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Personalize
your Workday
Experience

* Tailor your navigation display
* Save your favorite tasks and reports
* Customize your search preferences



Tailor your navigation display

* Top Apps have been replaced with a Pinned Menu, that you can control
* Hover on each category to see related tasks or dashboards
* Usethe Gear button to re-sequence categories, or items within categories
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Tailor your navigation display, cont.

Customize Navigation X
Suppress the
pinned menu
display if avigation Preference
homepage space If the & r is hidden, the navigation menu will be collapsed and remain accessible through
. the Menu buttorm
IS a concern...

[[] Always Show Sidebar

Re-access the
gear button to
change it back!

Menu ltems

Reorder, add, remove, and pin up to 4 items.

] Home

»m
1]

Use the i:i todrag

and re-order your — <% HR Administration

categories (up

and down) > Benefits and Pay
"

Or drag and re- i 2 Personal

order items within

each category i Onboarding

Click on the +++ to pin up to 4 items directly on the
menu bar at the top
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Don’t forget to save!!

Customize Navigation

8 UR Financials

Expenses Hub

[ UR Student

Academics

Finances

¢ External Links
& LogintoUKG [A

& Authorization Request Application (R1) [4
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Save your favorite tasks and reports

Use the s..« onthe bottom left of your homepage to access Shortcuts or Favorites.

Shortcuts are pinned directly to the navigation bar (max of 10). Favorites can be seen using View All Saved.

p,
L

Shortcuts

Ad d t h e m d I re Ctly \Wﬁave reports, tasks, and external links directly to your Navigation Menu

Sea rCh by taSk Or Save all items in one place
All Favorites, content and files saved throughout Workday will shown up here.
report name

< Add Shortciys

Add tasks, reports, and externaNinks to your menu. A maximum of 10 shortcuts can be added.

Q) Find Course Sections URSTU Add Find Course Sections URSTU
N1201

Find Course Sections URSTU N1201

Cancel

You can then access them quickly once they are saved

You can also save unlimited tasks and reports to
your Favorites (do not appear in navigation bar)

Task....

View My Grades

Student Record  *

Academic Period *

@& (
h

Cancel \I
S

Or report....

View My Courses

Saved

Find Course Sections URSTU N1201
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View All Saved

Note: not all tasks and reports support this
feature
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Customize your search preferences

Can’t find what you are looking for when you search?

Use the All Categories button to see all possible search

categories.

() find sections

This category has a search

result

®

simplified Sealsis Enabled @D

l People (D) l l Tasks and Reports (1)

All Categories ~ |

Tasks and Reports

Find Course Sections URSTU N1201
Report
Finds all Course Sections

Can't find what you are looking for?

P

People (0)

Tasks and Reports (1)
Projects (0)

Staffing (0)

Expenses (0)

Grants (0)
Procurement (0)
Inventory (0)

Organizations (0)

v

- st st

Just grab the category you want
pinned and pullit up into the
Pinned Categories area!

Edit Category Preferences (®

Use drag and drop o customize your pinned search
categories

Pinned Categories (fninimum of 1)

People

Tasks and Reports

Unpinned Categories

Staffing
Projects
Expenses
Grants

it Procurement

jew Search Tips )

it Inventory

Organizations

Recruiting

Student

8 Edit Category Preferences

Reporting

Use Edit Category Preferences to ‘pin’ which categories
you would like to automatically display on your search

page

UNIVERSITY OF ROCHESTER

Processes

Drive

Don’tforget to save!

You will now see Students first on
your search page when searching
by name or Student ID

Edit Category Preferences (®

Use drag and drop to customize your pinned search

categories

Pinned Categories (minimum of 1)

Student

People

Tasks and Reports
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