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1. Open the Genesis Menu

MENY
”
GEMESIS
MEMU
2. Typeinthe User Code and Password:
Q\\\"// | GENESIS PREP NEW B2-:
User Code | |<

GENESIS |  resowon] <

Retail Software

Version : 14.29.41 | Cancel ‘ ‘ Proceed
VTILL900 | GENESIS - TILL Module I

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

““% Master Files | *&» Utilitie;
% Debtors Master R
£=  0Other Masters »

Er ¢ Recurring Invoices
88 Archived Debtors

% | Salesreps

88 online Customner 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).

% Debtors Master Maintenance - O X
Account Debtors Name Tel.#1 Tel. #2 Cell Phone Balance CRM Accoul|G
ABBY Abigaile van Coller 0762388111 0.00
LAYOO1 Alex Laybye Test 22222222 0.00 L
ALEX alex test 123456789 0.00 AL Add ftem €7
WEB001 ELUE BOTTLE ONLINE STORE 0 0.00 View / Update
CASH CASH ACCOUNT 1 1 0.00 Exit
DELOO1 Delivery 1234565 0.00
EMPTY0O01 EMPTIES RETURNS YARD 011639887 0.00 -
ERNOOL ERNY TEST DEETOR 12 _~ 0o
GRA100 GRAHAM TEST 0123336693 ) 0.00
GREDO1 Greenhills Allergies 0114121192 0728659642 0728650642  Acwme 0,00 Account No.
LNOO1 LESLEY TEST 0712030925 0.00 URs Narne
MDOO1 Marco 0111100101 0.00 . )
MATDO1 MATS BLUE BOTTLE LIQUOR. 0114121192 0736254859 0.00 Generic Name
PGMOOT PG MOUTON 0790457458 0.00 Cellphone
PNPOO1 PICK N PAY HEILKONPARK 0116935374 0.00 Group
HEX002 PIETER LOTTER 0829250300 0.00 = )
RI001 RIAAN TEST 0843991111 0.00 URs EMail Addy
SALOOL SALIEM TEST ACCOUNT 0126540300 08 0.00 Area
URS001 URSULA 01265403000 0.00 & Region
WHOO1 Wholesale Section 0114513544 0834567894 0.00 D CRM Mansger

il CRM Acc.No
4| 0
_ DEB100 | | t Master Mai | ' Right-Click on Grid for Pop-Up Mgﬂ

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

2% Debtor Master Maintenance - m} X

Account Mo. | GREDO1 Debtor Name | Greenhils Allergies |

Trade Name | *QOptional |

Legal Name | “Cptional |

i Main Data B3 Terms and Balances B ndicators Note Pad Other Information

Account Details Address & Contacts Address Book
[ Account Limits ]
Account Type [OI - Open Ltem -] Credit Limit
Communication Mthd [N - NONE [*] || Temporary Limit = vaidTo [ ]
Interest. [N -NO [-] Cheque Limit Functions
S =] || poceoustandes —
- - revious Debtor
Sales Type |C - Cash Sales Only lz“ Balance Owing Next Deb
- ext Debtor
Payment Method | E| 5
Account Status [0 - Open [~] Limit Check [5 - Stop -]
Status Reason Code | |Z|| Account Grading | |Z||
Status Reason Descr. Pre-Auth Mandatory |N - Pre-Auth NOT Required for Acc.SaIesfFlZ”
[ Customer Relations ]
Account Group Type |M - Normal Account lzu CRM Manager |=}| |z||
CRM Account No. |

DEB101 | Debtors Master |




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.

% Debtor Master Maintenance - O X
Account No. | GREDOL Debtor Name | Greenhils Allergies | Utility Menu
Trade Name | “Optionzl | & Ca Close
Legal Name | “Optional ‘ > {7 Transactions
: _ _ _ _ -~ Delete Debtor
| BB Main Data B3 Terms and Balances B indicators B4 Note Pad B3 Other Information @dﬂive Debtor — >
. i.-.[7) Restore from Archive
| W Account Details m Address & Contacts Address Book 3 [y Sales Statistics
[ Account Limits ] > {3 View Documents
Account Type |OI - Open Item |Z|| Credit Limit [ Balance History
i .3 Debtors Diary
Communication Mthd [N - NONE T imi i =
| |3| porary Limit = 0.00 | validTo | . Debtors Dezls
Interest [N -NO -] Cheque Limit [ Temporary Credit Limits
5 = -..[*7 Department Pricing
- PDC's 0.00 (=
Debtor Type [D - Debtor -] [ Amendment Audit
Sales Type |C - Cash Sales Only |Z|| Balance Owing [ Contacts
-7 Cheque History
Payment Method | |Z|| [ Voucher History
Account Status |D - Open |Z|| Limit Check |5 ~Stop |Z|| [ Pre-Authorisations
] [ Print Buying Card
Status Reason Code | |Z|| Account Grading | |Z|| [ Stokvel Members
Status Reason Descr. Pre-Auth Mandatory |N - Pre-Auth NOT Required for .ﬂoc.SaIes,.’FlZ” [ Alternate Salesreps
[ View Sub-Accounts
[ Customer Relations ]
Account Group Type M - Mormal Account |Z|| CRM Manager |=}| IZH
N
DEB101 | Debtors Master |

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.

% ARCHIVE Debtors - O X

ARCHIVE the Debtor
Account No.

Debtor Name | Greenhils Allergies |

o Archive Debt... [ >

[ Current Balance ]

Current

30 Days

60 Days

90 Days

120 Days

150 Days

180 Days

Over 180 Days

Total Owing

DEB124 ARCHIVE Debtor
% System Prompt = ] X
DEBTORS MASTER

ARCHIVE Debtor?




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.

%' Debtor Master Maintenance - O X

Account Mo. [ GREDOL Debtor Name | Greenhils Allergies |

Trade Name | *Optional |

Legal Name [ “Optional |
L~ ARCHVEDDEBIOR
C1r . Cir =
Wl Main Data ' ' =R utilities 2
1 Account Details Address & Contacts Address Book
- I
[ Account Limits ] Utility Menu
Account Type |DI - Open Item lz“ Credit Limit
Communication Mthd |N - NOME Iz“ Temp y Limit =}| 0.00 | valid To | v .
Interest [N-NO =] Cheque Limit
. BY Previous Debtor
Debtor Type | D -Debtor Iz“ PDC’s Outstanding -.*.
. ""JI Mext Debtor
Sales Type |C - Cash Sales Only IZH Balance Owing
Payment Method | lz“
Account Status |X - ARCHIVE |Z|| Limit Check |S - Stop IZH
Status Reason Code | | Account Grading | Iz“
Status Reason Descr. Pre-Auth Mandatory |N - Pre-Auth NOT Required for Acc.SaIesfFlZ“
[ Customer Relations ]
Account Group Type M -Mormal Account B| CRM Manager =}| lz“
P E—

DEB101 | Debtors Master | e |

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

7 Master Files | *§ Utilities

G=|| Debtors Master

Debtors option.

i=  QOther Masters J
Er ¢ Recurring Invoices
98 Archived Debtors <———

% | Salesreps

98 online Customer Master

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

%% ARCHIVED Debtors — 0 e
Account Debtors Name Tel#1 Tel. #2 Cell Phone CRM Account G =
GREQD1 Greenhills Allergies D Options %
View
@ Exit

I s~
EE

Account Mo.
Deb.Name
Generic Name
Cellphone
Group

EMail Addy

Region
CRM Manager
CRM Acc.No

DEBIS0 | ARCHIVED : Debtors Master I |




Unarchive Debtor Account

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

% ARCHIVED Debtors - m] X

Account Debtors Name Tel#1 Tel #2 Cell Phone CRM Account g -

GREDOL Greenhills Allergies ‘:‘ Options Fy
View 1,—__/

i seoran 2
Eia

Account Mo,
Deb.MName
Generic Name
Cellphone
Group

EMail Addy
Area

Region
CRM Manager
CRM Acc.No

DEB150 | ARCHIVED : Debtors Master Il I

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

% Debtor Master Maintenance - m} *

Account Mo. [ GREDO1 Debtor Name | Greenhils Allergies |

Trade Name | “Uptonzl |

Legal Mame | “Optionzl |

Address Book
[ Account Limits ]
Account Type [OI - Open Item =] Credit Limit
Communication Mthd |N - NONE lz“ Temporary Limit I=D| 0.00 | Valid To |
Interest |N -NO |2|| Cheque Limit Previous Debi
S e ] | pocsoustandng o Deter
g Mext Deb
Sales Type |C - Cash 5ales Only |Z|| Balance Owing o Medbenter
Payment Method | IZH
Account Status [X - ARCHIVE -] Limit Check [3 -5top ]
Status Reason Code | |z|| Account Grading | |z||
Status Reason Descr. Pre-Auth Mandatory |N - Pre-Auth NOT Required for Aoc.SaIes,{F|2||
[ Customer Relations ]
Account Group Type | N - Normal Account |E|| CRM Manager l=.| lz”
Y E—
DEB101 | Debtors Master |




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

% Debtor Master Maintenance - O X

Account Mo. | GREDO1 Debtor Name | Greenhils Allergies |
&= Ca Close

Trade Name [ “Optional |

Legal Name | *Optional | » [ Transactions
~ AsRCHNEDDEBTOR Y ———
B - i [ Delete Debtor
i BB Main Data ) Terms and Balances g Indicators 4 jl Other Information Archive Debtor
| Account Details Address & Contacts Address Book > B smﬁﬁlﬁ)
[ Account Limits ] > [ View Documents
Account Type |OI - Open Item |Z|| Credit Limit [ Balance History
i .7 Debtors Diary
Communication Mthd [N - NONE imif 1 =]
| lz“ Temporary Limit I=D| 0.00 | Valid To | [ Debtors Deals
Interest [N -NO -] Cheque Limit [ Temporary Credit Limits
. - [ Department Pricing
Debtor Type | D - Debtor IZH PDC's 0.00 ..[33 Amendment Audit
Sales Type |C - Cash Sales Orly lz“ Balance Owing [ Contacts
[ Cheque Histary
Payment Method | E| [ Voucher History
Account Status |X - ARCHIVE |Z|| Limit Check |5 - Stop IZ“ [ Pre-Authorisations
[ Print Buying Card
Status Reason Code | |Z|| Account Grading | IZH [ Stokvel Members
Status Reason Descr. Pre-Auth Mandatory |N - Pre-Auth NOT Required for Acc.Sa\esﬂlz“ [ Alternate Salesreps
[ View Sub-Accounts
[ Customer Relations |
Account Group Type [N - Normal Account |2|| CRM Manager E;| |Z||
T —
DEB101 | Debtors Master |

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.

% UN-ARCHIVE Debtors - | X

Restore Debtor from ARCHIVE
Account Mo.

Debtor Name | Greenhills Allergies |

[ Balances ]
00as
000
o00rs
Qver 180 Days
Totl Owing

DEB125  (RESTORE Debtor from Archive e |

% system Prompt = O *
DEBTORS MASTER

Restore Debtor from ARCHIVE ?




5.

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

"."E Debtors Master Maintenance

- O X

| BY: Colleen

Accou Debtors Name Tel.#1 Tel. #2 Cell Phone Balance CRM Accoul|G
ABBY Abigaile van Coller 0762388111 0.00
LAYOD1 Alex Laybye Test 22222222 0.00
ALEX alex test 123456739 0.00 ALX
WEBOD1 BLUE BOTTLE OMLINE STORE 0 0.00
CASH CASH ACCOUNT 1 1 0.00
DELOO1 Delivery 123456 0.00
EMPTYOD1  |EMPTIES RETURNS YARD 011633887 0.00 -
ERNOO1 ERNY TEST DEBTOR 12 .~ o0m
GRA100 GRAHAM TEST 0123336693 é:-/ 0.00
GREDO1 Greenhills Allergies 0114121192 0728659642 0728650642 0.00 Account No.
LNOD1 LESLEY TEST 0712030925 0.00 URS Name
MDOO1 Marco 0111100101 0.00 : ]
NATOO1 NATS BLUE BOTTLE LIQUOR 0114121192 0736254869 .00 Generic Name
PGMO01 PG MOUTON 0730457433 0.00 Cellphone
PNPOO1 PICK N PAY HETLKONPARK 0116935374 0.00 Group
HEX002 PIETER LOTTER 0829250300 0.00 EMail Addy
RIO01 RIAAN TEST 0849931111 0.00 URs
SALOO1 SALIEM TEST ACCOUNT 0126540300 08 0.00
URS001 URSULA 01265403000 0.00
WHI01 Wholesale Section 0114513544 0834567334 0.00 ] CRM Manager

Al CRM Acc.No

<| >

. DEB100 | 7 | E Master Mail | _» Right-Click on Grid for Pop-Up Mgﬂ
This concludes the How to Guide for Archiving / Unarchiving Debtor
| DATE: 2025/10/24 | |
VERSIONS 3.6-2 UPDATEDS COMMIENTS?




