
Accessing the
Salary Planning Report from the BI 

Launch Pad



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.

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

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

• The report can 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 Report from 
the BI Launch Pad.
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Log in to My.Columbia

The Salary Planning Report is available 

through the Enterprise Reporting tab

1. Login into My.Columbia 

2. Click on the Enterprise Reporting  tab
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Note: the screen print is specific to this user. Different users have different tabs available to them in My.Columbia.

https://www.my.columbia.edu/


Enterprise Reporting Tab
3. Click on the BI Launch Pad (also known as University Data Store) 

Note: the screen print is specific to this user. Different users have different tabs available to them in My.Columbia.
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4. Login with your UNI and Password

5. Click on the Folders Icon
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BI Launch Pad Home Page



BI Launch 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
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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
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Export the Report
11. Click the Download icon

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

*Open the report from your browser download file or your desktop 
downloads folder. 
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*To print the report, click on the three dots icon next to the download icon in the report, and 
click Print. 



Salary Planning Report Fields

• Employee ID, Employee Record Number
• Name
• Administrative Department, Position Department
• Title
• Tenure Status
• Grade
• e-Comp Status (Update, Deferred/Non-reappoint,No 

Increase/Reappoint, Promotion)
• Visa Expiration Date
• Current Annual Rate, Change Amount
• New Annual Rate, Change Percent
• Group ID
• Updated - date
• 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 cl48@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 zs2152@columbia.edu (212) 854-7443

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