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Editing Scheduled Reports 

 
Purpose: The purpose of this document is to outline the steps for editing 
previously scheduled reports. 
 
Audience: Budget Managers 

 
Additional Resources: 

• finance@gmhec.org 
• Finance & Procurement Knowledge Base 

Process 
Step & 

Description 
Action 

1.1 
Navigation 

 
Navigation Path:  

Oracle Homepage  Tools  Reports and Analytics  Browse Catalog 

              

Click on Home in the top right corner of the screen. 
 

 
From the home page, under Browse/Manage… select Report Jobs. 
 

 

mailto:finance@gmhec.org
https://gmhec.org/finance/finance-knowledge-base/
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1.2 Editing 
Scheduled 
Reports 

 
Once reports have been scheduled, you can edit or delete an existing report.  
 
The Manage Report Jobs page will open where you will see a list of all scheduled jobs. To make edits to existing 

reports, click on the icon in the Edit column next to the report job that you are looking to make changes to.

 
 

Once you have selected the edit icon for a specific report, the Schedule Report Job page will open and you will 
have the ability to navigate between the various tabs, (General, Output, etc.,) to make the necessary updates to 
parameters, recipients, delivery frequency, etc. 
 

 
 
After all of the desired changes have been made, either click Submit to make changes to the existing report or 
click on Submit as New to schedule a new report in addition to the one that was previously scheduled. 
 


