
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How To Guide | Debtors Archive / Unarchive 



1. Open the Genesis Menu 

 

2. Type in the User Code and Password: 
 

 

 

 

 

 

 

 

 

 

 

3. From the main meny, double-click on the “Debtors” section: 
 
   

 

 

4. Once the Debtors section box has opened, navigate to the Master Files menu option then Debtor Master  
 
   

 

 

 

 

 

 

 

 

 

 



5. In the main Debtor Master screen, select the debtor name and select View/Update option on the right-
hand navigation box. (You can also press ENTER to view the debtor).   

 

 

 

 

 

 

 

 

 

 

 

 

6. Once the Debtor Maintenance screen has opened, select the F5 – Utility Menu option 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



7. Once the Utility Menu has opened, click on the Utilities option. This will expand a menu where you can select 
the Archive Debtor option. 

 

 

 

 

 

 

 

 

 

 

 

 

8. After selecting the Archive Debtor option, it will prompt a screen where you can confirm to Archive the 
Debtor account or press F10 on your keyboard. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



a. Once the confirmation for archiving the Debtor account is completed, it will mark the Debtor as 
archived and move it out of the normal Debtors Master Files screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. To view your archived Debtor account, navigate back to the Master Files tab and the select the Archived 
Debtors option. 
 

 

 

 

 

 

10. After selecting the Archived Debtors option, it will open an Archived Debtors Master file. 
 

 

 

 

 

 

 

 

 

 



Unarchive Debtor Account 

1. In the Archived Debtors Master, select your Debtor account and click on the View option. (You can also 
press ENTER to view the debtor). 

 

 

 

 

 

 

 

 

 

 

 

2. Once the Debtor account has opened, select the F5 – Utility Menu option 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Once the Utility Menu has opened, click on the Utilities option. This will expand a menu where you can select 
the Restore from Archive  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. After selecting the Restore from Archive option, it will prompt a screen where you can confirm to Restore 
the Debtor account or press F10 on your keyboard. 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 



5. Once the Debtor has been restored it will move back into the Main Debtors Master files. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

This concludes the How to Guide for Archiving / Unarchiving Debtor 
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