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INTRODUCTION

Introduction

The Purpose of this Training Guide

The purpose of this training guide is to provide you with guidance for
accessing and generating HR Manager reports.
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LESSON 1: CoOLUMBIA UNIVERSITY HR MANAGER REPORTS OCTOBER 2013

Columbia University HR Manager Reports

The Purpose of this Lesson

The purpose of this lesson is to review the Columbia University Reporting
sites, how to access and navigate the application used to generate HR
Manager reports and how to view, save and print HR Manager reports.

Lesson Learning Objectives:

At the end of this lesson, you will be able to:
0 Recall Reporting mechanisms used at Columbia University
o0 Describe the Report Components of the HR Data Store

0 Access and Navigate the HR Manager Resources Section of
myColumbia

0 Access, view, print and save HR Manager Reports

0 Describe the available HR Manager Reports
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LESSON 1: CoOLUMBIA UNIVERSITY HR MANAGER REPORTS OCTOBER 2013

Reporting at Columbia University

Columbia University streamlines the reporting environments into two
repositories: 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.

Within the University Data Store (UDS) is the HR Data Store. The HR Data
Store is the location of the HR Manager Reports. The data in the HR Data

Store is “day old data”. That is, running a report today displays information

as of yesterday.

Each component of the University Data Store (UDS) contains its own suite of
reports.

The reports in the HR Data Store are the focus of this course.

University Data Store (UDS)

Financial Data HR Data Store Historical Data
Store Store

Day old data Day old data Day old data Frozen historical
including including i i including data including

+ ARC * PAC 0 ' » DARTS

* GL/KK * LA * PowerFaids E * FAS/FFE

=AE *AAD » R25 ' *COB

& PEX + Apply Yourself * APICAR

*PC » COD

* LA

* Chart fields and
Trees

= COA Cross
Walk
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HR Data Store Reports

Within the HR Data Store are many HR reports available to help you in managing your day to day
activities. The HR Manager Reports in the HR Data Store are the focus of this course.

HR Data Reports
Below are the available reports:
1. Active Positions and Incumbents Report
2. Active Position Report
3. Casual Earnings — Prior July 2012 Only
4. Employee Personal and Job Data Report by Bargaining Unit
5. Employee Personal and Job Data Report by Job Function
6. Employee Personal Data Report by Bargaining Unit
7. Employee Personal Data Report by Job Function
8. Employee Vacation Accrual
9. Post-Docs Demographics Report
10. Salary Planning Report — available May — July to users with e-Comp Report Access
11. Support Staff Overtime Report — Prior July 2012 Only
12. Termination Report
13. Upcoming/ Past Appointment End Date Report
14. Upcoming/Past Visa/Permit Expiration Date Report
Labor Accounting Reports

These reports are also located in the HR Data Store and provide detail on Fringe Rates, Funding

Setup, Payroll Information 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
¢ Manager Reporter
e Labor Accounting Approver

These reports are accessed via a separate link on the reporting portal on myColumbia. For
training information on Labor Accounting and Reports, visit
http://managers.hr.columbia.edu/tig/PAC/labor-accounting.
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How to Generate an HR Manager Report
Step by Step

1. Sign on to myColumbia/HR Manager Resources/Reports

2. Click the “HR Manager Resources” link

3. Click the HR Manager Reports’ link below the ‘Reports’ section on the page
4. Access areport. Enter report parameters, if required

5. View the report

6. Save the report, if desired

7. Print the report, if needed

@ Note: This is a quick step by step guide, we will go through each of these steps in
detail.
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Generate an HR Manager Report

Step 1 — Sign on to myColumbia/HR Manager Resources/Reports Log in to myColumbia to

o Open your web browser access the Reporting Portal

o Go to www.my.columbia.edu

o Click the Log In Now button
o Enter your UNI and Password
0 Click the Log In button

You will be logged into myColumbia, a user interface that brings together
access to key information and services into one common place.

@@ Columbia University in the City of New York Help Email -

MYCOLUMBIA

Welcome to
- myColumbia

| Log In Now |

Looking for "Faculty and

Help

Staff"? :
Text Size EXg EH EreeloﬂlLProfe
After you log into myColumbia, look for a link that says EEITTENIC
"Faculty and Staff" just below the big "myColumbia”
logo at the top of the page.
=0 LN
Log in |
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Generate an HR Manager Report, cont.

Step 2 — Access the HR Manager Resources Section

0 Click the ‘HR Manager Resources’ link at the top of the page

Step 3 — Access the HR Manager Reports

o Click the ‘HR Manager Reports’ link below the ‘Reports’ section on the page. This is the

new location for the HR Data Reports (the prior named Data Warehouse Reports)

ale Columbia University in the City of New York Help Email ~

MYCOLUMBIA

Faculty and Staff| | HR Manager Resources Enterprise Reporting

Welcome to
myColumbia

PAC Access Reports
« Co to PAC +« People @& Columbia
» Go to PAC Central Manager Self-Service
Administration Reports
fe.g. FPersonnel Action Report;
martment Earnings Regisrer;
rirment Payroll Register)
« La Accounting Reporis
feg. rolf Suspense Report)
Note: redires VPN IF accessing
regaris va eless or remote
Tools (- HR Manager Reports \
{FOS refreash complsted on Z0-5EP-18
75 ALY
« PAC Service Center (FOS budgst data spdatsd on IO0-SER-
« PAC Security Application iy
form fe.g. Personal and fob Daia,
o PAC Security Handbook \ Termination)
(A0
£ + Payroll Reports
™ l.ilbﬂr A’E'Cﬂl."'l Eil'lg TﬂﬂE {FDO= rafrash complatsd on I0-SEP-18
o715 AN
& Combo Code (FOS budge! dats updated on 20-SEP-
Crosswalk [Evcel o T
downicad) » DARTS (Fre-FY1 3 Reportingl
o University + Student Information
Department Tree System (515) Reports
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Generate an HR Manager Report, cont.

Step 4 — Access a report

All of the available reports for HR are displayed. To access a report, double-click the report and the report
displays. The reports initially are displayed in HTML format and there are options to save the file in Excel, PDF
or Comma delimited if you so choose.

o0 Double-click on a report

This is a guide on how to
download files into Excel

|— B | 2 | New - Add ~ | Organize - | Actions - Search title ~ [ of 1
= Al Last Run / Type ‘Owner
© My Favorites [# ...pownloading files into Excel Microsoft Word Administrator
- & mbox
el .
Public Fnldehrs o ¥ Active Positions and Incumbents Report Web Intelligence Report Administrator
GS - School of Ger
GSAS Graduate St ) ) _ _ |tem5 may appear on
& 1 | ¥ Active Positions Report Web Intelligence Report Administrator o o
multiple pages. If so, click
¥ Casual Earnings - Prior July 2012 Only Web Intelligence Report Administrator the arrows to na\“qate
3 Employee Personal and Job rator 0
by B Unit
¥ Sargaiming un The HR Manager Reports appear.
e Double click on any of the report stor .
¥ Job Function o
lines to access the report
Employee Personal Data Rep i
» by Bargaining Un't e TCeTempOT rrorrihistrator a
1 Ehrgﬂlsgieu:;isi"a‘ DataRepotty Web Intelligence Report Administrator 0
¥ Employee Vacation Accrual Web Intelligence Report Administrator 0
¥ Post-Docs Demographic Report Web Intelligence Report Administrator 0

If the reports do not automatically display upon clicking the HR Manager Reports link, click the plus sign
next to the ‘Public Folders’ link to expand the report types (available to you per your access) and then click
the folder for the suite of reports you would like to see. Once a report area is selected, e.g. HR, the listing of
available reports displays under the Title column.

&} Home | Document List | Open ~ | Send To - | Dashboards -

- ﬁ Home | Document List | Open - | Send To -~ | Dashbod
’_ & | & | New - Add - | Organize - | Actions
= Title
Al : |7 B | & | New - Add - | Organize ~ | Actions -
7l My Favorites My Favorites s
Inhoy Inbox Al Title
Public Eolders Public Folders o 5] My Favorites [# ... GETTING 5====
- &L mbox Example with DARTS and

=8 - Public Folders HR Reports available

Business Objects M
DARTS

-

# | Active Positions ang

¥ Active Positions Be
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Generate an HR Manager Report, cont.
Step 5 — Viewing a report

Once a report is selected, it either displays the information as a chart on the page or it will ask you to
enter additional parameters. Below is an example of a report displaying information where no
additional parameters need to be entered.

Each report also includes a ‘Report Description’ that provides a brief description of the report along
with the parameters selected, if applicable. Click the ‘Report Description’ link on the left hand menu

to display the description.

Click the arrows to page through reports if
there are multiple pages.

&, Home | Document List Open » | Send To - | Dashboard

Help | Preferences About Log Out

Web Intelligence - Post-Docs Demographic Report
¥ Document » View + I3[ 34| @9 - [[loox - IZII1 (Report example where data displays with

Post-Docs Demographic Report

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

Title
Administrative Effective
Dept Title |Date Year

Navigation Map additional parameters entered. Note: there
=23 S is no data appearing in the report.
& Report Desoription N

m

O Report Desription
Report Name: Ppost-Docs Demographic Report Date: 0812012013

Report Description

Shows demographics for all first time post-docs by department and title effective date.

User Selected Parameters

Department Range (Beqin):

&2 Home | Document List Open « | Send To - | Dashboards - Help | Preferences About | Log Out
Web Intelligence - Post-Docs Demographic Report OF.x
Il + Document + wview - | 24 | 44 @ [100% |~ [+ ] 7| Refresh Data | 1 Track A=
Mavigaticn Map -~
=l 3| Post-Docs Demographic Report Report Description
[ ﬂ Post-Docs Demographic Repg

m

Click the Report Description link on the left hand menu to display
the report description and user entered parameters, if any.

&
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Generate an HR Manager Report, cont.

Step 6 — Saving a report

Use the document dropdown list to save the report to your computer.
o0 Click the drop down arrow next to ‘Document’
0 Select ‘Save to my computer as’
0 Select the file type (e.g. Excel, PDF or CSV)

o Click ‘Save’

o Name the report and select the location on your computer to save it to

Before viewing, saving or printing a report, ensure that your IE Browser is set up to
enable automatic prompting for file downloads. Check this option is selected by bringing
up your Internet Explorer and following the links:

Tools-->Internet Options--Security Tab-->Click on Custom Level-->Downloads--
>’Enable’ the ‘Automatic prompting for file downloads’.

& Home | Document List | Open - | Send To - | Dashboards « fcl_ Kthe D t "\ Help | Preferences
ICK the bocumen
- Post-Docs Demographic Report
o188 @ o e Jold 4 L dropdown arrow to save the

report

'eb Intellig
w Document -

Ish Data | o Track ~

= JJ Post-Docs Demographic Report )

[ Post-Docs Demographic Rep

| Repart Description

Post-Docs Demographic Report

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

Click ‘Save’ to save the report to
your computer. Name the file and
select the location

Administrative
Dept Title

File Download /EI
o —
Web Intelligence - Post-Docs Demographic Report
& Dnmment|v|\-"iew . L 8 9 ' .-'1 Do you want to open or save this file?
Close @ j Mame: Post-Docs_Demographic_Red
Save as JH Type: Microsoft Excel 97-2003 Wor t, 10.5KB
Save to my computer as » Excel From: infoview.cuit.columbia.edu
Save report to my computer as ] PDF
| Com ] e ] (o)
CS5V {with options)... .
N
\_"‘“‘_“_‘—‘\3 Intemet can be useful, some files can potentially
3 I do not trust th . do not
Select the f||e type ;fs th).;oﬁsk?_r"n rust the source, do not open or
e ——
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LESSON 1: CoOLUMBIA UNIVERSITY HR MANAGER REPORTS OcTOBER 2013

Generate an HR Manager Report, cont.
Step 7 — Print a report

0 Click on the Printer Icon on the menu bar. The output format is PDF.

Click the Printer icon to

5?‘ j =| 5 o - a oar - -

‘¢ Home | Document List  Open Send T Dashboards print a report
Web Intelligence - = Demographic —

v Document » View\~ H #$TD [100% |~ [1 ]n

Navigation Map Ll —
. I Export to PDF for printing ]
= JJ Post-Docs Demographic Freper

|&| Post-Docs Demographic Reps

Ml Report Desiption,

Note: if you export the report into another format such as Excel, you may also print the report from that
format.

Note on the Refresh Data button

0 Onthe screen is a ‘Refresh Data’ button located on the right hand side of the tool. As HR Manager Reports
contain ‘day old data’, the information is updated nightly and clicking this button will not return any newer

results.

& Home | Document List  Open - | Send To - | Dashboards - Help | Preferences  About | Log Out 1

Web Intelligence - Post-Docs Demographic Report OF =

w Document = View = g B9 . .r1 | Refresh Data | F Track 3 = &5 | 1)

e N 4 al
g

Mavigation Ma
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Other myColumbia Portal Links

Before we explore the individual reports, let’s review the additional links on myColumbia. Notice
when you first logged in, additional links appears at the top of the screen. Access to sites is
dependent upon your security authorization and thus which links appear for you. Each link
provides access to a specific portal area. Let's explore the links to reporting areas within these
other sites.

Columbia ( 3 Help Email ~

MYCOLUMBIA [ ogow ]

Faculty and Stafff HR Manager Resources | ARC Portal Enterprise Reporting :

Welcome to

- myColumbia
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Other myColumbia Portal Links — HR Manager
Resources

Additional reports are located within the Reports Section of the HR Manager Resources page.

0 MSS, Labor Accounting Reports, HR Manager Reports, Payroll Reports and DARTS Reports are
accessed from this page by clicking on those specific links within the Reports section on the page

@z Columbia University in the City of New York Help Email -

MYCOLUMBIA

Faculty and Staff

HR Manager Resources Enterprise Reporting

+ Welcome to
. - myColumbia

RepOFtS Click here to access reports within the Manager

/ Self-Service application.

Click here to access Labor Accounting reports.

- People @ Columbia Manager
Self-Service Reports
(Generate Personnel Action
epOIT, Departrment Eariings
Register; Department Payrolf
Register; Department Time Entry

Lo

- Labor Accounting Reports:’

e Click here to access the HR Manager Reports
reports via wireless or remote and the training guide and job aid on how to use
AN N HR Manager Reports.
- HR Manager Reports /
o xsh completed on 20-AUG-13 I Note: The HR Manager Reports are also
\—_{EDS budaar dara undated on 20-ANG=__J accessible via the Enterprise Reporting link.

13 10:26 AM)

(e.g. Personal and Job Data,
Personal Data, Terminatian)

= Using ithe New HR Manager
Reports Job Aid (PDF) Click here to access the Financial Data Store

- Training Guide for HR /I Payroll Reports.

- Payroll Reports
{FD5 refresh completed on 20-AUG-13 05:02
1

(FDS budget data updated on 20-AUG-13 10:26 Click here to access DARTS. Note: DARTS
} Reports are also accessible via the Enterprise
Reporting and ARC links.

Vv

« DARTS
= Student Information System

(515) Reports’
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LESSON 1: CoLUMBIA UNIVERSITY HR MANAGER REPORTS

OCTOBER 2013

Other myColumbia Portal Links — ARC

Within the ARC section is a Reports section that provides real-time access to financial data. There is also a

Legacy Reporting section.

MYCOLUMBIA

Faculty and Staff HR Manager Resources

ARC Portal

Help

Email ~

Log Out

Enterprise Reporting

Welcome to

myColumbia

The Reporting Quick Links section
provides access to real-time
financial reports.

Reporting Qujck Links
Use the b-_Elow bnk_sVac:ess

L~ ” \
/| Fos reports \
Financial Data Store (FDS) reports include
ChartField Statements, Project Lifecycle
Faports, Consolidated Oparating Reparts,
Trial Balancs Raports, Payroll Repons and
other Finandal Statemants. View Job Ald - on
how to access.

- FOS Reports

(FOS rafrash completed an 20-AUG-12
03:02 AM.)

[FO5 budget data updated on

F0-AUG-13 121323 PM.)

ARC Reports

The following reports are found in ARC
Production. Howewar, pleasa note that for all
reports othar than the BIN, sccess is only for
cantral usars.,

- PIN Report

- Trial Balance by Businass Uit
- Trial Balance by Funds®

- Balance Sheet - Consolidated

- Statement of Activities -
Consolidated

Pre-Defined Queries

Interface allowing users to run various
pre-dafined repons.

= GO to ARC Query Viewer
Interface

Advanced ARC Reporting
Advanced reporting capabtilities (such sz
Query Manager) using a copy of ARC
production as of pricr night's batch
procassing.

\\- Advanced ARC Reporting J‘

Click on the Reports Info Page ' for maore info

~

The Legacy Reporting section
provides access to DARTS and

other Legacy Reports

Legacy Applications

For inquiry use onky:

- Financial Frong End (FFE)

- Accounts Paypgble Controlled
Analytical Revi (AP/CAR)

i

egacy Reporting

Data prior to July, 2012 only:

- DARTS

- FAS Reports

- CoB ¢

- AP/CAR Reports!

- Purchasing Reports

N

~
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Other myColumbia Portal Links — Enterprise
Reporting

The HR Manager Reports are also located within the Enterprise Reporting Section of myColumbia along with
other suites of reports available to you per your access.

MYCOLUMBIA

Faculty and Staff . HR Manager Resources Enterprise Reporting

Enterprise R.eporting

Teot Size: [N [N

Reports Resources

l = by Busness Objects infolfiew Reporis l Tralatng Al Courses
— m— - o Portal « 85 Tranng

To access reports in the Enterprise Reporting section:
o0 Click on the ‘Document List’ link under the Navigate section of the portal

This is the view of the reporting portal. Iltems are grouped into two sections on the page. The first section on
the left is the list of areas where you can retrieve reports. The second section is the actual listing of reports.

0 Click the plus sign next to the ‘Public Folders’ link to expand the reports types
o0 Click the folder of the suite of reports you would like to see

Once a report area is selected, e.g. HR, the listing of available reports displays under the Title column. Note: if
you have access to other report areas, such as DARTS, they will appear in the Public Folder list.

~§ BusinessObjects InfoView fi~B = &~ Eal
@ Home | Document List | Open - | Send To - | Dashboards - Help
Navigate Personalize

View your Inbox, Favorites, or Document Lists. Use the Help to learn Change your InfoView start page, viewing options, and prefe .
more about InfoView. for daily tasks. Example Wlth DARTS and
profrerces HR Reports available
c| My Favories
3 My Inbox #7 Home | Document List | Open = | Send To - | Dashi
EX Information OnDemand Services
@ Help

|7 & | & | New - Add - | Organize - | Actions -

= Title
m @ Home DncumentL/ /en ~ | Send To ~ | Dashbog
B 5 My Favorites My Favori
Example with GSAS and -~ & box LLIIT FOE oraani et
HR R T ilabl B- . Public Fa = | New - -~ | Organize ~ | Actions -
eports avallable Public Folders = Al
H- ) GSAS Graduate Scho P . i e
" - 55 My Favorite [# .. GETTING START
L Tnbox
= . Fublic Foldd/s | ...Downloading fileg
: BOemess oojeoy Mat
¥ Active Positions ang
» _Active Positions Be
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Manager Self-Service (MSS) Reports

In addition to the reporting repositories, there is a production site within the PAC Manager Self-Service module where
you can generate Manager Self-Service (MSS) Reports. MSS reports provide detail on Personnel Actions as well as
Earnings and Payroll Information in a Department or Employee view.

Once you log in to the Manager Self-Service Reports portal on myColumbia, navigate to Manager Reports within the
Manager Self-Service PAC Menu.

Access to MSS Reports is provided to the following PAC roles:
e Manager Self-Service
¢ Management Reporter

Refer to the Manager Self-Service Training Guide for information on generating these reports.

PAC

¢ Production Environment:

* Manager Self-Service Reports |t ravories { Manager SS Reports |
[~ Manager Self Service
[> Time Management

b ot Ao f Py Manager R Navigate to Manager Self Service Reports —

Click on “Manager Self Service”> “Manager

STLTio] dniK:1iTol M
= Manager Reports
[ Labor Acct Reports ” «“« ”
= Manager 5 Reporis Reports” > “Manager SS Reports” from the
SRR OFyToa 1 oT:Ta -1 o N—

PAC Menu

[ Labor Accounting

[> Workforce Administration

[> Benefits Generate a report that lists job related transactions
[ Compensation within the last month for your employees.
[» Payroll for Marth America -

[ Global Payroll & Absence Generate a Personnel Action Report
Access Personnel Action, Employee and

Department Payroll and Earnings Reports m

Department Earnings Register Employee Earnings History

pment ; ;
Department Payroll Register Emplovee Payrall History
here De anmentP.a roll Reqister Emplovee Payroll Histo
Department Time Entry Form
[ Campus Community
[ Set Up HRMS
[ Enterprise Components
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HR Manager Reports

Now let's review each of the available HR Manager Reports and how to access and view the
reports.

HR MANAGER REPORTS — GENERATING HR DATA REPORTS AT COLUMBIA UNIVERSITY 1-16
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Active Positions and Incumbents Report

Report Description

This report displays all active University positions (vacant or filled) and the names of staff filling any
of the positions.

Report Use

This report is useful to see all of the open positions in a department and who occupies those
positions. Position numbers can be obtained which are needed when entering a new hire in the
Template-Based Hire application. It also helps if you need to reclassify a position. Note: work with
your HR Client Manager when discussing position changes.

Report Parameters

This report does not require entry of additional parameters.
Report Results

The report results show:

e Position Number
e Position Description

e Job Code
e Department ID
e Grade

e Max Head Count

e Head Count

e Full/Part Time

e Std Hours

e Work Location

¢ Incumbent Employee ID
e Incumbent Name

» Welcome:

& Home | Document List | Open ~ | Send To - | Dashboards - Help = Preferences | About
Web Intelligence - Active Positions and Incumbents Report
% Document + View - | 15| 33 | © [ JHe» M & Refresh Data | [7» Track ¥ 00 | 77 | H

Navigation Map
= Jj Active Positions and Incumbents f
B} A ctive Positions and Incumber|

=] Report Description

10/02/2012
Active Positions and Incumbents Report

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

Position Nbr  |Position Descr Job Code (DeptlD \Grade |Max Head Std Work |Incumbent |Incumbent Name

Head |Count Hrs Loc EmpliD

[Count
-
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Active Positions Report

Report Description

This report displays all active University positions that are vacant or filled.

Report Use

This report is useful to see all of the open positions in a department. In this version, you will not see
the names of the employees who occupy the positions. Position numbers can be obtained which
are needed when entering a new hire in the Template-Based Hire application. It also helps if you
need to reclassify a position. Note: work with your HR Client Manager when discussing position
changes.

Report Parameters

This report does not require entry of additional parameters.
Report Results

The report results show:

e Position Number
e Position Description

e Job Code
e Department ID
e Grade

e Max Head Count
e Head Count

e Full/Part Time

e Std Hours

e Work Location

B

&} Home | Docurnent List | Open - | Send To - | Dashboards -
Web Intelligence - Active Positions Report

¥ Document ~ View ~ | 5 | 34 | 9 .f1+ M

Navigation Map

= Jj Active Positions Report
Bl Active Positions Report

'=| Report Description 10/02/2012
Active Positions Report

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

Position Nbr  |Position Descr Job Code |DeptlD |Grade [Max Head Fulld Work
Head |Count |Part Loc
Count
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Casual Earnings Report— Prior July 2012 Only

Report Description

This report displays the earnings and position related data for all casual employees in the selected
administrative department(s) as recorded on PAC.
Report Use

This report is useful when checking a casual employee’s earnings to the check actuals. Note: this report
does not provide the number of hours a casual employee worked. That information is provided in the “560
Report” that is pushed via email.

Report Parameters

This report does require additional information to be entered. Below is a screen print of the selection screen.
This report requires three prompts to be entered. Click on each value to select and then click on the “Run
Query” button on the bottom of the screen.

e Department Range (Start)
e Department Range (End)
e Select Term

Prompts

Reply to prompts before running the query.

v Department Range (Start): 0000000
v Department Range (End): 9999999
Select Term (YY™™T, T[1=Spring (Jan 1 - May 15); 2=Summer (May 16 - Sep 15); 3=Fall (Sep 16 - Dec 31)]): 20121

Refresh Values % Select Term (YYYYT, T[1=Spring (Jan 1 - May 15% Select/enter a value ec 311}
;;:;nzid [20121 | | for each prompt
EEI

20113 E
20112

2011

20103

20102

20101

20083

20082 =
October 2, 2012 4:52:04 PM GMT-04:00

Enter your search pattern here ||ﬁ -

Click “Run Query” to
produce the report

7 Currently-selected values in listbox

20121

Run Query l | Cancel
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Casual Earnings Report, cont.

Department Range (Start & End):

Each user has a listing of his\her Department(s) that are available. Although the range is greater only those
departments that you have access to will be displayed.

Click on the “Department Range” (Start) and “Department Range (End)” lines on the top of the screen. After
clicking each line, enter the seven-digit department number in the text box in the middle of the screen.

If you use the Default settings (0000000) and (9999999) you will get all your departments and associated
information.

If you choose to limit the department list you can do so by clicking the Refresh Values options within the sub-
window then double-clicking on the desired Department value.

department number structure in use at that time, e.g. 0120000. When selecting or entering
department numbers for dates post July 16, 2012, use the department number structure currently in
use, e.g. 160600X.

j Note: When selecting or entering department numbers for dates prior to July 16, 2012, use the

Select Term

Click on the “Select Term” line on the top of the screen. After clicking this line, select the school term in the
middle of the screen and then click the right facing arrow to make the selection. Or you can double-click on the
desired value and it will be added.

Once the parameter prompts are answered, click the Run Query button to retrieve the report results.

The Casual Earnings Report will display the information based on your selected criteria.

Report Results

The report results show:

e Position Number

e Title

e Bargaining Unit

e Bargaining Name

e Term

e Fiscal Year

e Admin Department
e Position Department
e Name

e Employee ID

e Fiscal YTD Earnings
e Quarter

e Month in Quarter

e Quarter Earnings
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Employee Personal and Job Data Report— by
Bargaining Unit

Report Description

This report displays comprehensive personal and position related data for University employees in the
selected administrative department(s) and bargaining unit(s) as recorded on PAC.Report Use

This report is useful when additional personal or job data not available in Manager Self-Service is needed.

Report Parameters

This report does require additional information to be entered. Below is a screen print of the selection screen.
This report requires five prompts to be entered. Click on each value to select and then click on the “Run
Query” button on the bottom of the screen.

e Admin Department Number (Start)

e Admin Department Number (End)

e Employee Status

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

Prompts =
Reply to prompts before running the query.

v Enter Admin Department Number(Start): 0000000

v Enter Admin Department Number(End): 9999999

v Enter value(s) for Employee Status: A;P;L
v Enter value(s) for Bargaining Unit Mame or "%’ for ALL: %
- Select Term (Y™YYT, T[1=Spring (Jan 1 - May 15); 2=Summer (May 16 - Sep 15); 3=Fall (Sep 16 - Dec 31)])
Refresh Values S Enter Admin Department Number{Start):
st, please click the Refresh | |

Admin Department Number (Start & End):

Each user has a listing of his\her Admin Department(s) that are available. Although the range is greater only
those departments that you have access to will be displayed.

Click on the “Department Range” (Start) and “Department Range (End)” lines on the top of the screen. After
clicking each line, enter the seven-digit department number in the text box in the middle of the screen.

If you use the Default settings (0000000) and (9999999) you will get all your departments and associated
information.

If you choose to limit the department list you can do so by clicking the Refresh Values options within the sub-
window then double-clicking on the desired Department value.

HR MANAGER REPORTS — GENERATING HR DATA REPORTS AT COLUMBIA UNIVERSITY
CoLUMBIA UNIVERSITY — HUMAN RESOURCES

1-21



LESSON 1: CoOLUMBIA UNIVERSITY HR MANAGER REPORTS OCTOBER 2013

Employee Personal and Job Data Report— by
Bargaining Unit, cont.

Employee Status:

Click on the “Employee Status” line on the top of the screen. After clicking this line, the three employee
statuses, A = Active; P = Part Time; L = Leave of Absence, display in the middle of the screen and are
selected. To remove one of the statuses, click the status letter in the middle right hand side box and then
click the left facing arrow to remove the selection.

Bargaining Unit:

Click on the “Bargaining Unit” line on the top of the screen. The “%” sign appears as the selection. Use “%”
to select all Bargaining Units. If you choose to limit the Bargaining Units you can do so by clicking the
Refresh Values options within the sub-window then double-clicking on the desired Bargaining Unit. After
clicking this line, select the Bargaining Unit in the middle of the screen. Then click the right facing arrow to
make the selection. Or you can double-click on the desired value and it will be added.

Select Term:

Click on the “Select Term” line on the top of the screen. After clicking this line, select the school term in the
middle of the screen and then click the right facing arrow to make the selection. Or you can double-click on
the desired value and it will be added.

Prompts X
| s,

Reply to prompts before running the guery.

v Enter Admin Department Number(Start): 0000000

v Enter Admin Department Number{End): 9999999
v Enter value(s) for Employee Status: AjPiL
v Enter value(s) for Bargaining Unit Name or "%’ for ALL: %
4 Select Term (yyyT, T[1=Spring (Jan 1 - May 15); 2=Summer (May 16 - Sep 15); 3=Fall (Sep 16 - Dec 31)]): 20121
Refresh Values S Select Term (YYYYT, jng (Jan 1 -

= = May 15); 2=Summer (May 1

ermi

Sep 15); 3=Fall (Sep 16 - Dec 31)]): S
elect/enter a value
i [20121 R
for each prompt

20113 E
20112
20111 B
20103
20102
20101
20083
20082 - s s
September 5, 2012 1:23:52 PM GMT-04:00 CI ICk Run Query to
Enter your search pattern here ||§ﬁ - pl’oduce the repOI’t

‘? Currently-selected values in listbox

2M2

Run Query l | Cancel
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Employee Personal and Job Data Report— by
Bargaining Unit, cont.

Report Results

The report results show:

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, Ethnic Group Description

Highest Degree, Degree Name, Degree Year, Degree Institution

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, Position Status Description

Work Location, Work Location Description

US Citizen, Visa Type Code, Visa Expiration Date

Tenure Status, Tenure Status Description, Tenure Date

Active Positions

Benefits Eligible

Position Entry Date

Appointment End Date

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

Grade

Comp Rate, Comp Rate End Date, Compensation Frequency, Compensation Frequency Description
Weekly Hours

Bargaining Unit, Bargaining Unit Description

Sabbat End Date

FT/PT Status

Multiple Positions

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

Term ID

Position Title

Contract Period Salary
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Employee Personal and Job Data Report— by
Job Function

Report Description

This report displays comprehensive personal and position related data for University employees in the
selected administrative department(s) and job function(s) as recorded on PAC.

Report Use
This report is useful when additional personal or job data not available in Manager Self-Service is needed.

Report Parameters

This report does require additional information to be entered. Below is a screen print of the selection screen.
This report requires five prompts to be entered. Click on each value to select and then click on the “Run
Query” button on the bottom of the screen.

e Admin Department Number (Start)
e Admin Department Number (End)
e Job Function (or use % for ALL)

e Employee Status

e Select Term

Prompts x
Reply to prompts before running the query.

& ot o Depariment et 000000 |
v Enter Admin Department Number{End): 9999999

W Enter value(s) for Job Function Code or "%’ for ALL: %

v Enter value(s) for Employee Status: A;P;L

- Select Term (™Y T, T[1=Spring (Jan 1 - May15); Z=Summer (May 16 - Sep 15); 3=Fall (Sep 16 - Dec 31]}):

Refresh Values %2 Enter Admin Department Number(Start):

the Refrest [oooo000

[Enter your search patiern here

your szarch pattem nere @ -
Admin Department Number (Start & End):

Each user has a listing of his\her Admin Department(s) that are available. Although the range is greater only
those departments that you have access to will be displayed.

Click on the “Admin Department Number (Start)” and “Admin Department Number (End)” lines on the top of
the screen. After clicking each line, enter the seven-digit department number in the text box in the middle of
the screen.

If you use the Default settings (0000000) and (9999999) you will get all your departments and associated
information.

If you choose to limit the department list you can do so by clicking the Refresh Values options within the
sub-window then double-clicking on the desired Department value.
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Employee Personal and Job Data Report— by
Job Function, cont.

Job Function:

Click on the “Job Function” line on the top of the screen. After clicking this line, click the Refresh Values
options within the sub-window then click on the desired Job Function (01, 11, 21, 31, 41, 51, or 61) in the
middle of the screen. Then click the right facing arrow to make the selection. Or you can double-click on the
desired value and it will be added. Use the “%” to select all job functions.

Employee Status:

Click on the “Employee Status” line on the top of the screen. After clicking this line, the three employee
statuses, A = Active; P = Part Time; L = Leave of Absence, display in the middle of the screen and are
selected. To remove one of the statuses, click the status letter in the middle right hand side box and then
click the left facing arrow to remove the selection.

Select Term:

Click on the “Select Term” line on the top of the screen. After clicking this line, select the school term in the
middle of the screen and then click the right facing arrow to make the selection. Or you can double-click on
the desired value and it will be added.

s =

Reply to prompts before running the guery.

v Enter Admin Department Number(Start): 0000000
v Enter Admin Department Number(End): 9999999
v Enter value(s) for Job Function Code or "% for ALL: %
v Enter value(s) for Employee Status: AjP;L
v

Select Term (YY™YT, T[1=5pring (Jan 1 - May15); 2=Summer (May 16 - Sep 15); 3=Fall (Sep 16 - Dec 31]): 20122

Refresh Values Fa Select Term (YYYYT, ing (Jan 1 -
May15); 2=Summer (May 16> ~
Sep 15); 3=Fall {Sep 16 - Dec 31]):

e Select/enter a value
L for each prompt

»

m

Click “Run Query” to
produce the report

( ‘? Currently-zelected values in listbox

20122

Run Query
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Employee Personal and Job Data Report— by
Job Function, cont.

Report Results

The report results show:

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, Ethnic Group Description

Highest Degree, Degree Name, Degree Year, Degree Institution

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, Position Status Description

Work Location, Work Location Description

US Citizen, Visa Type Code, Visa Expiration Date

Tenure Status, Tenure Status Description, Tenure Date

Active Positions

Benefits Eligible

Position Entry Date

Appointment End Date

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

Grade

Comp Rate, Comp Rate End Date, Compensation Frequency, Compensation Frequency Description
Weekly Hours

Bargaining Unit, Bargaining Unit Description

Sabbat End Date

FT/PT Status

Multiple Positions

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

Term ID

Position Title

Contract Period Salary
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Employee Personal Data Report— by
Bargaining Unit

Report Description

This report displays comprehensive personal data for University employees in the selected administrative
department(s) and bargaining unit(s) as recorded on PAC.

Report Use
This report is useful when additional personal or job data not available in Manager Self-Service is needed.

Report Parameters

This report does require additional information to be entered. Below is a screen print of the selection screen.
This report requires five prompts to be entered. Click on each value to select and then click on the “Run
Query” button on the bottom of the screen.

e Admin Department Number (Start)

e Admin Department Number (End)

e Employee Status

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

Prompts *
Reply to prompts before running the query.

v Enter Admin Department Mumber(Start): 0000000

W Enter Admin Department Number{End): 9999999

v Enter value(s) for Employee Status: A;P;L
v Enter Bargaining Unit Name or enter "%" for ALL: %
» Select Term (v™™™T, T[1=Spring (Jan 1 - May15); 2=Summer (May 15 - Sep 15); 3=Fall (Sep 16 - Dec 31):
1 Refresh Values S Enter Admin Department Humber{Start):
0% he list, please click the Refresh > | (0000000
I

Admin Department Number (Start & End):

Each user has a listing of his\her Admin Department(s) that are available. Although the range is greater only
those departments that you have access to will be displayed.

Click on the “Department Range” (Start) and “Department Range (End)” lines on the top of the screen. After
clicking each line, enter the seven-digit department number in the text box in the middle of the screen.

If you use the Default settings (0000000) and (9999999) you will get all your departments and associated
information.

If you choose to limit the department list you can do so by clicking the Refresh Values options within the
sub-window then double-clicking on the desired Department value.
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Employee Personal Data Report— by
Bargaining Unit, cont.

Employee Status:

Click on the “Employee Status” line on the top of the screen. After clicking this line, the three employee
statuses, A = Active; P = Part Time; L = Leave of Absence, display in the middle of the screen and are
selected. To remove one of the statuses, click the status letter in the middle right hand side box and then
click the left facing arrow to remove the selection.

Bargaining Unit:

Click on the “Bargaining Unit” line on the top of the screen. The “%” sign appears as the selection. Use “%”
to select all Bargaining Units. If you choose to limit the Bargaining Units you can do so by clicking the
Refresh Values options within the sub-window then double-clicking on the desired Bargaining Unit. After
clicking this line, select the Bargaining Unit in the middle of the screen. Then click the right facing arrow to
make the selection. Or you can double-click on the desired value and it will be added.

Select Term:

Click on the “Select Term” line on the top of the screen. After clicking this line, select the school term in the
middle of the screen and then click the right facing arrow to make the selection. Or you can double-click on
the desired value and it will be added.

Promets
Reply to prompts before running the query.

W Enter Admin Department Number(Start): 0000000
Enter &dmin Department Number(End): 9999999
Enter value(s) for Employee Status: A;PjL

Enter Bargaining Unit Mame or enter "%" for ALL: %
Select Term (™™™T, T[1=Spring (Jan 1 - May15); 2=Summer (May 16 - Sep 15); 3=Fall (Sep 16 - Dec 31): 20111

L <L

Refresh Values ¥2 Select Term tY‘f’Y‘f’T\~me
: May15); 2=Summer (May 18~ Select/enter a value for
=T Sep 15); 3=Fall (Sep 16 - Dec 31):

20122 B o1t l each prompt

~

2121

20113 = -
= £
20112 -
20103
20102
21

20093 i
20092 - Click “Run Query” to

September 5, 2012 2:11:14 PN GMT-04.00
Enter your search pattern here |% - prOduce the report

‘_? Currenthy-selected values in listbox

20114 /

[ Run Query ]| Cancel
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OCTOBER 2013

Employee Personal Data Report— by
Bargaining Unit, cont.

Report Results

The report results show:

Employee ID

Admin Department Name, Admin Department Number
Employee Name, Position Department Name, Position Department Number
Bargaining Unit

UNI

Original Hire Date, Seniority Date

First Tenure Position Date

CU Employee Status

Gender

DOB

Ethnic Group, Ethnic Group Description

Highest Degree, Degree Name, Degree Year, Degree Institution
Home ZIP

Extract Date

Email

Office Address Line 1, Line 2, Line 3, City, State and Zip Code
Office Phone Number
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Employee Personal Data Report— by Job
Function

Report Description

This report displays comprehensive personal and position related data for University employees in the
selected administrative department(s) and job function(s) as recorded on PAC.

Report Use

This report is useful when additional personal or job data not available in Manager Self-Service is needed.

Report Parameters

This report does require additional information to be entered. Below is a screen print of the selection screen.
This report requires five prompts to be entered. Click on each value to select and then click on the “Run
Query” button on the bottom of the screen.

e Admin Department Number (Start)
e Admin Department Number (End)
e Job Function (or use % for ALL)

e Employee Status

e Select Term

Prompts *

Reply to prompts before running the query.

W Enter Admin Department Mumber(Start): 0000000
v Enter Admin Department Number(End): 9999999
v Enter value(s) for Job Function Code or "%’ for ALL: %
[ Enter value(s) for Employee Status: A;P;L
L4 Select Term (v™Y™™¥T, T[1=Spring (Jan 1 - May 15); 2=Summer (May 16 - Sep 15); 3=Fall (Sep 16 - Dec 31]):
Refresh Values S Enter Admin Department Number{Start):
Tos please click the Refresh >
I
|E":e';. our search pattern here |Qﬁ -

Admin Department Number (Start & End):

Each user has a listing of his\her Admin Department(s) that are available. Although the range is greater only
those departments that you have access to will be displayed.

Click on the “Department Range” (Start) and “Department Range (End)” lines on the top of the screen. After
clicking each line, enter the seven-digit department number in the text box in the middle of the screen.

If you use the Default settings (0000000) and (9999999) you will get all your departments and associated
information.

If you choose to limit the department list you can do so by clicking the Refresh Values options within the
sub-window then double-clicking on the desired Department value.
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Employee Personal Data Report— by Job
Function, cont.

Job Function:

Click on the “Job Function” line on the top of the screen. After clicking this line, click the Refresh Values
options within the sub-window then click on the desired Job Function (01, 11, 21, 31, 41, 51, or 61) in the
middle of the screen. Then click the right facing arrow to make the selection. Or you can double-click on the
desired value and it will be added. Use the “%” to select all job functions.

Employee Status:

Click on the “Employee Status” line on the top of the screen. After clicking this line, the three employee
statuses. A = Active; P = Part Time; L = Leave of Absence, display in the middle of the screen and are
selected. To remove one of the statuses, click the status letter in the middle right hand side box and then
click the left facing arrow to remove the selection.

Select Term:

Click on the “Select Term” line on the top of the screen. After clicking this line, select the school term in the
middle of the screen and then click the right facing arrow to make the selection. Or you can double-click on
the desired value and it will be added.

Prompts

Reply to prompts before running the guery.

v Enter Admin Department Number{Start): 0000000
Enter Admin Department Number{End): 9999999

Enter value(s) for Job Function Code or "%’ for ALL: %
Enter value(s) for Employee Status: A;P;L

L L L <

Select Term (vY™YYT, T[1=Spring (Jan 1 - May 15); 2=Summer (May 16 - Sep 15); 3=Fall (Sep 16 - Dec 31]): 20122

Refresh Values ¥ Select Term (YYYYT,
= Select/enter a value for

. May 15); 2=Summer (May 16
T —— be S rAI R 100 1) gqch prompt
it [20122 @

20113
20112
211
20102
2002
20101

m

20121 i
|

20093 o N
20002 - Click “Run Query” to

September 5, 2012 2:15:57 PM GWT-04:00 produce the report

Enter your search pattern here |aﬁ -

‘? Currenthy-selected values in listbox

20122 /

[ Run Query ] Cancel
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Employee Personal Data Report— by Job
Function, cont.

Report Results

The report results show:

e Employee ID

e Admin Department Name, Admin Department Number

e Employee Name

e Position Department, Position Department Name, Position Number
e Position Title, Bargaining Unit

e UNI

e Original Hire Date, Seniority Date

e First Tenure Position Date

e CU Employee Status

e Gender

e DOB

e Ethnic Group, Ethnic Group Description

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

e Home ZIP
e Extract Date
e Email

o Office Address Line 1, Line 2, Line 3, City, State and ZIP Code
e Office Phone Number
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Employee Vacation Accrual Report

Report Description

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.

Report Use

This report is useful to gather employee information in preparation for the Year End Vacation
Accrual Report exercise. This is a preliminary list of employees and should be reviewed for any
changes. This data is refreshed every June in preparation for this exercise.

Report Parameters

This report does not require entry of additional parameters.
Report Results

The report results show:

e Admin Department
e Job Function Code
e Last Name

e First Name

e Ps Employee ID

&3 Home | Document List | Open ~ | Send To « | Dashboards =

Web Intelligence - Employee Vacation Accrual
6l Document ~ View ~ | 15 | 24 | @ [t - [ dn=»m

Navigation Map

= 2| Employee Vacation Accrual
E
Employee Vacation Acrrual

i Department.ob Function Core
Admin Departmentob Function Code Last Name _[frstName _Ps Employeeid I
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Post-Docs Demographic Report

Report Description

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

Report Use

This report is useful to obtain post-doc data.

Report Parameters

This report does require additional information to be entered. Below is a screen print of the selection screen.
This report requires three prompts to be entered. Click on each value to select and then click on the “Run
Query” button on the bottom of the screen.

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

Prompts b4

Reply to prompts before running the query.
W Department Range (Begin): 000000000

W Department Range (End). 999999999

» After Title Effective Date (MDA Y™™ )

Department Range (Begin):

( ‘3 } More Information

‘ Select or type the values you want to return to reports for each prompt displayed here.

| [ cancel |

Department Range (Begin & End):
In this report, the department numbers must be entered.

Click on the “Department Range” (Start) and “Department Range (End)” lines on the top of the screen. After
clicking each line, enter the seven-digit department number in the text box in the middle of the screen.

If you use the Default settings (0000000) and (9999999) you will get all your departments and associated
information.
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Post-Docs Demographic Report, cont.

After Title Effective Date:

Click on the “After Title Effective Date” line on the top of the screen. After clicking this line, click the calendar
icon to the right hand side of the text box in the middle of the screen to display the calendar. From there,
click on the arrows in the calendar to navigate to the date. Click on the day in the month and year and the
date will appear.

Prompts >

Reply to prompts before running the guery.

W Department Range (Begin): 000000000
w Department Range (End): 999999359
b After Title Effective Date (MDM™YYY): 71112012 12:00:00 AM

Select/enter a value for
each prompt

After Title Effective Date (M/DIYYYY):

72012 12:00:00 AM IE

Click “Run Query” to
produce the report

(2) More Information

Select or type the values you want to return to reports for each prompt displayed here. /

Run Query l | Cancel

Report Results

The report results show:

e Name

e UNI

e Administrative Department Name
e Title

o Title Effective Date

e Year

e Month
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Salary Planning Report

Report Description

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.

Report Use
This report is useful when preparing for and administering the e-Comp process.

Report Parameters

This report does require additional information to be entered. Below is a screen print of the selection screen. This
report requires one prompt to be entered. Select the department/job function code(s) in the middle of the screen.
Then click the right facing arrow to make the selection and then click on the “Run Query” button.

e Select a Salary Group ID

Rekesh Vabes T [

Salary Group ID:

In this report, the department numbers/job function codes must be selected and moved into the box on the right
hand side.

Scroll through the listings on the left hand side and click to select the department/job function code(s). Then click
the right facing arrow to make the selection.

Report Results

The report results show:

e Employee ID, Employee Record Number

e Name

e Administrative Department, Position Department
e Title

e Tenure Status

e Grade

e E-Comp Status

e Visa Expiration Date

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

e GroupID

e Updated, Submitted
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Support Staff Overtime Earnings Report — Prior
July 2012 Only

Report Description

This report displays overtime earnings and position related data for Support Staff employees in the selected
administrative department(s) as recorded on PAC.

Report Use
This report is useful when checking overtime earnings against check actuals and also helps with budgeting.

Report Parameters

This report does require additional information to be entered. Below is a screen print of the selection screen.
This report requires three prompts to be entered. Click on each value to select and then click on the “Run
Query” button on the bottom of the screen.

e Department Range (Start)
e Department Range (End)
e Select Term

Prompts *
Reply to prompts before running the guery.

v Department Range (Start): 0000000

v Department Range (End): 9999999

» Select Term (v™™™T, T[1=Spring (Jan 1 - May 15}; 2=Summer (May 16 - Sep 15); 3=Fall (Sep 16 - Dec 31)]):

Refresh Values S Department Range (Start):

t, please click the Refresh |

r search pattern here ||§ﬁ -

( ‘_? More Information

Department Range (Start & End):

Each user has a listing of his\her Admin Department(s) that are available. Although the range is greater only
those departments that you have access to will be displayed.

Click on the “Department Range” (Start) and “Department Range (End)” lines on the top of the screen. After
clicking each line, enter the seven-digit department number in the text box in the middle of the screen.

If you use the Default settings (0000000) and (9999999) you will get all your departments and associated
information.

If you choose to limit the department list you can do so by clicking the Refresh Values options within the sub-
window then double-clicking on the desired Department value.
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Support Staff Overtime Earnings Report —
Prior July 2012 Only, cont.

Select Term:

Click on the “Select Term” line on the top of the screen. After clicking this line, select the school term in the
middle of the screen and then click the right facing arrow to make the selection. Or you can double-click on
the desired value and it will be added.

Prompts

Reply to prempts before running the query.

W Department Range (Start): 0000000
v Department Range (End): 9999999

Refresh Values S

20113 ‘:

September 5, 2012 11:31:46 AM GMT-04:00

Enter your search pattern here |aﬁ -

[ '_? Currently-selected values in listbox

Select Term (YYYYT, T[1=Spri Select/enter a value for
Sep 151, 3-7all (Sep 16- Dec > INEACHNPROMPE

[20121 ~ T

Click “Run Query” to
produce the report

2121

£

[ Run Query ] Cancel

Report Results

The report results show:

Position Number, Title

Bargaining Unit

Term, Fiscal Year

Admin Department, Position Department
Name, Employee ID

Fiscal YTD Earnings, Quarter, Month in Quarter
Quarter Earnings, Month Earnings
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Termination Report

Report Description

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.

Report Use
This report is useful when confirming dates and information for terminated employees.

Report Parameters

This report does require additional information to be entered. Below is a screen print of the selection screen.
This report requires four prompts to be entered. Click on each value to select and then click on the “Run
Query” button on the bottom of the screen.

e Department Range (Start)
e Department Range (End)
e From Date

e To Date

Prompts

Reply to prompts before running the guery.

Department Range (Start): 000000000

v Department Range (End): 999999999
- From Date:
- To Date:

|

Department Range (Start & End):

Each user has a listing of his\her Admin Department(s) that are available. Although the range is greater only
those departments that you have access to will be displayed.

Click on the “Department Range” (Start) and “Department Range (End)” lines on the top of the screen. After
clicking each line, enter the seven-digit department number in the text box in the middle of the screen.

If you use the Default settings (0000000) and (9999999) you will get all your departments and associated
information.

If you choose to limit the department list you can do so by clicking the Refresh Values options within the
sub-window then double-clicking on the desired Department value.
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Termination Report, cont.

From Date and To Date:

Click on the “From Date” and “To Date” lines on the top of the screen. After clicking each
calendar icon to the right hand side of the text box in the middle of the screen to display th

line, click the
e calendar. From

there, click on the arrows in the calendar to navigate to the date. Click on the day in the month and year and

the date will appear.

IPrc-mpts x I

Reply to prompts before running the query.

v Department Range (Start): 000000000
v Department Range (End): 999999999
v From Date: 1/1/2012 12:00:00 AM
v To Date: 6/30/2012 12:00:00 AM

each prompt

Select/enter a value for

To Date:
£/30/2012 12:00:00 AM |EH
produce
‘3‘ More Information
Select or type the values you want to return to reports for each prompt displayed here. /
[ Run Query l Cancel

Click “Run Query” to

the report

Report Results

The report results show:

e Employee ID, Employee Record Number

e Name

e Department ID (Number)
e Title

e Job Code

e Grade

e Action Reason
e [Effective Termination Date
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Upcoming/Past Appointment End Date Report

Report Description

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.

Report Use

This report is useful for preparing and planning to re-appoint someone and during the annual re-appointment
process.

Report Parameters

This report does not require entry of additional parameters.

Report Results

The report results show:

e Position Department (Number)
e Admin Department (Number)
e Employee ID

e Name

e Position Title

e Appointment End Date
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Upcoming/Past Visa/Permit Expiration Date
Report

Report Description

This report 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.

Report Use

This report is useful when determining if an employee’s visa expiration data approached/is approaching.

Report Parameters

This report does not require entry of additional parameters.

Report Results

The report results show:

e Position Department (Number)
e Admin Department (Number)
e Employee ID

e Name

e Position Title

e Visa End Date

e Visa Type
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Frequently Asked Questions

HR Manager Reports
Reports

What Reports are Available?

There are 14 Human Resources data reports available that provide information on
employee personal, earnings and position data. See the training manual for a
description on each of these reports.

How do | access the Reports?

Through myColumbia. myColumbia>HR Manager Resources>Reports>HR Manager
Reports. They can also be accessed in the Enterprise Reporting section of

myColumbia.
Support

Who do | contact if | have questions?

Submit an electronic inquiry via Service Now - https://columbia.service-
now.com/navpage.do. You may also contact your HR Client Manager in Morningside or
CUMC Central Human Resources and/or the PAC Service Center at 212-851-2888.

What training tools are available to me and how do | access them?

Training for HR Manager Reports is offered as part of the MSS Training classes held at
Studebaker. To sign up for a session or to view training materials and information, visit
the Human Resources website’s Transaction Information Guide/PAC Resources
webpage at http://managers.hr.columbia.edu/tig/PAC.

How do | correct information appearing in areport?

To correct personal or position data for an employee, please complete a PAF form and
submit it through normal channels. For guidance or emergency action please contact
your HR Client Manager in Morningside or CUMC Central Human Resources and/or the
PAC Service Center at 212-851-2888.
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Key Learning Points

e The University Data Store (UDS) is the data warehouse repository,
where data from ARC, PAC, and Labor Accounting, Student, and
Historical/Legacy system data is stored

e The HR Data Store is the location of the HR Manager Reports
e The data in the HR Data Store is “day old data”

e Multiple pages of data can be listed. Click the arrows on the top of the
report to view additional pages of data

e Data can be saved in an Excel format for easy filtering and sorting

e Access to data is restricted to the approved department access in your
security profile

e When selecting or entering department numbers for dates prior to July
16, 2012, use the department number structure in use at that time, e.g.
0120000. When selecting or entering department numbers for dates
post July 16, 2012, use the department number structure currently in
use, e.g. 160600X
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