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This guide provides step-by-step instructions for creating a customer 
contract, which is essential for managing customer relationships and their 
associated billing. By establishing this framework, you ensure that all 
financial deliverables are correctly defined, allowing for automated invoice
generation and accurate revenue recognition in accordance with 
company accounting standards.

Purpose
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Prerequisites

Before creating a Customer Contract, ensure the following:
■ You have the appropriate Workday Security Role (e.g., Customer 

Contract Specialist)
■ You have required information:

○ Contract Name
○ Contract Line Items
○ Contract Effective Date
○ Contract Customer
○ Contract Type
○ Contract Worktags
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Create Customer Contract

⮚ In the Global Search Bar, navigate to the “Create Customer Contract” 
task.

⮚ Fill-in the required fields with the contract information: Company, 
Customer, Contract type. Select Create Blank Customer Contract 
and click OK. 
⮚ For Prepaid, Fixed Fee, Date-Based Milestone, or Project Task 

Milestone contracts, set contract type as Fixed fee.
⮚ For T&M Contracts, set contract type = Time and Materials
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Create Customer Contract

⮚ Enter information for the contract header.
⮚ Enter the total Contract Amount.
⮚ Additional Worktags should be added at the contract line level, NOT 

at the header level.
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Create Customer Contract

⮚ In the Projects tab, select the Line Details sub tab, and click the + 
icon to add a new row.

⮚ In the Billable Project field, select a project that corresponds to the 
contract and choose a Project Transaction Source only if you are 
creating a T&M Contract.

⮚ Project Transaction Source = “Time” for T&M Contract
⮚ Pick a Sales Item and the Revenue Category will auto populate
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Create Customer Contract

⮚ While still in the Projects tab and the Line Details sub tab, select a 
Line Type.

⮚ Choose Fixed Fee Project for a fixed fee project.
⮚ Choose Project Time and Expense for T&M Contracts.
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Create Customer Contract

⮚ While still in the Projects tab and the Line Details sub tab, add a From and To 
Date.
⮚ Fill in the Quantity Field:

⮚ For Fixed Fee and Date-Based/Project Task Milestone Contracts:
⮚ This field represents the number of invoices.
⮚  Use the Unit of Measure Each

⮚ For T&M Contracts
⮚ Use the Unit of Measure Hour

⮚ Populate the Contract Line Amount. All line amounts must sum to the contract 
amount that was entered on the contract header information. 



W O R K D A Y  F I N A N C E   ·   S T E P  B Y  S T E P

A B H A Y J A I S W A L . C O M 10   S W I P E   →

Create Customer Contract

⮚ Navigate to the Revenue and Billing subtab to select the appropriate 
revenue template.
⮚ For Fixed Fee and Prepaid Contract Lines:

⮚ Deferred.
⮚ For T&M Contract Lines.

⮚ Accrued.
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Create Customer Contract

⮚ Navigate to the Additional Information subtab and review the 
populated worktags and confirm their accuracy.

⮚ Submit the contract once the Worktags have been confirmed.
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Common Errors and Resolutions

Issue Description Resolution

Contract header 
amount does not 
equal the sum of all 
contract lines.

The contract header 
amount must equal 
the sum of all contract 
lines.

Double check the 
Contract Amount in 
the Contract 
Amounts and 
Balances section.

The Transaction Date 
is in a Closed Period.

You are trying to save 
a contract with a 
Contract Signed 
Date or Amendment 
Date that falls in a 
month your 
Accounting team has 
already locked.

Check the Manage 
Ledger Periods task 
to see which periods 
are open.
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Best Practices

⮚ Separate deliverables into distinct contract lines.

⮚ Standardize contract naming conventions.

⮚ Use a Contract Amendment for financial changes.
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