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How to correct posting errors 
 
Posting errors will occur.  This part of the Tutorial outlines what is allowed to be 
amended, and when some amendments are allowed.  The facility to Edit a transaction can 
be disabled for general use, and only given to specified Users who will still have to input 
the Systems Administrator password.  These security issues will be decided during the 
Systems Implementation stage. 
 
1. General rule when amending a transaction. 
The current Period as displayed on the Toolbar must agree with the Period Number of the 
transaction to be amended.  If not, the Period Control warning message will display and 
the User, if allowed, will have to use the Local Period Control facility to bring the current 
period in line with the transaction period  If the Period is Locked, the System 
Administrator will have to Unlock the Period if the transaction still warrants amendment. 
 
Period Control is covered in detail in Tutorial ALL03.  If you have not already read this 
tutorial, then please do so now – understanding Period Control is essential for any User 
entering / amending transactions. 
 
2. Can the Nominal Postings be subsequently amended. 
They can, provided the Config5 Parameter “Allow nominal account change in posting 
map” is set to YES.  If set to NO, a message “this option has been disabled” will appear if 
an attempt is made to amend a posting. 
To change the nominal posting of a transaction, highlight the relevant transaction in the 
Purchases Daybook, and press P to display the following Form:- 

 

When the Edit-F3 option is selected, the User will be asked 
for the System Admin password.  
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If the Nominal is chosen, the screen presents the   showing 
the current value which can be overwritten. 
    

If the Cost Centre is chosen, the screen presents the   showing 
the current value which can be overwritten. 
 
3. Can details on the supplier’s invoice be amended? 
Yes is the answer provided the User has the necessary security rights.  Also, 
provided  the invoice does NOT have a Payment or a Credit Note, allocated against it, the 
details can be amended.  If an Allocation exists, then it must be un-allocated. 
Un-Allocating  a Payment. 
 
In the Purchases Daybook, Payments Tab, locate and highlight the relevant payment, and 
press Enter to display the Payment Details screen, eg 

The User is then given the Option to either 
amend the Nominal A/C or if relevant, the 
Cost Centre 
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Pressing the Allocations option will display the allocation details – see next page. 
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To un-allocate a Credit Note, locate same in the Invoices/Credit Notes daybook and 
follow the same procedure as outlined above. 
 
The invoice can now be amended.  In the Daybook, Invoices/Credit Notes Tab, locate 
and highlight the invoice, and press the Edit-F3 option.  This displays the original invoice 
entry screen, eg. 
 

 
 
The following page shows the amendments done to the above transaction. 

 
Select Clear-C to clear the 
allocation.  Enter Y(es) to above 
prompt.  Press ESC to exit. 
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The Date, Number, amount, and even the Supplier Code have been amended. 
When SAVE is pressed, the following Audit Comment dialogue box must be completed:- 

 
After entering the Comment and pressing Enter, the “new transaction” is saved. 
 
Before any amended transaction can be “re-saved”, the User will be asked to enter an 
Audit Comment.  The “Comment” should be a concise reason why the amendment was 
necessary. Failure to enter an Audit Comment will result in the amendment NOT being 
saved.  When the Audit Comment is entered and the Enter key pressed, the original 
transaction is “deleted”, and a new transaction is created. 
Note: the transaction is NOT deleted from the system as if it never existed - it is stored in 
a special area called the Audit File and can be viewed by Users with the permitted access 
rights.   
 
This amendment facility means that Intact is a fairly “forgiving” system when genuine 
errors are made and need correction. 
 
4. Can a transaction be deleted. 
Yes is the answer provided the User has the necessary security rights to do so.  Also, the 
rules for amending a transaction apply here, ie, no allocations against it, audit comment 
required, and audit file retention of the “deleted” transaction, etc. 
 


