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Purpose & Overview

 This guide explains how to generate and review accounting for 
revenue recognition installments in Workday.

 The process uses the Scheduled Revenue Recognition Accounting 
task to create accounting entries for eligible installments.
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Prerequisites

Before starting, ensure the following:

 User has appropriate Workday security access
 Revenue recognition schedules and installments have been created
 Relevant accounting periods are open
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Generate Revenue Recognition 
Accounting – Navigation

 Search for “Scheduled Revenue Recognition Accounting” in the Workday search 
bar

 Select Run Frequency as Run Now
 (Alternatively, schedule using future or recurring options)
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Run Frequency & Key Inputs

 Enter a Request Name
 Use Filter Criteria to define which revenue recognition schedules should be 

processed

 



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 7   S W I P E   →

Preview Installments

 For the Run Now run frequency option, Workday allows you to Preview 
Installments for Criteria.

 Run Frequency = Run Now
 Select Preview Installments for Criteria
 Click the Installment Count to review matching installments
 Note: Preview Installments for Criteria is not available for future scheduled 

invoice creations. 
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Process Completion

 Click OK to submit the process
 Click Refresh until the status displays Completed
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View Accounting

 Click the number in the Installment Count column

 Click the Related Actions (magnifying glass)
 Select Revenue Recognition Installment → View Accounting
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View Accounting

 Review the accounting entries generated for the installment
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Common Errors & Resolutions

Error Resolution

No installments returned in preview
Review filter criteria and confirm eligible 
installments exist

Accounting not generated
Ensure accounting periods are open and 
installments are eligible

Unable to view accounting
Verify user has appropriate revenue 
recognition and accounting security

Preview option not available
Confirm Run Frequency is set to Run 
Now
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Best Practices

 Use Preview Installments to validate selection before running 
accounting

 Run revenue recognition accounting on a consistent schedule
 Review accounting entries after completion for accuracy
 Ensure filters are narrowly defined to avoid unintended postings
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