Purpose: The purpose of this document is to outline the steps for running and

Running Reports in Reports and Analytics

Additional Resources:

scheduling reports in reports and analytics. °

Audience: Budget Managers

Process
Step & Action
Description
Navigation Path:
Oracle Homepage > Tools > Reports and Analytics > Browse Catalog
¢ My Enterprise Tools Others Browse Catslon
—_—> Ripor‘:’st_and —
4 Folders E=E T
4 My Folders 2
| 4 Drafts
11 | % Shared Folders ‘F
Navigation ¥ B Common Content
|4 Custom
b [ Dashboards . , i
5 e From the ‘Folders’ drop down on the left-hand side of the screen, select
. 'C ' s Shared Folders > Custom - Financials > Budgets
ommon L.onten
| 4 Customer Relationsl
A
»
b Expenses
| 4 FPayables
3 windstar ;
» WIP-GL-SVS-TES
.4 Z - Financials MIC
Locate the report you are looking to run. Listed under the report you want, instead of clicking Open, click More >
Schedule.
2bh GMHEC Department Summary by Object with Payroll LastModified 26-Jan-2021 10:29 PM  Owner Praveen Velugoti
Depadasaalada1mary by Object with Payroll
Maore ¥
Operf More v | s ] i Note: The added element of Segment Security
H SVS Roles,) allows users to only view data for
21 Runnlng ‘ (s ecific de a)lrtments and ob'ectgthe have
a Report P [P ] Y
h h | & History L access to. This slows down the running of
throug i ; reports, so it is recommended to schedule the
Schedule running and delivery of these reports.
N 1 copy
L

After selecting Schedule, the Schedule Report Job page will open. Navigate to the General tab to select the
parameters desired for the report.
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Project Ensemble

Schedule Report Job Home Catalog Favo

4 Overview

‘General Created by nicole.ouellette@gmhec.org Qutputs Output1
Report Name /Custom/Financials/Budgets/2b GMHEC Department Summary by Object with Payroll xdo Destination
Schedule Startimmediately Notification

Note: For reports scheduled
to be run regularly, always
choose period 13 for the most

General f Output Schedule  Notification

up to date data

Report (CustomiFinancials/Budgets/2b GMF @,

4 Parameters

Ledger SMC_LEDGER US v Fiscal Year 2020 v I Through Period 13 ﬂ
Department Al v Object All v Designation All v
Entity Al v Activity Al v Restriction Al v

Note: For the Period-related fields within the parameters of the various reports:

» Some reports use periods 1-13, with 1 = July (start of the fiscal year,) 12 = June (end of the fiscal year,)
and 13 = an accounting period that typically only Finance uses. If users want to view data for truly the full
year, periods 1-13 should always be selected.

> Some reports use periods listed as the month -21, -20, -19, etc. Since Oracle looks at the month based ~
on the fiscal year, the -21 does not represent calendar year 2021, it represents the month as a part of the

FY.
Example: For a report from July 2020 through January 2021, this range would be within fiscal
year 21. The selection would be from Jul-21 through Jan-21.
Ledger MIDD_LEDGER U3 v Journal Source Al v
Entity Al v Department Al v Object Al <
Restriction Al v Designation Al v Activity Al v
+Perioa From Ju-21 v Period To Jan-21 v | Apply

Note: For Objects that start with:

» 1,2, 3 are balance sheet accounts (1 = assets, 2 = liabilities, 3 = net assets) and can usually be
ignored by end users.

» 4 =revenue and is typically looked at by end users.

5 = expenses and is typically looked at by end users.

» 7 = non-operating expenses

Y
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Project Ensemb'i‘é

Once the relevant parameters have been selected, click on the Output tab.

Under the Destination dropdown, select your desired Destination Type, (most likely Email,) and select
Add Destination. This will generate additional fields to designate the recipients for the scheduled report.

4 Qverview
General Created by nicole.ouellette@amhec.org
Report Name /Custom/Financials/Budgets/2b GMHEC Department Summary by Object with Payroll.xdo
Schedule Startimmediately

Outputs Outputt
Destination Email
Hotification

chedule  Mofification

Qutput

] Ma E
[ Save Data foy
[ ] Compress ol

Name of report file
can be changed as
desired

Format that the report will

A Ouripst be sent as

Name Format Locale Timezone Calendar Save Output

Output1 Excel (*xlsx}) w English (United State  w (UTC-05:00) New York - Eastemn Time (E w Gregoria w v

4 Destination

Web folder. You can add multiple destinations as you need.
<

Destination Type Email v Add <
Email Output Al v
I *To I Message
Cc
Reply to I
Subject ' l

[] Request Delivery Status Notification

[ "] Request Read Receipt

» To — (Required Field) Desired recipient(s) of the report (Note: Can be your own email, or another user’s
address. Multiple recipient addresses should be separated by a comma)

> Reply to - If the recipient of the report would like to reply to the report, entering an email in this field will
route the reply to this address

» Subject — Values in this field will be the subject of the email containing the scheduled report

» Message — Compose an email message to accompany the scheduled report

The report can be generated in one of two ways: (1) without scheduled delivery — if you want the report now, or
(2) with scheduled delivery — report is sent to you and/or another user on a regular schedule.

2.2 Running
a Report
through
Schedule for
Immediate
Use

If you would like to export and view your report immediately, click on Submit in the right-hand corner after
defining your parameters and designating recipients for the report.

Mew w Open Signed In A5 Nicole Quellette v

Retur Submit

A pop-up will appear on the screen to provide a name for the report job — this is something that will help you
identify this specific job.
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Project Ensemble

. |
Submit 9 x
Report /CustomiFinancials/Budgets/2b GMHEC Department Summary by Object with Payroll.xdo
P " LedgerSMC_LEDGER US, Fiscal Year2020, Through Period:5, DepartmentAll, ObjectAll,
arameLErs pesignation:All, Entity:All, Activity:All, Restriction:Al
Schedule Startimmediately
Output Outputd
Hotification null
Trigger Data Model
Trigger Name
Trigger Retry Limit
Trigger Pause Time
Trigger Parameters
Report Job Name 20210129 2B Report Test
OK Cancel
|

Select OK to submit. Another pop-up will appear indicating that the submission was successful, and your process
will begin in the background.

Job"20210129 2B Repaort Test” successfully submitted

Note: After submission, the process will begin, and your report will be emailed to you once the process has
finished running. Expect the email delivery time to be about 10-40 min. after submission.

23
Scheduling
Report for
Scheduled
Delivery

If you would like your report to be run more than once and delivered regularly on a schedule, you will want to
proceed to the Schedule tab.

After the output details have been completed, click on the Schedule tab to determine the frequency/ delivery
schedule of the report.
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4 Overview

General Created by nicole.ouellette@gmhec.org Outputs Output1
ort Name /Custom/FinancialsiBudgets/2b GMHEC Department Summary by Object with Payroll.xdo Destination Email
edule Start on Jan 29, 2021 10:30:49 AM Recur Weekly Notification

General  Qutput] = Schedule J Notification
4 Define Schedule Time Frequency Weekly i
St .
Frequency Weekly A [ Tues Hourly/Minute
[ Wedl pai
On [¥]Monday [ Thur. Daily
[ Tuesday Friag "Weekl
[+ Wednesday [ satuj Monthly
[ Thursday [Jsund Annually Note: The End date for a scheduled
A report should be no later than a month
Friday Start Jan 29 Specific Dates after a FY.
[ saturday
[l sunday
Start Jan 29, 2021 10:20:49 AM E‘g (UT Mew York - Eastern Time (ET)

End Feb 5, 2021 9:30:49 AM (UTC-05:00) Mew York - Eastern Time (ET)

Select the frequency from the Frequency dropdown. By choosing one of the options, fields will appear to
determine the specifics of the delivery schedule (e.g., on specific days of the week; certain days of a given month;
start and end date for delivery.)

Once the schedule times have been set, select Submit in the top right corner.

MNew w Open w Signed In Az Nicole Quellette w

A pop-up will appear on the screen to provide a name for the report job — this is something that will help you
identify this specific job.

Submit O x

Report /Custom/Financials/Budgets/2b GMHEC Department Summary by Object with Payroll xdo

LedgerSMC_LEDGER US, Fiscal Year:2020, Through Period:5, DepartmentAll, ObjectAll,
Designation:All, Entity:All, Activity:All, Restriction:All

Schedule Start on Jan 29, 2021 1:58:53 PM Recur Weekly
Output Outputt
Hotification null
Trigger Data Model
Trigger Name
Trigger Retry Limit

Trigger Pause Time
Trigger Parameters
Report Job Name 20210129 2B DeptSummaryi I |

Parameters

OK Cancel

Select OK to submit. Another pop-up will appear indicating that the submission was successful.
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Job "20210129 2B Dept Summary” successfully submitted

Note: Regularly scheduled reports should be revisited with the new fiscal year. If you wish to continue having
them delivered on a schedule, you will want to update the parameters with the new FY.

When you have opened a report to schedule, but you would like to return to the folders to work with a different
report, select Catalog from the options listed in the top right corner of the screen.

Search Al v Q, Advanced OTBIHelp Help v  SignOut #es
3.1 Return Home Catalog Favorites w Dashboards » MNew w Open ¥ SignedIn As HNicole Ouellette w
to Catalog
Return = Submit @&

This will return you to the screen that lists all the folders containing the reports.

When trying to run the report on the first of each month, (01-Jan, 01-Feb, etc.,) you will get the below error

message. To proceed with running the report, click OK.

le dle

4.1 egqw.fa.us2.oraclecloud.com says

Troubleshoo
ting

Format does not match with date:M-d-yyyy, value: 2-0-2021
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Current Directory of Reports

Note: For individuals who would like to get an in-depth overview of their department’s data on a regular basis, it may be helpful to
schedule report 6a to be emailed on a regular basis. The report will give a high level view of the data down to the transaction level
contained on multiple worksheets within one xIs.

SI. Category Report Name Description
No.

1a Transaction Level =~ GMHEC Transaction Details Report Actuals Only Every transaction for specific EDORDA string

1b Transaction Level = GMHEC Transaction Details Report with Encumbrances 1a + encumbrances (open POs)

2a Budget to Actuals =~ GMHEC Department Summary by Object w/ Payroll— No  High Level by department budget to actuals
Detail

2b Budget to Actuals = GMHEC Department Summary by Object w/ Payroll 2a + 2" tab by object with payroll

2c Budget to Actuals =~ GMHEC Department Summary by Object w/o Payroll 2a + 2" tab by object only with student wages

3a Budget to Actuals =~ GMHEC Department Summary by Activity and Objects w/  High Level by department & activity with 2™ tab
Payroll by object with payroll

3b Budget to Actuals =~ GMHEC Department Summary by Activity and Objects 3a only with student wages
w/o Payroll

4a Budget to Actuals =~ GMHEC Department Summary by Designation and High Level by department & designation & object
Objects with payroll

4b Budget to Actuals =~ GMHEC Department Summary by Department and 4a in different order: 15t designation, then
Objects w/ Net Assets department

4c Budget to Actuals =~ GMHEC Department Summary by Department and 4b w/o net assets
Objects w/o Net Assets

5a Budget to Actuals =~ GMHEC Budget to Actuals w/ Payroll EDORDA level budget to actuals revenue &

expenses
5b Budget to Actuals =~ GMHEC Budget to Actuals w/o Payroll 5a only with student wages
5¢ Budget to Actuals =~ GMHEC Budget to Actuals all Objects 5a plus balance sheet objects & beginning
balance

5d Budget to Actuals =~ GMHEC Budget to Actuals Balances by Period 5c¢ plus Balances by period

6a Budget to Actuals GMHEC Combined Report by Department w/ Payroll Combo of reports 1a, 2b, 3a, 5a

6b Budget to Actuals =~ GMHEC Combined Report by Department w/o Payroll Combo of reports 1a, 2¢, 3b, 5b

6¢c Budget to Actuals = GMHEC Combined Report by Designation w/ Net Assets Combo of reports 1a, 4c, 5¢

6d Budget to Actuals  GMHEC Combined Report by Designation w/o Net Assets = Combo of reports 1a, 4b, 4c, 5a
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