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1. Open Genesis Menu. 

                                             

2. Type User code and Password. 

 

 
3. Open Debtors from the Main menu 

 
 

 
 

 
 
 

4. Click on Master Files 

 

 

 

 

 

 

 



5. Click on Debtors Master from the drop-down menu. 

 

 

6. When prompted to the following page double click on the Debtor you wish to view the 

report on. 

 

 

 

 

 

 

 

 

 

 



7. Once the debtor has opened go to the right-hand side and click on Utility Menu. 

 

 

8. Click on Transactions 

 



9. Under Transactions click on Transaction statements. 

 

 

 

 

 

 

 

 

 

 

 

 

 



10. Once opened you will see the below, under “From Period” and” To Period” select the 

duration you want to view the reports from. For this example, we will be using 202101 

and 202109. 

 

11. Once entered you will be able to seethe transactions of that specific Debtor in the 

Specified period. 

 

 



12. To view the specific transaction, you can hit enter or double click on the transaction to 

open it. Here you can see a breakdown on the transaction. 

 

 

 

13. Click Escape or the X to exit. 


