SHARE A CLASSIC REPORT BY
EMAIL

QuICK REFERENCE GUIDE

OAC

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide of how to Share
a Classic Report by Email in Oracle Analytics Cloud (OAC).

Introduction and Overview

This QRG covers the process of sharing a classic report by email in OAC. By creating Agents, users
can automate the delivery of important reports or alerts to themselves or others, either on a set
schedule or when specific conditions are met. Notifications can be sent as dashboard alerts or
directly to email, ensuring users stay informed without manual monitoring.

Share a Report via Email

In OAC, Agents can be created to automatically send important reports or alerts to users, either on
a set schedule (like daily, weekly, monthly) or when specific conditions are met (such as going over
a budget limit).

Notifications can be delivered through dashboard alerts or directly to your email, making it easy to
stay updated without manual checks.
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OAC-06: Share a Classic Report by Email

Follow the 17 steps to share a report via email:

Step 1: To share a report via email, navigate to OAC Home page. Click Create.

Step 2: A pop-up menu appears. Click Agent.

Home Catalog Favoritesv Dashboardsv Createw Openv

Analysis and Interactive Reporting
(6] WNEIEE

P. [E3 Dashboard

E NCFS ACFR 53
Open Edit Mon 7 Filter

2= Dashboard Prompt
M Condition

Published Reporting

.o CopyofNCFsgy | Report
L Open More ¥ Report Job
o NCFS ACFR 11G Data Model
00

Open More ¥
Style Template
o2 NCFSDSSACFRI
oo Sub Template
Open More ¥

Actionable; 2

# Action

Step 3: An Untitled Agent screen is displayed. In the General tab, set Priority and Run As.
Step 4: In the Schedule tab, enter the scheduling details as required.

) Untitled Agent a

Generall Schedule ondition Delivery Content  Recipients Desjg s Actions

4 Overview

s
General Normal Priority, Use Agent Owner's Credentials When do you want the Agent to be scheduled to run?
Schedule Not Scheduled Enabled
Condition Do not use a condition (always deliver content and run actions)
Frequency Never -
Delivery Content <none selected>
Start Default
3 Re-run Agent Ever
edule Condition Delivery Content Recipients Destinations  Actions YO Minutes
Until
Set the priority level for this Agent as well as options for imperson. ifferent user at runtime. Default
Priority (QHigh
(@ Normal
Olow

Run As (O)Recipient
(@ Use Agent Ovmer's Credentials
=

Step 5: In Delivery Content tab, select Dashboard Page from the drop-down.
Step 6: Click Browse.
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OAC-06: Share a Classic Report by Email

General Schedule Condition] Delivery Content | Recipients Destinations Actions

Specify the content to deliver with the Agent

Subject
Content IAnaIysis vl‘ Browse... | Customize... | Clear ‘

Analysis

Format 5
Delivery ectly
Briefing Book rent

Step 7: The Choose Delivery Content pop-up window is displayed. Select the desired dashboard
page from the folders.
Step 8: Click OK.

Choose Delivery Content @ x

Folders e - | Open In
'Shared Folders/OAC - Training/1. Statewide®R
a / e/ bkEr

» W My Folders
4 [ Shared Folders | dashboard Il ]
» W custom

» [ Demo and POC's
» imoss
» [ Journal Details
»
»
A

im NCFS
im 0AC
il 0AC - Training

4 W 1 Statewide | Name

4 m ACFR Budget Code Recap
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»
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OAC-06: Share a Classic Report by Email

Step 9: Once the content is attached, review the other details displayed such as Format,

Delivery, and Attachment Note.

Specify the content to deliver with the Agent
Subject

Content  Dashboard Page * Browse...

Entire Dashboard []

General Schedule Condition Delivery Content Recipients Destinations Actions

/Shared Folders/OAC - Training/1. Statewide Reports/ACFR/Budget to
Actuals/Dashboards/NCFS ACFR 17G - Combining Schedule of Revenues and
Expenditures - General Fund Report (RPTOACO16)/page 1

Clear

Format PDF

Delivery () Deliver results directly
¥ L% Deliver as attachment

)
Attachment Note

£ Condition 15 False [ ] DETVer TS essogs

Step 10: Navigate to Recipients tab. Click the plus icon to add recipients.

General Schedule Condition Delivery Content

Direct Agent Recipients (&
Specify who will receive this Agent.

Select Recipients

Show Al -

Name

4 Agsa Shoeb

Publish for Subscription

[] Publish Agent for subscription

Recipients JDestinations Actions

Enable this Agent to be published and determine which users can subscribe to this Agent.
[ Allow subscribers to customize Agent

10
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OAC-06: Share a Classic Report by Email

Step 11: The Select User pop-up window is displayed. Select User from the List drop-down.

Step 12: Enter the name in the Name field.
Step 13: Click Search.

Select User

Available Members
Name

Search |

List [Apph(alinn Roles

i
Application Role
11

Users

All

Selected Members

Accounts

Step 14: The Accounts section shows the required name. Click the Move All icon to move the

user to Selected Members section.

Select User

Available Members

Name [S_k_inksha

| search
List Users

Selected Members
] Accounts

n
o]

0K || Cancel
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OAC-06: Share a Classic Report by Email

Step 15: Once the user is moved to Selected Members section, click OK.
Step 16: In the Destination tab, specify where agents will be delivered and enter the required

details.

Select User

Available Members o Selected Members

Name  akanksha Accounts

o @
List Users -

Accounts General Schedule Condition Delivery Content Recipients Actions.

& Akanksns Kou

Specify where this Agent will be delivered

User Destinations [WjHome Page and Dashboard
WMaDevices

(@ Active Delivery Profile

(O Specific Devices (will override a user’s Active Delivery Profile)
[CJEmail
([JPager
[Digital Phone
[JHandheld Device

Delivers Agent
73

‘
Save this Agent

Wrap-Up

By following the steps above, OAC users can use Agents to automate report sharing by email or
dashboard alerts, ensuring timely updates without the need for manual checks.

Additional Resources

Virtual Instructor Led Training (vILT)

e OACforNCFS1
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