
 
 

 

 

 

 

 

How to Raise an Accounts Receivable 

Invoice 

• Using a Memo line 

• No Memo line 

 

 

This Guide is for all system users who Raise Accounts 

Receivable Invoices 
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Step 
Number 

Step Description Step Image  

1 Sign into OneSource.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

    



 
 

 

2 Click Receivables and 
select Billing 
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Select the Task icon 
and from the drop-down 
menu, select Create 
Transaction  

 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

• Transaction Class 
select Invoice (this 
should automatically 
default to this option) 
DO NOT select Debit 
Memo.  
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Business Unit will default to 
the users specific Business 
Unit (Walsall Council BU 
or Walsall Council Social 
Care). 

. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Business Support are 
required to select the 
correct BU when raising 
invoices on behalf of 
service areas who do not 
have access to rase 
invoices. 
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Transaction Source select 
WMBC Manual (this is the 
only option in the dropdown) 
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Transaction Type select and 
can be typed within search 
box or select from the 
dropdown list. 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
This relates to the Service 
Area and/or service 
provided and must relate to 
the income being 
recovered. 
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Go to the Bill-to-Name 
field, click on the magnify 
glass & enter Customer 
name in *name field or if 
known enter the customer 
account number in 
Account number field, click 
search, and the system will 
return the customer 
required. Click on selection 
below to highlight the 
correct customer and OK 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 

    By clicking on the  
    Advanced button this will 
    widen the search criteria 
    for searching for a 
    customer. 
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If the customer has an 
alternative address (check 
original invoice documents), 
click on drop down Bill-to-
Site and select.  
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
Caution: some customers 
have multiple sites so 
please ensure the correct 
site is selected. 
 
 
 
 
 

 
 
 

The standard payment terms 
on an invoice is Immediate. 
This will default to Immediate 
by selecting the customer. Do 
not change the payment 
terms.  
Any queries regarding 
payment terms please raise a 
helpdesk ticket. 
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If you need to add an 
attachment, such as 
backing documentation 
 for the charge.  
Select the + icon next to 
Attachments and search 
for the required document 
by selecting choose file.  
 
 
Upload file by selecting its 
name/location and click 
open. The title will update, 
and the file name will show. 
Add further documents by 
selecting the + again, and 
repeat the process or  
select x to remove an 
attachment. Select ok.  
 

 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
    
 
   You can view the  
   attachment by clicking 
   on file. 
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Complete Description by 
typing within the box only if 
a memo line has not been 
selected.(include date of 
service). 
ALL TEXT SHOULD BE IN 
CAPITAL LETTERS.  
These may need updating 
 if codes have been end   
dated and combinations 
no longer work. 
 
View by clicking on Blue file 
text, and you can also, see 
when the file was added 
and who by 
 
 
 
 
 
 
Alternatively, select a Memo 
Line which will auto 
populate the description, 
Tax Classification Financial 
Budget code. A date must 
also be entered in the 
memo line description. 
 

 
 
 

                   If a Purchase     
                  Order number is 
                  required to  
                  appear on the 
                  invoice, enter the 
                  PO Number as 
                  part of the 
                  invoice 
                  description. 
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Enter Quantity in  
Quantity field  

 
Enter Unit price in  
Unit Price Field 

 
Amount will  
automatically calculate 
the value of the 
Quantity 
x Unit Price  
(Check the amount  
has calculated correctly). 
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Enter Tax Classification 
in Tax Classification field 
(if you have selected a 
memo line this will 
automatically be 
populated so no need  
to enter). 
 
 
 
 
 
 
 
Select Show More  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

            If a memo line has 
            Not been selected, 
            The finance budget 
            Code will need to 
            be populated but  
            this cannot be 
            completed until after 
            the next steps.  
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Select blue 
Miscellaneous tab 
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Context Value will  
default to AR Manual 
Invoice  
(do not select any other 
option) 
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Enter *Contact/Requestor 
Name or email address 
of service area raising  
the invoice  
 
Enter *Contact/Requestor 
telephone number of 
service area raising the 
invoice 
 
Enter *Directorate  
 
 
 
 
 
Change the option for 
Generate Bill to No 
 
 
 
 
 
 
 

 
 

 
 

 
 
 
 

      Enter PO number if 
    required in PO Number 
     field (Note: this will not 

      automatically appear on 
  the invoice). If the PO 

   needs to appear on the 
     invoice, this needs to be 
      entered as part of the 
      invoice description. 

 
 
 
 
 
 
 
 
 
 
 
 

      If you do not wish for 
      the invoice to be 
      printed 
      and posted out by the  
      Income Team, and you 
      require the invoice to 
     be emailed or printed 



 
 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

     yourself to send any 
     corresponding  
     documents the 
     following process must 
     followed. 
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If the invoice is to be  
printed and posted  
out by the Income  
Team, do not change 
The generate bill  
Option leave as Yes. 
Click Save 
 
 
 
 
 
 
 
 
 
 
 
Clicks on the Action  
button  
Edit Distributions  
 
If the warning box  
Appears click on Yes 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The system will 
generate a temporary 
Transaction number 
(this is not the invoice 
number) but can be 
used to search for any 
incomplete transactions 
and will appear on the 
dashboard. Ensure you 
have a made a note of the 
temporary transaction 
number. 



 
 

 

19 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If no memo line has been  
selected the field will be  
blank. 
Enter the Finance Budget  
Code in the Revenue box 
if known (format as follows 
eg: 6414.4141815.91801 
.0000.0000.01) or select  
the individual code 
combinations by clicking  

the blue ,and enter the  
Finance Budget Code  
as required. 
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Click on Save,  
Save and close.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To complete the  
transaction and  
generate the  
invoice. number,  
click the  
transaction  
number  
from the  
dashboard  
highlighted in  
blue which will  
open up the  
Invoice to 
check and  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 

 
 
 
 
 
 
       
 
 
 
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

complete. 
Ensure all details 
on the invoice are 
correct and once  
happy click on the  
complete and  
Create Another  
button(only if you 
have another invoice 
to create), select  
Complete and  
Review or  
if happy Complete. 
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This will generate 
 An invoice number.  
This is the number  
that will appear on  
the invoice. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The transaction will appear 
on the dashboard as an 
incomplete status – this 
will not have generated an 
invoice number at this 
stage. 
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Invoice Complete. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on Save 
Save and Close. 
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