
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How To Guide | Create Normal Stock Item 



1.  Open the Genesis Menu 

 

 

 

2.  Type in the User Code and Password: 

 

 

 

 

 

 

 

 

 

3.  Click on the second icon – Stock Control 

 

 

 

 

 

4. Once you have opened the Stock Control module, you then select Master Files > Stock Master 

 

 

 

 

 

 

 

 

 

 

 



5.  To add a new stock code – select Add Item 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Depending on Company settings, a stock code will be Auto generated for you or you need to 
manually add a code – Add in Description1 and Description2 (if required, this is an additional 
description block) 

6.1 Under the Header Data tab then following can be setup, 
6.1.1 The Department, Sub-Dept and Supplier can be allocated 
6.1.2 The VAT Code can we specified  
6.1.3 The Barcode of the item can be added 
6.1.4  A Supplier Code from your supplier to be inserted if provided 

 

 

 

 

 

 

 

 

 

 

 

 



7.  Under the Categories / Types tab the following can be setup, 
7.1 Categories, Variant or Season (Fabric/Clothing related) can be selected when creating 

stock (If these are used by the company) 
7.2 Bin Location can be allocated if Bins are used by the company 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. Under the Item Type Indicators tab the following can be setup, 
8.1 Security Indicators: 
8.1.1 Allow Negative Onhand > This allows the item to be able to sell into a negative onhand value 
8.1.2 Allow Returns > This allows the item to be processed on Supplier Returns 
8.1.3 Allow to Sell Below Cost > This allows you to add a selling price that is lower than the current 

Cost value 
8.1.4 Allow to Deal or Change Selling Price > This allows users to be able to add the item onto 

Debtors Deals or amend the selling price at the Till point, only if the user has rights to amend 
selling price 

8.1.5 Print GRV Label > This allows the item’s label to be printed from the GRV screen if the item was 
part of a GRV 

8.2 Item Indictors: 
8.2.1 KVI Item > Known Value Item, meaning all stores that trade with this item will have the same 

selling price 
8.2.2 Pallet Item > This indicates this stock code is only a Pallet item, this will also exclude the item 

from Discounts on a GRV’s. 
8.2.3 Airtime/Voucher Item > This marks the item as a Value-Added Services item (Only used if the 

company Sells Airtimes through BluLabel/R&A Cellular or Sells Vouchers, e.g. Gift Vouchers/Returns 
Vouchers) 

8.2.4 Serial Tracking Item > This allows you to capture serial numbers for the item on GRV’s, 
Invoicing and Returns 



8.3 Item Types > This influences the reporting of the item, whether it displays on certain reports or 
not 

8.4 Dimensions > This is used to specify the size and weight of the item if required 
8.5 Fabric Item Dimensions > This it to mark the item as a Fabric/Clothing item as well the size 

and weight of the fabric item. Once the item is marked as we Fabric/Clothing item there will 
be another sub menu available where you can select/specify colour and sizing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9.  Under Properties / Indicators, you can setup the following, 
9.1 Tile Item Properties > This is only used if the item is a Tile Item 
9.2 Weighted Case Properties > This is if you want to active weight tracking on the item 
9.3 Scale Item Flags > This is for scale weighted/prices items and only to be use if this item is 

weighed of priced on a Scale 
9.4 Decimal Places > This is to set Quantity decimals, for example if the item is sold or received 

with 0.555kg quantities. Cost Price decimals if the cost price need cents values, for example 
R15.958c. Selling price decimals if you require cents values on the selling price, for example 
R15.99c. 

9.5 General Flags > Re-Order Type, Frequency, DC Item Ind. – This is used for ordering purposes. 
Def.W/House – This is used if the item is only to be sold/received into and from a specified 
warehouse, if this is marked then all Sales, Returns, GRV’s and Supplier returns will be 
processed from the warehouse specified. 

9.6 Dispatch on Sales > This indicator is just to be used if the company uses Dispatching, this will 
mark the item as a Dispatch item and also indicate from which warehouse the item will be 
Dispatched. (Please note that if an item is marked as a Dispatched Item, then you cannot allocate a 
Def.W/House to the item as well and only use the Dispatch Warehouse option) 

Image on next page -> 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

10. After all the tabs have been checked / completed, select the Cost Price tab under the Main 
Details tab to insert the Costs of the item (Depending on Company setup, sometimes this is required 
before you are allowed to Save the item) 

 

 

 

 



11. Once all details are filled in, click on the Save button to Save and add the item into the Stock 
Master (If you are using Auto Generated Stock codes, once saving the item, on the confirmation screen, 
it will provide you with the new Stock code for the item you have created) 

 

 

 This concludes the How to Guide for Creating a Normal Stock Item 
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