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Document Revision History

Version Date of Release Purpose
Release 1.0 June 2015 Release of Institutional User Interface

Updated to remove references to ADP and

October 2019 align with current processes and
procedures
Updated to align with current processes
and procedures (Removal of Georgia Tech

August 2021 from Non-OneUSGConnect process) and

reflect update from Cognos 10 to Cognos
11
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Human Resources Data Flow and Decomposition

Human Resources data from OneUSG institutions is automatically extracted,
edited, and loaded (if edit error free) daily and is permanently stored in the
USGHR schema. All edit errors for OneUSG institutions must be reviewed and
corrected by the institutional user before it will be loaded into USGHR.

Automated Daily HRCM 5Staging |

el EG Loading Databases |

Y

Census Date
Snapshot for
Reporting
Purposes
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The Human Resources Data Mart (HRDM) is designed to be an information
repository, or warehouse, that extracts twenty-six different files from OneUSG
Connect (PeopleSoft HCM) daily. The primary tables used for reporting are
employee profile, employee payroll and employee benefits data. The information
collected can be used by both the University System Office and institutions for
regulatory reporting to agencies.

e Employee Profile - The Employee Profile data tables store actions occurring
on an Employee and/or their job-related attributes in chronological order.
This information includes Employee ID, institution, department, job code,
etc.

e Employee Payroll - The Employee Payroll data tables provide detailed
earnings information supplementing what is supplied in the Employee
Profile portion of the data mart, for example, pay period and paygroup.

e Employee Benefits - The Employee Benefits data tables provide more
detailed benefit information supplementing what is supplied in the
Employee Profile portion of the data tables, for example, plan type and
coverage code.

User Access
To get access to the necessary functions of the HRDM, the HRDM Point of
Contact person for your institution must contact the Help Desk in one of the
following ways:

e http://www.usg.edu/customer _services
e 706-583-2001 or 1-888-875-3697 Subject: HRDM User
e Submit an ITS Help-Desk ticket to Access
helpdesk@usg.edu (follow the example
in the image to the right)
The following information must be provided:

Be sure to include:

« Name, title, email

e The name of the new user address, phone number
o title » List of roles to be
e email address assigned

e phone number

e role(s) to be assigned - See the HRDM
Security Roles section below for
definitions of available roles.
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HRDM Security Roles

HRDM Security roles provide access to functions availablewithin the Human
Resources Interface. They are used specifically to enable/disable visual controls
on the screens and do not necessarily grant database privileges. However, user
accounts based on these HRDM Security roles must be set up for each institution
to allow access to the HR Data Mart.

The table below describes the HRDM Security Roles.

Roles to View Data and Reports in the USG Cognos Reporting Portal

usg_hrdm_poc This identifies the HRDM Point of Contact. Every institution
must have at least one designated POC. It is not a role that
allows viewing of data or reports.

usg_hr_reviewer This role allows you to view all the HR IPEDS data
validation reports in Cognos, as well as view the HR
Processing Errors Report in the collection error reports.

usg_hr_benefits_reviewer This role allows you to view your institution’s employee
personal information and their benefits data. It also allows
you to view the Employee Benefits Official Errors Report in
the collection error reports

usg_hr_employee_reviewer This role allows you to view your institution’s employee
personal information. It also allows you to view the
Employee Profile Official Errors Reports in the collection
error reports

usg_hr_payroll_reviewer This role allows you to view your institution’s employee
personal information and their payroll. It also allows you to
view the HR Payroll official errors in the collection error
reports
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Process Overview for Edit Errors and Data Validation Reports

The following is a high-level overview of the Human Resources Data Mart Interface
and provides information on how to access various reports within the interface as
well as the permissions needed for access.

A. Access the Human Resources Interface and Log In.

B. Navigate to the Human Resources Home Page.

C. View HR Collection Error Reports

D. View HR COGNOS Report Tab to Access Institution Data.
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A. Access Human Resources Interface and Log In
The Human Resources Interface is the home for HRDM COGNOS 11 reporting

and HR Edit Errors review.

Use the following steps to access the interface:

DATA SERVICES
Information Technology Services

Ensuring the authentication and accuracy
of data.

Welcome to Data Services

Data Collection Application
Data Services is a system-wide resource for Data Warehousing and Business Intelligence (BI). Our services and

‘ Data Validation Reports technologies provide institutions with a strong foundation for a successful Bl program with complete ownership of their
own data. A partnership with the Data Services program ensures the authentication and accuracy of data that institutions

Data Collection require for producing official reports and making well informed decisions.
Documentation

1. https://analytics.ds.usg.edu/bi/
2. Enter username and password.

& C () & analytics.ds.usg.edu/bi/

IBM Cognos Analytics

Sign in with your BOROUD ID

E support.usg180 E}

| Signin
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B. Navigate to the Human Resources Tab
To get to the Human Resources tab, you will navigate to
Data Collections > Human Resources

Screenshots below illustrate how to navigate to the error reports and

validation reports in Cognos 11.

Data Collections

€ 3 C O 8 snaytcsduuagedutiTpessec

B weosHR

Welcome to the new USG Cognos Analytics and Reporting Portal!

On the left, choose one of the following icons:

@0 Myportal pages
IPEDS HR: Current Year and Previous Years reports.

3 ARANTA
AbaySde  STATE . ! ;
© amasteenn Unirsivas COLLEGY AUGUSTA  (CCCLqIoNSTaTE

X
TappoALTON FRSC ‘;onvuuiv e (RCEORGIA
HI VAL o 7 o s @RS

7 "

v )
Middlo Georgia SAVANNAH CEORGIA W8l GEORGIA e West Ge

Georgia Gwinnett

cxivensiry or UNG nivisiTYe

Data Collections: Academic Data Submission, Academic Financial Aid, EdPrep Data Submission, Facilities Inventory, Financial or Human Resources reports.

COLUMBUS STATE

GHC

KENNESAW STATE

UNIVERSH

VALDXOSTA STATE

Data Collections > Human Resources

€« C (Y @ analytics.ds.usg.edu/bi/?perspective=pagelet8lid=i6DB299ECF6F 74874 AOBEAEA2EASBBC188objRef=i6DB2

Academic Financial Aid EdPrep Data Sub Eacilities Inventory

=
() DataCollections Name &
Employee Benefits Official Errors
Employee Payroll Official Errors
[B) 1PEDSHR

Employee Profile Official Errors
HR Processing Errors

(© Recent Submission Status
Name
gP  HR Data Submission Status

HR Data Validation Reports
Name &

Employee Benefits Extraction Data — Employee Benefits

ata
Employee Payroll Extraction Data — Payroll Data

Employee Profile Extraction Data — Address Data

Employee Profile Extraction Data - Employee Education

Employee Profile Extraction data — Funds and Efforts
Employee Profile Extraction Data - Job Data

Employee Profile Extraction Data — Personal Data

Employee Profile Extraction Data - Prior Experience Data

Employee Profile Extraction Data — Service History Data

Employee Profile Extraction Data - Tenure Data

Data Dictionary
Name £
o Dovnload PDE

74874A0BE4E42EASBBC18

Human Resources

Page 9|18



Human Resources Data Collections

From this point, you can select a report to run. An example using the Address
Data report is demonstrated in the next series of screenshots.

Data Collections > Human Resources>Employee Profile Extraction Data —
Address Data

< c O @ analytics.ds.usg.edu/bi/?perspective=pagelet8id=i6DB299ECF6F7487TAA0BEAEA2EASBBC188t0bjRef=i6DB299ECF6F 74874A0BEAE42EASBBC18

Academic Data Submission Academic Financial Aid EdPrep Data Submission Eacilities Inventory Financial Human Resources

HR Collection Error Reports
[] DataCollections pames

o> Emplovee Benefits Official Errors
ab  Employee Payroll Official Errors
[E) PEDSHR P Employee Profile Official Errors
m®  HR Processing Errors

® Recent Submission Status
Name
s> HR Data Submission Status

HR Data Validation Reports

Name $

amb  Emplovee Benefits Extraction Data - Employee Benefits

> EMEOTEE Profiefsssten-Bete——fmoioyEE EdUCAtioN
P Employee Profile Extraction data — Funds and Efforts
s Employee Profile Extraction Data — Job Data

m»  Employee Profile Extraction Data — Personal Data

s Employee Profile Extraction Data — Prior Experience Data
arn®  Employee Profile Extraction Data — Service History Data
an  Employee Profile Extraction Data — Tenure Data

Data Dictionary

Name $

m» Download PDF

Select an Institution and then click the Finish button at the bottom.

University System Of Georgia
Employee Address Data

i i *
Select an Institution - | Select an Institution

Cancel = Back MNext = Finish
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The report will run.

Your report is running.

Instead of waiting, vou can select a delivery
method to run the report in the background.
Select a delivery method.

Cancel

To export the HR report, click on the HTML Icon in the upper right of the
window, and select a report option from the drop-down menu.

&= Keep this version ¥ s g an @ fAdd this report ¥
I View in HTML Format

i View in PDF Format

£ View in XML Format

3 View in Excel Options b
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If you choose the Excel output version, the file will appear at the bottom.

= Keep this version~ | B ! ig S8 . mm v = add this report ™

I View in HTML Format A
tmm| View in PDF Format
B View in XML Format

B View in Excel 2007 Data | Sz View in Excel Options b
B View in Excel 2007 Format
| ¥ View in CSV Format

Click to open the file.
ofw pioyee Profile Extraction Data — Address Data - IBM Cognos Viewer - Google Chrome =
8@ analytics.ds.usg.edu/bi/v1/disp

(]

ﬂ Your report is ready and will download to your Web browser in a few moments.

v

@ Employee Profile E...xlsx A Show all X

A — . A S ——

Your report will open.

AutoSave (@ off) (5] Employee Profile Extraction Data - Address Data (3) - Protected View - Excel
File Home Insert Page Layout Formulas Data Review View Help Acrobat
@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
Al &2 £ || setid
A | B | ¢ ' | E | F | 66 | H | 1 | 3 | ¥ | 't | ™
1 |Setid lEmpree 'Employee |Home Add City County State Postal Cod Country
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C. View HR Collection Error Reports

The HR Collection Error Reports display errors encountered during the collection
process.

Access to specific error reports is a role-based function for those assigned the
Reviewer role. All those assigned the usg_hr_employee_reviewer role are granted
access to view the Employee Profile Error Report; however, access to all
additional error reports is based on your specific Reviewer role as described in the
HRDM Security roles table.

All existing errors must be corrected in the source system until the HR Collection
Error Reports contain no errors. The following section describes each of the error
reports and how to view that report.
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View Employee Benefits Official Errors Report
The Employee Benefits Official Errors Report contains all edit errors
processed for Employee Benefits data. These edit errors must be
corrected. This edit error report can be viewed only by those users
assigned the usg_hr_benefits_reviewer role.

To view the Employee Benefits Error Report:
1. Navigate to Data Collections > Human Resources > HR Collection
Errors Reports

analytics.ds.usg.edu/bi/?perspective=pageletlid=i6DB299ECF6F 74874 A0) 2EASBBC188i0bjRef=i6DB299ECFGF74874A E42EASBBC18
<« Cc '} Iytics.d du/bi/?, let8lid=i6DB299ECF6F74874A0BE4E42EASBBC18810bjRef=i6DB299ECFGF74874A0BE4E42EASBBC18

Academic Financial Aid EdPrep Data Sub Eagilities Inventory Einancial Human Resources

R Collection Error Reports

@ Data Collections

[ IPEDSHR

® Recent

qrnP  HR Data Submission Status

HR Data Validation Reports
Name

sl  Employee Benefits Extraction Data — Employee Benefits
o Data

Employee Payroll Extraction Data — Payroll Data

sta — Address Data
- Employee Education

Extraction data - Funds and Efforts

a»  Employee P Extraction Data — Job Data
Emplo: Extraction Data - Personal Data
o> Emplo Extraction Data - Prior Experience Data

s Employee Profile Extraction Data — Service History Data

Employee Profile Extraction Data - Tenure Data

Data Dictionary
Name
fm®  Dovnload PDF

From this point, you can select a report to run. Then, follow the
same series of steps shown in the screenshots of Section B
(downloading the Employee Profile Extraction Data — Address
Data Report).

2. The report will display in the browser window. NOTE: If no edit
errors were processed for your Employee Benefits data, thereport

area will remain blank (see below).
C (O & analytics.ds.usg.edu/bi/v1/disy

University System Of Georgia

Georgia College & State University

Employee Benefits Official Errors
No Data Available
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View Employee Payroll Official Errors Report
The Employee Payroll Official Errors Report contains all edit errors
processed for Employee Payroll data. These edit errors must be
corrected. This error report can be viewed by the users with the
usg_hr_payroll_reviewer role.

To view the Employee Payroll Official Errors Report:

1. Navigate to Data Collections > Human Resources > HR Collection
Errors Reports (see the screenshot in the Employee Benefits Official
Errors Report section). From this point, you can select a report to run.
Then, follow the same series of steps shown in the screenshots of
Section B (downloading the Employee Profile Extraction Data —
Address Data Report).

2. The report will display in the browser window. NOTE: If no edit
errors were processed for your Employee Payroll data, thereport
area will remain blank.

View Employee Profile Official Errors Report
The Employee Profile Official Errors Report contains all edit errors
processed for the Employee Profile data. Note: this report also includes
Faculty Data errors. These edit errors must be corrected. This report can
be viewed by users with the usg_hr_employee_reviewer role.

1. Navigate to Data Collections > Human Resources > HR Collection
Errors Reports (see the screenshot in the Employee Benefits Official
Errors Report section). From this point, you can select a report to run.
Then, follow the same series of steps shown in the screenshots of
Section B (downloading the Employee Profile Extraction Data —
Address Data Report).

2. The report will display in the browser window. NOTE: If no edit
errors were processed for your Employee Profile data, thereport
area will remain blank.
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View HR Processing Errors Report
The HR Processing Errors Report contains all processing errors for HR
data (i.e.,failed edit or load process). This report requires the
usg_hr_reviewer role.

To view the HR Processing Errors Report:
1. Navigate to Data Collections > Human Resources > HR Collection
Errors Reports (see the screenshot in the Employee Benefits Official
Errors Report section). From this point, you can select a report to run.
Then, follow the same series of steps shown in the screenshots of
Section B (downloading the Employee Profile Extraction Data —
Address Data Report).

2. The report will display in the browser window. NOTE: If no edit
errors were processed for your HR Processing data, thereport area
will remain blank.
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D. View HR COGNOS Report Tab to Access Institution Data

The HR Data Validation Reports page is displayed below the Error Reports and
allows you to view the most recent data extracted into the HRDM. The Employee
Profile Extraction Reports can be viewed by users with a Reviewer role.

Click the Data Validation Report link for the Report you wish to run and follow the
same steps to run and download your report.

< c O B analytics.ds.usg.edu/bi/?perspective=pagelet8lid=i6DB299ECF6F 74874 AOBE4E42EASBBC1880bjRef=i6DB299ECF6F74874A0BEAE42EASBBC18

Human Resources

EdPrep Data Sub

Academic Data Submission

HR Collection Error Reports
@ Data Collections Name &

m»  Emeloyee Benefits Official Errors
[ IPEDSHR e Employee

® Recent Submission Status
Namg Z
TIR Data Submission Status

HR Data Validation Reports
Name

sl  Employee Benefits Extraction Data — Employee Benefits
~ Daa

a
ok Employee Payroll Extraction Data — Payroll Data

@k Employee Payroll Extraction Data - Prior Experience Data

b Employee Profile Extraction Data — Address Data

@k Employee Profile Extraction Data - Employee Education

s Employee Profile Extraction data — Funds and Efforts
mo®  Employee Profile Extraction Data - Job Data

smw  Employee Profil traction Data - Personal Data
mo»  Employee Profi
i  Employee

2 - Prior Experience Data

Employee Profile Extraction Data
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Downloading Reports

All Cognos reports are downloadable. After the report has been run successfully,
click on the HTML Icon in the upper right of the window, and select a report
option from the drop-down menu.

= Keep this version ¥ i P | qg Qg @ i‘-e'Add this report ¥
arm View in HTML Format -

tm View in PDF Format

£ View in XML Format

®3 View in Excel Options b
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