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How to Raise an Accounts Receivable
Invoice

e Using a Memo line
e No Memo line

This Guide is for all system users who Raise Accounts
Receivable Invoices

Author Version Edit Date
Lindsey Loverock 1.0 06/03/2026
Lindsey Loverock 1.1 16/04/2026

Lindsey Loverock 1.2 24/07/2026




Step
Number
1

Step Description

Sign into OneSource.

, Walsall Council

Step Image
ORACLE Cloud | engien
Sign in
Username
Password

Forgot Password?

‘ # ] sign in with Walsall S5O ‘

Need help signing in?

> Cloud account details



Click Receivables and
select Billing

Select the Task E icon
and from the drop-down
menu, select Create
Transaction

< << <

Transactions
I « Create Transaction I

« MManage lransactions

Customers

En Customer Account Balances

+ Review Customer Account Details

E Accounting
« Review Journal Entries
\
IIII

One Source

Transaction Class
select Invoice (this
should automatically
default to this option)
DO NOT select Debit
Memo.




Business Unit will default to
the users specific Business
Unit (Walsall Council BU
or Walsall Council Social
Care).

T 5 D3 Environment, Last Cluvae on 16122025 rom Test

Walsall Council  One Source

 Walsall Council

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.



Walsall Councll

Transaction Source select
WMBC Manual (this is the
only option in the dropdown)

“This Dy Eavironment. Los Cloved oo 9412025 fom Tast

Croata B

General Infarmation

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.

Tax Determinants '
Une b * Deseriptan



Go to the Bill-to-Name Customer

field, click on the magnify * B0 Name Q
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

Bill-to Site A

Taxpayer dsntification

Account Description. e

FIVERIVERS CATERING 1000030018 FIVE RIVERS CATERING

Walsall Councll

Tax Rogistration
Numbsr

o cmn]

By clicking on the
Advanced button this will
widen the search criteria
for searching for a
customer.



If the customer has an
alternative address (check

 Walsall Council

Create Transaction: Invaice G

original invoice documents), s

click on drop down Bill-to-

Site and select.

Create Transaction: Invoice

General Information s,

11 WICARAGE PLACE

Lina informarion Tax Detorminants

uom “Uusnty " Unit Price. Amount Dewis o Clausification

Transaction Business Calegory  Hule Trpe Hevenu

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.



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.

= &4 Walsall Council  One Source
Create Transaction: Invoice &

General Infarmation | shou wors

Payment
........ q

Involee Lins

vewy X7 oemen

Attachments TEST ATTACHMENT docx == 3¢

Type File

Attached By Susan Charles

Attached Date 04/02/2026 415 PM

You can view the
attachment by clicking
on file.
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Walsall Councll

Complete Description by~ cese e imoce & I -
typing within the box only if = = . S— If a Purchase

a memo line has not been ) Order number is
selected.(include date of : e . . required to
service). S o - - appear on the
ALL TEXT SHOULD BE IN e . . invoice, enter the
CAPITAL LETTERS. e —— T — T PO Number as
These may need updating - part of the

if codes have beenend - o invoice

dated and combinations =~ - TN e o] o - = description.

no longer work. : -

View by clicking on Blue file

text, and you can also, see

when the file was added

and who by
Alternatively, selecta Memo™

Line which will auto i

populate the description, -

Tax Classification Financial .

Budget code. A date must
also be entered inthe
memo line description. = xS oo e

Tun Determinants F

fit Price Amount Dutails  Tus Clarsification Tosuction Businesy Category  Rude Troe Ruvon



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).

Create Transaction: Invoice &

General Information | sy,

Transaction Class [mscs v

alsall Councll

w2028

* Business Unit | Waiss Counci BU ) om0
* Transacton Source | WMBC_MANUAL - Salespersan ws
* Transaction Type | CATERING - Invoicing Rule Tax Py
* Transaction Nurmer Anachiets Freiont o
Document Numar wows B2 cromes o
Customer Payment
* Bisoname [FIVERVERSCATERNG O Shipat0 name * payment Terms WMEDIATE .
Bikio Sie |SSV-ABT - Jshinto Site . O Dsls Q8022026
Invoice Lines
view s 4 X Dstacn EOW Detawtt Sales Crages.
Uit eemaion | TaxD s
oran Tax Deteaminants
Line  tiem Doscrption - . -
Wermo Line uow Guantity Unit Price. Amount Detsils  Tax Classification Tramsaction Business Category  Rule Type Revenn
' BUFFET SERVED PACBUFFET | w . GO STANDARD | w -
2 3 . - - E
s 1 . - . -
Creale Transaction: Invoice @ [sare | Complteona Creats nctber ¥ Cancel
General Information | snow more
Trnsarnon Ciass mocs transacton Oate | Wi922925 carmoncy | G Bouna g
* Bsioss Unit [ Woleall Counct Accounting Uato 4922025 Transacton Total 000
* Transaction sourcs | MmBC_ARUAL Saisaparson e 0
* Transaction Type |CATERING B Invocing Ruls - om0
* Transaction Numosr Arachments ane -+ Freunt o0
Document Number Hows X charges om0
Payment
* Bl o Name [ FIVE RIVERS CATERMG aQ Ship.to Home a * Bayment Tems | MMEDIATE []
oo site [ssmee B Smoo st oue Date 04R2Z020
Invoice Lines
veww b XL Dewen EdiL Defautt Sales Credis
Lo Iomaton | Tax Detenams | Fevanua Schesuing
Line nformation Tax Determinants "
o * Dussription : : -
Merna Lins uom Quontity  UnitPrica Amount Fox Clasaification _ Transaction Dusiness Category  Rule Type Revenun
1] [ surrer szrven FacBUFFET | | 1 0 GO STANDARD | v =
3 . A [ a8 ExEueT
o8 0UT oF seoPE 6 ouT oF SEOPE
B (8 TEME HOSP CATERNG S8 TEMP HOSR CATERING
B 26w R0
-l s s —
s

GBP Pouna Stering




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 = =__{g,i_,,WalsallCr:nurn;ﬂ

Create Transaction: Invoice @

General Information | snow were

Invaice Lines

vews 4 X Detacn [Eeppe——

Line  hem * Deseription

Mamo Line

One Source

., Walsall Councll

Tax Determinants

Amaunt [Poails. fTax Classitication
swo | = Jeastanoarn [v

Transaction Business Category  Rule

Edit Transaction: Inveice 235007 &

General Information
s Unit Walsal Counci BU
MBC MANUA

Customer

ype | CATERING v
pber 235007

Documant Numbsr

Cliek et icon
statss
Incompiete

* Billto Namo | FIVE RIVERS CATERING

* Bill1o Site | SSNV-A91

Invoice Details

View v

Line informason | Tax Det

Line  Ttem

+ X Detach

tBminans | Revenue Scequing

* Description
Memo Line

BUFFET SERVED FAG BUFFET

Denails. Tax Classification

F

oll@

Payment

W |cesmnoaRD [w

Transaction Business Category  Intended Use

The finance budget
Code will need to
be populated but
this cannot be
completed until after
the next steps.



Walsall Counci

Select blue

Miscellaneous tab [ —

Edit Transaction: Invoice 235007

General Information | sno tess

Business Unit incil BU * Transaction Date | 04m22025 [ " Cumency | GBP Found Stering
Tiansaction Source WMBC_MANUAL itling Date
Biling Date Transaction Total 60000
™ Transaction Type | CATERING . * Accounting Date | 0422026 fo Lines -
Transaction Number 235007 2
saiesperson q Tox 10000
Cross Reference Invaicing Rule
Freight
ment Number Attachments Nove 4
Charges oo
staws -7 o Motes [
Cusiomer
Bill-to Ship-to Sold-to
* Wamo | FIVE RIVERS CATERING Y Q Name | FIVE RIVERS CATERING q

* Account Number | 1000030819 Q site

Paying Customer
Thirg-Party Tax Registration Numbes - Address
wame [FIve miv

. S CATERING Q
site
. - Account Number |"1000030819 Q

Adress Contact -
" site | 55

Contact -
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Walsall Councll

Context Value will
default to AR Manual

. * Currency | GBP Pound Steriing v

Invoice

(do not select any other Transaction Total 200 00
option)

Lines 200.00

Tax 0.00

Freight 0.00

Charges 0.00

* Context Value | AR Manual Invoice v

* Contact / Requestor Name |

* Telephone Number |

* Directorate | | v ‘

Exclude From Netting | |

Delivery Date for Tax Point Date | ddfmmiyyyy E"é |

Regional Information E|

Context Value | v|
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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

Edit Transaction: Inveice 235007 @

Generate Bill

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

Print Date

Special Instructions
Yes

Comments

Structured Payment Reference

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



Walsall Councll

yourself to send any
corresponding
documents the
following process must
followed.

Generate Bill

Print Date

Special Instructions

Comments

Structured Payment Reference
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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

Edit Transaction: Invoice 235007 @

General Information | snow Mo

Customer
Bilto Name | FIVE AIVE
Bilkto Site | SSNY:
Invoice Details
+ X Detach
u fion | Tax Determinant
Line  ltem * Description
Memo Line uoM
1 BUFFET SERVED FAC BUFFET

* Tran fe Transaction T 2,00
A ) a0
Q Ta 0
Freight
Hone arges 000
Notes B¢
Cunency [ GBP Pound ster
Payment
-0 Hom Payment Terms | IMMEDWTE
J— Duo Dot 0410272025
Line Information Tax Dotor
Quantity * Unit Price Amount Details Tax Classification Transaction Business Category  Intended Use Product Fiscal Classification
10 50 500.00 = GBSTANDARD | v Sales Transaction - v
Total 10 500.00

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.
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Walsall Councll

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 1@. ,and enter the

Finance Budget Code
as required.

Edit Distributions.
veww 51 [E) & vetacn

e L JCJC 1 I

) Allocation
Line DO pccount oL Accounting Distribution
Numbe C1258 L] Percentag Amount (GBP) mﬁ:ﬂ;‘;}: Commases

ww20s 1000000 0000 s0a.00
| R 0000 s00.00

[o0mm 0111100 ous7mo0mmooanor | & D220 1000000 10000 10000 ]

Distribution

4 |Hide Segments

Service Type | 6414 w | Libraries, Aris & Herifage

Walsall Arena And Arts
Cenire

Bar Commission Fees-
Oth Fees/Charges

Cost Centre | 4141815

Subjective | 81801

Additional Data | 0000

Spare 2 | 0000

Organisation | 01
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= _:Qgg:_WalsaIIC::wunol One Source

Click on Save,
Save and close.

Edit Transaction: Invoics 235007

General Information | snow Less

Business unit Viaisal Counct

Transaction Number 235007

Crass Reforance

Customer  Fayment  Miscaliansaus

* Legol Entity | Walsall Council |

Defautt Tax Exemption Handiing ~ Standard

CrossRatrnce \

To complete the e
transactlon and ), Walsall Council  One Source
generate the

Billing @ Al business nits. (=)

invoice. number, 4
click the 2
transaction O

number .
from the 0
dashboard
highlighted in
blue which will
open up the
Invoice to
check and

Adjustment Research

Import Exceptions

0

* Transaction Date | 041022028

Billing Date.

Invoicing Rule

Attachments Hone

Notes B

Sucansa eyt Roeraca |

Customar

FIVE RIVERS CATERING

@ Information

* Currency | Q0P Pound Steing

Transaction Total

PO Number
PO Revision

PO Date

Context Value

Entorad Amount Dato

600,00 GEF 14022026

Business Unit

Walsall Counce BU

L0 m




Walsall Councll

complete.

Ensure all details
on the invoice are
correct and once

happy clickonthe |75 .. ’
complete and - JOIC . —

Create Another e i, S i Ny el

button(only if you :

have another invoice
to create), select
Complete and
Review or

if happy Complete.

Ressat [t onmsoamzs o monsr |5 s e mm s

w2026 100.0000 500,00 500.00

o ooortos0 oo onoo cote 01| 2, ovznos 1000000 10000 10000

EQit Distributions.
vewy G " Datach

< I ] | [ I

Detail
Line

1
Account Accounting Distribution
Class,  Diswribution Dato Accounted Commants

Line.
Nombe Numbe, Porcontage Amount (GBF) 0 C0RE)

Receivasie_| 0001 011110000123 0000 0000 01| B, w20 1000000 50000 50000

}
N — T | oo e we e
ot T 00010111100 00378.0000.000001 | B, owmzozs 1000000 10000 10000
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This will generate
An invoice number.
This is the number
that will appear on
the invoice.

incil  One Source

Edit Transaction: Invoice 235007 @

General Information | snow ore
Business Unit

Transaction Source

" Transaction Type
Transaction Number

Document Number

Status

Cuslomer
* Bill-to Name
" Bl sie
Invoice Details
Invoice Lines  Sales Creats
Vieww o X Detach

Line Information  Tax Delerminants | Revents

Line  ltem

1 BUFFET

Walsall Council

Edit Transaction: Invoice 235007 (&

General INormation | sna wicre

ncomplete

One Source

Walsafl Counci BU
WMBC_MANUAL
CATERING -

235007

FIVE RIVERS CATERING

SSINV-AD1

" Description

Mema Line

SERVED

FAC BUFFET

e e o G
* Transaction Date | 04m2r2026 Y Transaction Total 60000
* Accounting Date | 040212028 [ Lines 500.00
Salesparson Q Tax
Atiachments None s Charges 000
Notes  [BF
* Currency | GBP Pound Stering
Payment
Q Ship-to Name Q * Payment Terms | IMMEDIATE v
A Ship-to Site - Oue Dato 04
Line Information Tax Detern’
uom “ Quantity * Unit Price Amount Details Tax Classification Transaction Business Category  Intended Use Product Fiscal Classification
v - 0 50 50000 = GB STANDARD | w Sales Transaction - - -
Total 10 500.00

Business Unit Waksal Coonch BU

Trnsaction Source YVVBC_MANUAL

* Transaction Type | CATERING v

Transaction Number 235007

Document Number

status
Incomplete

Customer

Invoice Detalls

Veww kK e Delach
Line inormaion Tax Datsemnants | Rsvenus Schdulng
Lne  hem * Dascription

[sorrer scmven

FACRUFFET | v

* Transacton Date | panznes

* Accounting Date | 00212028
sasasperson
Involeing Rule
Attochments. Hons 4+

Notes E?

™ Cursancy | 6B Pauna Steng

Ship 1o Nams
Ship.in Site
Lina Information
vom “Quantty " Unit Price Amaunt
- 0 0 st

Toral 10 500.00

M| The transaction will appear
on the dashboard as an
incomplete status — this
will not have generated an
- L invoice number at this
stage.

Transaction Total

) Lines so000

Payment

= paymont Terms | MMEDIATE -

DueDate 0422025

Tax Dotomn

Dotails  Tax Classification Transaction Business Category  Intendod Use Product Fiscal Classification

@ caswowan v | s
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Invoice Complete. [frmee momeep

eneral Information | snow more

Business Uit Visisal Counci BU Transaction Date 250326

Transaction Source WMBE_MANUAL Accounting Date 259326
Transacton Typs CATERING Salesperson

Transaction Number 631647 Invoicing Rule

ment Number 631647
Document Number 63164 Anachments Nove 4

suts Compists Notes: [
Cumency
Sustomer
Bato Nome ” FIVE RIVERS CATERING Ship-o Name
Bilio Site SSINV-AD Ship-in Sie
wolce Detalls
voice Lines.  Sales Credis
View w2 Detach
v informationTax Determnants Revenue Schedulng
Une  hem Deseription

1 BUFFET SERVED 04022026

OBP Pound Sisring

Click on Save
Save and Close. © Information x

Transaction 831647 has been saved.

o]

Walsall Councll

oo [ - |

Transaction Total
Lines,

Tax

Freight

Charges

Payment

* Paymont Terms

Due Date

Line

mation

Prepayment
UC Qu U Amor De  Invoice Line Prepayment e
Pri bor” Invoice Number

e
Lir

Fao 1.5 50 @

Toil0 5000
« —

IMMEDIATE

50926

50000

50000

0000

Sales Orde

Channel
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