
 

 

  

General Billing 
Monroe County, WI 
 
The Invoice Entry/Proof program allows you to enter General Billing invoices in a 
batch mode and subsequently proof and post the invoices to bill customers for 
general revenue receivables. 
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Procedure 
Use the following steps to enter a Receipt into Munis   

Open Invoice Entry/Proof 
General Revenues> General Billing > Invoice Processing > Invoice Entry/Proof 

 

 

The Invoice Batch Header screen will open. Click                    
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The Batch Header information including the Clerk, Batch Number, Default Invoice Date, GL 
Effective Date, and Year/Period will all default. Choose   

 

The Invoice Header screen will open 
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Choose a customer from the       field help. The Customer Search screen will open. To search 
on all customers, enter in an asterisk into the Primary name search area, or search by the 
customer’s name and click 
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A list of customers will open. Highlight the correct customer and choose  

 

 

 

Choose Accept to select the customer 
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The Invoice Header screen will reopen. Enter the rest of the Invoice Header information by 
using the tab key to move through the fields. 

 

Enter in the following required information: 

 AR Code – Choose the appropriate department 
 Invoice – Choose the       to select the next invoice number 
 Department – Choose your department 
 For/Location – Enter in a description for the invoice 

Choose         once all information is entered to move on to the Invoice Detail screen. 

The Invoice Detail screen will open. Enter in the charge detail 
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Enter the following: 

 Charge Code – This list is based off of the AR Code (or, department) chosen on the 
Invoice Header screen 

 Charge Code Description Box – Will default from the Charge Code and can be 
updated with more information 

 Quantity/Price – Will either default from the Charge Code, or should be entered 
 Accounts – Will default based on the charge code. If you have permissions, you may 

change the revenue account to be used for this bill if necessary. 
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Once the Invoice Detail line is entered, choose         or tab through the account line to save in 
the information. 

Choose        to enter another Invoice Detail line. If finished, choose  

 

On the Invoice Header screen, the total should now show the total amount entered on the detail 
lines. 

 

Choose        to add another Invoice to a different customer, and repeat the entry steps 
described above. If finished entering, choose          to return back to the Batch Header screen. 
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The batch header will display the total invoices and total amount of the entire batch. Choose 
               to post the batch. 
 

 

The output screen will open. Choose Save and OK. 
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The following message will appear. Choose “Yes” to continue posting. 

 

If you would like to change the message that prints on the batch, choose Yes. Otherwise, 
choose NO. 

 

The batch will be posted when the screen clears. 
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Results 
 
Status Change 
There is no status change with this process. 

GL Impact 
Once you post the invoice batch, the program makes journal entries, posts them to the general 
ledger, and commits amounts to the accounts receivable and general billing revenue accounts. 

Other Modules Impact 
No other modules are affected by this process. 

What’s Next? 
Print invoices. 
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