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1. Open Genesis Menu.

vepu s’
b

GEMESIS
MEMU
2. Type User code and Password.
GEMESIS Main Module
Select Company | BLUE BOTTLE LIQUOR SIMULATION [~

-:"‘:h\\‘ "l’ User Code |

&=
\u Password | &=
GENESIS om0

| GENESIS Main Module [ Version : 103351 |

3. Open Creditors from the Main menu.

"B GENESIS : Main Menu !

0+ % &2 8B = @ & i & 8 K B

Till Module Stock Control Creditors. Debtors Purchasing  Point of Sale Reports Cash Office General System Utilites Empties Setup
Ledger Return

2020/11/05 || 10:43:33 ||M| Version:9.32.31 || Period: 202011 ||Database : GENESIS-SIMULATION | —————

4. |n Creditors, Transactions select Invoices

E’H Genesis : Creditors Module
le Transaction s’ Master Files & Enquiies &  Utiities [  Bxit
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5. You will now be prompted to the below image where the manual invoice will be
captured.

a. Firstly, a Creditor will need to be selected. You can type in the Account number

if you know it, alternatively you can click on the (?) Question mark option which

will open all the Creditors. When a Creditor is selected press enter to select the

Creditor
c‘ff‘: Creditors : Manual Invoice Capture EIE
Account Mo. | | 1 |
Mair Account | | | |
Active Rebate | |
' Posting Details Invoice Notes
f Options %
Source Branch |BSCLB - CASH & CARRY SIMULATION | bostingDate (20220712 [ o
- (o} nv.
e soomntons (2275 @] || | (B o
Reference
| [————
Details | Creditors Invoice
| | Payment Due Date |2022,07/12 E — "
VATCode | 5 |STANDARD RATE | 15 v| ufctons =
Amount Ind. Rate 000 % vTindeator [ |
Discount (nc) GRvtumber 0]
VAT on Discount Rate 0.00 % GRV.Date |2022/07/12 &3
rattoaac [ @] | o
Terms | | Master Balance
[ Extended Terms ]
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mow Dec
Lo J[of[o][oJ[o][o][o][o][of[o][lo][eo]
mlﬁ'uitnrs : Manual Invoice Capture
T Select a Creditor — [m| *
Account No. Creditor Name Telephone Fax No. Contact Person - Hj
IGET001 (DO NOT USE) GLEN EDEN TRADING EE| options &
JAMOOL (DO NOT USE) JAMIROX JOHANNESBURG MARKET
LSADO1 (DO NOT USE) LEON SLOTOW ATTORNEY Select Creditor
MAHO02 (DO NOT USE) MAHUTSASETE TRADING AND PROJECTS 012 7715360 0867707212
TCGOO1 (DO NOT USE) MAIN STREET 1310 T/A TWINCARE 0117937111 0117997225 DEFAULT
MOBOO1 (DO NOT USE) MODEL BUTCHERY 011837 2433/9607 | 011 837 5715/1759 =
NOFD01 (DO NOT USE) NOORFED \ Search %
NRDOO1 (DO NOT USE) NORTHERN DIESEL 012-803-1224 086-111-4390 _
OFND02 (DO NOT USE) ORANGE FARM NEWS 011850 1160 086 263 9988 Account No.
PRE0OZ (DO NOT USE) PRETORIA COMMUNICATION Creditor Name
PUNDOL (DO NOT USE) PUNCH PRODUCTIONS Restore Grid
RENOO1 (DO NOT USE) RENT
THEO11 (DO NOT USE) THE ALTERNATIVE BEV.CORP
VALDD3 (DO NOT USE) VALUE MATERIALS 012657 0420 012657 0428 DEFAULT
WMCO01 (DO NOT USE) WATLOO MEAT & CHICKEN 012 803 7232 012 803 7232
1CC001 15T CHOICE CASH AND CARRY 0147364800 0147362080
3M5001 3MS.A 011 DEFAULT
IAHDO1 A THEALTHCARE
ASWOO01 ABS WHOLESALERS
AINOOL A.J.NORTH (PTY) LTD
AZZ001 A2Z TRUCKS (PTY) LTD
AAFOO1 AA FORKLIFT TRAINING CENTRE CC 082 0817 4189 KOKETSO
AADDDL AADIL PLASTICS 0126668909 0126667585
ABFO01 AR FRESH 0116136524 011613 6524
ABCOO01 ABC SWEETS WAREHOUSE DEFAULT
ABI001 AEI 0123778160 0123797155 DEFALLT |

| GEnoo1 |select a Creditor




6. Now that we have the Creditor, we can Enter in the Document number and Reference,
Once completed we will have to put in the Amount that needs to be allocated. For this
we will be allocating R1500. As soon as the total amount has been typed in press enter
which will then auto calculated the Excl or Incl amount depending on which you
entered in first. Now that we have the total, we can post, press F10 on your keyboard

or click on Post Inv.

7. Posting Date. If you want to pay on a future date, you can select the Posting date
calendar and select the desired future date. When a bulk payment batch is being done
then the invoice will be sent on that specific date.

CE_F;E Creditors : Manual Invoice Capture

(=& =]

Account No. [ABCO01

@ [ 4BC SWEETS WAREHOUSE

Main Account | | |

Active Rebate |

Posting Details Invoice Notes

A

Options

Source Branch | BSCLE - CASH & CARE

Document Mo.

Reference |TE5T DOC

Details |Credih3rs Invoice

VAT Code | 5 |STANDARD RATED. | 15 ~
Amount Exd, VAT
Amount Ind. ’ Rate
Discount (Ind)

VAT on Discount Rate

Posting Date

w207z a Post Inv.

Document Date

Extended Terms

Payment Due Date 18991230 iT L3, .
_. e,; Functions =

Allocations
split GL Posting

VAT Indicator |1 - Inclusive

GRV.Mumber

GRV.Date |2022/07/12 E:

Post to GL.Acc, | 6500

@)/ [cOs Combined

| Allocated

Terms |E|fr0m Invoice | Master Balance 0.00
[ Extended Terms ]

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mow Dec

Lo J[oJ[of[of[o]J[of[of[o]J[o][o][o][o]

&Eﬁmm:mﬂm&mm




Press Y or click on yes to finalize the posting.

C‘E_E;n Creditors : Manual Invoice Capture

EEE]

Account No. [ ABCO01

@] [ABC SWEETS WAREHOUSE

Main Account | | |

Active Rebate |

Posting Details \\ Invoice Notes

RED

Source Branch [ System Prompt

- ]

Dacument Mo. [

Manual Invoice Capture

Reference [
Detsils [{

VAT Code | |
Amount Exd. [
Amount Ind. [
Discount (Ind) [

VAT on Discount [

Post to GL.ACE. | o

Post Invoice?

Terms | 0 from Invoice

Jan Feb Mar Apr May

(o] ][v]

"[ Extended Terms ]

Jun Jul

(o J[oJfe][e][o]

Aug

Sep Oct Now Dec

[o][*]

| CRDO10 |[Creditors : Manual Invoice Capture




FUNCTIONS-ALLOCATIONS

1. Let’s say you would like to do an allocation to this manual invoice that is being
captured. On the right-hand side of the screen, you will see the functions tab where
you can press F5 on your keyboard or click on Allocations to open the allocations

section.

“ff;n Creditors : Manual Invoice Capture

[= ] & sl

Account No. [ABC001

@] |ABC SWEETS WAREHOUSE

Main Account | | |

Active Rebate |

Invoice Notes

| Posting Details

Source Branch | BSCLE - CASH & CARRY SIMULATION

Document No. |TESTO1

Reference |TE5T DOC

Details |Credimrs Invaice

| 15

VATCode | S |STANDARD RATE
Amount Exd.
Amount Ind.
Discount (Ind)

VAT on Discount

VAT 195.65

Rate
Rate

15.00 %

15.00 %

Posting Date
Document Date
Extended Terms

Payment Due Date

VAT Indicator
GRV.Mumber

GRV.Date

Post to GL.Acc. | 6500

@)/ [cos combined

| Allocated

022/07/12
022/07/12

1899/12/30

I - Indusive

2022/07/12

Terms |E|from Invoice | Master Balance 0.00
[ Extended Terms ]

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mow Dec

Lo ][o]lof[offof[of[of[fof[o][e][o][o]

Post Inv.

Exit

Allocations
split GL Posting

“}Cr_eﬁtnrs:ﬁalmdllwniu:(apture




2. Below is how the Creditor allocations screen looks and here we will be able to see if
there are any documents that need to be allocated to. For this example, there are
none but if there were you select the desired line then press F2 on your keyboard or
click on Allocate Line. This will Allocate to the line then you can save and exit.

P Creditor Allocations - O X
AccountNo. [ABCOD1 | [ABC SWEETS WAREHOUSE |  Transaction Date [2022/07/12 Settlement Discount | 0.00 %
Transaction Type [CRDINV | [cREDITORS INVOICE (TRADE-GRV) | Document No. i
Debit
Amount (Incl) VATA 195.65 ® oed
Credit
Discount s 0 Aot
H E“.
Options 2
Save & Exit
Abort

Allocate Line
Auto-Alloc
Clear Allocati...

Credit Allocation Credit Discount Nett Allocated 0.00
Debit Allocation Debit Discount Nett Discount 0.00
G) NO UnAllocated Transaction Exist for this account o




FUNCTIONS-SPLIT GL POSTING

1. Ifthereis a need for the Split GL Posting scenario, under the functions tab click on
split GL Posting or press F9 on your keyboard.

cﬁn Creditors : Manual Invoice Capture

(=8 )

Account No. [ABC001

@ [ ABC SWEETS WAREHOUSE

Main Account |

Active Rebate |

Posting Details

Invoice Motes

Source Branch | BSCLE - CASH & CARRY SIMULATION P

Document Mo, |TESTO1

Reference |TEST DOC

|
Details | Creditors Invoice |

VAT Code | S |STANDARD RATE
Amount Exd.
Amount Ind.
Discount (Ind)

VAT on Discount

Rate

Fosting Date  [2022/07/12

Document Date  [2022/07/12
Extended Terms

Payment Due Date  [1899/12/30

VAT Indicator |I - Inclusive
GRV.Mumber

GRV.Date (2022/07(12

Post to GL.Acc. |6500

|@J [cos Combined

| Allocated

Terms | 0 from Invoice

Master Balance

[ Extended Terms ]
Jan Feb Mar Apr May Jun Jul A Sep Oct Mow Dec
Lo J[of[oflo[o|[o][o|[of[of[o][o][o]

B
o=

Post Inv.

Exit

Allocations
split GL Posting
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2. The below page will open where the split posting can be added. To add a line press
INS on your keyboard or click on add line.

T General Ledger: Split Pasting - O >
Posting Amount | 1 500.00| Posting VAT Amount | 195.65]|
GL.Acc No Account Name VAT Amount Brar Hj
Options %
Accept
Exit

% Line Functio-
%
G Add Line ==

Update Line

<No data to display = [ Deleteli
elete Line

| ©LG900 |General Ledger : Split Account Posting




3.Here we can now select the GL Account that needs to be posted to with the correct amount.
Press enters to proceed then add the next line if necessary.

*5 General Ledger : Split Posting — O X
Posting Amount Posting VAT Amount 195.65

GL Acc No Account Name A Amount Brar
6150 | Advertising

E Line Functions %

B8 Add Line
Update Line
w Delete Line

65.22 500.00

Select Branch |BSCLE - CASH & CARRY SIMULM’IC}I L

G.L. Account Mo, |5150 @| Advey

Details |Creditors Inveoice

Amount Ind, 500.00 VATCode | S  |STANDARD RATE | 15 ]
Amount Exd, V.AT, Amount 65.22

| GLG900 |General Ledger : Split Account Posting

3. The second Posting can be added then once happy with the postings and it is the same
as the Posting amount you can now press F10 or click on Accept to proceed.

5 General Ledger: Split Posting - O X

Posting Amount Posting VAT Amount 195.65
GL.Acc No Account Name VAT Amount Brar] H:I
6150 |Advertising 55,22 500.00 Options S

7205 |Forklifts 130.43 1000.00 _
Accept

Exit

E Line Functions 2

I AddLine
Update Line
| Delete Line

195.65| 1500.00|

Select Branch | BSCLB - CASH & CARRY SIMULATION W5

G.L. Account Mo, (6150 l,@J |Adverﬁsing
Detailz |Creditors Invoice

amount Ind. 500,00 VAT Code | S |STAMDARD RATE | 15
Amount Exd. V.A.T. Amount 65.22




4. You can then Post the Invoice and select Yes

“hER

i Creditors: Manual Invoice Capture

Account Mo, [ABCO01

{@)] |ABC SWEETS WAREHOUSE |

Main Account |

Active Rebate |

Posting Details |  Invoice Notes

Document Mo, E
Reference E
Details [

VAT Code |:
Amount Exd. |:
Amount Ind. |:
Discount {Incl) |:
VAT on Discount |:

Source Branch IE cff‘: System Prompt

- O

Post Inv.

Manual Invoice Capture

Exit

Post to GL.Acc. |8

Post Invoice?

Terms | 0 from Invaice

[ Extended Terms ]
Jan Feb Mar Apr May Jun Jul Aug Sep Oct Mov Dec
[ [o J[of[oJ[o]J[o][o][e][of[lo][o][o][o]

#, Functions =

Allocations
%] Split GL Posting

—krﬂitnrs : Manual Invoice Capture




