
How to Run Cost Reports-WTB

1. Go to PeopleSoft Production database for current data, and PeopleSoft Reporting database for day-old data.  All reports for a prior period must be run in the reporting database.
2. From the toolbar, select GO > PeopleTools > Nvision
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3. Select Nvision > Report Request
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4. Click “Open.”
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5. Type the name of the desired Business Unit in the Business Unit field.
6. Click “Get List”
7. Scroll down the list of Report Request Descriptions
8. Click the Report Request named “CR-WTB - Cost Report-WTB-XXXXX” where XXXXX is the desired Business Unit.
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9. Click ‘OK.”
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10.  Click “Run.”

11. The report for the desired Business Unit should appear.
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