N2

GENESIS

How to Guide
Debtors Payment in the Back Office

MR] Consultants
37 Weavind Ave, Eldoraigne, Centurion, 0157
Tel: (012) 654 0300

Mail: helpdesk@mrj.co.za CONSULTANTS

l1|Page



How to Process Debtor Payments in the Back Office

1. Loginto Genesis Menu
2. Open Debtors from the main menu

" GENESIS : Main Menu
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Select Payments from the drop-down menu.
Select Payments again from the side menu.

"% GENESIS : Debtors Module ‘
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6. Capture Debtor Account number or select? to open a list of all debtors from where you may select the
debtor
7. Press Enter on your keyboard

5 Debtrs: ayments =
Payment Dat@020/10/23 (€3]  Transfer to Bank | ABSA - ABSA E| Allocated 0.00
Payment Amount m Reference F»alance to Alloc. 0.00
Posting Date |2020/10/23 CRM Acc.No

Account

@] Post Payment

Exit

Functions

Customers Details | Balance aAllocations Document Allocations (Open Item)

; s Alloc.Line
[ Address ] [ Balances ] r[Banking Details | ————— B nuto-al
Current 0.00
Bank Name Un-Allocated
30 Days 0.00 rosaiies
SSRGS, [ffl Post.Dated Cheg.
80 Days 0.00 =
Branch Code
90 Days 0.00
| Post Code Account Mo,
120 Days 0.00
MName on Acc,
[ Contact Details ] L Doy 3
Cheque Limit 0.00
Telephone 180 Days 0.00
QOver 180 Days 0,00
Fax
Contact Person | | QUITAE LY VAT Number l:l

[ Account Details ] P.D.Cs

Account Type [ Limits ]
Account Status Credit Limit 0.00
Comment Exceed Limit Action

DEB030  |Debtors : Account Payments

8. Capture the payment details and ensure that you press Enter on your keyboard after each field have
been completed

s e ERERS
Account Debtors Name |SALIEM TEST ACCOUNT N\
Payment DatalAUBPE, (31| Transfer toBank  ABSA - ABSA =] Alocated 0.00 -
%] post Payment
Payment Amount Reference nce to Alloc. 0.00
Posting Date |2020/10/23 CRM Acc.No

Customers Details ce Allocations Docu 1ons (Open Tten)

Exit

" Functions

§ Aloc.Line
[ Address] [ Balances ]| ——————— [ Barking Details | ——————————————— Bl auto-alocsts
Current -300.00
Bank Name ) un-fllocated
30 Days 0.00 Famainn
ranch Name P o
60 Days 0.00 Post.Dafed Chea.
Branch Code
90 Days 0.00
| Post Code Account No.
120 Days 0.00
Name on Acc.
r[ Contact Details ] iR 0200 .
Cheque Limit 0.00
Telephon 180 Days 0.00
Ower 180 Days 0.00
Fax
TOTAL OWING -300.00
Contact Person (gwegwegqwe VAT Number

[ Account Details | P.D.Cs

Account Type (OI - OPEN ITEM [ Limits ]
Account Status |0 - OPEN Credit Limit 0.00
Comment Exceed Limit Action |STOP SALE

DEB030  [Debtors : Account Payments
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1. You can allocate the payment to a specific invoice for the debtor by selecting the line on the grid. Press
F2 on your keyboard or select Allocate Line from the right-hand side Function menu or select any other
option available.

2. Once completed, press F10 on your keyboard or click on Post Payment under the Options menu.

" Debtors : Payments o] -5 ]
Account Debtors Name |SALIEM TEST ACCOUNT
Payment Dat2020/10/23 | Transfer to Bank |FNB - RMB 2771 PREV WALTLOO 4|Z|| Allocated 0.00 _
4 Post Payment
Payment Amount Reference F»alance to Alloc. 150.00 R o
Posting Date |2020/10/23 CRM Acc.No
Customers Details B Balance Allocations Document Allocations (Open Ttem) _
Transaction Type Doco. DocDate | A ! lance| _Allocate Amt]| Discount|Dr/cr [ TxTp - Alloc.Line
L 0.00 0.00 0.00 il hutoAlocae
Un-Allocated
Post.Dated Cheg.
< >

DEBO30 Debtors : Account Payments

3. Press Enter on your keyboard or select Close on the System Message box.

¥ ystem Message — O x

Payment Processed

Receipt No.: 40500008

GL Trace No.: 90000164

And that concludes the User Guide J .
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