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ADDING A WORKLET TO HOME PAGE

Use the following steps to add the Purchases worklet to your Home page.

1. Click on View All Apps and then click on the cog (Configure Applications) on the left.
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Required Worklets

The following worklets are required on your Home page

Optional Worklets

Select the optional workiets you would like to include on your Home page.
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3. Click on the three dashes to get a dropdown of available worklets.
Configure Worklets

Required Worklets
The following workiets are required on your Home page.
7 items
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Pay

Budget

Time
| Workday Standard Reports - Recommended

Collin Custom Reports
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4. Click on All.

Configure Worklets

Optional Worklets

ject the optional Worklets you would like to include on your Home page

v
Order rklet Workiet Title
v | \ -
—~
av
| % Career \ '—‘
~
av
| % Tatent ang Performance \ =

Compensation Dema = ‘

Required Worklets

The following worklets are required on your Home page.
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Workday Standard Reports - Recommended

Optional Worklets

Select the optional worklets you would like 1o include on your Home page.
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5. Scroll down to the Purchases worklet and Click on the radio button. You can use the up and down
pointing triangles to change the position of the worklets.

Configure Worklets

Required Worklets
The following workiets are required on your Home page.
7 items

Worklet Worklet Title
| Expenses

Pay
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Time
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Optional Worklets

Select the optional warkiets you would like to inciude on your Home page.
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6. Click on the OK button at the bottom left.
7. You will see that the Purchases worklet has been added. Click on the DONE button at the bottom
left.

Workday Standard Reports - Recommended
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