You Asked, We Listened: Reporting (Contd.)

Now that we have shared the differences between Standard and
Custom Reports, let's talk about the efficiencies available in the
Workday System when using reports by creating filters. Filters can
be used to narrow down specific data and view only the required
information in the report. If you regularly run a report that has
several input fields, save time by creating filters which will make it
faster to run the report in the future and cut down on your
administrative time spent.

Follow these simple steps to create a filter:

1. Search for and select the report you want to run.

2. Complete all required and other optional fields for the information you want.

3. Before clicking “OK” to run the report, scroll down and enter a name for these saved
settings. Note: be descriptive so that it will be easy to pick the correct report if you
have a similar output, such as the same budget report but for different
organizations.

4. Click “Save.”

The next time you run that report, you can save time by clicking the arrow next to
"Saved Filters" to run it with your pre-selected parameters.

Want a quick demonstration on reports and filters? Join us for a virtual drop-in session,
Wednesday, August 16th anytime between 9:00 a.m. and 4:00 p.m. with Barbara
Griego from SFCC. Click here to join the session or contact Kita Bass at
Kita.Bass@sfcc.edu for assistance.

-Brian Sailer | Interim Dean for Math, Science & Engineering at CNM



