
You Asked, We Listened: Reporting (Contd.) 

In the reporting series, we have explored where to get information on the 
CHESS.edu website, valuable tip sheets, and within Workday what reports 
you have available based on your security role. 

Next, we explore the difference between Standard and Custom reports and 
how to access them. 

Standard Reports 

Workday generally includes standard reports as part of a product feature and Workday 
maintains these reports. There are two types, Xpresso and Report Writer. Example: My 
Payslips.  

Custom reports 

Custom reports come from a variety of sources. They can be built from scratch or built from a 
copy of a report and enhanced. Maintenance of these reports is the responsibility of the 
Reporting team. 

An easy way to identify custom reports is the inclusion of a Custom Report (CR) four-digit 
inventory number. Example: Budget vs Actual by Cost Center / Ledger Account / Spend 
Category for Organization - CR1237 – CHESS. 

To search for available reports, Workday makes the process simple and intuitive. There are 
two main ways to find a report. Follow these simple steps: 

1. In the search bar, enter the name of the report, or 
2. Type in key words in the search bar, and the system will identify related reports that match the full 

or partial key words. 
3. To select the report, either click on the name of the report from drop down list or hit enter to return 

all report results. 

Workday makes it easy to manage your favorite reports. Follow these simple steps: 

1. Select your employee profile icon.  

2. Scroll down to favorites and click 
to open your favorite reports and 
tasks window. 

3. Click on manage favorites, click in 
the search box for the key words 
to display the available reports. 

4. Select all that apply and click 
"Ok." 

 

You can now access these reports at any time with the simple click of your "Favorites" button.  


