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Logistics & Introduction
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Following the webinar, we will post slides online

Webinar will be recorded

To ask questions:
Type your question in the chat

We will stop periodically to address chat questions
and you can un-mute your microphone to talk.

Poll questions will pop up throughout the 

presentation. Please answer. This will help me 

understand where more assistance or explanation 

is needed. 



Agenda
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Overview, Data Flow, Timeline, & New 
User Access

IPEDS HR

Digest HR

Guidance for data validations

Questions/Comments



What is this collection for?

The validated data from the collection are used 
to create a high-quality data snapshot for:

– IPEDS

– Employee Reports

– USG Fiscal Affairs reports 

– Ad-hoc reports (including legislative 
requests)
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What is this collection for?

IPEDS
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https://nces.ed.gov/ipeds/datacenter/SelectVariables.aspx?stepId=1&sid=af64e0de-6b6e-4644-b3bc-b163e67defd7&rtid=5


What is this collection for?

Digest Reports
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https://www.usg.edu/research/employee_reports


To get high quality data:

– Requires collaboration between Human 
Resources, Institutional Research (or 
equivalent), and possibly Faculty Affairs

– Requires knowing who is involved, 
reading communications, reading 
support materials (updated yearly and 
posted here)
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https://www.usg.edu/research/reporting_resources/hrdm_data


Data Flow
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HR ReportsData extracted 
to USO (HRDM)

Data entered in 
OneUSG 
(PeopleSoft)

OneUSG
HR Data 

Collection

IPEDS HR

(Cognos)

Digest HR 
(Cognos)
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The HRDM is a set of data extracted from OneUSG, 
translated to system level values, and used for IPEDS 
HR and Digest HR reporting. 

• It is NOT the same as OneUSG/PeopleSoft
• It only contains a portion of the data elements found in 

OneUSG
• Values may be translated from what is seen in OneUSG  

to what is stored in the HRDM
• The HR Data Element Dictionary (HRDED) provides 

information about the relationship between each HRDM 
element and the OneUSG source 

Human Resources Data Mart (HRDM)

https://www.usg.edu/research/assets/research/documents/HRDM_DED.pdf


Data Validations Key Dates

10

Nov. 1, 2025

• Validation opens for IPEDS HR and Digest HR reports

Nov 1-
Jan 16

• Institutions review data

• IPEDS HR Reports available for review in Cognos

• Digest Reports available for review in Cognos

• Institutions make corrections in PeopleSoft so changes can 

be reflected in IPEDS and Digest reports



Data Validations Key Dates
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Dec 10, 
2025

• IPEDS HR survey data uploaded to NCES site by RPA (initial)

January, 
2026

• Fix errors. 

• Review data validation reports in Cognos. 

• Fix errors. 

• Certify data (link will be sent by email to HRDMPOC and IRP listserv)

• Reload to NCES by RPA

April 1, 

2026

• Keyholder close

April 15, 
2026

• Coordinator lock
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Oct Nov Dec Jan Feb Mar Apr

Webinar 
Oct. 15, 

1pm

Collection 
opens, 
Nov. 1

1st 
upload 

for IPEDS

For IPEDS: 
Data Lock

April 1

Finish 
validation. 
Sign off on 

data. 

HR Data Collection Timeline



Access for New Users

New users may need:

Access to HRDM POC listserv 

and IPEDS HR Cognos reports

• Submit an ITS Help-Desk 
ticket to support@usg.edu

• Information on the security 
roles to request can be 
found here

Access to NCES website

• Request from institution’s 

IPEDS-Keyholder

Subject: 2025 HRDM 
Data Validations, User 
Access 

Be sure to include:
• Name, email address, 

and title

• Which system you need 
access to (HRDM POC list
and/or HR Cognos 
reports)

13

Email to helpdesk

mailto:helpdesk@usg.edu
https://www.usg.edu/research/assets/research/documents/HR_Data_Submission_User_Guide_Cognos11.pdf


IPEDS HR Reports
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IPEDS HR Reports: Cognos Website

https://analytics.ds.usg.edu/

Log on using your SSO credentials
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https://analytics.ds.usg.edu/


1

4

IPEDS HR Reports: Cognos 

IPEDS HR Survey Reports

Click on ‘IPEDS HR’ on 
the left

Definitions provided in 

IPEDS Report 
Descriptions & Data 

Definitions guidance 

document 

https://www.usg.edu/research/assets/research/documents/2023_IPEDS_HRDM_Survey_Report_Definitions.pdf
https://www.usg.edu/research/assets/research/documents/2023_IPEDS_HRDM_Survey_Report_Definitions.pdf
https://www.usg.edu/research/assets/research/documents/2023_IPEDS_HRDM_Survey_Report_Definitions.pdf
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IPEDS HR Reports: Cognos 

The IPEDS HR detail file is a 
data dump of all your 
IPEDS employees. 



IPEDS HR Reports: Cognos. 
Example. 
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IPEDS HR Reports: Cognos 

Data Quality Tools

Clicking on these 
provides a detail 
report for relevant 
employees 



IPEDS HR 

Reports: 

Cognos 

Requires 

Review 

Errors

Reports with 
possible 
“requires 
review” 
errors (Parts 
B, D, E, G, H)



IPEDS HR Reports: Cognos 

Requires Review Errors
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CHECK IPEDS HR REPORTS FOR 
REQUIRES REVIEW REPORT

❖ Employees with an SOC code of 25-1xxx (Postsecondary  Teacher) MUST 
have their activity percentage distribution fitting into the definition of 
Postsecondary Teachers (– Instruction, – Research, or – Public Service) 

❖ If not resolved, that employee will not appear in the IPEDS HR Survey 
upload file.



SOCs are set at the system level.
Institutions control the job code. 

SOC = Standard Occupational Code (from the 

Bureau of Labor Statistics - BLS)

Job 
Code

BCAT SOC

First 3 digits BCAT to SOC 
crosswalk

IPEDS HR Reports: Cognos 
Requires Review Errors

https://www.usg.edu/research/assets/research/documents/BCAT_SOC_Crosswalk.pdf
https://www.usg.edu/research/assets/research/documents/BCAT_SOC_Crosswalk.pdf
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IPEDS HR Reports: Cognos 

Data Quality Tools – Requires Review

Get to the detail file 
for the records that 
are showing as 
‘Requires Review’
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IPEDS HR Reports: Cognos 
Requires Review Errors

What should you look at when reviewing detail files for employees in the ‘requires 
review’ report? 
1. Is tenure status missing?
2. Is activity percentage missing?
3. Is the administrative activity percent 50% or more?
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IPEDS HR Reports: Cognos 

Data Quality Tools – Gender Unknown

• Get to the detail file for 
the records that are 
showing as ‘Gender 
Unknown’

• If left as unknown, will be 
reported to IPEDS as 
‘female’

• See documentation on 
this policy here

https://www.usg.edu/research/assets/research/documents/Change_Gender_11232020.pdf
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IPEDS HR Reports: Cognos 

Data Quality Tools – Rank/Tenure Dates

• Get to the report (NOT 
A DETAIL FILE) for 
flagged rank/tenure 
date issues

• Read error message
• Review and correct as 

needed in OneUSG



Academic Rank Updates

Academic Rank 
is from the 

record with the 
most recent rank 

change date

• Most recent academic 
rank date must be later 
than the academic rank 
date for the previous 
academic rank status

• If there are multiple 
academic rank statuses 
with the same academic 
rank status date, we 
cannot know which 
academic rank is current.
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The top record has a more recent effective date. Both records have 

the same rank change date. In this case, the logic would 

RANDOMLY select 1 of these records. 

To solve: correct the rank change date on the more recent record. 



Tenure Status

Tenure Status is 
from the record 

with the most 
recent tenure 

status date

• Tenure status date must 

be later than the tenure 

status date for the 

previous tenure status

• If there are multiple tenure 

statuses with the same 

tenure status date, we 

cannot know which 

tenure status is current.
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The top record has a more recent effective date (in 2023), but the 

tenure status date and rank change date are 2013. The previous 

record has tenure status date and rank change date in 2018, so 

‘Not in a Tenure Type Position’ and Rank of 006 (no rank) would be 

in IPEDS. 

To solve: This looks like a typo in the dates where 2013 should be 

2023. Correct dates on the most recent record.



• The report compares rank and tenure data between the 
Cognos reports (from HRDM) and OneUSG (PeopleSoft) and 

generates an issue message to highlight cases for review.

• OneUSG/PeopleSoft records are selected based on the most 

recent effective date. 

• HRDM records are selected based on the most recent rank 

change date and the most recent tenure status date 

(selected independently). 

• Guidance document here
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IPEDS HR Reports: Cognos 

Rank/Tenure Date Issue Report

:https:/www.usg.edu/research/assets/research/documents/2024_Rank_and_Tenure_Date_Issues_Resource_Guide.pdf


• Multiple Academic Rank Codes with the same 

Academic Rank Date Not Allowed

• Multiple Tenure Codes with the same Tenure Status Date 

Not Allowed

• Multiple Academic Rank Codes with the same 

Academic Rank Date Not Allowed and Multiple Tenure 

Codes with the same Tenure Status Date Not Allowed

• Tenure Status Date or Rank Change Date cannot be 

earlier than the previous record’s Tenure Status Date or 

Rank Change Date
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IPEDS HR Reports: Cognos 

Rank/Tenure Date Issue Report



33

IPEDS HR Reports: Cognos 

Rank/Tenure Date Issue Report

Issue message: Multiple Tenure Codes with the same Tenure Status Date Not Allowed 
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IPEDS HR Reports: Cognos 

Rank/Tenure Date Issue Report

Issue message: Multiple Tenure Codes with the same Tenure Status Date Not Allowed 
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IPEDS HR Reports: Cognos 

Rank/Tenure Date Issue Report

• Utilize the resource guide here

• For EACH issue message, an 

example is followed from the 

Rank/Tenure Dates report to HR 

detail, to OneUSG and PS 

database, along with suggestions 

for solutions

https://www.usg.edu/research/assets/research/documents/2024_Rank_and_Tenure_Date_Issues_Resource_Guide.pdf
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IPEDS HR Reports: Cognos 

Data Quality Tools – Employee Profile Errors

• Get a report (NOT A 
DETAIL FILE) for 
employee profile official 
errors

• Read error message
• Review and correct as 

needed in OneUSG
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IPEDS HR Reports: Cognos 

Employee Profile Errors
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IPEDS HR Reports: Cognos 

Data Collection Reports

• Click on ‘Data Collections’ on the left

• Click on the ‘Human Resources’ tab on the top

• For more information on running the collection reports, see here 

https://www.usg.edu/research/assets/research/documents/HR_Data_Submission_User_Guide_Cognos11.pdf
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IPEDS HR Reports: Cognos 

Data Collection Reports
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IPEDS HR Reports: Cognos 

OneUSG

HRDM
• See HR DED

• See translations in PS to HRDM 
report

Cognos • IPEDS Definitions



OneUSG HRDM Refresh Process

Data lag between PeopleSoft and Cognos
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OneUSG update
Friday, 5pm

Cognos update
Tuesday, 8 am

Data lag between PeopleSoft and NCES website

Dec. 10, 2025 
& Jan. 28, 2026

• Uploads for all institutions

After Dec 10, 2025 • Uploads by request
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IPEDS HR Reports: Cognos 

What you see in OneUSG may not match Cognos reports:
• Cognos reports are based on the HRDM

o See HR DED and PS to HRDM translation document
• Cognos reports reflect the definitions used in IPEDS reports

o See Cognos Report Definitions 

https://www.usg.edu/research/assets/research/documents/PeopleSoftToHRDMValidValueMappingReport.xlsx
https://www.usg.edu/research/assets/research/documents/2023_IPEDS_HRDM_Survey_Report_Definitions.pdf


IPEDS HR Reports:
Uploading files to NCES

Upload files generated from HR Cognos reports, then uploaded to NCES

RPA plans to upload to NCES site on 12/10, and again 1/28, other 

uploads must be requested

https://surveys.nces.ed.gov/IPEDS

https://surveys.nces.ed.gov/IPEDS


• DO NOT

– Edit numbers in 

IPEDS. Changes 

should be made 

with the source 

data. 

– Lock your survey 

before the 

request to lock 

your survey

• DO

– Check your 

numbers on the 

NCES site. 

– Lock after the 

lock request, 

which will come 

with the internal 

data certification 

sign-off
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IPEDS HR Reports:
Finishing the IPEDS Collection
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Digest HR Reports

HRDMX0103 
Instructional 
Faculty by 

Highest 
Degree

HRDMX0106 
Instructional 
Faculty by 

Gender

HRDMX1011 
Number and 

Pct of Courses 
by Instructor 

Type

HRDMX0106 
Instructional 
Faculty by 

Race/Ethnic 
Origin

HRDMX0109 
Full-Time 

Employees by 
Race/Ethnic 

Origin

HRDMX0107 
Average 

Instructional 
Faculty Salary

HRDMX0109 
Full-Time 

Employees by 
Gender

HRDMX0102 
Instructional 
Faculty by 

Rank

HRDMX0108 
Full-Time 

Employees by 
Occupational 

Class

HRDMX0101 
Corps of 

Instruction

HRDMX0105 
Instructional 
Faculty by 

Tenure Status



Digest HR Reports

• Definitions provided in Digest Data Definitions 
guidance document 

• Final reports posted on Employee Reports 
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https://www.usg.edu/research/assets/research/documents/2024_HR_Digest_Report_Definitions.pdf
https://www.usg.edu/research/employee_reports
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Digest HR Reports
Available in COGNOS

Digest reports are 
now available in 
Cognos. 

These reports will 
NOT be emailed. 



Guidance
Data Validations: Service Now Tickets

Submit ITS Help Desk Ticket 

support@usg.edu
Subject: 2025 HRDM 
Data Validations

Be sure to include:
• Brief description of the 

data issue/discrepancy

• Provide emplids OR 
names as examples

• Provide screenshot of 
issue (if necessary)

• DO NOT include SSNs

Email to helpdesk



Guidance
HRDED



Guidance
HRDED Intro Page



Guidance
OneUSG Job Aids/Knowledge Articles

https://usg.service-now.com/usgsp?id=kb_search&spa=1

*NOTE: You will need to log in with your SSO credentials
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https://usg.service-now.com/usgsp?id=kb_search&spa=1
https://usg.service-now.com/usgsp?id=kb_search&spa=1
https://usg.service-now.com/usgsp?id=kb_search&spa=1


Guidance
HRDED Valid Values

— For paired code/description elements, only the code 
element will contain the list of codes and descriptions. 

— For elements with many values that are updated 
frequently (e.g., Job Code), valid values will not be listed 
in the HR DED but can be found in the PeopleSoft to 
HRDM Valid Value Mapping Report

https://www.usg.edu/research/assets/research/documents/PeopleSoftToHRDMValidValueMappingReport.xlsx
https://www.usg.edu/research/assets/research/documents/PeopleSoftToHRDMValidValueMappingReport.xlsx


Guidance
HRDED Valid Values - Translation

Not all values are the same in OneUsg as in the HRDM. The 
second part of the PeopleSoft to HRDM Valid Value Mapping 
Report shows the relationship between PeopleSoft and 
HRDM values

https://www.usg.edu/research/assets/research/documents/PeopleSoftToHRDMValidValueMappingReport.xlsx
https://www.usg.edu/research/assets/research/documents/PeopleSoftToHRDMValidValueMappingReport.xlsx


To prepare:
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Do you/people on your team have appropriate access 
to Cognos and listservs? 

Log in and check out the reports in Cognos, including 
validation and data quality reports

Check out the guidance documents online

Submit help desk tickets for access issues



Q&A, Contact Info
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For access and data 

validation questions or 

issues send an e-mail to 

support@usg.edu with 

subject line “2025 HRDM 

Data Validations”

Additional Questions:

Leslie.Hodges@usg.edu

When it 
comes to 

data:
garbage in, 

garbage out!

mailto:support@usg.edu
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