OAC-10 Add Notes to a Workbook in OAC DV

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide of how to add notes to a
workbook in Oracle Analytics Cloud (OAC) DV.

Introduction and Overview

This QRG covers the process of adding notes to a workbook. Annotations in OAC let the user highlight key findings
by adding notes to dashboards, specific charts, or even single data points. The user can fully customize these
notes with fonts, colors, lists, and URL links, making your messages clear and easy for your team to find and use.

Add Note to a Workbook

Follow the below steps to add notes to a workbook. There are 9 steps to complete this process.

Step 1. Navigate to the Shared Folders, then open the OAC folder. In the OAC folder, click Statewide
Reports and select ACFR. In the ACFR folder, click Statements, then click Self Service Reports.

Step 2. A list of DV templates is displayed within the selected report type. Double-click the desired report. In this
example, double-click NCFS 11G - Balance Sheet Reporting Template (RPTOACO038) report.

Image


https://ncosc.gov/training/ncfs-system-training/ncfs-help-documents/oac-10-add-notes-workbook-oac-dv

o P_'I Shared Folders

» [0 DemoandPOC's

» O bss

» 3 1ournal Details

» O nNcrs

* [OJ 1. statewide Reports

* [O Acrr

» O Budget to Actuals
» O comp Reports

» [0 Dashboards

» O Prompts

» O Reports

[3 self Service Reports

|

Shared Folders >

O

]

O
r I ¥ L R L K L B

O O a a g 0O

OAC » 1. Statewide Reports » ACFR > Statements » Self Service

Type & MName 2 0l
&
% MCFS ACFR 12G Operating Statement - Expenditures by ...

2]
hnﬂ

a

1]
-

&

a L] L]
l!lqb 0‘5 l!t’nb a

l'lqb

l!l’bb

MNCFS 54F Fiduciary Income Statement Reporting Templa...

MCFS 11P Proprietary Met Position Reporting Template (..

MCFS 11G Balance Sheet Reporting Template (RPTOACO38)

MNCFS 52G Gov Income Statement Reporting Template (R...
MCFS 11F Fiduciary Net Position Reporting Template (RP...
MNCFS 53P Proprietary Income Statement Reporting Tem...
MNCFS ACFR 50 Part 1 Reporting Template (RPTOACO45)

MCFS 11G Balance Sheet Reporting Template (RPTOACO38)

Step 3.
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Once the report is open, click the Edit icon.




NCFS 116G Balance Sheet Reporting Template (RPTOAC038) copy

Account GOV Hiera... 11129998 - POOLE... Fiscal Period Mame (1) 13 _Jun-24 Parent3 Descri... (5) 11990G - GENERAL ... Ledger Mame (1) NC MODIFIED ACCR... GASB Fund Hierarchy 11990G - GENERAL ... Fiscal Year N »

¥TD Balance by Account GOV Hierarchy, GASB Fund Hierarchy, Fiscal Period Name

» 119906 - GENERAL FUND (ALL) » 12990G - SPECIAL REVENUE FUNDS  » 149906 - CAPITAL PROJECTS FUNDS  » 15090G - PERMANENT FUNDS  » 909906 - NOT INCLUDED FOR BUDGET AND/OR GAAP
Account GOV Hierarchy 13_Jun-24 13_Jun-24 13_Jun-24 13_Jun-24 13_Jun-24
» 1123999C - SECURITIES LENDING COLLATERAL 0.00
» 11229998 - POOLED INVESTMENTS 14,024,140.49 144349 95058 7.237.083.37 163,090,879.47
» 11299998 - INVESTMENTS 514,650.00 201,686,335.86 36,645,350.59
» 112R9998 - RESTRICTED INVESTMENTS 199414922 144,920,040.77 132,499,01184
* 11319998 - TAXES RECEIVABLE 3,149,743 665616 244 89574637
* 11329998 - ACCOUNTS RECENVABLE 508,184,184.19 58331,60151 197181142 230,626.01 -1198194272
¥ 11349998 - INTERGOVERNMENTAL RECEIVABLES 5,760,199,03889 47.261,591.12 8330212 -5,206,651.85
» 11359998 - INTEREST RECEIVABLE 2723214343 502054128 1,721.783.07 0.00 -9.636,686.35
TOTAL ASSET AND OTHER DEBITS, TOTAL DEFERRED OUTFLOWS OF RESOURCES, TOTAL ASSETS (AND OTHER DEBITS) AND DEFERRED OUTFLOWS, TOTAL LIABILITIES, TOTAL DEFERRED INFLOWS OF RESOURCES, 39999999 CURR YEAR REV/EXP SU.|

Step 4. The report opens in edit mode.
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» [ Account 176 T, GASB Fund Hierarchy Agemunt GOV Herarchy 13 Jum-24 15 _Jun-24 13 Jum-24 1% Jum-24 13_Jum-24
b [ Account Current Fiscal Period Harme » 1133998 - SECURITIES LENDING COLLATERAL 000
» [ Account FIDU ¥ 11229998 - POOLED INVESTMENTS 14,024,140.49 144,349,950.98 7.257.083.37 163,090, 87947
» [ Account GOV [ Fows b 11299998 - INVESTMENTS 514,650.00 201,584,335.86 34,545 350.59
» [ Account GWSOREY B, Account GOV Hierar » 112R999H - RESTRICTED INVESTMENTS 1,094,149 22 144,520,040.77 132,499,011 84
L D Account PROF @ Vakine' P 11519998 - TAXES RECEIVABLE 5140 745 ade 16 192895 748 47
* O agency rpT——— ¥ 11329998 - ACCOUMTS RECENVABLE 508, 184,184.19 5833180151 197181142 13062601 1196194272
r ance
* [ Agency Managem b 11349998 - INTERGOVERNMENTAL RECEIVABLES 3,760, 199,038 8% 47,261,56112 83,302 12 520665185
* O Agency Program &3 Color b 11359058 - INTEREST RECENAELE 17,231,143 43 5,020,541 28 1,721,783.07 0.00 -8 636, 686.35
¢ [ Budget Fund
1 Sire
* O Budget Fund Code s TOTAL ASSET AND OTHER DEBITS, TOTAL DEFERRED OUTFLOWS OF RESOURCES, TOTAL ASSETS (AND OTHER DEBITS) AND DEFERRED OUTFLOWS, TOTAL LIABILITIES, TOTAL DE...
* [ Control Budgets o
oo Shape 119906 - GENERAL b 12990G - SPECIAL b 149906 - CAPITAL . 159906 - b PO990G - NOT
* O Date FUMD ALL) REVENUE FUNDS PROJECTS FUNDS PERMANENT WCLUGED FOR
- ¥ BLIDGI
* O3 Funding Source [ Toolip UNDS EL:.:umn
¢ O Futurel 13_kun-24 13_Jun-24 13 _Jun-24 13_Jun-24 13_Jun-24
Y Filters
L [:l Future2 TOTAL ASSET AND OTHER DEBITS. 5191111508957 4,208,342, 78% T3 2041.947,747.2¢ 219,001 88701 5127478843 A
* O Futues [[[] Retated Colurnns TOTAL DEFERRED OUTFLOWS OF BESOURCES 41284705134 53,072,243 00 000 Q00 70596510
. GASE
=) S TOTAL ASSETS (AND OTHER DEBITS) AND DEFERRED QUTFLOWS 3131395712071 $.261.635027.7 104194774729 21900186700 519.827.535.3
* ht!' ﬁ'd |
o TOTAL LIABILITIES 11.247,017,225.18 1643 026,238 84 §5,629,045.23 Q.00 -86,023.2265
* [ Mapping Set -
TOTAL DEFERSED INFLOWS OF RESOURCES 198.035.712.26 BO.53,802.72 0,00 LT 0.0
* [ Mapping Set 506
0959999 CURR YEAR REV/EXP SUMMARY 1508 900,290.11 85,017,202 14 1016, 100,983 85 30,558,182 3% -85,441 6842
¥ L Project

Step 5. To add a note, click the Notes icon drop-down.

Step 6. Select Add Note.
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Add Note

Step 7. A note box appears on the screen. In the note box, enter the note text.

Step 8. You can use the formatting options to specify the note's font style, color, size, and other attributes.
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Description Vv

ENTAL RECEIVABLES 3,760,199,038.89

VABLE 2

FBITS, TOTAL DEFERRED OUTFLOWS OF RESOURCES, TOTAL ASSETS (AND OTHEHR

Step 9. Once the note is added, the user can drag it around the screen and place it in the desired part of the
workbook.
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Wrap-Up

OAC users can add customizable notes to a workbook using the steps above, making it easy to highlight insights,

This is how to add a note
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provide context, and communicate key information directly on dashboards for the team.

Additional Resources

e Virtual Instructor Led Training (vILT)

o OAC for NCFS 2
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