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Launch Pad
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The Salary Planning Report

 e-Comp Submitters and Reviewers will have access to the Salary Planning report, which
provides a view of salary increases from the e-Comp salary planning system.

 Thisreport can be viewed online, printed or downloaded to review salary increases while e-
Comp is open and for the remainder of the fiscal year.

e Salaries updated in e-Comp will be reflected in the Salary Planning Report on the following
day.

 Thereportcan be run by individual or multiple groups, and will indicate if a group has been
submitted in e-Comp.

* Once groups have been submitted, the data will still be available through the report.

* This deck provides step by step instructions on how to run the Salary Planning Reportfrom
the Bl Launch Pad.
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Log in to My.Columbia

B - . COLUNMEIA LWIVERSITY 1N THE CITY OF MEW YORK Q
The Salary Planning Report is available

MY.COLUMBIA How Enat 48 Drsch
through the Enterprise Reporting tab

Faculty and Stafi  HR Manages

Enterprise Reporting | ER Testing

1. Login into My.Columbia

2. Click on the Enterprise Reporting tab

Learning & Development

The 6 Critical Practices for Leading a Team
Tuesday, Apr. 28, 9:30 a.m. - 430 p.m.

Register Nowz Learn More=

TV =W
Note: the screen print is specific to this user. Different users have different tabs available to them in My.Columbia.
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https://www.my.columbia.edu/

Enterprise Reporting Tab

3. Click on the Bl Launch Pad (also known as University Data Store)

COLUMELA UNIVERSITY IN THE CITY OF NEW ¥ ORK

Q
MY.CO I_. U M B IA Help - Email - HR Directory

Faculty and Staff HR Manager Enterprise Reporting ER Testing

Home

Enterprise Reporting

Please note, in keeping with CUIT's mandate, Enterprise Reporting production systems are updated with the latest
security and maintenance patches on a monthly basis. The next maintenance is scheduled for:

Thursday, April 23, 6PM - 10PM

[alal

- © ® =

FDS Refresh DARTS Resources About EBIS
ol Information

Note: the screen print is specific to this user. Different users have different tabs available to them in My.Columbia.

&2 COLUMBIA UNIVERSITY

Human Resources



BI Launch Pad Home Page

4. Login with your UNI and Password

5. Click on the Folders Icon

Bl Launch Pad -

Home  Favorites Recent Documents Recently Run Applications

Folders Categories Documents Bl Inbox Instances Recycle Bin

Favorites

Workforce
Demographics
Feb 10, 2025 11:56 AM

&

Hyperlink

*

Recent Documents
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BI LL.aunch Pad Folder Path

6. Click Public Folders
7. Click on the “HR” subfolder

8. This should display all available reports, double click Salary Planning Report

< e S Folders ~ X ¥4 ¢ ‘
Folders Selected Folder
[#] Personal Folders Public Folders  HR 1 & + 4+
Public Folders
Title = Favorites 2 | Type Description Last Updated
> E CU Recruitment - Manager
& «1a_HR Manager Reports - Business Objec.. Adobe Acrobat HR Manager Reports Business Objec Naow 4, 2018 10:53 AM
» Active Positions Web Intelligence May 16, 2025 1:02 PM
w» Active Positions and Incumbents Web Intelligence Feb 3. 2026 6:03 AM
w» Employee Personal and Job Data - by Barg, Web Intelligence Jan 7, 2026 4:36 PM
- Employee Personal and Job Data - by Job Web Intelligence Jan 7, 2026 4:36 PM
. Employes Personal and Job Data - by Job ... Web Intelligence Jan 7, 2026 4:36 PM
1 . Employee Personal and Job Data - By Posi... Web Intelligence Mar 17, 2026 12:33 PM
| w» Employee Personal Data - by Job Functien Web Intelligence Jan 7, 2026 4:36 PM
| » Employee Personal Data Report - by Barga. Web Intelligence Jan 7, 2026 4:36 PM
- Employee Vacation Accrual Web Intslligence This report displays the employees t Jul 1, 2025 2-:09 PM
» Job Transactions Web Intelligence Jun 17, 2025 5:50 PM
4= Post-Docs Derr-.eﬁraehuc Report Web Intelligence May 16, 2025 1:09 PM

*Cs;uw Planning Report ) Web Intelligence Dec 3, 2025 2:18 PM

——
e Student Officer Appointment Transactions Jun 17, 2025 5:50 PM

- Terminations Web Intelligence May 16, 2025 1:10 PM
» Upcoming/Past Appointment End Date Rep. Web Intelligence May 16, 2025 1:10 PM
» Upcoming/Past Visa/Permit Expiration Date... Web Intelligence May 16, 2025 1:11 PM
<" Workforce Demographics Dashboard * Hyperlink Feb 10, 2025 11:56 AM
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Running the Salary Planning Report

9. The default should be “ALL” departments listed under Select A Group ID. If it does not include “ALL” or you
would like to select the specific department numbers to include in this report -First, reload the list of values.
Then select “ALL” listed or choose the specific department numbers to include in the report

10. Click Run

Prompts

¥
B 0

Search [y >~ 4 [(\ 1. Click to Reload List of Values

~ Select A Group ID (1) Searcfr or enter value(s) manualiy

.
Salary Group Id - (enabled for prompit)

] ALl 2. Select ALL or choose from the list below.
0102102_31
0102102 S1
0103102 31
0103103_31
0102104 31
010310531
0103106_31
0103107_31
010320231 3. Click Run
0104102__321

0105102 31

Reset AlLL Run Cancel
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Export the Report

Salary Planning Report + (@1 <o @ °
Query | Analyze Display
@, Y g O @ 2 =) & |[ Reading | ~

11. Click the Download icon

Report Description
Salary Planning Report
Date: 04/22/2026

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

Employee ID  Employee Record#  Name Admin Department  Position Department Tenure Status  Grade eComp Status

NA 013 Update
NA o011 Update
NA 012 Update ii
NA 014 Update
NA 012 Update
NA 012 Update
NA 013 Update
NA 016 Update
NA 014 Update

Update

Export to £3

Excel Excel
PDF Content Options
HTML

®) Reports Data
TXT

Search Q
csv

All reports

¥4 Salary Planning Report (Current Report)

12. Choose the format type and Click e
Export
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Opening or Printing the Report

*Open the report from your browser download file or your desktop
downloads folder.

<« = 25 bi-prd.cuit.columbia.edu/BOE/BI/ QA = E-:';I o P

B o2 My.Columbia Columbia University... - Salary Planning Report (1).xlsx Bookmar
511 KB - Done

< &y s Salary Planning Report ~ e Salary Planning Reportsdsx >
511 KB - 8 minutes ago
File Query Analyze Display
- . o [0 oDon't show when downloads finish
v 8 2 L e C v o2 D @ t3 [ Vors o chanige his amytie i settings ng| v
a
Salary Planning Report Report Description

Salary Planning Report
Date: 04/22/2026
NOTE: BY ACCESSING THIS DATA YOU AGREE TO ADHERE TO UNIVERSITY POLICY ON CONFIDENTIALITY OF SENSITIVE DATA

Employee ID Employee Record # Name Admin Department Position Department Title Tenure Status Grade e-Comp Status  Visa Expiration Date Current Annual Rate

*To print the report, click on the three dots icon next to the download icon in the report, and
click Print.

< Tay  Eootmmauien Salary Planning Report
File ‘ Query Analyze Display
- 5 2 1 B3 v o D = = —

"= Print._. ~=gijmninn

2 Send to Bl Inbox...
7 Help...
(i) About...

Salary Planning Re

Salary Plan
Date: 04/22/2026

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

Employee ID Employee Record # Name Admin Department

Position Department Tide Tenure Status Grade e-Comp Status
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Salary Planning Report Fields

* Employee ID, Employee Record Number

* Name

e Administrative Department, Position Department

o Title

e Tenure Status

* G@Grade

* e-Comp Status (Update, Deferred/Non-reappoint, No
Increase/Reappoint, Promotion)

* Visa Expiration Date

e Current Annual Rate, Change Amount

* New Annual Rate, Change Percent

e GrouplID
* Updated - date
e Submitted
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Your CUHR /Provost’s Office Contacts

CUHR Business Partners

. Maritza Flores mf2041@columbia.edu (212) 851-0624
. Maritza Gutierrez bg8@columbia.edu (212) 851-0622
. Chris Lee cl4d8@columbia.edu (212) 851-0630
. Maria Gerena mg589@columbia.edu (212) 853-4531
. Taylor Wolfson tw3115@columbia.edu (212) 851-0622

CUHR Compensation

. Pete Panycia pp2698@columbia.edu (212) 851-7057
. Lynn Yang ly2628@columbia.edu (212) 853-4451
. Bob Reiter rr52@columbia.edu (212) 851-7059
. Ciera Martin cm4461@columbia.edu (212) 851-6602

Office of the Provost
. Zeid Sitnica 252152 @columbia.edu (212) 854-7443

HR Service Center contact at (212) 851-2888 or at https://columbia.service-now.com
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