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Step: 01

Welcome!

In this guide, you will learn to change search preferences in Workday
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Step: 02

Click on "Inbox Items"
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Step: 03

Click on "My Account"
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Step: 04

Click on "Change Preferences"
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Step: 05

Select the hamburger icon to look for available search
preferences
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Step: 06

Select any one option
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Step: 07

Click on "OK"
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Step: 08

Click on "Done"
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Thank You!
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