How to Navigate and Run Oracle Reports: a Step-by-Step Guide

Notes:

e There are several ways to navigate reports. Here is part of Oracle best practices we are working
to adopt.

e Scheduling will help with the timely delivery of reports and enable processing of high-volume or
multi-module reports without erroring out. For any reports erroring out (performance issues),
please try scheduling instead of running it online.

Navigating Oracle Reports:

Step 1: Log in to Oracle >> Click on homepage >> Click on Tools to expand >> Select Reports and Analytics

UNIVERSITY OF CALIFORNIA

RCED Production

Risk Management Products Collections Contract Receivables Product Information
Management Management

Payables Projects Awards General Accounting Intercompany Budgetary Control
Accounting

Cash Management Fixed Assets Financial Reporting Procurement Social Getting Started
Center

My Dashboard Marketplace My Enterprise Tools Application IAM User Feed
Composer

v/ V2 B [# ] (<)

Set Preferences Alerts Composer Developer Connect Worklist Reports and Analytics | Scheduled Processes  Security Console

Step 2: Click on Browse Catalog
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Step 3: On the right-side menu >> Click on Shared Folders >> Custom folder
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Step 4: Make sure the location is /Shared Folders/Custom >> Click on the desired folder to navigate to report
you want.

Running Oracle reports:

Step 1: Select the report from the correct folder and click Open.
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Step 2: Select the parameters and click Apply. * represents mandatory parameters.
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Step 3: To download the report in Excel format, click on gear icon on the right side >> Click on Select export >>
Select Excel

< C @ ekzafaus2.oraclecloud.com/analytics/saw.dll?bipublisherEntry&Action=open&itemType=.xdo&bipPath=%2F Custom%2FCampus%2FPurchasing%2FInvoice%20Transactions%20Reportxdo&path=.. B Y& RN &
ORACL_E Transactional Business Intelligence Search All v Q_ Advanced Administration OTBIHelp Help w  SignOut sss
Invoice Transactions Report Home  Catalog  Favortes w  Dashboards v ~ Neww  Openw  SignedInAs Nirmala Mummaneni v
* From Paid Date fe * To Paid Date (& Apply
Invoice Transactions o = B EQ
Edit Report
it avout
% Excel (".xls) [ Export >

Send

Schedule

Jobs

&l Job History

Republish from History

Share Report Link »
Online Diagnostics >
.
Scheduling Oracle Reports:
.
. . .
Step 1: Select the report >> Click on More >> Click on Schedule
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Step 2: General tab >> Select parameters
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Step 3: Output tab >> Select Format >> Click on Add Destination >> Add email address and subject
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Step 4: Schedule Tab >> select schedule (once, daily, weekly, etc.) or select run now if you run ad hoc to receive
the output to destined email >> If scheduling, give start and end date (not needed for run now)

ORACLE

Business

Schedule Report Job

4 Overview

General Created by nmummaneni2
Report Name /Custom/Campi

Outputs Output1

Schedule Start immediately

General Schedule

Output Notification ~ Diagnostic

4 Define Schedule Time

Run Now ®

Start O Nov 30, 2021 4:34:53 PM fig

Report.xdo

Email
Notification

'® (UTC-08:00) Los Angeles - Pacific Time (PT)

4 Define Schedule Trigger

(J Use Trigger

Search All

Home

Q. Advanced Administration

Catalog  Favorites v Dashboards v New v Open v

OTBIHelp Help v  SignOut sis

Signed InAs Nirmala Mummaneni v

Return  Submit @



Step 5: Select Notify by Email if need to be notified when report is complete/has failed, etc.
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Step 6: Click on Submit >> Give a name
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