
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How To Guide | Account Payments from Till 

t Here 



1. Open the Genesis Till 

  

 

 

2. Type in your User Code and Password 

 
 
 
 
 
 
 
 
 
 
 
 

 

3. Once opened, you will be prompted to the below Sales menu.  
Click on Payments & Refunds and then select the Account Payments option on the side menu. 

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 



4. In Account Payments you need to allocate the Debtors account number to the payment. 
If you do not have the Account number on hand, you can click on the blue question mark to 
search all Debtors account. 

 

 
 
 
 
 
 
 
 
 
 
 
 

 

5. Select the relevant debtor an press Enter on your keyboard or click on Select 
 
 
 
 
 
 
 
 
 
 

 

6. Type in the correct Payment Amount and press Enter on your keyboard 
 

 

 

 

 

 

 

 

 

 



7. Click on the Balance Allocation tab to show all the balances currently on the account. 
 

 

 

 

 

 

 

 

8. Click on the Document Allocations tab to allocate the Payment to a specific Invoice or you can 
process the Payment as an Un-Allocated Payment (Allocations are only for Open Item accounts). 
Once you are satisfied, press F10 on your keyboard or click on Save Payment to proceed. 

 

 

 

 

 

 

 

9. Once you have Posted the payment, the Payment Tender screen will open. Select the payment 
option and click on Proceed or press F10 on your keyboard to finalise the Account Payment.  

 

 

 

 

 

 

 

 

 

 

 



10. You will be given the option to request a printout. Click on Yes or (Y) on your keyboard  to print a 
payment receipt.   

 

 

 

   This concludes the How to Guide for processing an Account Payment 
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