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Columbia University HR System Training  
Quick Guide: Accessing and Generating HR Data Reports 

 
This Quick Guide details how to navigate the reporting platform to access and generate HR Data reports. 
The BI Launch Pad has a tile interface with easy access to reports. To access HR Data Reports, go to 
my.columbia.edu, click the HR Manager tab, click the Reports tab, select HR Manager Reports.  

 

 
 
 

 
Navigating Report Folders 
1. Click the Folders tile.  

2. Expand Public Folders and the HR folder. Click the desired report Title to run or Enter Values for parameters (if 
needed). 

 
For complete instructions on how to use the features and generate HR reports, access the Human Resources Reporting 
Training Guide. 

https://humanresources.columbia.edu/content/human-resources-reporting-training-guide
https://humanresources.columbia.edu/content/human-resources-reporting-training-guide
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