SAVE AND SHARE A REPORT

QuIcK REFERENCE GUIDE

OAC

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide how to Save and

Share a Report in Oracle Analytics Cloud (OAC) Classic.

Introduction and Overview

This QRG covers the process of saving and sharing a report in OAC Classic. Users can save reports in

either My Folders or Shared Folders. My Folders is a personal workspace unique to each user for

private report storage. Shared Folders allow users to share reports with designated agencies, such as

0OSBM, 0SC, and the Fiscal Research Division.

Save and Share a Report

Follow the eight steps to save and share a report in OAC classic.

Step 1: To save a report, navigate to the desired report and perform the required analysis.

@ NCFS ACFR 11G - Balance Sheet Report (RPTOAC001)

4 T NCFS - Balances

b W Account
» W Accoun t 126
» W Accoun t17G

» B Account Current
» W Account FiDU
» I Account GOV

» Il Account PROP
b i agency

L B Acone Braaram
4 Catalog
List Al
» i iy Folders

» i Shared Folders

Title

Criteria  Results Prompts  Advanced Return to 'NCFS ACFR 1

» [ Account GWSOREY

» W Agency Managemen:

Vi ov # "> b 11129998 - POOLED CASH

4SubjectAr.. O fly ¥ Gv v By £ O E b POBE mh B Y ch &

4 Compound Layout

NCFS ACFR 11G - Balance Sheet Report

RPTOACO001
Time run: 11/10/2025 2:00:55 PM

alt0 13_un-24
MODIFIED ACCRUAL US
and frull{ CASE W
2171199C, '2171999C, 2131599C, . Isnot

and rfnull] CASE WHEN Parent = 90990G
2171199C. '2171999C", 2131599C"_. isnot equal to / isnot in 0

b 11990G - GENERAL P 12990G - SPECIAL
FUND (ALL) REVENUE FUNDS

¥ 14990G - CAPITAL b 15990G -
i PROJECTS FUNDS
ASSETS AND OTHER DEBITS

CASH, CASH EQUIV, AND POOLED CASH

4 1199999C - CASH, CASH EQUIV, AND POOLED CASH

i } 11199998 - CASH AND CASH EQUIVALENTS

[ ] L

nt3 = '90990G THEN ifnull(CASE WHEN Child/Parent 3 IN ('2199999C, '2215999C, '2152199C, 2116999C, '2162999C, 2123999C’, '2124999C, '2125099C, 2223999C, '2126999C" 2127999C, "2181195C,
null

THEN #nul{CASE WHEN Child /Parent 5 IN|( 2199999C, 2215999C, '2152199C', 2116999C, '2162900C, 2125999C, 2124999C, 2125099C", 2225099C, Z126999C, 2127999C, 2181196C

4] m /& X

b 90990G - NOT INCLUDED FOR
PERMANENT FUNDS BUDGET AND/OR GAAP

12/18/2025

NORTH CAROLINA OFFICE OF THE STATE CONTROLLER




OAC-05: Save and Share a Report in OAC Classic

Step 2: Once the changes are complete, you can find the Save As icons in the top right corner to
save your report.

a. Save Asicon - To save a copy of the report to My Folder or Shared Folder.

Save As

Step 3: If you would like to save a copy of the report in My Folder or the Shared Folder, click the
Save As icon.
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Step 4: A Save As pop-up window is displayed. Enter the name of the report in the Name field.
Step 5: Enter the required description in the Description field.
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Step 6: The user can save the report in My Folders or Shared Folders:
a. My Folders: This is a personal workspace unique to each user.
b. Shared Folder: This enables sharing of the report with specific agencies such
as OSBM, OSC, and the Fiscal Research Division.
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Save As
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Step 7: After selecting the desired folder, click OK to complete the save process.
Step 8: After saving, a Saved message appears at the top of the report, confirming that a copy of

the report has been successfully saved in the selected folder.
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Note: The user can navigate to the folder where the report was saved (such as My Folders or
Shared Folder) to view and access the saved report at any time.

Wrap-Up

Users can save and share a report in classic using the steps above by storing reports in My Folders
for personal use or in Shared Folders for designated agencies.

Additional Resources

Virtual Instructor Led Training (vILT)
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