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How to Successfully Implement Notes and Improve 

Reporting  

 

Oracle Consulting have been at the forefront of empowering businesses to harness the full 

potential of their data. A pivotal aspect of this approach lies in the strategic utilisation of 

Notes within Oracle's EPM Narrative Reporting. By seamlessly integrating Notes into 

reporting structures across diverse clients, Oracle consultants have unlocked a range of 

benefits from enhanced reporting transparency to enriched data analysis capabilities.  

 

This white paper delves into the intricacies of how Oracle consulting has leveraged Notes, 

utilising Narrative Reporting functionality to facilitate stakeholders in delving deeper and 

navigating complex data landscapes with ease and precision. 

 

How to Create, Insert and Utilise Note Templates 

 

The aim of this article is to explore the central role of Note Manager and Note Templates in 

Oracle's EPM Narrative Reporting. Focusing on the intricacies of creating Note Templates 

and seamlessly inserting them into reports, showcasing the process step-by-step.  

 

Additionally, concentrating on how end users can interact with these reports, update insights, 

and contribute to creating a range of enriched data. Ultimately, empowering organisations to 

make informed decisions based on comprehensive and contextualised information.  
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i. Note Manager Overview 

 

The Note Manager within Oracle's EPM Narrative Reporting plays a pivotal role in efficiently 

organising and managing Notes across reporting structures. It serves as a centralised hub 

where Note Templates are created, adjusted, and accessed by authorised users.  

 

The image below showcases Note Manager. In the red box you can identify a Note Template 

which has been created called “Income Statement Commentary”. This Note Template is 

focusing on n key dimensions: Fiscal Calendar, Accounts, Years, Scenarios, Entities and 

Segments. Importantly, this Note Template is linked to a Data Source seen in the blue box. 

 

Crucially, when creating a Note Template, the creator can focus on a range of customisability 

to ensure desired results, this will be explored thoroughly in the following sections. 
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j. How to Create Note Templates 

 

There are a range of configuration options to consider whilst building a Note Template, the 

following section will provide a breakdown of key considerations. 

 

Note Template Configuration Options 

 

The authorised user must hit the gear icon and click Create. The Note Template creation 

pop-up will appear, and they will be presented with configuration options: 

 

A. Name – provide a name which aligns with what you wish the Note Template to 

focus on. 

B. Description – a relevant and useful description is required. 

C. Character Limit – this is to be considered in the case you were to add a Note as 

a financial line item within a Report. 

D. Editable – is the note to be editable in the future post-creation? For example, if 

an instruction is written on this Note you must consider if you want this to be 

adjusted in the future? 

E. Data Source – choose the data source you wish the Note Template to 

correspond to. Importantly, if you have multiple EPM connections you can 

create multiple Note Templates featuring different source connections to build 

up richer data sets. 

F. Instruction – provide the user with clear instruction in regard to what they 

should be inputting into the Note Template. When the Note Template is 

inserted into a report, this will be what the user sees. 
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Upon successful creation of the Note Template, you will be directed back to Note Manager. 

Here, you can see the following available breakdown based on the example created: 

 

A. Title of Note Template - “Intangible Assets”. 

B. Selected Dimensionality – Accounts, Years, Scenarios and Entities. 

C. Data Source – “Sample Model”. 

D. Editable – Relating to the Editable box being ticked in configuration. 

E. Total Usages – How many separate reports is this particular Note Template within. 

F. Notes Entered – How many times a specific Note has been entered against by an end 

user. 

G. Created by – The author. 

H. Created on – The date of creation. 

 

 

 

 

k. How to Configure Note Templates 

 

Once a Note Template has been created an authorised user will be able to go behind the 

scenes into the Action section where a range of options present themselves as seen by the 

eight buttons below. A breakdown of such will be provided in the coming section: 
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View Source Reports 

 

Clicking on View Source Reports allows the authorised user to quickly identify which 

Template is in which Report. This acts as a central hub where you can click on a source report 

to open/ edit the Note Template. 

 

 

 

 

 

 

 

 

 

 

 

To open or edit the user must simply click on the Report of choice. This will enable the 

“Actions” box and allow the user to open or edit. Opening will simply open the Report which 

contains the specific Note Template. And hitting Edit will take you to the desired Report 

highlighting the Note Template within the Report which you can open and edit. 
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Refresh 

 

Refresh simply refreshes the Note Template. Therefore, any changes made such as Data 

Source changes, Total Usage and/ or Notes entered adjustments – this will be updated upon 

the refresh. 

 

Change Data Source 

 

In the case the authorised user wishes to make a data source adjustment this can be changed 

swiftly by selecting the “Change Data Source” button and clicking on the new preferred data 

source and hitting the OK button.  

 

A key consideration when changing the data source is the dimensionality linked to the data 

source. For example, if your Narrative Reporting app is connected to multiple EPM 

environments. It is likely that each connection will present different dimensional options. 

Therefore, it is imperative to take this into consideration when making an adjustment as this 

will have an impact on Notes that have been inserted via the existing configuration of the 

Note Template. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

p How to Successfully Implement Notes and Improve Reporting  /  Version [i.h] 

 Copyright © jhjl, Oracle and/or its affiliates  /  Public 

Access 

 

The Access section is a security proponent which allows the configurator to choose who can 

access which Note Template when it has been applied to the report.  

 

This is categorised into two areas: User and Group. The User being the individual assignee 

within the system and the Group being a Group which has been created within the connected 

service.  

 

For example, in the case your Note Template is connected to the EPM application Financial 

Consolidation and Close (FCC). The Group would have to be created by a System Admin 

within the Access Controls section of the FCC app for it to be accessible within this section. 

 

 

 

 

 

 

 

 

 

Adding Additional Users 

 

It is simple to add users. Simply hit Add/User Group, select User, and write in the user’s name 

and add them in. The user will then be presented with the following security options: 

Administer, Write and View. 

 

Select Administer to create a note, add, view, edit, delete user assignment for Notes 

Templates and Notes. 

 

Select Write to create a note, delete, update, view note templates. All Notes created using a 

Note Template. 

 

Select View to view Note Templates and Notes. 
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Edit 

 

After hitting the Edit button, a user will be presented with the originally crafted Note 

Template. This leads to the question what can and cannot be edited? 

 

Not Editable: 

 

The name of the original Note Template cannot be changed post-saving. 

 

Editable: 

 

A user can make edits to the description, the character limit, data source, instruction text and 

can change the dimensions which correspond to the chosen data source, this includes 

adding more dimensionality as well as removing them. 
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Editable  

 

The Editable button is simply a toggle which a user can turn on/off. This can be used as an 

additional layer of security to ensure the configuration of the Note Template remains the 

same by toggling off and when there is a requirement to edit in the future, this can be 

toggled back on.  

 

 

 

 

 

 

 

 

 

 

 

 

Export 

 

An authorised user has the capacity to export a desired Note Template and download as a 

ZIP file. Importantly, this is only for moving Notes between environments as a User can 

import the previously downloaded ZIP file to a new location if required. 
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l. How to Insert and Utilise Notes Text Function 

 

The following section will provide the reader with a clear understanding of how to use Notes 

text functionality to display notes in a text box which is linked to a data source within a 

Report.  

 

The subsequent steps will showcase how to create a Note Format to specify the content, 

arrangement, and style of the output; setting up a Named POV within a report to specify the 

dimensions and members for retrieval in the Notes text function; and integrating a data 

source-enabled text box into a report using the Notes text function. 

 

On the Note Manager central page click on the gear icon and click on Note Format Manager. 

 

 

 

 

 

 

 

 

 

The user will then be presented with the Note Format Manager, on this screen a user will 

have the ability to create a Note Format. Importantly, a Note Format defines the output 

content, the layout and format of the Notes Text function. Once a Note Format has been 

defined it can be integrated into multiple reports, this will shown in the following steps.  
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Note Format Configuration 

 

In the configuration section the user must enter a Name, a Description if desired and choose 

the level of indentation which will be present once added into the desired Report. 

 

 

 

 

Adding Sections to the Note Format 

 

 

 

 

Create a Named PoV 

 

 

Adding Text Functions 

 

The following step is to add sections to the Note Format. To do so the user must click on the 

“+” icon. Then, the Add Note Format Section will pop-up. The user then can navigate to the fx 

(text functions functionality) clicking on the button. This will lead the user to the following 

page where they can add a range of different text functions.   
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Example of Text Functions 

 

The screenshot below showcases a handful of functions which have been added to the 

Report. The following section will provide an alphabetical breakdown of this functionality. 

Additionally, displaying how these functions look within a Report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A. Note Name 

 

The example above showcases the “NoteName” function. Essentially this will display the Note 

Template you connect to when inserting your Text Functions. Below, you can see the Text 

Function within a Report. The Note Name is connected to the ABC Note Template. 

 

 

 

 

 

 

 

 

 

 

A. Note Name 

B. Note PoV Member Labels 

C. Author Note 

D. Note Content 
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Importantly, when inserting Text Functions, you do not have to select a Note Template. In the 

example above the ABC Note Template was selected. Therefore, encompassing everything 

within that Note. However, you can leave this open, and your Text Function will encapsulate 

all the Notes within the given Report. Essentially, this boils down to reporting preference and 

how much information you wish to display. 

 

B. Note PoV Member Labels  

 

Note PoV Member Labels display the member labels of the dimensionality that has been 

selected.  

 

 

 

 

 

 

 

Crucially, the user can bring in a range of different dimensions 
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Named PoV 

 

A Named PoV specifies the dimensions and members to be retrieved by the Note text 

function in a report. It determines the Report PoV dimensions for retrieving notes and 

identifies the dimensions to be displayed with a secondary PoV in the text box. Named PoVs 

are created and managed through the Named POV Manager. 

 

Creating a Named PoV  

 

i. Select a Report you have created and go into the report designer by clicking the edit 

button. In the top-right section of the page there will be an Actions button, select 

“Manage Named PoVs”. 

 

j. The following area will pop-up. Essentially, this is the Managed Named PoVs centre. 

This is where all Named PoVs can be created, edited, and controlled. 
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k. To create a Named PoV the user must hit the “+” icon and then “Create”. The following 

pop-up will occur. The user must then select the Data Source they wish to align with. 

As you can see in the second image, the “Sample Model” for Financial Consolidation 

and Close (FCC) has been chosen. Therefore, the dimensionality of FCC will be utilised 

within this functionality. 
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l. Importantly, design considerations are of paramount importance as you want the 

Report user to comprehend the data sets you have created within the Report. 

Therefore, additional functionality such as “Display on Secondary PoV” allow users to 

create prompts to enable users to differentiate between current Notes within a Report. 

 

 

 

 

 

 

 

 

 

 

Once selected, the result within a Report will look like this: 
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This allows for clarity in presentation but also the ability to select and change the years within 

the Notes.  

 

The previous example showcases members rolling up by account. However, this can be 

adjusted. The example below showcases an entity roll-up configuration. Whereby, a user has 

inputted against a bottom level entity member and a given account and it summarises their 

input at parent level ensuring transparency.  
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m. How to Insert Notes as Financial Line Items 

 

Notes can be added as Financial Line Items within a Report. The subsequent section 

numerically showcases how a provisioned user would insert these Notes, why this would be 

beneficial and how an end user could utilise this Note input: 

 

i. On the Report Builder, a user will be required to right click on the grid they wish to 

impact and press the Edit button.  

 

 

 

 

 

 

 

 

 

 

 

j. The Grid will appear, in the case of the following example you can identify the 

Accounts in the rows and the Periods in the column. Significantly, you must right-click 

on the column heading where the lettering is. In the following image, column “D” has 

been right clicked enabling a pop-up box to present itself. Once achieved you must 

then select Note. 
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k. You must then connect the added Note column to a Note Template. This can be done 

by identifying the “Column Tab” highlighted in red in top-right section of the image 

below. Once clicked the user must then click on the Note Template hyperlink. 
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l. The following page will appear, and the given user will be able to select from their 

current Note Template library. Additionally, it is possible to create a new Note 

Template by hitting the “+” icon and then “create” this will begin the process shown in 

section “b”.  
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m. Once the desired Note has been added, like in section f the end user will be able to go 

to their assigned report and add their narrative as a Financial Line-item Note. 

 

Significantly, if the zoom on members functionality has been applied within the 

Report, which enables the user to expand a row or column parent to see the members 

below. Then Notes can be layered and extensive.  

 

For example, below the report has zoomed down on “Total Assets”, then “Other 

Assets” until “Intangible Assets”. Here, an input has been created against this specific 

account. Crucially, this input is only against this specific account and will not clash with 

Notes up-the-chain. This allows for extensive narrative focusing on individual 

accounts and more summary-based accounts, creating a rich-layered report. 
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n. How to Insert Notes into Reports in a Text-Box style  

 

In the Report Builder section, a Note can be added in numerous ways:  

 

i. A user can hit the add button highlighted in a red box below, this creates a pop-up box 

whereby you can choose to select a Note.  

 

 

 

 

 

 

 

 

 

 

 

j. Directly within the report section, the report creator can right-click, and press Add 

Report Content and Choose Note. 
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The user will then be presented with the Note box and the option to click on Setup Note. 

 

 

 

 

 

 

 

 

 

 

 

 

The following pop-up will present itself. Significantly, the user has the two following options: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

i. Models – Create a New Template from scratch – The user can click on Models and 

choose a data source to connect with. Upon choosing the desired data source the user 

will be transported to a Note Template creation screen. Here, the user has the options 

to choose their PoV, apply instructions and a naming convention as per mentioned in 

section B of this article. 
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In the case the user is happy with their Note configuration they can hit “Save” this will 

then save the new Note Template to the Note Manager section. Enabling this Note 

Template to be centrally managed within Note Manager.  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The Note Template has been saved to Note Manager: 
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j. Existing Notes – Utilising Existing Note Templates – Alternatively, in the case the 

user wants to insert their pre-existing Note Templates they can do so by simply 

clicking on one of the options available.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For example, in the case that the user chooses the “Income Statement Commentary” 

Note Template, the Note Template will load as per its original configuration. However, 

you can adjust before inserting the Note Template into the report if required. 
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o. How to Add Note Commentary on Reports 

 

Adding commentary within a Report is a simple process for an end user. For example, User A 

opens two separate Summary Balance Sheet Reports and identifies an assigned Note box 

under the grid in one report, Report A. And in the second report, Report B recognises the 

Note insert as a Financial Line Item assigned to the Balance Sheet Grid. 

Report A: 

 

 

 

 

 

 

 

 

 

 

Report B: 
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Depending on the PoV assigned to the Notes will depend upon what the user will see and can 

impact. In Report A the Note Template allows the user to write their input across the 

following dimensions: Years: jhjj, Entities: EMEA, Currencies: USD, Segments: All 

Segments and Accounts: Intangible Assets as these are present in the PoV of the report 

itself. 

 

The user must then hit the pencil icon to the right of the Note, and the following box will 

appear. The initial instruction is presented to the user. The user must clear the instruction 

and add their input. 

 

 

 

 

 

 

 

 

 

 

Example of inputted text by end user for Report A: 
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Once the user hits the OK button the text within the Note Template is applied to the Report 

aligning with the allocated PoV.  

Report A - Note textbox styled commentary example: 

 

 

 

 

 

 

 

 

 

 

 

 

Report B - Note Financial Line-Item commentary example: 
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Imperatively, the previous Note examples correspond with only one data intersection, the 

power of Notes is there can be ranging intersections populated with key data. For example, 

the screenshot below showcases Report A. However, focusing on the PoV the reader can 

identify that this report is focusing on Years: jhjk and not jhjj. The author of this report 

has populated jhjk with a different narrative, reflecting a completely different data 

intersection as you can see in the bottom red box below. 

 

 

 

 

 

 

 

 

 

 

 

 

Indispensably, the same Report can potentially have a myriad of rich easily imputable and 

accessible narrative across all dimensionality and intersections within those dimensions 

helping to drive better business decisions.  
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p. How to Copy Commentary Forward 

 

Drawing from expertise at Oracle Consulting, we've observed a prevalent trend among our 

clients who strategically leverage recurring commentary for specific dimensional analyses. 

This method optimises time efficiency for less exploratory accounts, furnishing stakeholders 

with important rolling information. 

 

The upcoming section will provide a step-by-step run-through of best practice on how to 

leverage the functionality: 

 

i. The user must identify which Notes/s they wish to roll-forward. For example, the user 

wants to roll-forward the commentary of Note “ABC”. Therefore, they must click on 

this Note by hitting the “ABC” hyperlinked text. 

 

 

 

j. The user will be presented with the following page. Here, they can select the most 

recent Note modification and hit the k bars on the right hand-side. Then, click on the 

Copy button. 
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3. In the Copy Notes section as seen below, check the Source PoV to ensure that it 

reflects the correct Notes that you want to copy. Then, in the Target PoV, click on the 

desired PoV dimensions via the member selection tool which pops-up once you click 

on it.  

 

Importantly, you can select one or more members, Substitution and User variables and 

member functions depending on your requirements. Nonetheless, in the below 

example, the Source PoV has been identified and so has the target, with a single 

change, the adjustment in the Years from 2022 to 2023. Once the user is pleased with 

their choice, they need to click OK and this will copy the Notes from Source to Target. 

 

 

 

 

 

 

 

l. As you can see below the “ABC” Note commentary from the intangible asset account 

for jhjj has been copied successfully to jhjk.  
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Conclusions 

 

The integration of Notes within Oracle's EPM Narrative Reporting empowers businesses to 

delve deeper into complex data landscapes. Importantly, organisations are leveraging Notes, 

optimising reporting transparency, and enhancing data analysis capabilities allowing for 

informed decision-making which will further develop enriched data sets over extended 

period of use. 

 

Oracle Consulting's strong implementation record underscores how Notes are easy to 

implement and quickly configure, exemplifying seamless integration for enhanced reporting 

for the short and long term. 
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