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1. Open the Genesis Menu 

 

 

 

 

2. Type in the User Code and Password: 
 

 

 

 

 

 

 

 

 

 

3. Open the Debtors Module 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 



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

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



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.  

 

 

 

 

 

 

 

 

 

 

 

8. On the 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) 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 



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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. 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.  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

This concludes the How to Guide for Debtors Manual Invoices 
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