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Recurring Journal Entries 

To initiate recurring journal generation, the Accountant or Accounting Manager accesses the Recurring 

Journal Generation task in Workday. 

1. Type Recurring Journal Generation in the Search bar. The task will display in the search results. 

2. Select the Task. 

3. Enter the appropriate information in the fields on the Recurring Journal Generation page. 

4. Click OK. The Journal Templates will display. 
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5. Click the Related Actions button to review journal  

template.  

6. Scroll down to review frequency on the recurring  

journal template. 

7. Navigate back to the journal templates page. 

8. Select the required Journal Template after 

reviewing. 

9. Click OK. 
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QUESTIONS? 

Please email BusinessEducation@vumc.org.  

mailto:BusinessEducation@vumc.org



