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1. Open the Genesis Till

1

IE!;EEE L0
2. Typein your User Code and Password
P Genesis Sales : Log-In X
.__Qg\\rkf UNICO E|
User Code | <

GENESIS |  resmon| P

Retail Software

Version : 14.36.41 @ Cancel ‘ [ Proceed

VIILL90D | GENESIS - TILL Module I

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

MAIN MENU

SALES
[ﬁ CASH SALES l
[: Debtors Cash Sales l Orders/Quotes
[ﬁ Account Sales l Pl
lm Sales Orders l i
RETURNS

Cash Returns l la Quotations l
@ Account Returns l l Inter-Comp.Returns l

Payments & Cashup
@ Payments & Refunds ..GE la Dispatching l
Cashup & Reports l [ﬁ
| Delivery Orders ]
Orders/Quotes/Laybyes

[ﬁ Vouchers |
(B toyoyes }

l Invoice Trip Sheets l

@ Orders/Quotes/Dispatch @ Process Online Orders ]
[m Lock / Unlock TILL ] r Online Customers l

[m Document Reprints l

[H_@ Price Check l l @ Exit Orders Menu l

System Administration

[B_Tﬂ TILL Administration

l@ EXIT from TILL l




4. Once opened, all open Sale Orders will be Displayed. Select New Order or or press the [Ins] key
on your keyboard to start a new sales order.

I o ES ORDERS
45 SALES ORDERS = [m] X

Document No. Deblols Name Total Inclusive m Last Updated E
4k Options %

m Mew Order
Update Order
Delete Order

Bl Close Order

Exit

Daocument No.
Account No.
Reference
Debtor Name

<No data to display >

B4 Print Document

Document Reports

Picking Slips

Wl Account View
Auto-Refresh

. , || [0 -Cen &Partial ~

VTILLOS1 SALES ORDERS | |=| Displayed:0Rows MaxDisplay: 2000 Rows &l Right-Click on Grid for Pop-Up Menu

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

Contact Person ‘ Cust.Order.No. | |

EMail Address ‘
Customer VAT No. |

3 Capture Account Details x
Customer Account | @ |é——- |
Delivery Address ‘ - | Sales Order No. | NEW ORDER |
Deivery Address | | Document Date €3]
‘ | Reference No. | |
\ | Warehouse [01 - STOCK ROOM -]
‘ | Salesrep | - |
Cellphone No. ‘ | Ordered By | |
|
|
|

VAT Indicator ‘E - Exclusive hd

Notes [Max 250 Characters]

Delivery Method ‘ - |

Delivery Date  [2025/08/06 i3]

Account Balances Function Keys

Current
30 Days

60 Days [@ Create Debtor \ [@ ABORT \
Balance OVERDUE
90+ Days

Total Owing

VTILLOO1 Document Header Details |




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

¥ Browse & Select a Debtor = O X
Account No.  |Debtors Name Cell Phone Telephone #1  |Telephone#2 |Contact Person —=
b usasae or23456758 soth Cie
fcAsH CASH SALE 0123456789 Cash Szle
BAR BAR SALES X 0123456789 Both Cis Select
10 GOODTIMES FRUIT & VEG P A— 0123456789 Accour( ! Exit
11 ORANGES SUPERMARKET b 0123456789 Accouril !
12 DOG TREATS 0123456789 Accourit!
14 VIRAP & BAG 0123456789 Accouri} ! m
12 ALPACA RANCH 0123456789 Accourit!
26 SLOW GO MARKET 0123456789 Accourit! Account
127 INTERNAL 0123456789 Accouri}! Name
a1 NELLIES MARKET 0123456789 Accourit! CelyTel
54 BOBA MARKET 0123456789 Accouri}! 0 Number
3 SOUTH HILLS SAVER 0123456789 Accourit!
7 BREDELL CASH & CARRY 0123456789 Accouri} ! Restore Grid
LAYD0L LAYBYES ACCOUNT 0123456789 Both Cas Customise Grid
101 DUMMY 0123456789 Both Cas

7. Once you have selected the account, ensure to enter through the details. You can add a relevant
Reference to the Sales Order. You also have an Import Documents function [F2], this can be
used to import Quotations, Picking Slips, Previous Sales Orders, etc. (If you are not importing
documents into the Sales Order, Step 8 can be skipped)

Contact Person | Cust.Order.No. | |

EMail Address | test@test.co.za

'ﬁ Capture Account Details X
Customer Account | 10 @] [ 60oDTIMES FRUTT & VEG |
Delivery Address | IZH Sales Order No. | MEW ORDER |
Delivery Address | TEST | Document Date )
| TEST | Reference No. | é‘—|— s
| PRETORIA | Warehouse |01 - SHOP IZH
[TEST ' | Salesrep |GEN - GENERAL SALES -]
Cellphone No. [ 1123456789 | Ordered By | |
|
|
|

Customer VAT MNo. |

VAT Indicator 1 - Inclusive -]

Delivery Method |01 - COLLECTION -]

DeliveryDate  [2025/03/30 3]

Account Balances Function Keys
Credit Limit =
Current F2 |l @ PROCEED
30 Days 'll Documents |
60 Days [ create etor ] ABORT ]
Bal OVERDUE
90+ Days -95.89 0.00
Total Oving S
VTILLOO1 | D t I K|




8. Inthe Import Document Functions screen, you will have a variety of import options to choose
from (Note: If you do not have access to a certain import function on this screen it will be greyed out).

Select the document type you would like to import and select the document from the list
*

T - .
3 Import Document Selection

|

Document Import Facility |

This utility allows you to Import the following
document types into your current document.

Debtor Account [ 10 | [ 600DTIMES FRUIT & VEG |

la Sales Order E ﬁ Quotation H CSV File l la Recure Invoice l

[mJob Card l \ Park Sale l Iﬂ Invoice l Iﬂ Credit Note l

lm GRV l l@ Purchase Order l Iﬁ":ﬂ Delivery Order l l@ Picking Slip l

I @ Exit from Document Import Facility I

VTILLO13 Import Selection
¥ Import QUOTATION into Sale - O b'e
[ Import Document into Account ]
’7 Account [ 10 | [ GooDTIMES FRUIT & VEG
0 ame Do 0 Date Do ota eference D q o
10 GOODTIMES FRUIT &VEG v 101161000006 | 2025/09/30 143.97 PRICING EST. DEBQOT “E5 Options %
Select {
Exit

Document No.

Account Name
Telephone Mo,

Document Date
Reference No.

B4 Restore Grid

9. Once you have selected a document to import or are ready to start with the sales order

capturing, press Proceed [F10]

e
[GEN] GENERAL SALES

PACK SIZE

Sales Order

(10) GOODTIMES FRUIT & VEG

DESCRIPTION

QUANTITY

I S 7

43.99 43.99

Ttem Description

Link Code

0RD2L
161810004
30988

# OROS MANGO SQUASH 2 LT
#HELLO HOT TOMATO PUFFS 2KG
AMAIOYA BUTTER MINT 505

unkcode | ]

l
1

79.99
19.99

79.99
19.99

D
0|

@ Hep kays Sub-Total
125.19

StockCode | |

Imported [1] | 101161000006 - DEF
Line Discount "0

Total Weight LT
VAT nscstor [ INGLUSVE

Complste
LINE nunuhm # | ﬁvmcn«u
@ Abort | ]
mm\ VAT Amount
_/ ‘ S— 18.78
0.00] [
[ e Hotes TOTAL
143.97
(i3
VEILLO0Z | 2025/09/30 || 15:47:04 |User:TILL1OL || THNo.:101 | version: 143642 | Session ID:428326413175161300029 | Salesrep: GENERAL SALES ! GENESIS Software




10. Select the desired items for the Sales Order by entering the items’ Stock Code

STOCK ITEM SELECTION Sub-Total
swckcode | & Link Code | |
Description #1 | | [ Price Check ]
Description #2 |
Quantity VAT Amount
Price {8 Add Delivery Charge
s [ 50] 5 ToraL
Warehouse [0 5T00KR00 E] e

1. Once all the items are selected, click on Complete Line, then Complete Sale, or press F10 on your
Keyboard

8 sdditional Dese

rli‘-_ﬁ]mp [@ Insert Line l Import Decument l @Park the Sale ] | F5
= Aba Update Line l [ﬁ Import Shopper Crder l m Import ParkSale E Export Document
@Tmnsaction r Delete Line l Show Last Price l Import Picking Slip l @ - ﬁ
[ﬁ Show Account Form l r Documnent Discount l @ . ~:i Debtors Deals l
[ﬁ Show Selling Prices l [ﬁ Supervisor Override l g ': Serial Numbers

106151 000004

12. The Sales Order will open in a Report View screen. You can now Print or save as PDF or

WhatsApp/ Email the Sales Order from within Genesis (Note: WhatsApp will only work if
activated for your company)

™ Report Viewer

jiﬁ (Dilse Qutlook to Mait

=250

S| [100% || il &4 [t 19 B

UNICO
TEST
TEST
TEST
Telephone : Fax No.:
Reg.No: VAT No.: 4100251041
E-Mail :
10 - GOODTIMES FRUIT & VEG Sales Order
Document No.| 101162000014
Document Date| 2025/09/30
Customer Reference| PRICING EST.
Telephone (123456789 Customer Acc.No: 10 Sales Rep| GEN
VAT No. Delivery Date| 2025/09/30
VAT Ind. INCLUSIVE Page Number| 1

THIS QUOTATION 1S ONLY VALID IF IT IS SIGNED BY AN AUTHORISED MANAGER AND / OR 1S ACCOMPANIED BY A COMPANY
STAMP. THIS QUOATION IS VALID FOR 7 DAYS ONLY.

| Stock Code Description Quantity Weight Price Excl  Price Incl Discount % VAT TOTAL ‘
0ROZ2L #0ROS MANGO SQUASH 2 LT 1.00 o 3825 4389 o 574 4389
161810004 #HELLO HOT TOMATO PUFFS 2KG 1.00 0 69.56 7999 o 1043 79.99

30888 ANMAJOYA BUTTER MINT 505 1.00 o 17.38 19.89 o 281 19.89




13. Within the Sales Order screen, you will be able to view all current Sales Orders and Update,
Delete, Reprint or Close sales orders.

2 SALES ORDERS - O X

Document No. |Account Debtors Name Doc.Date Total Inclusive
Open 101162000014 |10 OODTIMES FRUIT & VEG 2025/09/30 143.97 2025/09/30 (PRI

Update Order

Delete Order

'::["' Close Order

3 Search P

Document No.
Account No.
Reference
Debtor Name

»

=1 Print
'::f:-"' Print Document
Document Reports
b4 Views P

Picking Slips
Account View
Y Auto-Refresh

g | > |‘ |O-O|Jen & Partial w
VTILLOS1 SALFS ORDERS | |=| Displayed: 1 Rows Max.Display: 2000 Rows |5 Right-Click on Grid for Pop-Up Menu
This concludes the How to Guide for Sales Orders
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