
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How To Guide | Account Payment Reversal 



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 Payments & Refund under the Payments & Cashup Menu, then select Payment 
Reversals. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



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.  

 

 

 

 

 

 

 

 

 

 

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 

 

 

 

 

 

 

 

 

 

 

 

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.  
 



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

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

This concludes the How to Guide for Account Payment Reversals 
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