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1.START SETTINGS 
1. Please log into genesis menu 

 

 
 

2. Then navigate to Purchasing and Open 

 

 

 

3. Once opened navigate to Purchas Orders 

 

 

  



4.  Once opened you will be able to see all Current purchase orders and amendend to 

your liking. To add a new Purchase Order press Ins on the keyboard or select Add. 

 

5. Select the Creditor you would like to do the Purchase Order on. 

 

  



6. Now that we have the PO, make sure all the relevant information is inputted correctly 

and press enter to navigate through the steps. 

 

7. To add a line into the PO select the Detail lines tab and press Ins on your keyboard or 

press Add Line. 

 

  



8. You can manually type in the stock code if you know it, or you can press on the (?) 

(Question Mark) to open the stock where you can manually search and select the item. 

 

9. Select the desired Item and press enter to proceed  

 

  



10. Proceed to fill in all the relevant information and make sure you press enter after filling 

in each block. Once completed press F10 on your keyboard or click on save. 

 

11. To check the stats on the item on the right-hand side you will see a Item stats block, 

click on that or press F2 on the keyboard. This will open the below box where it will 

give you all the information on that item. 

 

 

  



12. Next to the Sales stats you can then select the next tab which shows GRV History, IBT 

History, Purchase Order history, Promotions and Daily stats. Below are examples of 

how each TAB looks. 

 GRV History 

 

 IBT History 

 

  



 Purchase Order history 

 

 Promotions 

 

  



 Daily Stats 

 

13. Under the functions tab when you select F4 or press on hand at all stores. The below 

image will appear. 

   
 If there are multiple branches you will be able to see all the item balances in 

this one page. 

 

  



14.  

 

 

 

 



 

 

 

 



 

 

 

 



 

 

 

 



 

 

 


