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This guide is designed to quickly instruct you to run a report using delivered 

functionality.  This replaces the custom “UW/nVision” menu where you previously 

entered run control data, submitted parameters and ran reports from the custom 

Report Request page.  It’s not as long and detailed as the Reporting Console video 

(Link to Reporting Console Video), or the Reporting Console Business Process 

Guide (Link to Reporting Console Business Process Guide) , which is a complete 

reference and contains all information about running and retrieving all reports. 

 

Run Reports via Report Request  
 

Navigate to Report Request  

1. Click on the Compass Dial at the top right on your web page   then Navigator: 

 

  
 

2. Scroll to Reporting Tools> PS/nVision> Define Report Request 

 

https://www.youtube.com/watch?v=eek96R3kh3Q&feature=youtu.be
https://www.wisconsin.edu/sfs/download/sfs_9.2_upgrade/9.2_docs_and_training/rpt_-_reporting/Reporting-Console-Overview.pdf
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3. Enter your Business Unit and click Search for a list of Report Requests or enter the Report ID.  All 

Report Requests were copied over during the upgrade.  If you cannot find a Report Request you 

used previously, you can re-enter the Report Request or notify Problem Solvers for assistance. 

 

 
 

4. Choose your Report Request. 
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VERY IMPORTANT!! 

Verify all data…..especially the Query Prompts page.   

 

 
 

5. Click on “Update Parameters” to make sure that the Query Prompt Fields are updated with the 

correct information.  Enter data into the parameter fields and click Save.  Then go to nVision 

Report Request. 

 

 
 

6. When all data is entered and verified click Run Report. 
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7. Leave server name to default the correct server or define as SFSNT1: 

 

 
 

8. You may see this page populate, you can close this page and proceed to Process Monitor or wait 

until the Process completes. 

 

 
 

9. Go to Process Monitor: 
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10. Once successful, click on the link to return to Report Request and go to the link to Report 

Manager. 

 

 
 

 
 

 
 

11. Report Manager – Administration page:  Use the link to view the report output.  Once you click 

on the Report Description hyper-link an Excel file will populate with your report. 
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