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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 *
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User Code | | &

GENESIS |  rosomon| <

Retail Software

Version : 14.36.41 @ Cancel ‘ ‘ Proceed

VIILLO0D | GENESIS - TILL Module I

3. Once thetill is open, you will be prompted to the Sales menu below.
Click on Payments & Refund under the Payments & Cashup Menu, then select Payment
Reversals.
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B Account sates ]
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@ Lock / Unlock TILL ]
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I3 Price Check |

System Administration
B3 111 Administration |

[@ EXIT from TILL ]




4. In Payment Reversals screen you can select the payment you would like to reverse.
Click on Select Payment or press Enter on your keyboard.

'f,‘L Payment Reversals

Cashier | TEST CASHIER | Payment Date | 2025/05/30 ‘

‘ Till Number ‘1.01

eipt No ACCO B 2N T DISCO 0

= - [
%{PEN 2025/09/30 | 158000025 0100 KGABS LIQUOR 57.91 0.00) 101 “EE] options &
open 2025/08/18 | 168000019 0100 KGABS LIQUOR 500.00 0.00] 108 f—\
Reversed 2025/06/09 | 158000013 0100 KGABS LIQUOR 150.00 0.00) 108 (Al Select @
opEN 2025/06/04 | 158000010 12 DOG BOX 15000.00 0.00) 108 Exit
open 2025/06/04 | 168000011 0100 KGABS LIQUOR 15000.00 000 106
opeN 2025/05/12 90127300001 |12 DOG BOX 500.00 .00/ 901
Reversed 2024/11/13 | 168000001 coLont COLLEEN'S TRADING 500.00 0.00) 106 :.9 % Search %
Reversed 2024/11/13 | 168000003 casH CASH ACCOUNT 1522255 000 106 §
Pay Date
Account
Debtor Mame
Till Ne.

VTILLO91 Debtors Payment Reversal

5. You can now view the allocations of the payment to confirm that everything is correct, if the
account is B/F - Balance brought forward, there will be no allocations. Then, press F10 on your
keyboard or click on Reverse Payment

T - ;
a Payment Reversals - View Allocations

Account No. [ 0100 | [ kGBS LIQUOR |
Payment Date Document No. [ 168000025 |
Amount Paid Reference No. | |

Discaunt Details | ACCOUNT PAYMENT |

Nett. Amaunt 57.91 Till No.

|* A t Type : Bal b/f - No D t Allocations Found * |

| Document Allocations "

Document No. Doc Amount Doc Balance Amount Paid Discount Allowed

<Mo data to display >

VIILLO91A | View Payment Allocations [ |

6. Select Yes or press (Y) on your keyboard to finalise the Reverse Payment.
You will be prompted to the next image with the option to print the Payment Reversal Processed.

£ System Message X

Payment Reversal

Reverse Payment?

VTILL990D System Message




a. After the payment reversal has been confirmed, it will prompt a Print Request, where you
can select to print the payment reversal document.

™ System Print Request *

PRINT REQUEST

PAYMENT REVERSAL PROCESSED
Receipt No.: 40500047

Print Reversal?

| uNo H n‘l’es ‘

System Print Request

7. You will be returned to the Payment Reversals menu, displaying the document in yellow which
shows that the payment has been reversed.

2 Payment Reversals = O *
il Number [ 101 | cashier [TEST CaSHIER | Payment Date ‘
Pay.Da D 0 ACCO a Pay Amo [} 0 0 N
Reversed 25/03/30 | 168000025 0100 LIQUOR 57.91 0.00/ 101 “[EE] options %
OPEN 2025/08/18  |168000019 0100 KGABS LIQUOR 500.00 0.00) 106
Reversed 2025/05/09 | 158000013 0100 KGABS LIQUOR 15000 0,00 106 Select Payment
OPEN 2025/06/04 | 168000010 12 DOG BOX 1500000 0.00] 106 Exit
OPEN 2025/06/04  |168000011 0100 KGABS LIQUOR 15 000.00 0.00/ 106
OPEN 20250512 (90127300001 |12 DOG BOX 500,00 0.00) 901
Reversed 2024/11/13  |168000001 CoLo01 COLLEEN'S TRADING 500,00 0.00, 106 :,9 Search S
Reversed 2024/11/13  |168000003 CASH CASH ACCOUNT 15 222,55 0.00) 106 a
i3 Pay Date
Account
Debtor Name
Till Ne.
VTILLO91 Debtors Payment Reversal ]

This concludes the How to Guide for Account Payment Reversals

| DATE: 2025/10/24 |
VERSION: 1.7-2 UPDATIEDS COMMIENTS:
I | | BY: Colleen | |




