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1. Click on Open Quick Access
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Get to your favorite places from anywhere in
Workday.
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2. Click Edit

X
My Shortcuts C——

No Shortcuts yet. Add your favorite tasks, reports,
and more.
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3. Click +Add to start your shortcut edits
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Configure Shortcuts
Select up to 10 shortcuts.
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4. Click OK when done, Click Add for each shortcut to add, and type the task
or report in the box

Configure Shortcuts

Select up to 10 shortcuts
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5. To use your shortcuts, click on the icon above—next to notifications and
inbox icons
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