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1.  Open the Genesis Menu

MENY
">
GEMESIS
MEMNU

2. Typein the User Code and Password:

§ ',// l GENESIS PREP NEW ‘v

User Code | <<

GENESIS | resowons <

Retail Software

! Version : 14.29.41 | @ Cancel 1 l Proceed

VTILL900 | GENESIS - TILL Module |

3. Open the Debtors Module

b

Debtors

4. Click on Transaction tab and select the Manual Invoice option

¢ Transactions | 7 M
Manual Invoice <———

Manual Credit Mote

Payments ¥
Journals 4
Debtor Claims
Allocations

Pre-Authorisations [
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5.

In the Manual Invoices screen, click on Add to create a new manual invoice

?ﬁ‘” Debtors : Manual Invoices

Reference
DKIHLGVFKIHSDGFH]

Document No.

Open 2025/10/28  |MR1299 111 Internal Mrj Time Logging 111 2500002

Debtors Invoice

Amount (In.)

1500.00

O X

MANUAL INVOICE

5%

Options %

e ———
(BB add D

View/Update

3

'::f:-"' Print Document

Account No.
MName

Doc Mo.

Display Filter

O - UnPosted ~

Debtors : Manual Invoices

6.

In the Manual Invoice creation screen, select the account allocated to the Invoice. Document Ref.

and Our Reference also need to be completed. Document Date and Payment date for the Invoice

can also be changed if required.

'-’f‘_;“ Debtors : Manual Invoice

E Account Mo, |TE5T

Main Account |

2025/10/29 53]

2025/11/28 E e

| Posting Details Invoice Notes
Source Branch |UNI[]1 - UNICO V| Posting Date
Document - a67 @t Date
ocument Ref. | TEgT | Payment Due Date

m: Cur Reference TEV

v

Save
Exit

Functions

Allecations

GL.Acc.No

Details

<Mo data to display =

Details | Debtors Invoice |
VAT Code | S5 |STANDARD RATE | 15 * Un-Allocated
Contra Posting |

Amount [Incl] | Amoi

Gt
oE

IGE Add Line
Update Line
] Delete Line

Import CSV

Debtors : Manual Invoice Capture




7. Once the main information has been added, you can move to the Contra posting section next. In
the Contra Posting section, you will need to click on Add Line.

i Debtors : Manual Invoice = m} x

Account No. [TEST [@] [TEsT Account |

Main Account | | | |

Posting Details Invoice Notes

Source Branch |UN]I]1 - UNICO ~ Fosting Date
=

Document Mo, | -9999667 Document Date |2025/10/27
Payment Due Date |2025/11/28 53]

Document Ref. | TEST

Our Reference | TEST

Detais | Debtors Invoice

Amount Ind. Rate 0.00 % Allocated Amount 0.00

VAT Code | S |sTANDARD RATE | 15 | * Un-Allocated Ha Imports &

|
|

Import CSV

| Amount fincij | Amo

GL.Acc.No |Details

[ AddLine <=
Update Line
Delete Line

<MNao data to display=

DEBO10A | Debtors : Manual Invoice Capture |

8. Onthe Contra Posting screen, you will need to allocate a GL account for the transaction and
specify the amount. Once added you can save the Conta posting line. (Please ensure to enter
through the lines for the values to populate correctly)

¥ Contra Posting = O *

Select Branch |UN101 - UNICO lp/ e |
.

G.L. Account No. |6B803 @ |Discount Allowed | Save
Details |Debhors Invaice | @ Exit

| 15 v

VAT, Amount 195.65

DEB300 | Contra Account Posting

9. Once the all the information on the Manual Invoice is completed, you can proceed with saving
the Invoice.

%' Debtors : Manual Invoice = a X

AccountMo. |TEST @) [ TEsT AccounT |

Main Account | | ‘ ‘

| Posting Details Invoice Notes

Source Branch | UNIOL - UNICO ~ Posting Date |2025/10/27

Document No. | -0009667 Document Date

Document Ref. |TEST

Our Reference | TEST

Details | Debtors Invoice |

Amount Exd, 1304.35 VAT 195.65
Amount Ind. 1500.00 Rate 15.00 % Allocated Amount

S |sTANDARD RATE | 15 * Un-Allocated

F?
Contra Posting @ mport csv
Amount [Incl] | Amount [Excl] [Account Nageees
R1304.35 Discount Alloy /95 [T U EREPS

GLAcc.No |Details




10. The Invoice will then appear as OPEN on the Main Manual invoices screen, from here you will need
to Authorize the Invoice. After the authorization, the Invoice will post to the Debtors account.

% Debtors: Manual Invoices - O X

MANUAL INVOICE

Document No. |Reference i Amount {In.) o
i

Debtors Invoice D Opfions S

Add
View/Update
Delete

Open |2025/10/29  [MR1933 |11 Internal Mrj Time Logging 111 | 2500002 | DKIHLGVFKIHSDGFHI |Debtors Invoice 1500.00]

'::f:-"' Print Document

Account Mo.
MName

Doc Mo,

Display Filter

O - UnPosted ~

DEBO1O0 | Debtors : Manual Invoices | _:5|

1. You will also be able to print the Manual Invoice from the Main Manual Invoice screen, and you
will be able to view Un-Posted, Posted or All line from this screen using the Display Filter option.

% Debtors : Manual Invaices - O X

MANUAL INVOICE

Reference

] Ol
Debtors Invoice D Options 3

|2025/10/28 [MR1933 |11 Internal Mrj Time Logging 111 | 2500002 [DKIHLGVFKIHSDGFHI | Debtors Invoice 1500.00|

Add
View/Update
Delete

Functions #

Authorise

4

Account No.
MName

Doc Mo.

Display Filter
O - UnPosted i

DEBO10 | Debtors : Manual Invoices | .:E]

This concludes the How to Guide for Debtors Manual Invoices
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