
Page 1 of 1 
 

 

How to Schedule Reports in Workday 

 

To schedule a Workday report, follow these steps: 

1. Search for the Task: 

o In the Workday Search bar, enter Schedule a Report and press Enter. 

o Click on the Schedule a Report task from the search results. 

2. Select the Report: 

o In the Report field, enter the name of the report you want to schedule. 

o In the Run Frequency field, select how often (daily, weekly, monthly, etc) you want the report to 

run. 

o Click OK. 

3. Configure Report Settings: 

o On the next screen, fill in the tabs with the appropriate information: 

▪ Report Criteria: Specify the prompts for the scheduled report. 

▪ Schedule: Set the frequency, time, and the range of recurrence for which the report will 

run. Note: Ensure the schedule report(s) has a start and end date and review periodically 

to renew if needed. 

▪ Output: Choose the format (Excel, PDF, or CSV) and enter the number of days you wish to 

have the file deleted after. 

4. Click OK. 

Note: Scheduled reports are delivered to a user’s My Reports, accessible from the drop-down list under your 

profile picture in the upper right corner of the screen. You will also receive a notification in 

your Notifications tab (the bell icon) to inform you that the report is ready. 
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