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1. Open the Genesis Till
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2. Typein your User Code and Password
P Genesis Sales : Log-In x
@“&f UNICO [~]
User Code | | &

GENESIS |  resmon| P

Retail Software

Version : 14.36.41 @ Cancel ‘ l Proceed

VIILL90D | GENESIS - TILL Module I

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.

MAIN MENU
SALES

[ﬁ CASH SALES ]
@ Debtors Cash Sales l

L Cash Returns l E Account Payments é

r Account Returns l

m Payment Reversals
Payments & Cashup

[ﬁ Payments & Refunds Cash Refunds
[ Cashup & Reports l

Orders/Quotes/Laybyes E LOYALTY Members
[@ Vouchers

l
() Laybyes |
[mordersfﬂmtesfﬂispatch ]

[ WALLETS Deposit/Withdraw
| utilities | m
r Lock / Unlock TILL ]

@ Document Reprints l | @ Exit Pa}'merrls Menu
@ Price Check ]

System Administration

@ TILL Administration ]

BT ExiT from TiLL |




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.
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:E,‘L Debtor Account Pay

\ (5]
7Accc|unt Debtors Name | | n TS %
Payment Date |2025/00/30 [ Reference | | Allocated 7
Post Payment
orect Tanster O i Aocted
Discount Alowed Balance to Alloc.

B8 Customers Details | Balance Allocations

Document Allocations (Open ltem)

Alloc.Line
[ Address ] r[Balances ] [ Payment Remarks ] _
Current 0.00 ) Un-Allocated
30 Days 0.00 Clear Allocations
60 Days 0.00
90 Days 0.00
Post Code l:l v
120 Days 0.00
[ Contact Details ] 150 Days 0.00 4 Search on Grid
130 D 0.00
Telephone | | s
Over 180 Days 0.00 [ Banking Details ]
Fax | |

— | ToraLowne

[ Account Details ] PD.Cs Branch Code l:l
Account Type | | [ Limits ] Account Mo, l:l
Account Status | | || creditvimit 0.00 MName on Acc. I:l
Comment | | Limit Action Cheque Limit I:l

VTILL09O | Debtor Account Payments Il

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

5 Debtor Acc — m} X

]

— ] x
Cell Phone |Telephone #1|Telephone #i|Contact Person o
ANDOO1L ‘Andries Magapa 0750859145 AMDRIES Acct
IMADD 1 Imagine That Design & Print Bibi Ayesha Laher Acce
(AGO01 Magdel Jacobs 0843331100 Magdel Jacobs Acce Select e-——-
Exit

(= 2

[ Account

Narne
Cell/Tel,

1D Number
H Restore Grid
W Customise Grid

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

!E,‘L Debtor Account Payments — a >
5]
Account | MAGOOL @) Debtors Name |MagdeIJacob5 |
0 Reference | Alocated

Post Payment

Payment Date |20 £
} ¥ A t Direct Transfer [] Un-Allocated
Discount Allowed Balance to Alloc.
Total Payment
l # m

Customers Details | gl Balance All
[ Address ] [ Balances ] [Banking Detalls | ——————————
30 Days 13209 ] (| g ] Clear Allocations
60 Days 195.00

v Branch Code
90 Days 0.00
[rocase [ ] P —
120 Days 0.00
150 Days 0.00
Cheque Limit | 0
0.00
0.00

All

(Open ltem)

Alloc.Line
Un-Allocated

| Search on Grid

[ Contact Details ]

130 Days
Telephone | 0849991100
Over 180 Days
Contact Person | Magdel Jacobs TOTAL OWING 57.91
T — Po.cs
Account Type | OI - OPEN TTEM [ Limits ]

comment [ ]| itacton [5 500

VTILLOSD | Debtor Account Payments I




7.

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

2 Debtor Account Payments - ]
Account | MAGODL @| Debtors Name [ Magdel Jacobs |
G e[ ] weaw :
Post Payment
Payment Amount 57.91| piect Transfer (] Un-Allocated
B Exit
Discount Allowed Balance to Alloc. 57.91
Total Payment 57.91 /

Customers Details

Current Balances

Balance i ﬁ

Allocation Balances |

Current
30 Days -137.09
60 Days 195.00

20 Days
120 Days
150 Days
180 Days

Over 180 Days

Current

30 Days

60 Days

90 Days

120 Days

150 Days

180 Days
Over 180 Days

ALLOCATED

(Open Item)

Alloc Line
Un-Allocated
Fil

Clear Allocations

l=d 6rid search =
@ search on Grid
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Debtor Account Payments

8. Click on the Document Allocations tab to allocate the Payment to a specific Invoice or you can

9.

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.

<

L Debtor Account Payments - O
Account m Debtors Name ‘ Magdel Jacobs ‘
Payment Date £3] Reference | Allocated | D.DD‘ Poct Pavement
Payment Amount Direct Transfer [J Un-Allocated Bt v
Discount Allowed Balance to Alloc. F?.S‘l
Total Payment /
Functions  #
Customers Details Balance All | D A {Open ltem) Aloc
ion Type |pocto. \DocDate | Amount Balance|._ Allocate At Discount, Dr/cr TxTo U:;H::ted e
DEBTORS JOURNAL DEBITS 3503243 2025/06/13 735.00 195.00 0.00 0.00 D |DEBIQ -

Clear Allocations

5 Search on Grid

VTILLOSO |

Debtor Account Payments

I |

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.

W T

& Payment Tender

Cash
Credit Cards

Vouchers

Transfers

Cheques

57.91

l PROCEED P-

= (]
DEBTORS PAYMENTS

Total Due 57.91

Tendered 57.91
Balance

[ Cents ding ]

Round Down

@AFORT

VTILLOO3

Payment Tender Form




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

PRINT REQUEST

PAYMENT PROCESSED
Receipt No.: 40500045

Print Receipt?

‘ uNo H n‘r'es |

System Print Request

This concludes the How to Guide for processing an Account Payment

| DATE: 2025/10/24 |
VERSIONE: 1.6-2 UPDATEDS COMMIENTSS

I | | BY:  Colleen | |




