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Viewing an Existing Report   
This document will be used to aid the user in viewing an existing report that was created in 
Web Report Studio (WRS).  

Viewing an Existing Report 
1. Log-in to WRS.  

 

 

 

Navigation:  Report > Open or Report menu > Open 

 

 

2. Choose the Location where the report will be saved (Shared folders is selected). 

Important:  Best practice for Report Authors is to use “My folders” as the default 
location to save all reports until they have been properly validated against 
eSIS to verify accuracy and correctness in the data produced from the report. 
This will prevents the misuse of reports and the data they produce.   

3. Click the drop-down menu and click Reports.  



Viewing an Existing Report 
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4. Click the folder containing the report.  
 

 

 

 

 

 

5. Double-click the report name to view the report.  

 

 

 

 

 

 

 

 

 

 

 

 

This document is the property of the NC DPI and may not be copied in whole or in part 
without the express written permission of the NC DPI. 

This is the chosen folder 
where the reports are saved. 
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