Course and Workload Verification Report

Please check* your Internet Explorer browser version and use the directions below that match your browser’s version:
For Internet Explorer 7.0 or Internet Explorer 8.0
Directions for running Course Verification and 
Workload Report on Cognos
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Directions for configuring IE7.0 or IE 8.0 to download to Excel


(One-time set-up)
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For Internet Explorer 7.0 or Internet Explorer 8.0
Directions for sending Course Verification and 
Workload Report to your email account 
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* To check your IE version, open Internet Explorer and click Help > About Internet Explorer.

* If you are using IE 6.0, please upgrade to Internet Explorer 7.0 or Internet Explorer 8.0 and follow the one-time set-up directions on Page 4.

Directions for running Course Verification and Workload Report on Cognos (For IE 7.0/IE 8.0 users)
1. Log into Cognos (https://cognos.udel.edu/cognos8/).  Navigate to Public Folders > 1-UD Course and Workload Verification.

2. Click on the COURSE AND WORKLOAD VERIFICATION report link.  You will be prompted for several values.

(Note: Clicking the link is necessary to activate the two 'help links' in the report. These are See guidelines and Drill-thru. If you run the report by clicking on the Run with Options arrow [image: image1.png]


 and select anything other than HTML and View the report now, the help links will NOT be activated.)

3. Select one term from the choices you are given.
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4. Select a college from the choices you are given.
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5. (Optional)  If you would like to see only the courses owned by a particular department, click “Retrieve Departments.”  The box below it will be populated with all departments under the selected college.  Select one or more departments.

6. Click Next at the bottom of the screen.
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7. Select one option from the next screen.  You are given two choices: to see only courses with errors, or to see all courses.
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8. Click OK.   Wait for the report to display on your screen.   It may take 3-5 minutes depending on the number of courses you have requested.  (Note: This report runs against UDSIS and it is retrieving live/current data.)

9. The report flags three different types of errors and you will find links on the column headers for “see guidelines.”    
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10. Click the “see guidelines” link on the report. Read all the possible reasons why the course has been flagged.  You will have to investigate the exact reason in UDSIS.  
Examples:
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(To return to your course listing, hit the browser’s Back button.)

11. Make the necessary changes in UDSIS.  
(Note: The Course and Workload Verification report retrieves data from a one day old back-up of UDSIS.  After completing and saving all the changes, wait one day to run the report again to review your changes.)

12. To return to your Cognos main screen, click on the Return button [image: image12.png]


 on the upper right hand side of the report.

For any questions regarding the Course and Workload Verification report, please send an email to ir-udew-it@udel.edu.

Directions for configuring IE 7.0/IE 8.0 to download to Excel

You must make sure your PC has these settings before attempting to download to Excel from Cognos Connection when using Internet Explorer:


Directions for sending Course Verification and Workload Report to your email account (for IE7.0/IE 8.0 users)
1. Log into Cognos (https://cognos.udel.edu/cognos8/).  Navigate to Public Folders > 1-UD Course and Workload Verification.

2. Click the Run with Options button [image: image13.png]


of the COURSE AND WORKLOAD VERIFICATION report.

3. Select a Format (Excel or PDF).  Click “Send me the report by email”.  Click Run.  You will be prompted for several values.

4. Select one term from the choices you are given.
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5. Select a college from the choices you are given.
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6. (Optional)  If you would like to see only the courses owned by a particular department, click “Retrieve Departments.”  The box below it will be populated with all departments under the selected college.  Select one or more departments.

7. Click Next at the bottom of the screen.
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8. Select one option from the next screen.  You are given two choices: to see only courses with errors, or to see all courses.
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9. Click OK.   

10. Click OK again to instruct Cognos to start running the report.

11. Open the report when it arrives by email.  (All the underlined blue links will NOT be available for you to use when you send a report by email.)
12. These are the guidelines for identifying errors in the report:

Why is SSR Component in red and Instructor Edit highlighted?

	
	  CAUSE
	  SOLUTION

	1
	The Instructor Edit is incorrect.  INDependent study courses must have Instructor Edit set to 'Clas Instr' (student selects the instructor).
	If the SSR Component = 'IND' but Instructor Edit = 'No Choice', change the Instructor Edit to 'Clas Instr' in UDSIS.


Possible reasons why the Instructor ID is blank and the Instructor Name is highlighted:
	
	  CAUSE
	  SOLUTION

	1
	The Instructor Edit is 'Clas Instr' (student selects the instructor) and yet the instructor ID is blank.  This is because the student did not select an instructor.
	a. Go back to Public Folders > 1-UD Course and Workload Verification.

b. Run the report called Find IND study Students with No Instructor. (Use Run with options and mail the report to yourself if you are not getting any results.)
c. Using the Course and Workload report you had previously emailed to yourself, enter the Term and Subject.  
d. Click [image: image18.png]See Catalog Numbers >



 and select a Catalog Number from the choices given.  
e. Click [image: image19.png]See Sections >



 and select a Section from the choices given.

f. Click OK at the bottom of the screen.

g. This report lists the students with no instructors.  If the student's Enrl Reason is WDRW, no action is required from you.  But if the student's Enrl Reason is ENRL, contact the student to determine which instructor they worked with.  
h. If the instructor is not listed in UDSIS as an instructor for the class, add that instructor under the Meetings tab.  For questions, contact Melanie Graybeal– Registrar’s Office – graybeal@udel.edu
i. Lastly, correct the student’s registration record by attaching the student to that instructor.   For questions, contact – Mary Mohr – marymohr@udel.edu 

	2
	The Instructor Edit is incorrect.  Instead of 'Clas Instr' (student selects the instructor), it should be 'No Choice' (student cannot select an instructor).  

  - An example would be a 'LEC' or 'LAB' course with an Enrollment choice of 'C'.
	If the SSR Component is ‘LEC’ or ‘LAB’, send Suzanne Stanley - Registrar's Office (sstanley@udel.edu) an email to request the Component to be changed to ‘IND’.

	3
	If Instructor Edit is 'Class Instr' and the Instructor's name is blank, the Instructor that the student has chosen is not listed as an instructor for the course.
	Add that instructor under the Meetings tab. For questions, contact Melanie Graybeal – Registrar’s Office – graybeal@udel.edu.


Possible reasons why Total Instr Load % is not equal to 100:     

Directions to revise faculty workload in UDSIS – Click here
	
	  CAUSE
	  SOLUTION

	1
	The class has multiple meeting patterns with a load factor entered in each.  
	The Load Factor must be entered for only one meeting pattern, preferably the first.

	2
	Decimals were used and the total does not add up to 100.
	Try using whole numbers with decimals that add up to 100.  (For example, for three instructors, use 33, 33, 34 instead of 33.33 for each.)

	3
	A part of the workload is assigned to a TA, but the TA's emplid was not entered.
	Enter the TA's emplid and assign a workload.  The total load factor for the TA and PI for the section should be equal to 100.

	4
	When the Total Instr % Workload is equal to 0, there was no instructor assigned to the course.
	Enter the Instructor's emplid and assign a workload.  The total load factor for the section should be equal to 100.

	5
	Coding error.
	When the total Load Factor is added for all instructors and all meeting patterns for a section, it must be equal to 100, not more nor less.


13. If you see a [image: image20.png]


 link in your report, this means that the course is an Independent study course but the student did not select an instructor.  To correct this error, see the instructions above for Possible reasons why the Instructor ID is blank and the Instructor Name is highlighted (cause #1).

(To return to your course listing, hit the browser’s Back button.)

14. Make the necessary changes in UDSIS.  
(Note: The Course and Workload Verification report retrieves data from a one day old back-up of UDSIS.  After completing and saving all the changes, wait one day to run the report again to review your changes.)

For any questions regarding the Course and Workload Verification report, please send an email to ir-udew-it@udel.edu.




Make these three setting changes in Internet Explorer 7.0/IE 8.0:





 Tools/Internet Options/Security tab


Click Trusted Sites/Sites button, 


Type https://cognos.udel.edu in the top box and click Add


Click checkbox labeled Require server verification…


Click Close button





Tools/Internet Options/Security tab


In the section called Security level for this zone, click Custom level… button


Scroll to Downloads


Automatic prompting for file downloads – click Enable


File download – click Enable


Are you sure you want to change the setting for this zone? Click Yes


Click OK button





Tools/Pop-up Blocker/Pop-up Blocker Settings


Type cognos.udel.edu in the top box and click Add


Click checkbox - Play a sound when pop-up is blocked


Click checkbox - Show Information Bar when pop-up is blocked


Click Close button














