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How to Download Multiple Compensation Statements

When the planning process has ended Managers, ECM Recommenders and Approvers have the ability to download Compensation Statements which
summarize the increases that an employee might have received.

The instructions below will show how a Manager, ECM Recommender or Approver can download and save multiple comp statements for the areas they
might have access to. If you have any questions on this or any other ECM process please contact hrcomp@bu.edu

Merit Approver Reports

« Plan and Submit

- Review and Approve

« Compensation Information
= ECM Menit Compensabon Stal

BOSTON
UNIVERSITY

Home Employee Self-Service N
Merit Approver Reports
= Plan and Submit

- Review and Approve

» Compensation Information

» ECM Merit Compensation St._.

Employee Compensation Statements Print
. viilH| & e esll | P

Selection Parameters

Menu

Employee ID ] o

Compensation Review

Printer Parameters
= Preview & Print Statements
Dovwnload PDF Statements

Output Device

For ECM Recommenders and Approvers

Log on to BUworks Central:
www.bu.edu/buworkscentral

Depending on your access, click the Merit Approver
or Merit Recommender tab (in this example, the
Merit Approver Tab is displayed)

Click on ‘ECM Merit Compensation Statement’

Click into the ‘Compensation Review’ field and
select the ‘search’

This will bring up the merit review cycles to

choose

from.

Please e-mail hrcomp@bu.edu if you have any process questions.
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In this example we will be selecting the current
NREP Faculty review which is FR24 (in future years it
will be ‘FR’ and the last 2 digits of that current year).

Please note that you can only process 1 review at a
time.

Once selected it will go back to the prior screen.

Select the 2" radial ‘Download PDF Statements’

Copy and paste the location of where you want the
PDFs to download into the ‘Local File Path’ field.

(Note: the search function does not always work as
expected. You can use your ‘Download’ folder
location or save to your Desktop. Still unsure: copy
a blank word doc to your desktop, go to it and copy
the location address and enter into this field)

- @ |
Execute (by clicking on the Execute button: )

The orgs that you have access to will then display.

Please e-mail hrcomp@bu.edu if you have any process questions.
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If you want to download all of them then highlight
the top level and click on the ‘Select Block’ button

This will then auto include all the sub-units that fall
under the highlighted org

Click the ‘Save’ button at the top

If applicable: Click the ‘Allow’ button if you see a
popup asking you to ‘Allow’ (note: this does not
show for everyone)

When it stops (flashing or showing downloads),
check the location you entered for the download,
and you will see them listed there.

Please e-mail hrcomp@bu.edu if you have any process questions.
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