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This guide provides step-by-step instructions for creating a Billing 
Schedule for a Prepaid Contract. Following this process ensures all time-
based billing events are captured accurately to maintain steady and 
reliable project cash flow.

Purpose
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Prerequisites

Before creating a Billing Schedule for a prepaid contract, ensure the 
following:
■ You have the appropriate Workday Security Role (e.g., Customer 

Billing Specialist)
■ You have required information:

○ Contract Name
○ Contract Line Items
○ Contract Line Amounts
○ Billing Dates
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Create Billing Schedule 

⮚ Type Find Customer Contracts into the search bar and select the 
related task.

⮚ You can filter your search by selecting a Company or by using one of 
the many other options.
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Create Billing Schedule 

⮚ Locate the customer contract that for which a billing schedule needs 
to be created.

⮚ From the related actions of the contract, hover over Billing Schedule, 
and click Create.

⮚ On the Create Billing Schedule for Customer Contract window, 
populate relevant information for Company and Bill-To Customer. 
Input Prepaid Billing for Schedule Type. Input Installment for Billing 
Type.  
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Create Billing Schedule 

⮚ On the next screen, select Prepaid in the Schedule Type field.
⮚ Review the Invoice Header Defaults. 
⮚ Fill in necessary additional information including Payment Terms, 

Payment Type, PO Number, and Invoice Memo.
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Create Billing Schedule 

⮚ Select the relevant Billing Method and Billing Frequency.
⮚ Set From Date equal to the From Date on the contract line. Enter a 

To Date or Number of Installments.
⮚ Select the Use From Date in the Invoice Date Options.
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Create Billing Schedule 

⮚ At the bottom of the screen, select the contract line(s) that should be 
included in the invoices generated by this billing schedule.

⮚ Then click Save and Continue.
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Create Billing Schedule 

⮚ On the next screen, click Generate Installments and Workday will 
automatically create the installments.

⮚ You can then review the generated installments on the next screen. 
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Create Billing Schedule 

⮚ If the installments need to be further modified, click Customize 
Installments.

⮚ This task allows you to modify the installment Invoice Date, From 
Date, To Date, Customer Contract Line, Billing Installment From 
Date, To Date, and Amount.

⮚ When everything is completed, you can click the Submit button.
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Common Errors and Resolutions

Issue Description Resolution

Billing Date Cannot 
Precede Contract 
Signed Date

You are trying to 
invoice a customer on 
a date before the 
contract was legally 
signed or effective in 
the system.

Verify the Contract 
Signed Date and 
Effective Date on the 
Contract Header.

Prepaid Amount 
Exceeds Remaining 
Contract Ceiling

In Workday, you 
cannot bill more than 
the total value of the 
contract line. 

Check the Contract 
Line Amount.
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Best Practices

⮚ Use clear and consistent naming conventions.

⮚ Synchronize Dates with Accounting Periods.

⮚ Leverage "Internal Memos" for Audit Trails.



abhayjaiswal.com

mail@abhayjaiswal.com

linkedin.com/in/abhaykj

Workday Finance, configured by a Chartered Accountant.

F O L L O W  F O R  M O R E  W O R K D A Y  F I N A N C E  W A L K T H R O U G H S

Thank You


	Create Billing Schedule for a Prepaid Contract
	Table of Contents
	Purpose
	Prerequisites
	Create Billing Schedule
	Create Billing Schedule (2)
	Create Billing Schedule (3)
	Create Billing Schedule (4)
	Create Billing Schedule (5)
	Create Billing Schedule (6)
	Create Billing Schedule (7)
	Common Errors and Resolutions
	Best Practices
	Thank You

