
 
 
 

 

 

How to View Customer Account Details 

- Invoice and Payments 

 

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 
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Click Receivables and 

select Billing 
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Select the Task icon 
and from the drop-down 
menu, select Review 
Customer Account Details.  
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Enter Customer  
Name in Customer  
Name field or  
Customer  
Number in Account  
Number field then  
click on Search button. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

                     
                   If the customer  
                  name and number 
                  is not known 
                  change the search 
                 drop down to starts 
                 with or any other  
                 LOV.  
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The customer details 
will appear. Click on 
the Activities  
hyperlink in blue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on View 
Activities By, 
Select All. 
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Click on the Date  
drop down and select 
Before.  
Enter todays date  
and click on the arrow. 
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Close the screen 
by clicking on  
Done Button  
(top right of  
Screen). 

 
 
 

    



 
 

For more information on OneSource Visit the OneSource news page. 

To Access our FAQ’s. 

 

 

 

 

 

 

 

 

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

