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Adding custom reports to your Favorites Worklet

Select your Favorites Worklet from the Workday home screen

Favorites

Select the gear under your profile picture and then Manage Favorites

On behalf of: Fred Flintstone %

Manage Favorites

Type a portion of the report name in the Favorite Custom Report search box, select the report(s), OK, Done

Manage Favorites

Favorite Tasks/I Repor\

Favorite Custom Reports’ academic e

2 Results
Favorite Business Objects

Expense Report Review -
Academic Affairs (Details
\ Displayed & Exportable)

Find Expense Reports -
Academic Affairs (Details
Drillable)

The report(s) will now be available for easy access in your Favorite Worklet
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