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This Guide is for all system users who Raise Accounts
Receivable Invoices
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Step Step Description Step Image
Number
1 Sign into OneSource
ORACLE Cloud | g~ |
Sign in
Password

Forgot Password?

‘ ) sign in with Walsall SSO ‘

Need help signing in?

> Cloud account details



Walsall Councll

Click Receivables and |-
select Billing . _ nera

e v

Help Desk v

< << <

. ]
Select the Task E icon
and from the drop-down Transactions
menu, select Manage = Create Transaction
Transaction « Manage Tramsactions
Customers
En

Customer Account Balances
+ Feview Customer Account Details

Izl Accounting

« FReview Journal Entries
\




6

Enter invoice number Bl A TR By clicking on

in the transaction Manage Transactons @ The Advanced
number field. You can s Search button
also search by . e e R this can
customer B 2 . B widen the search
name or any other B . ‘ criteria.

search field on the

screen. Click on
search button.

Source Clagg ctlen {;:,:“‘“" Complete Bill-to Customer Prtgred Jransaction  pusiness Unit  Original Transaction Number

Click on the Blue
invoice number :
to view the invoice Manage Transactions @

8, Walsall Council  One Source

details.

b Search

Adtions v View v [H F 15 Detach

Lr:nr}l:ae?tion .gr:;::aeﬂb" '(I':r;::action 1;25“&0" Complete Bill-to Customer gnmbgLendt '[I;r;:saction Business Unit  Original Transaction Number
p 281641 WMBC_MAMNUAL  Invoice CATERING Yes FIVE RIVERS CATERING 981.00 GBP 16/03/2026 Walsall Council .
The invoice details
will appear on e View image
.

screen. available

e Actions view
Distributions
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Review Transaction: Invoice 881641 @

General Information

Customer

Invoice Details

View w Detach

Close invoice screen

by clicking on
the cancel button
and click Yes.

Tax Detarminants:

Show Mora

Business Unit

Transaction Source

Walsal Council 8U

WMBC_MANUAL

Transaction Type  CATERING
Transaction Mumber 821641
Document Number 831641
Status  Complete
Bill-to Nama  FIVE RIVERS CATERING
Bilkto Site  SSINV-AT1
etuing
Line Information
Description
Memo Line uom Quanity
BUFFET SERVED FAC BUFFET 150
Toual 150

Ship-to Name

Ship-o Site

Unit Price

545

Transacton Date 16372028
Accounting Date 160372026
Salesparson
Invoicing Rule
Atta s None o
Nows B2
Currency

GBP Pound Steriing

Amount

BI7.50

BI7.50

Details

=]

Tax €

Payment

Transaction By

r

WMenage Adusiments

Duplicata

View Accounting

" Payment Terms | IMMEDIATE

Due Date 160372026

Intended Use

G STANDARD

Sales Transaction

981.00

81750

0.00

Tax Determ

Product Fiscal Classification

View Balance
details



A Warning x

‘Your changes arer™l saved. If you leave this page, then your changes wil be lost. Da you wan ta continue?
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For more information on OneSource Visit the OneSource news page.

To Access our FAQ's.


https://osp.walsall.gov.uk/Training-and-Support

