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Purpose

This guide provides step-by-step instructions for Creating Customer 
Invoices in Workday both manually and from existing contracts. This 
process allows you to record sales events and automate receivable 
accounting. By consolidating billable items from customer contracts, you 
can streamline your billing workflow and ensure accuracy.



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 4   S W I P E   →

Prerequisites 

Before Creating Customer Invoices ensure the following: 

➢ You have the appropriate Workday Security role (e.g. Accounts 

Receivable Specialist, Collection Manager, Customer Billing 

Specialist)

➢ Configure Customer Invoice Event business process in Customer 

Accounts functional area.

➢ Configure Security: Process: Customer Invoice - Core.

➢ Configure Reports: Customer Invoice Referenced Attachments - 

Supplier Invoice domain in the Customer Accounts function area. 

➢ Configure Process: Billing- Invoice in Project Billing functional area.

➢ Create Customer Contract, Billable Transactions, and a Consolidated 

Billing Schedule.
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Create Customer Invoice 

➢ Search for Create Customer Invoice and select the related task.  
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➢ Populate the required fields: Company, Bill-To Customer, and Invoice 
Date.   

Note: Bill-From and Ship-From addresses automatically populate when the Company’s primary 
address is currently in use for billing/ shipping.
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➢ Select the Invoice Lines tab. 
➢ Populate the Sales Item. 

Note: Fields may automatically populate depending on the sales item. 

➢ Populate any additional fields that are not automatically filled in. 
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Create Customer Invoice from Contracts

➢ Search for Create Customer Invoice from Contracts and select the 
related task.  
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➢ Populate Company, On or After Date/ or On or Before Date or any 
additional relevant information to narrow down your search.

➢ Choose preferred method for Consolidation Options. 
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➢ Choose preferred method for Consolidation Options.
➢ Select Invoice Date Options

Note: Override Blank Transaction Invoice Date: Update only blank transaction invoice dates. 
Override All Invoice Dates: Update both installments and transaction invoice dates

➢ Select OK once all information is populated. 
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➢ On the Invoice Summary tab, select the invoice you wish to create. 
Note: User may Reconsolidate the invoice if needed. 

➢ From the Header Detail tab, review information and update as 
needed. 

➢ Once both tabs have been reviewed, click OK. 
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➢ From the Batch Process in Progress tab, click the refresh button the 
process is complete. 

➢ If errors occur, find them in the far right corner under Background 
Process. 

➢ Click Done. 
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➢ From the View Customer Invoice for Consolidated Billing page, you 
can review the Customer Invoice that has been created. 

➢ Follow the necessary approval steps until the customer invoice is 
Approved. 
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Common Errors and Resolutions 

Issue Description Resolution 

Contract Line 
Not Found 
When 
Searching 

When using Create Customer 
Invoice from Contract task 
and setting the filter to 
Contract Lines by Customer 
Contract, it can return in no 
results. 

Change parameters to 
display All available 
contract lines. 

Incorrect 
Consolidation 
of 
Installments 

When selecting an Additional 
Consolidation Grouping value 
of PO Number, installments 
may be incorrectly 
consolidated into a single 
invoice.

Ensure separate 
invoices are created 
for contracts with 
multiple installments 
that each have unique 
PO Numbers. 

Missing Line 
Item 
Description

The Line Item Description on 
the customer invoice may not 
default from the customer 
contract line or billing 
schedule, resulting in blank 
descriptions. 

Ensure the invoice is 
created with the 
correct expense item, 
as descriptions may 
vary based on the 
source of the invoice. 
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Best Practices 

➢ Implicit Consolidated Fields: Note invoices will not consolidate if they do 

not share the same values for implicit consolidate fields such as Auto 

Submit Invoice, Bill-To Customer, Currency, Invoice Date, and Invoice 

Type.

➢ Additional Consolidation Grouping: Utilize additional consolidation grouping 

options to further refine how invoices are consolidated. For example, 

selecting a PO Number can help create separate invoice for installments. 

➢ Populate All Fields: It is best practice to populate all fields when creating 

customer invoices. 
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