Pay: Net pay for the designated pay period
o DDA Suppressed:
o Y =Yes-employee does NOT receive a Direct Deposit Advice
o N =No - employee receives a Direct Deposit Advice
o BLANK - employee receives a paper check

HR Reporting A
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Personnel Action Report
A Personnel Action Report lists every employee in your department that has had a transaction action date in the current

month. If the report is run during the first week of a month, only the preceding month's data is available.
Interpreting the Report

e Certain transactions, such as TBH, eTerminations or PAF submittals, require the HRPC to run processes to
complete the transactions. This is the action date for the transaction.

e In addition to the action date for the transaction, the effective date for that transaction is also displayed.

e The descriptions of the transactions are displayed using Action and Reason Codes. Action and Reason Codes are
used in PAC to categorize job and position actions. They indicate the types of changes made to an individual’s
record. Access the Action and Reason code job aid on the HR Website for more information and code

definitions.

Note: Address changes will not appear on this report. Access the View Employee Personal Information page in MSS to
view an employee's addresses or the HR Manager Reports on the HR Data Store to retrieve the home zip code and office
address information for employees in your department(s). See the HR Manager Reports lesson for more information.

Generate the Report

Step 1 - Click the Generate a Personnel Action Report link to view the report. No additional data entry is required. The
report will be created displaying data for departments that you are able to view as per your approved security profile.

See below for a report example. The results can be exported into Excel by clicking the “Excel Spreadsheet” link at the top
of the page.

Download results in: Excel SpreadSheet CSV Text File XML File (5094 kb)

View All First 1-100 of 16649 '} Last
Employee ID  Empl Record Name Pay Status Dept ID Position AnnualRt  Action Reason  Action Date Eff Date

1 0 Terminated  501000X ITER  AEN 09/09/2017  09/01/2017

2 0 Active 756200X iDTA  STU 09/09/2017  09/01/2017

3 0 Active 401410X DTA  TLC 09/07/2017  09/01/2017

4 1 Active 4011103 I REH CNW 08/3112017 09/0172017

5 1 Active 4011103 DTA  STU 09/09/2017  09/01/2017

HR Reporting A C April 2024
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Performance Management Reports provides a report for employees listing information related to the status, dates,
acknowledgements, and ratings within a fiscal year period. Access to the report is provided to employees holding the

‘ePerformance Report’ PAC role.

Performance Management Reports are in the Performance Management Reports folder within Manager Self Service.

NavBar: Navigator

Main Menu
L LE
= @ Manager Self Service
| ]

Recent Places

Reports

My Favorites

Performance Management

Status Report for Managers

Status Report for DAs

&

Status Report for Managers

a. Managers who hold the “CU eManager” role can access the report. The landing page displays.

D

) _ —
’(\;;;Ew o < Status Report Manager

Status Report for Managers

+ Instructions

Enter Report Parameters

1. Select Fiscal Year.

2. Select Document Status from the drop-down list. If blank, ALL types of Document Status will be included in the report.
3. Check/Uncheck "Include Indirect Reports”.

4. Ensure that all the parameters are correct, then click on Run Status Report button.
5. A new tab will be populated to display the results.

Fiscal Year | 2021 Q | 07/01/2020 - 06/30/2021
Document Status v

Include Indirect Reports

Run Status Report

HR Reporting
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b. Select the Fiscal Year from the Fiscal Year lookup field.

< Self Service Status Report for Managers

» Instructions

Look Up Fiscal Year

Enter Report Parameters

15 . Search by: | Fiscal Year v =
- Select Fiscal Year.

2. Select Document Status from the drop-down list. If blank, ALL types of Document Status wi
3. Check/Uncheck "Include Indirect Reports”. i
4. Ensure that all the parameters are correct, then click on Run Status Report button.

5. A nsw tab will be populated to display the results.

Cancel Advanced Lookup

Search Results
View 100 1-7of 7 ~
Fiscal Year = 2020 @  07/01/2019 - 06/30/2020
Fiscal Year Calendar ID  Description

Document Status - 2020 FY Fiscal Year
2021 FY Fiscal Year

[ Include Indirect Reports — - —
Run Status Report ] 2023 B Fiscal Year

2024 FY Fiscal Year

2025 FY Fiscal Year

2026 FY Fiscal Year

c. Select the Document Status from the drop-down menu.

< Self Service Status Report for Managers

~ Instructions

Enter Report Parameters

1. Select Fiscal Year.

2. Select Document Status from the drep-down list. If blank, ALL types of Document Status will be included in the report.
3. Checki/Uncheck "Include Indirect Reports”.

4. Ensure that all the parameters are correct, then click on Run Status Report button.

5. Anew tab will be populated to display the results.

Fiscal Year = 2020 0,. 07/01/2019 - 06/30/2020

Document Status i ~

[ Include Indire Acknowledged

Approval

Canceled

Completed

Define Criteria

Evaluation in Progress

Not Started

Pending Acknowledgement
Shared with Employee
Track Progress

G

HR Reporting % P 1"\(. April 2024
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”
|

d. Select “Include Indirect Reports” if those results are needed.

< Self Service Status Report for Managers

= Instructions

Enter Report Parameters

1. Select Fiscal Year.

2. Select Document Status from the drop-down list. If blank, ALL types of Decument Status will be included in the report.
3. Check/Uncheck "Include Indirect Reports”.

4. Ensure that all the parameters are correct, then click on Run Status Report button.

5. A new tab will be populated to display the results

Fiscal Year = 2020 Q| 07/01/2019 - 06/30/2020

Document Status ~

¥4 Include Indirect Reports I

Run Status Report

e. Select Run Status Report. The report displays the Manager’s direct reports and all indirect reports.

CU_EP_STATUS_REPORT- ePerformance Status Report
Download resulls in:  Excel SpreadShest CSV TextFile XMLFile (3 kb)
View Al First 1-50f5 Last
CUAdmin  Department Empl Employes RecentHire Period Beg PeriodEnd  Creation o -~ EE Date
Row " peptin Name  EMPIID | pogorg  EmployesName iy UES Grade LD Date Dats Date Date  Rating Ratng Acknowledgement  Acknowedged S5
Director, HRIAcademmic Gillespie, Maribel Employee
1 7550202 FPOAOmin 10132768 0 Mequeen.Jody s 105 Soebe 11282011 01012020 01/0212020 051172020 tinoaeageg 0802020 Completed
Director, HRIAcademic Gillespie, Maribel Employee
2 7550202 FPOAdmin 10132766 0 Mequeen,Jody e 106 Oepe 11282011 021772020 0B/3072020 D4/03:2020 tioeageg 10052020 Completed
Director, HR/Academic Gillespie, Maribe! Define Critsria-
3 7550202 FPOAdmin 10132766 0 Mequeen, Jody o 106 Seehe 11282011 07/0172019  0B/30/2020 D6/0222020 Craroant
Director, HRIAcademic Gillespie,Maribel Define Criteria-
4 7550202 FPOAdmin 10132768 0 Moqueen,Jody Ao 106 | Shiespie 111282011 050172020 05/31/2020 0512012020 et
Lim Leopoldo Administrative Employee
5 7550202 FPOAdmin 10250390 0 ek e 104 Moguesndody 12002019 120912019 06/15/2020 06/1612020 o eigeq 11302020 Completed
“ . " . .
f.  Uncheck “Include Indirect Reports” if you do not want to include those results in the report.
. « ” . ’ .
g. Click on “Run Status Report”. The report only displays the Manager’s direct reports.
= Instructions.
Enter Report Parameters.
1. Select Fiscal Year.
2. Select Document Status from the drop-down list. If blank, ALL types of Document Status will be included in the report.
3. Check/Uncheck “Include Indirect Reports”.
4. Ensure that all the parameters are correct, then click on Run Status Report button
5. Anew tab will be populated to display the resuts.
Fiscal Year = 2020 @ 07/01/2019 - 06/30/2020
Document Status -
—
= = CU_EP_STATUS_REPORT- ePerformance Status Report
[ Include Indirect Reports
Download results in:  Excel SpreadSheet CSV TextFile XMLFile (3 kb)
View All First 1-4 of 4 L
CUAdmin  Department Empl  Employee  Employee RecentHire Period Beg PeriodEnd Creation o . EE Date
ROW  “peptn Name EmplID  pecord UNI e Grade (ELD Date Date Date Date ~ Rofing Rating Acknowledgement  Acknowlzdged €D
Director, HR/Academic Gillespie, Maribel Employes
1 7560202 FROAdmin 10132766 0 Megueen.Jody sy 106 Soeepe 110282011 021712020 08/30/2020 04/03/2020 tnowedged 1002020 Completed
Director, HR/Academic Gillespie, Maribel Define Criteria-
2 7560202  FROAdmin 10132766 0 Megueen.Jody e 106 Joespe 110282011 07/01/2019  06/30/2020 06/02/2020 Charkpeint
Director, HR/Academic Gillespie, Maribel Define Criteria-
3 7560202  FROAdmin 10132766 0 Megueen.Jody sy 106 Soeepe 111282011 05/01/2020 05/31/2020 05/20/2020 Checkpeint
Director, HR/Academic Gillespie, Maribel Employes
4 7560202  FROAdmin 10132766 0 Megueen.Jody e 106 Joespe 11282011 01/01/2020  01/02/2020 05/11/2020 tnowadged 051032020 Completed

HR Reporting
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Status Report for Department Administrators
a. Department Administrators who hold the “CU ePerformance DA”
role can access the Status Report for DAs. The report results

display information for the departments you have access to view. _'G') e TS

NavBar: Navigator a

Main Menu

Performance Management
. . Recent Places
The landing page displays. Reports

Status Report for Managers

Status Report for DAs

My Favorites

{?:;E!:_A:E' { Status Report Manager Status Report for DAs

Status Report for DAs

Enter any infermation you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value
¥ Search Criteria

Search by: Run Control ID begins with

[ICase Sensitive

]
Search  Advanced Search

b. Create a new Run Control ID.
i Click on Add new Value tab.
ii. Enter a Run Control ID. A new Run Control can be created and retained for different sets of
Department IDs needed for the report. Once a Run Control has been created, it should always be
available.

iii. Follow the steps in the Labor Accounting Reports section on how to run a report using a Run Control
ID.

Status Report for DAs

< Status Report Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
Status Report for DAs

¥ Search Criteria

Eind an Existing Value Add a New Value

Search by: Run Control ID begins with

CCase Sensitive

Search  Advanced Search
Search Results

View All 1-20f2 ~

Run Control ID ‘.Testingﬂ

Run Control ID

Testing1
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Labor Accounting Reports and Queries

Labor Accounting Reports provide details on labor accounting data in PAC and are in are in

¢ Manager SS Reports v
the Manager Reports folder within Manager Self Service.
. Labor Accounting Reports ~
Cost Transfer Reports

Each report has slightly different filters, but all will require certain criteria on which to
base the report, including department number(s) and dates. Each report will be described
later in this document. Following are the basic steps that apply to generating all reports. Funding Setup Report

Fringe Rate Report By Employee

Payroll Actuals Report

Suspense Detail Report

Generate a Labor Accounting Report

Step 1 - Select the report from the menu.

Step 2 — Create or Reuse a Run Control ID. A Run Control ID is the name you are giving your report.

ICost Transfer Reports

Find an Existing Value

~ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

@ 2:;:::95 l Choose from recent searches v] / H Saved I Choose from saved searches v] /

Search by: Run Control ID begins with :}

~ Show mere options

1. The default search is to Find an Existing Value (Run Control ID). Enter the search box to locate one you have
used prior or use the dropdowns to view any recent or saved searches.

2. To create a new Run Control ID, select the “Add New Value” button, enter the name you want to use and click
IIAdd”.

e A Run Control ID cannot contain spaces or special characters.

e Select a name that will be meaningful to you, so that you can easily find it when you want to reuse it.

e You can reuse the same run control after you set up a report, and just change the filters, for example the date(s)
for which you want to run the report.

e Forreports that you are going to run frequently, you may want to set up all the filters once, and then just
change the date range as required.

Important! If you are re-using a Run Control ID to generate another report, wait until the first one completes before
running the next one.

HR Reporting A C April 2024
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Step 3 — Enter, or select, the required data. Parameters differ per report and are detailed in the following pages. Below

are the steps to follow to generate all reports.
Department Selection Options:

Department View — department level grouping selection search and
selection

You may want to run a Labor Accounting report for group of similar
departments rather than for specific level 8 department. To do this:

a. Enter the first few digits of the department and then a “%”
sign (e.g., 1610%).
b. Click the magnifying glass.

c. This will expand your selection and return all departments
that begin with 1610.

HR Reporting P} C
d

2

EST 2004

Fringe Rate Report By Employee
Search by: |_D
Run Control ID FringeRateR
B
Process Request Parameter(s) Search Results
As Of 04/02/2024 View 100
Date
Department | [
Process Report By 161000X%
® Department i
1610103
1610104
@ 1610105
Department 1610106
1610% Q 1610107
161010X
E
April 2024
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Department View — department node selection — available in certain reports

You may want to run a Labor Accounting report by node, where available rather than for specific departments. To do
this:

a. Select the Department Tree Node radio button. Cost Transfer Report Options

b Key in or use the search feature to enter the 2 Admin Dept ® Dept Tree Node  © Project ID O CT Initiator

O Employee ID ) CT Transaction 1D
department node. pioy

c. This will expand your selection and return all node

and department values underneath the node you
@ All Projects O Sponsored Projects Only
entered.

Projects Option

Summary Report Only

® by Combo Code O by Project ID

Dept Tree Node | 4270000 Q
P School Of Continuing Education

Step 4 — Select ‘Run’ in the upper-right corner of the screen to view the Process Scheduler Request Screen. Click ‘OK’ to
run the report or ‘Cancel’, to cancel. Important! Do not change the defaults in the Type and Format columns and do not
use the drop-down selections to change them. You can select an Excel format after the report generates.

Fringe Rate Report By Employee

Fringe Rate Report By Employee

Run Centrol ID FringeRateReport Report Manager Process Monitor Run

Process Request Parameter(g

Process Scheduler Request

Pt LNt TieTake V]

UserID di2532 Run Control ID  FringeRateReport

Server Name [ v] Run Date |04/04/2024

Recurrence [ Vl Run Time |4:03:03PM l Reset to Current Date/Time

Process List

Select | Description | Process Name | Process Type =Type =Format | Distribution
Fringe Rate Report By Employee ‘ CUPFRGO1 ‘ SQR Report “ Web ¢ “ POF X ‘ Distribution
HR Reporting April 2024

Page 49 of 62



oo

COLUMBIA UNIVERSITY

Human Resources

HR Reporting Training Guide

Step 5 — Once you click ‘OK’ you return to the report set-up page. Note that the request was given an identifying

number, the Process Instance. Click on ‘Process Monitor’ to view the status of your report request.

Cost Transfer Reports

Run Control 1D Report Manager

TrainingTest_04_2024

Process Monitor

Process Instance:3505068

Step 6 — Once the Run Status = Success and the Distribution Status = Posted you can view your report. If the status is

anything else (e.g., queued, pending) you can click Refresh to update the page.

Process Monitor

Process List Server List

| New Window | Personalize

View Process Requests

Type | 1 [oays
Status i

User D [di2532 a v [Lest ~] ~

server
Run Status v

Name

Save On Refresh

~ Process List

Refresh

@ 1-10f1 v | view Al
Select |Instance Seq. Run Control 1D Process Type f‘;umniss User Run Date/Time Run Status gg:s:“‘i"" Details. Actions
3505068 TrainingTest_04_2024 SOR Report CUPXFRO1 di2532 04/02/2024 10:58:51AM EDT Success Posted Details
Update Process >
Details
Go back to Cost Transfer Reports Parameters
Notify Message Log
Process List | Server List R AT EES
. View Log/Trace X
Step 7 — View the Report.
Report
a. Select View Log/Trace from the Actions drop-down ReportID 2759804 Process Instance 3505065
Name CUPXFRO1 Process Type SOR Report
H H HE Run Status  Success
b. Select the .CSV file which is in Excel format.
Detail CT Report { PDF Only)
Distribution Details
Distribution Nede HRS2PRFR Expiration Date | 04/09/2024 |
File List
Name File Size (bytes) Datetime Created
SQR_CUPXFR01_3505068.log 1912 04/02/2024 11:08:45.216642AM EDT
ELinll Rl B e 11,284 04/02/2024 11:08:45.218542AM EDT
cupxir_3505088.out M2 04/02/2024 11:08:45.2165424M EDT
Distribute To
Distribution ID Type +Distribution 1D
User 412532
HR Reporting P \(" April 2024
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The following pages will show you the set-up filters for each of the reports.
You run and view all reports in the same way (as illustrated above).

Fringe Rate Report
The Fringe Rate Report allows you to view the fringe rate(s) charged, by employee, as of a specific date.

Report Use
Departments can use the report to determine what fringe rate(s) were used for an employee. Once a report has been

set up, you can reuse the run-control and just change the date. For example, you may want to run the Fringe Rate
Report monthly for a group of departments. You can set up the report filters once, and every month select the run

control and only change the “as of date”.

Report Filters
1. The ‘As Of date

2. Report View. Select either Department or Employee:
a. Department - the fringe rate(s) for each employee in the specified department(s) as of the date entered.
b. Employee —the fringe rate(s) charged for a specific employee as of the date entered.

3. Enter the department(s) or employee(s) for which you want to run the report. You can search for
departments/employees using the magnifying glass or you can key in the IDs. You can enter as many departments or
employees as you want to have on the report. To add extra rows, click on the plus sign.

4. Follow the steps outlined in the Generate a Labor Accounting Report section to run and view the report.

Fringe Rate Report By Employee

Fringe Rate Report By Employee

Run Control Il gringeRateReport Report Manager Process Monitor Run

Process Request Parameter(s)

As Of 04/02/2024

Date

Process Report By

® Department O Dept Tree Node O Employee

@@ 1-10f1 v | wiew Al

Department

[1511103 Q CIT Security E
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Fringe Rate Report - Report Output
The report displays the following information.

Employee ID: The unique PAC ID for the employee

Empl Red: The record number that is associated with a position/job, e.g., ‘0’ or ‘1’. Employees can have
multiple jobs and will thus have multiple Empl Rcd numbers.

Last Name: For the employee.

First Name: For the employee.

Department ID: The employee’s admin department.

Earn Code: Earnings Code. The "- - -" earnings code is the same as the REG earnings code and indicates the
earnings were the employee's regular earnings

Description: The description of the Earn Code.

Combo Code: The 10-digit system-generated number representing a unique ChartString to where the earnings
are allocated.

Priority:

Fringe Code: The code for the fringe type.

Description: The description of the fringe code.

Fringe Rate: The fringe rate applicable to the individual.

ChartField Data: The ChartField elements (BU/Account/Dept/PCBU/Project/AC/Init/Segment/Site).

HR Reporting ‘@2 ) C April 2024
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Funding Setup Report
The Funding Setup Report provides you with a view of the distribution percentage and combo code(s) an employee’s
Regular Earnings and Additional Pay are allocated to via Salary Distribution as of a specific timeframe.

Report Use
Departments can use the report to identify the percentages charged to combo codes used for a particular pay period. It

will show the percentage of earnings charged to each combo code for an employee between the specified start and end
dates. The report returns results based on the admin department, not the funding department.

Once a report has been set up, you can reuse the run-control and just change the date. For example, you may want to
run the Funding Setup Report monthly for a group of departments. You can set up the report filters once, and every
month select the run control and only change the start and end dates.

Report Filters
1. The ‘Start Date’ and ‘End Date’ of the timeframe for the report.

2. Report View. Select either Department or Employee:

a. Department — the funding distribution percentage for each employee in the specified department(s) for the
fiscal year within the timeframe entered.

b. Department Tree Node — report can be run at any level of the department tree. Entering a node value will
display the funding distribution percentage for all employees within that tree node as of the dates
entered.

i. Note that you do not have to click the ‘Save’ button on this report to select a department
node.

c. Employee — the funding distribution percentage charged for a specific employee for the fiscal year within
the timeframe entered.

3. Enter the department(s) or employee(s) for which you want to run the report. You can search for
departments/employees using the magnifying glass or you can key in the IDs. You can enter as many departments or
employees as you want to have on the report. To add extra rows, click on the plus sign.

4. Follow the steps outlined in the Generate a Labor Accounting Report section to run and view the report.

HR Reporting _‘@2 ) C April 2024
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Funding Setup Report - Report Output
The report returns results based on the admin department, not the funding department.

Fiscal Year: The fiscal year in which the funding is allocated.

Employee ID: The unique PAC ID for the employee.

Employee Record: The record number that is associated with a position/job, e.g., ‘0’ or ‘1’. Employees can have
multiple jobs and will thus have multiple Employee Record numbers.

Name: The employee’s name.

Department ID: The employee’s admin department.

Effective Date: The date that the allocation is effective as of.

Effective Sequence: The order of items processed on a single effective date.

Earn Code: Earnings Code. The "blank" earnings code field indicates the employee's regular earnings.
Budget Sequence: The sequence of processing of earnings items.

Combo Code: The 10-digit system-generated number representing a unique ChartString.

Budget Amount: The dollar amount budgeted for the item (non-regular earnings only).

Distribution Percent: The percentage of earnings allocated to the combination code.

Funding End Date: The end date for the Salary Profile on the Salary Distribution page in PAC.

Source: J=Job Data; A=Additional Pay.

ChartField Data: The ChartField elements (Business Unit/Account/Department ID (CF)/Business Unit,
PC/Project/Project Activity/Initiative/Segment/Site).

HR Reporting ‘@2 ) C April 2024
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Payroll Actuals Report

The Payroll Actuals Report allows you to view the combo code(s) employee earnings were charged to, by employee, as
of a specific date. It shows the actual earnings charges and encumbrances for employees between specified start and
end dates.

Report Use
Departments use the report to identify the payroll actuals and encumbrance balances for the employees in the specified

departments.

Once a report has been set up, you can reuse the run-control and just change the date. For example, you may want to
run the Payroll Actuals Report monthly for a group of departments. You can set up the report filters once, and every
month select the run control and only change the start and end dates.

Report Filters
1. The ‘Start Date’ and ‘End Date’. The timeframe of the data.

a. Important! This report can only be run for a 12-month period. E.g., 1/1/22 - 12/31/22 or 7/1/21 = 6/30/22.
If additional timeframes are needed, run the report again for each timeframe. If you are re-using a Run
Control ID to generate the next report, wait until the first one is completed before running.

2. Report View. Select either Department, Employee or Department Tree Node:

a. Department — actuals and encumbrances for each employee in the specified department(s) as of the dates

entered. Select one of “Sort by” options from the drop-down menu for how you want the data sorted.
i Admin Dept, Combo Code, Emplid.
ii. Admin Dept, Emplid, Combo Code.

b. Employee — the actuals and encumbrances for the specified employee(s) between the dates entered.

c. Department Tree Node: report can be run at any level of the department tree. Entering a node value will
display the data for all employees within that tree node as of the dates entered.

d. Summary — check this box to summarize the output by Earn Code, Combo Code and ChartField. This option

displays the total charges to each combo codes, per earn Payroll Actuats Report

code. It shows the total charged to a combo code for the
period entered in the start and end dates. Run Control D payActuals 03 2024 Renarti

3. Enter the department(s) or employee(s) for which you want to run
Date Range For The Report

the report. You can search for departments/employees using the
L X “StartDate 03012024 [H]] “End Date 03312024 []|
magnifying glass or you can key in the IDs. You can enter as many - -

departments or employees as you want to have on the report. To

. . Run Report For
add extra rows, click on the plus sign.

@ Department O Employee O Department Tree Nodd
4. Follow the steps outlined in the Generate a Labor Accounting Sortby | Admin Dept, Combo Code, Empli v|  Summary:
Report section to run and view the report.
=3 ?‘ 110f1 v
Department ID
HR R rtin ' April 2024
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Payroll Actuals Report - Report Output

Department ID: The employee’s admin department.

Employee ID: The unique PAC ID for the employee.

UNI: The employee's UNI.

Pay Group: Grouping of employee populations for payroll purposes.

Employee Record: The record number that is associated with a position/job, e.g., ‘0’ or ‘1’. Employees can have
multiple jobs and will thus have multiple Employee Record numbers.

Employee Name: The employee’s name.

Position Number: The identification number for the employee’s position in PAC.

Position Description: The description of the employee’s position.

Off cycle: Y =Yes; N = No.

Reversed: Y = Yes; N = No.

Pay End Dt: The end date of the pay period for the specified earnings.

Paycheck Nbr — the corresponding paycheck number will be indicated.

Earn Code: Earnings Code.

Combo Code: The 10-digit system-generated number representing a unique ChartString to where the earnings
were allocated.

Funding Dept: The department (indicated by department number) that administers the listed combo code.
Earnings Amt: The dollar amount of earnings allocated to the combo code listed for the specified earnings.
Transaction ID — will display the Cost Transfer Transaction ID, if applicable. If the earnings were from a regular
payroll and did not have a cost transfer made to them a 0 will display.

Transaction Type — displays the type of transaction for the specified earnings. Can be CT = Cost Transfer or PY =
Payroll.

Regular Fringe: The dollar amount of Fringe expense applied to the specified earnings.

AddI Fringe: The dollar amount of Additional Fringe expense applied to the specified earnings.

Fringe Total: The total dollar amount of Fringe applied to the specified earnings.

Encumbrance Earnings Amt: The dollar amount of earnings encumbered for the specified earnings (through the
end of the FY).

Encumbrance Fringe Amt: The dollar amount of Fringe expense encumbered for the specified earnings (through
the end of the FY).

Total Earnings: The total dollar amount of actual and encumbered earnings (through the end of the FY).

Total Fringe: The total dollar amount of fringe expense (through the end of the FY).

ChartField Data: The ChartField elements (Business Unit/Account/Department ID (CF)/Business Unit
PC/Project/Project Activity/Initiative/Segment/Site).

HR Reporting \@2 l C April 2024
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Suspense Detail Report
The Suspense Detail Report lists all payroll charges in suspense for a department or set of departments as of a specified
date.

Report Use
Departments can use the report to identify payroll charges in suspense, and how long a particular charge has been in

suspense.

Once a report has been set up, you can reuse the run control and just change the date. For example, you may want to
run the Suspense Detail Report semi-monthly for a group of departments. You can set up the report filters once, and
every time select the run control and only change the as of date.

Report Filters
1. The Pay End Date Range using the ‘From Date’ and ‘To Date’. The timeframe of the data.

2. Report Type. The report can be run at either the summary or the detail level.
3. Department Tree Node: report can be run at any level of the department tree. Entering a node value will display the
suspense for all employees within that tree node as of the dates entered.
a. Note that you do not have to click the ‘Save’ button on this report to select a department node.
4. Individual Department: reports can be run for an individual department. Enter the department(s) for which you
want to run the report. You can search for departments using the magnifying glass or you can key in the department
ID. You can enter as many departments as you want to have on the report. To add extra rows, click on the plus sign.

5. Follow the steps outlined in the Generate a Labor Accounting Report section to run and view the report.

Suspense Detail

Run Control ID MarchSuspense_2024

Pay End Date Range

*From Date: |03/01/2024 | “To Date: |03/31/2024 |

Report Type

O Summary ® Detail

Dept Tree Node: | Q

Individual Department

|E‘E Q| 1-10f1 v
Department Description
1 |520000x Q ENG Engineering |+| |

[ WSS N
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Suspense Detail Report - Report Output

Pay Begin Dt: The begin date of the pay period the payroll amount listed is in suspense.
Pay End Dt: The end date of the pay period the payroll amount listed is in suspense.
# of Days in Suspense: The number of days suspense exists based upon the pay end date and the date the
report was created.
Department ID
Account Code
Combo Code: The 10-digit system-generated number representing a unique ChartString to where the earnings
were allocated.
Employee UNI: The employee's UNI.
Employee ID: The unique PAC ID for the employee.
Employee Record: The record number that is associated with a position/job, e.g., ‘0’ or ‘1’. Employees can have
multiple jobs and will thus have multiple Employee Record numbers.
Pay Group: Grouping of employee populations for payroll purposes.
Job Function: A numerical indicator identifying the employee group.
Function Description: The description for the job function code.
o Job Functions: 01 = Officers of Instruction; 11 = Officers of Research; 21 = Officers of the Libraries; 31 =
Officers of Administration; 41 = Student Officers; 51 = Support Staff; 61 = Others.
Last Name: The employee’s last name.
First Name: The employee’s first name.
Earn Code: Earnings Code.
Earnings Amt: The dollar amount of earnings allocated to the combo code listed for the specified earnings.
Fringe Amt: The dollar amount of Fringe expense for the specified earnings.
Earnings and Fringe Total: The total dollar amount of the Earnings and Fringe for the payroll amount in
suspense.
Check Date: The end date of the pay period in which the earnings fell into suspense.
Funding Dept: The department (indicated by department number) that administers the listed combo code.
ChartField Data: The ChartField elements (Business Unit/Account/Department ChartField/PC Business Unit
/Project ID/ Activity Id/Initiative/Segment/Site).

HR Reporting ‘@2 ) C April 2024
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Cost Transfer Reports

The Cost Transfer Reports allow you to view the details of cost transfers, by Admin Department, Department Node,
Employee ID, Cost Transfer Initiator or Cost Transfer Transaction ID, as of the selected date range. You can also indicate
if you want to view “All Projects” or “Sponsored Projects Only”.

Report Use
Departments can use the report to identify payroll charges in suspense, and how long a particular charge has been in

suspense.

Once a report has been set up, you can reuse the run control and just change the date. For example, you may want to
run the Cost Transfer Report monthly for a specified group or project or employee. You can set up the report filters
once, and every month select the run control and only change the ‘From and To Dates’.

Report Filters
1. The Date Range entering a ‘From Date’ and ‘To Date’. The timeframe of the data.

2. Report Options — select a radio button to indicate the way the report output is displayed and enter the data
accordingly.

a. Admin Department — Report can be run for an individual department as of the dates entered. Enter the
department(s) for which you want to run the report. You can search for departments using the magnifying
glass or you can key in the department ID. You can enter as many departments as you want to have on the
report. To add extra rows, click on the plus sign.

b. Department Tree Node: report can be run at any level of the department tree. Entering a node value will
display the cost transfer details for all employees within that tree node as of the dates entered.

c. Project ID —the cost transfer details for each employee for the specified project as of the dates entered.
Cost Transfer Initiator — the cost transfer details for each employee created by the specified Initiator as of
the dates entered.

e. Employee ID — the cost transfer details for the specified employee as of the dates entered.

f. Cost Transfer Transaction ID — the cost transfer details for the specified cost transfer transaction ID as of the
dates entered.

3. Projects Option. Select the radio button to see results for ‘All Projects’ or for ‘Sponsored Projects Only’.
4. Summary Report Only. Select the radio button to see results by Combo Code or Project ID.
a. by Combo Code is the default. The output is summarized by combo codes for the project.
b. by Project ID. The output is summarized by Project ID. The total transferred into and out of a project via
cost transfer is displayed.
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5. Process Scheduler Request. Select either: ‘Detail CT Report’ (PDF only) or ‘Summary CT Report’ (Excel Only).

Detail CT Report format is in PDF only. The report provides the CT detail view. Rarely used by

a.
departments.

b. Summary CT Report is in Excel only. Allows you to quickly see the movement of total dollars transferred.
It adds together all line items in a Cost Transfer to display in one row. This summarizes the detail of each
pay period into one row per Combo Code or by Project ID. Most used by departments.

Process Scheduler Request
UseriD 412532 Run Control ID TrainingTest_04_2024

Process List

Server Name [ VI Run Date |04/02/2024
Recurrence [ V] Run Time. |1:22:12PM [ Reset to Current Date/Time ]

‘ Select Description Process Name Process Type Type <Format Distribution |
Detail CT Repart ( PDF Only) GUPXFRO1 SQR Report [ Web ')(] [ PDF 7(] Distribution
‘ ] Summary CT Report CU_CT_RPT_AE Application Engine [ Web V] [ TXT VI Distribution
Process Scheduler Request X
UserlD  di2532 RunControl ID  TrainingTest_04_2024

Server Name l V] Run Date |04/02/2024
Recurrence l V] Run Time | 1:28:04PM [ Reset to Current Date/Time

Process List

Select | Description Process Name Process Type =Type =Format Distribution
O Detail CT Report { PDF Cnly) CUPXFRO1 SQR Report [web | |[PDF  ~|  Distibuton
: Summary CT Report CU_CT_RPT_AE Application Engine [ Web xl [ TXT Xl Distribution

“ Cancel

6. Follow the steps outlined in the Generate a Labor Accounting Report section to run and view the report.

HR Reporti ' April 2024
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Cost Transfer Report —Report Output

CT Transaction ID — will display the Cost Transfer Transaction ID, if applicable.

Ern Code: Earnings Code.

Combo Code: The 10-digit system-generated number representing a unique ChartString to where the earnings
were allocated.

Project ID: The “UR” or “GG” Project ID number.

Requested To %: The percentage of the cost transfer going to the combo code at time of cost transfer request.
Post Processing %: The actual percentage now allocated to the combo code/project after the cost transfer
processed.

To Earnings: The dollar amount of the earnings transferred to the combo code/Project listed.

From %: The allocation percentage before the cost transfer processed.

From Earnings: The total dollar allocation before the cost transfer processed.

CT Reason Code: The reason code selected for the cost transfer.

CT Reason Code DESCR: The description of the reason code selected for the cost transfer.

CT Status: The status for the cost transfer. E.g., ‘Processed’.

Min Pay End Dt: The end date of first pay period indicated in the cost transfer request.

Max Pay End Dt: The end date of last pay period indicated in the cost transfer request.

Min Earnings Dt: The first date of the pay for the earnings in the cost transfer request.

Max Earnings Dt: The last date of the pay for the earnings in the cost transfer request.

EMPLID (Employee ID): The unique PAC ID for the employee.

EMPL RCD (Employee Record): The record number that is associated with a position/job, e.g., ‘0’ or ‘1’.
Employees can have multiple jobs and will thus have multiple Employee Record numbers.

Employee Name: The employee’s name.

Employee UNI: The employee's UNI.

Employee Admin DEPT ID (Department ID): The employee’s admin department number.

Employee Admin Dept DESCR (Department Description): The employee’s admin department name.
Initiator UNI: The UNI of the person who initiated the Cost Transfer.

Initiator Name: The name of the person who initiated the Cost Transfer.

Initiator DEPT ID (Department ID): The department number of the person who initiated the Cost Transfer.
Initiator Dept DESCR (Description): The department name of the person who initiated the Cost Transfer.
CT Created DT: The date the Cost Transfer was initiated.

Final Approver UNI: The UNI of the last person to approve the Cost Transfer

Final Approver Name: The name of the last person to approve the Cost Transfer

Final Approver Dept ID: The department number of the last person to approve the Cost Transfer.

Final Approver Dept DESCR (Department Description): The department name of the last person to approve the
Cost Transfer.

Final Approved DT: The date the Cost Transfer was last approved.

Justification Comments: The comments entered on the Cost Transfer

This report output data reflects the Sponsored Projects section of the cost transfer:

New Hire: Y or N.

Rehire: Y or N.

Pl Name(s): The name(s) of the Principal Investigator(s) for the project.

Date of Discussion: The date of discussion entered in this field on the cost transfer request.
Document Location: The text entered in the cost transfer indicating where the documents are kept.
Agreement Confirmed: Y or N.
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Pushed Reports and Emails

Pushed Report Data by Email

In addition to accessing the MSS, HR Manager and Labor Accounting Reports, there is report data that is system
generated and sent to you via email notification.

Pushed Report Data

1. Casual 560 Hours Report - this report is sent monthly and includes all casual employees who have worked 420
hours or more. Reference the Casual Hires FAQs (http://hr.columbia.edu/casual-hires-fags) on the HR Website
for more information.

2. Upcoming Visa/Permit Expiration Date - this report is sent monthly and displays summary data for all
employees who have a visa whose expiration date occurs within three months from the date the report is run.
This report also lists any employee with an expired visa. Note that this is also a HR Manager Report and can be
generated at will.

3. Suspended Employees - this report is sent weekly and displays employees who have been "hotlined", the
emergency process to stop someone's pay. Be sure to submit the PAF to HRPC that indicates the official status of
the employee.
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