
Click the three dots to the right of the report name to open the Action options for the report.2.
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Use this process to schedule reports in Workday.

1. Log into Workday, and search for the report you want to schedule.

Choose Custom Report and click on Schedule. 3.  
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Choose the Run Frequency for how often you would like the report to run and click OK.4.

Complete the fields identified below for the
Schedule a Report.

Request Name: you can name the scheduled
report unique to your preference

1.

Schedule the report frequency2.
Output determines what the doc will be sent
as, you can change the deletion timeframe and
if you would not like the report to run if it is
empty.

3.

Once you have completed the required fields, you
can choose OK and the report will be scheduled
and saved.

5.

Schedule Reports


