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How To Create A Customer Invoice

1 Navigate to your Workday home screen

2 Click the "Search" field.

3 Type "create customer invoice enter". You can also save keystrokes and type only
a few letters of each word. For example, "cre cust inv"
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4 Click "Create Customer Invoice"

5 Click the "Bill-To Customer" field.
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6 Click the "Bill-To Customer" field.

7 Click "Customers by Customer Category"
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8 Click "General"

9 After clicking on "General", the full list of GSI customers will populate in
alphabetical order. You scroll until you find the customer you are looking for. In
this example, I am going to bill "Defense Intelligence Agency".
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10 I found Defense Intelligence Agency and clicked the button.

11 TIP: There are other ways to search for the customer you want to bill: 1. Type in
the 7 digit customer number; 2. Type in a few letters of customer's name

12 The next example is I typed in a few letters of the customer's name, which is
"Defense". There are 2 GSI customers with "Defense" in the name. Click the button
for "Defense Intelligence Agency".
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13 Click this radio button.

14 Invoice Date: Invoice Date is always today's date unless today is during the period
after the month is over and before final closing. For example: today is May 5th but
the invoice is for April's accounting. Change the invoice date to April 30th.

15 Accounting Date: Accounting Date is always today's date unless today is during
the period after the month is over and before final closing. For example: today is
May 5th but the invoice is for April's accounting. Change the invoice date to the
appropriate date in April.
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16 Click the "Invoice Type" field. The Invoice Type is always "Standard".

17 Click this radio button.
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18 Bill-To Contact. Most invoices do not have a contact name listed on the invoice. If
you do have a contact name set up, please see the next 7 steps.

If you don't have a contact, skip to step 27.

19 In the Bill-To Contact box, the default contact will appear. If you don't want this
contact, click the "x" to the left of the contact name to remove it.

20 Click the "x"
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21 Click on the 3 horizontal lines

22 Click "Bill-To Contact" or type a few letter of the contact name in the search bar.
Click Enter
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23 The list of contact names appear. Click the box of your chosen contact.

24 Click this checkbox.



11

25 Click outside the area and your contact name will populate.

26 Please note - there are many fields that you will show on your screen that are not
discussed in these instructions. Please disregard those fields.
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27 Cost Center: Each customer is set up with allowed cost centers with one of allowed
cost centers being the default cost center. Most invoices will use the default cost
center. See the next 4 steps to change the cost center. Otherwise, skip to Step 32.

28 If the default cost center is not the appropriate cost center, click on the 3
horizontal lines
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29 Click "Active Cost Centers"

30 You will see there are 2 active cost centers set up for this customer. Choose the
appropriate one. If you don't see the cost center you want to credit with this
invoice, contact the Accounts Receivable Manager so it can be added to the
customer as an option.
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31 Click this radio button.
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32 In this section:

1. You will choose the Revenue Category where this invoice's revenue will show on your
operating statement.

2. You will also be typing the invoice line description and dollar amounts.

3. You will be identifying the sales tax code, if applicable.

Please see the separate document "Revenue Categories for Customer Invoices" to
help you select which Revenue Category for your invoice.
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33 Click this icon.

34 Click "Sales Items By Revenue Category"
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35 The list of available Revenue Categories will show. Scroll and choose the
appropriate one for line of your invoice.

You can also search for the Revenue Category by typing in a few letters of a word
in the Revenue Category. This method is shown in step 36.

Please note: In Workday, each line of the invoice can have a different Revenue
Category. (This is different from Peoplesoft). For example, you can bill Catering
with Fee-Taxable on one line and Catering- Wine-Taxable on the next line.
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36 To search for the Revenue Category by typing a few letters of a word.

Click on the 3 horizontal lines

37 Type "catering enter"
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38 You will see all Revenue Categories that contain the word "catering".

39 Click this radio button.
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40 Click this field.

41 Description - the customer will see this description. Include as much information
as possible for the customer. For example, you can type "Catering in Executive
Conference Room 5/13/24".
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42 Use the scroll bar to scroll to the right.

43 Type in your quantity.
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44 This example is a quantity of 100.

45 Choose unit of measure by clicking the drop down arrow and selecting. Usually
the UOM is "Each", but you can choose any word that is applicable.
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46 Click here.

47 Type in the unit price.
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48 This example is $75.00.

49 Click this text field and the extended amount will populate.
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50 Click here for Tax Applicability

51 For tax applicability, click this radio button. Choose either Taxable Sales or Tax
Exempt.

If you chose a taxable revenue category, you should choose Taxable Sales.

If you chose a non taxable revenue category, you should choose Tax Exempt.



26

52 Click the 3 horizontal lines.

53 Click "Tax Codes"
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54 Scroll to find the appropriate AR tax code for your jurisdiction.

You can also type in AR + 'enter' the search bar and the list of tax codes will show.

55 This example is AR-DC1 (10%) sales tax.
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56 When you are done, click "Save for Later"
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57 Your invoice will show in the "View Customer Invoice" format. Review your invoice
for accuracy. You can see the amount due is $8,250.00, the customer name,
invoice date, accounting date, etc. If the invoice looks accurate, click on the 3
horizontal dots circled below and click "Submit". The invoice will be routed to the
Accounts Receivable Manager's inbox for approval. You will receive your invoice
via email.

If you decide your invoice is NOT correct and want to fix it, click Edit instead of
Submit and following the remaining steps.
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58 The invoice has been determined to be not correct and you do not want to submit.
Click "Edit"

59 The create customer invoice screen will come back.

You have determined that the problem is that you left off 2 lines of the bill. Click
the "+" button on the far left to add a row.
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60 Choose the Revenue Category

61 Type your description
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62 Type your quantity, UOM, unit price, tax applicability and tax code as you did for
the first line.

63 You also determined you need to add a 3rd line to the invoice. Click the "+" button
to the far left.
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64 Repeat steps for Revenue Category, Description, Quantity, UOM, Unit Price, Tax
Applicability and Tax Code.

65 Click "Save for Later"
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66 Review your invoice again. If it is correct, click the 3 horizontal dots and click
Submit.

67 Click "Submit"
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68 Click "OK"

69 The invoice will be routed to the Accounts Receivable Manager's inbox for
approval. You will receive your invoice via email.


