
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How To Guide | Quotations 



1. Open the Genesis Till 

  

 

 

2. Type in your User Code and Password 

 
 
 
 

 

 

 

 

 

 

3. Once the till is open, you will be prompted to the Sales menu below.  
Click on Order/Quotes /Dispatch and select the Quotations option on the 
Orders/Quotes/Dispatch side menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Once opened, all open Quotations will be displayed. Select New Quote option or press the [Ins] 
key on your keyboard to start a new quotation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. An Account would need to be allocated to the Quotation, for Cash quotations the normal “Cash 
Account” can be selected. For Debtor specific quotations, you can enter the Debtor account 
number or search for the account by clicking on the blue question mark to open the Debtors 
account browse. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. Once the Debtors Search has opened, all your debtors can be viewed. Select the relevant debtor 
and press Enter on your keyboard or click on the Select option. 

     
7. Once you have selected the account, ensure to enter through the details. You can add a relevant 

Reference to the quotation then press F10 to proceed into the quotation sales screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8. In the quotation’s sales screen, select the relevant items for the quotation. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 
9. Once all the relevant items are selected you can click on Complete Line then Complete Sale or 

press F10 on your keyboard. 

 

 

 

 

 

 

10. The Quotation will open in a Report View screen. You can now Print or save as PDF or WhatsApp/ 
Email the Quotation from within Genesis (Note: WhatsApp will only work if activated for your 
company) 
 
 
 
 
 
 
 

 

 

 



 

11. Within the quotations screen, you will be able to view all current quotations and Update, Delete, 
Reprint or Close quotations.  

  

 

 

 

 

 

 

 

 

 

 

 

 

This concludes the How to Guide for Quotations 
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