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Revenue Category Request

The Revenue Category worktag is required for cash sales, customer invoices, manual
journals, customer refunds involving revenue and billing. It is also used to search for
and report on goods and services sold by the University and provides granularity of
revenues received for services and/or products provided by the University or Cost
Center within a ledger account.

This Quick Guide provides steps for creating a Revenue Category Request directly in
Workday and lays out the appropriate workflow, i.e. review and/or approvals for this
request.

The Security Groups allowed to initiate this Revenue Category Request process are
Cost Center Finance Specialists, Cost Center Managers, and Division Managers.
Central users have access to initiate all Workday Requests.

To mitigate duplication of revenue category requests, kindly review the available
revenue category listing for Cash Sale, Customer Invoice and Manual Journal on the
Workday Resources worklet on your Workday desktop. To access Workday
Resources, see page 12 of this Quick Guide for instructions.

Please note the process time for this request is approximately 6 days.

If access to Workday is required please use the Security Role Request Form.
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https://www.montclair.edu/finance-and-treasury/wp-content/uploads/sites/158/2020/02/Workday-Security-Role-Request-Form_non-academic_-02212020.pdf

Create Request

1) In the Search field, enter Create Request.

Create Request

Request Type *

OR if you have the worklet on your dashboard, click on the Requests worklet,
then click Create Request

ﬁg ) Search

Actions View

Create Request My Recent Requests

View Request Types

Note: To add the worklet to your desktop, see page 13 of this Quick Guide.
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2) Click All in the Request Type field and select the radio button next to Revenue Category

Worktag Request option.

Create Request

Request Type *

X Revenue Category

Search

& Al

Dependent, Spouse, Civil Union Partner
Tuition Waiver Application

Employee Tuition
Waiver/Reimbursement Application for
Graduate Degree

Employee Tuition
Waiver/Reimbursement Application for
Undergraduate Degree

Existing Cost Center Modification
Request

Flexible Work Arrangement Request
IDC Cost Center

Pl - Quarterly Expense Validation
Report

. Activity Worktag Request

Revenue Category

3) Click OK

Create Request

Request Type * | X Revenue Category

Cancel
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4) Complete the questionnaire. All questions should be answered, if the question is not
applicable, please enter ‘N/A’.

a. Indicate if this request is for a new Revenue Category worktag or a
modification of existing Revenue Category worktag:

Please indicate if this Request is for a NEW revenue category or a MODIFICATION to an existing revenue category:
(Required)

(_J) New revenue category

() Modify existing revenue category

= |f New revenue category, enter the name of the proposed revenue category.

Please indicate if this Request is for a NEW revenue category or a modification of existing revenue category:
(Required)

o New revenue category

() Modify existing revenue category

Enter the name for the proposed Revenue Category
(Required)

= If modifying an existing Revenue Category worktag, indicate the existing
revenue category in the text box and indicate the proposed changes.

Please indicate if this Request is for a NEW revenue category or a MODIFICATION to an existing revenue category:
(Required)

(L) New revenue category

o Modify existing revenue category

Enter the existing revenue category/hierarchy and provide detailed description of the proposed changes:
(Required)
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= |f selecting New revenue category, provide the information as requested in
the questionnaire:

Provide the following related to the propesed revenue category:

1. Source of the revenue,;

2. Reason for tracking this category of revenue;

3. Projected annual amount for this revenue;

4. Recurrence of revenue whether monthly/quarterly/annually.

(Required)

Note: itemize your responses in accordance with the questions asked.

= |f selecting New revenue category, select what type of transaction this
revenue category will be used for; more than one option may be selected:

Search =
Cash Sale
Customer Invoice

Accounting Journal

Tuition and Student Fees (Budget
Office use only)

Departmental Sales and Services

Mot applicable

b. Enter the Ledger account to which this revenue category should be mapped.

NOTE: If unknown please enter N/A in this field.

Enter the Ledger account to which this revenue category should be mapped.
NOTE: If unknown please enter N/A in this field.
(Required)
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c. If there are multiple Revenue Category worktags to be created, upload a document with
the proposed revenue categories and changes to hierarchies if applicable: -

For multiple revenue categories please upload a list providing the all proposed revenue categories and changes to hierarchies if applicable.

Drop files here

or

Select files

5) Click Submit to route the request for approval. There will be an error message if there are any
unanswered questions. If so, enter ‘N/A’ into the text box and the click the Submit button again.

6) If Save for Later is selected, the request will be located in the Inbox where it may be
selected and completed at a future date.

@| Event saved. Awaiting submission

Up Next: . Request, Due Date 03/26/2021
View Details

Review —

7) If there is a need to Cancel the Request. Find the request in your Inbox (Archive)

Actions Archive

Sort By: Newest

From Last 30 Days
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8) From the related actions of the Request, select Cancel.

Search

Actions
Request
i | 3 1 Revenue Calegony
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View Event

Foar

(rwdall Process

Creernll Status

Calendars in Use

Details Proce

-
| Camcel
p

R

Requester

Requeesl - Revenue Categary
Requesi Process - Revenue Calegary
In Progress

Consecutive Days (Mo Calendars Sslected

]
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Approval Workflow

1) Workflow is as follows:

If initiator is Cost Center Finance Specialist the request will be approved by the Cost
Center Manager and Division Manager before proceeding to Budget & Planning and
General Accounting Office for approval and completion.

If the initiator is the Cost Center Manager the request will be approved by the Division
Manager before moving forward for Budget & Planning and General Accounting Office
approval and completion.

2) The Revenue Category Worktag Request will be sent to the Approver’s Inbox.
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Review Request Process : Revenue Category : Linda Purn

12 second(s) ago - Due 12/10/2022

For Request : Revenue Category : Linda Purn
Overall Process  Request Process : Revenue Category : Linda Purn

Overall Status In Progress

Details to Review

Request Request : Revenue Category : Linda Purn
Request Type  Revenue Category

Request Date  12/09/2022 11:30:39.822 AM

Requester Linda Purn
6 items

Question Answers

Please indicate if this Request is for a NEW revenue category or a New revenue category
MODIFICATION to an existing revenue category:

Enter the name for the proposed Revenue Category test3

Provide the following related to the proposed revenue category: test3

1. Source of the revenue; m
2. Reason for tracking this category of revenue;

3. Projected annual amount for this revenue; Save for Later

4. Recurrence of revenue whether monthly/quarterly/annually. Cancel

( Send Back )( Add Approvers ) @
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3) Review the questions and answers of the questionnaire:

View Request Request : Revenue Category :

Request Type Revenue Category

Request Date  12/09/2022 10:18:09.498 AM

Requester
6 items
Question Answers
Please indicate if this Request is for a NEW revenue category or a MODIFICATION to an New revenue category

existing revenue category:

Enter the name for the proposed Revenue Category test

Provide the following related to the proposed revenue category: test

1. Source of the revenue;

2. Reason for tracking this category of revenue;

3. Projected annual amount for this revenue;

4. Recurrence of revenue whether monthly/quarterly/annually.

What type of transaction will this proposed revenue category be used for (select all that Customer Invoice
apply or not applicable):

Enter the Ledger account to which this revenue category should be mapped. test
NOTE: If unknown please enter N/A in this field.

For multiple revenue categories please upload a list providing the all proposed revenue
categories and changes to hierarchies if applicable.

4) Once the questionnaire is reviewed either:
e Approve to advance the questionnaire to the next step of the process,

Save for Later

Cancel

Send Back Add Approvers
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e Send Back to the Initiator/Approver to revise the questionnaire;

Send Back
To + | search =
¥ - Revise Reguest
a® R
Reason #
)
Submit Cancel

e Add Approvers to forward for additional approval — this will indicate your approval
when forwarded, however, it will not progress to the next step until this additional
approval is submitted.

Add Approvers

The next step in the process will not happen until the additional approvals are done.

Additional Approvers * kearch

Comment Cost Center Manager (UC) ¥

Cancel

e Deny - providing a reason for denying. This will terminate the business process so it’s

not recommended to deny a request rather send back with instructions for initiator to
revise or cancel request.

Deny

Selecting Deny may terminate the entire business process. Please enter your reason for terminating the business process below.

Reason *

Coomn ) (o)
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5) In order to follow up on the status of the request:

o as Initiator — Click the Request worklet on the Home page and view My
Recent Requests or type MyRecent Requests in the Search box.

Requests

o as Approver — From within the Archive tab of the Inbox, click the Process
tab of the View Event option on the Request.

Actions

Sort By: Newest

From Last 30 Days

View Event Request Process : New

n Progreas

For Request | New Cost Center

Owerall Process Request Process - New Cost

Owverall Status In Progress

Calendars in Usa Consecutive Days (No Calendars Selacted)

Process Step Status Completed On Due Date Persan
R R C - 4 P

------ ot Carter B, - ved 2021 P &.

R - .- 2472 2 2

Beguse: Apy &l . enter Level 2 Approwves Approse 247202 34-47 F 2
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To Access Workday Resources

To access the revenue category listing for Cash Sale, Customer Invoice, and Manual Journal find the
Workday Resources worklet on your Workday desktop.

? Workday Resources

Workday Resources Job Aids

Workday Customer Care: 973-655-5000

¢ QOption 1- Workday Finance
s Option 2- Workday Recruit/Performance Management
* Option 3- Workday HR

E-mail Address: WCCSupport@montclair.edu

Human Resources Employee Self-Service Procurement Accounts Payable General Accounting Grants

Reference Documents 0 Forms
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Add Requests App to the Home Page Menu
1) Open the Menu on the left side of the Workday Home page.

[ = MENU | U s ] Q  search

2) Select the Add Apps button at the bottom of the menu:

Menu X

Apps Shortecuts

Q Requests

Personal Information
Pay

Time

Ao B

Time Off and Leave

Workday Resources

Recruiting Dashboard

Cost Center Finance & Budget

Grants Management

) & Y B

Benefits

Expenses

(oo )oe
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3) Enter the App name — Requests — and click on the plus button to add it to the menu:

< Back to Menu X
Add Apps
Personalize your menu with useful Apps.

Q Request @
“ Requests @

4) Now the Requests app is included in the menu for selection:

Menu

Apps Shortcuts

Requests (T

Personal Information

Pay

& B3 @

Time

Time Off and Leave

]

Workday Resources

Recruiting Dashboard

Cost Center Finance & Budget

@ i B «

Grants Management

Benefits

88

Expenses

P
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