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Quick Steps 

Are you seeing the right tasks in your Workday inbox, or are you missing something important? Your Default 
Inbox Filters control what gets your attention first, mastering it means you’ll never overlook a critical task again.  
 
To access your Colleague Profile page, click your Profile icon > View Profile. 
 

     All instructions in this job aid start from the Colleague Profile page. 

 

 

Key Points:  

• Master your Default Inbox Filters in Workday to prioritize critical tasks and enhance 
workflow efficiency. 

• Navigate to your Colleague Profile page by selecting your Profile icon and 
selecting View Profile. 

• Customize your Workflow Preferences by accessing the My Account drop-down 
menu and selecting 'Change Preferences’. 

• Adjust your Default Inbox Filter by selecting one of your existing filters in the 
Default My Tasks Filter box, such as “Recruiting,” to focus on specific task 
categories. 

 
 
 

Follow the Step-by-Step Instructions below to confidently set your inbox filter. 
 

Step Action 

1 From the View Profile page, select the My Account drop-down menu. 
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Step Action 

2 Select Change Preferences. 

 

 

 

 

 

 

 

 

 

 

3 Scroll to Default Inbox Filter under Workflow Preferences.  

From the Default My Tasks Filter box, select one of your existing filters. 

 

 

 

 

 

 

 

 

4 Select OK. 

 

 

 

 

 


