Downloading a Timeliness Report in Cognos 

1. Log onto Cognos (https://ais-reports.ucsc.edu). Enter your username and password. 

2. Upon entering Cognos, you will view a page called “NewsIndex” with menu options. Click on “Student Records,” located mid-way down the list on the left hand side. 

3. Click on “Student Records Cubes.” 

4. Click on “Daily Cubes.” 

5. Click on “Timeliness Evaluations” Report listed on the bottom right hand column. 

6. Select XXXXX Division from the menu. 

7. Select department from the list. 

8. Click on instructor name and report will generate. 

9. If the instructor’s name does not appear, click on the small arrow that appears to the right of the blue question mark symbol in the bottom toolbar. It will display a menu and you may select “find” to search for the instructor’s name in the Cognos cube. In the find window, select “find text in cube” and “begins with” for a last name search. 

10. To export the report to excel or pdf format, click on the document icon to the left of the question mark symbol on the bottom toolbar. Choose the desired application.  

11. The report in Cognos is coded to suppress certain information it extracts from AIS. For this reason you will note that the value in the totals row will not amount to a logical sum. This is not consequential to the report, which is designed to simply show a pattern of timeliness or delinquency in submission of evaluations. 

12. Timeliness reports show narrative evaluations that have been submitted on time or late which have already been submitted and processed in the NES system. For an accounting of pending evaluations, the instructor’s record may be looked up on NES (pending evaluations is a suppressed column in the Cognos timeliness report). 

13. The Timeliness report only extracts information dating from winter 2004 to the present. This policy was determined by the Office of the Registrar. 

14. In a case where the instructor supervises an independent study for which they submitted a “no pass” grade for the student, the course will not appear on the timeliness report even if it was taught since winter 2004. 

