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Manual Journals are needed in order to record transactions that aren’t automatically posted 
by the system.  

An example of this may be the depreciation of a fixed asset, entering wages figures or to 
transfer a value from one nominal code to another. 

In the below example a Journal needs to be created in order to rectify a misposting to a 
supplier account. There is no need to reverse the transaction on the suppliers account as 
the supplier account is correct, it was just the value which was posted to the wrong 
nominal, so a manual Journal will rectify this mistake. 
 
The example used will be the expense bill which was posted to the electricity nominal. It 
should have been posted to the gas nominal. This means moving the value from one 
nominal to another. 
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To create the Journal firstly navigate to 600 Accounting  Journal  602 New Journal (1). 

 

 

 

 

The Journal screen will now be presented (2). 
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The new Journal screen will always be populated with today’s date (3). The Fiscal Period (4) 
will follow suit and change based on the Journal date (3). 
If the Journal Date (3) is changed first, the Fiscal Period (4) will also change to reflect this 
date, only providing that this period is the current period, or an open period forward of the 
current period. 
When the period is closed, for example May is a closed period, and the Journal Date (3) is 
changed to May. The Fiscal Period (4) can only post up to the current period, so would 
display a Fiscal Period (4) of June. 
 

 

NB - It is possible to forward date a Journal into the next month, there is no need to wait 
and it is possible to forward date this. 
Likewise, it is possible to record a posting into a closed period. It just depends on the 
scenario. This is achieved either via a “Closed Period Journal” or a “Prior Year Adjustment”. 
Please refer to the knowledgebase articles on how to do a “Closed Period Journal” or a 
“Prior Year Adjustment” if required. 
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The “Reference 1” box (5) and “Reference 2” box (6) are purely for referencing purposes. 
These will assist when searching for a particular Journal going forward, so it’s important to 
name manual journal postings accordingly. 
 
In the below example the Reference 1 box (5) is the description of the posting. 
The Reference 2 box is the Supplier this was posted against. 
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There are a number of different methods to select a nominal code in Interprise. It’s possible 
to simply search for the Nominal Number if this is known, by typing directly in the Account 
section, or by typing the name of the nominal Description in the account section. Selecting 
the dropdown and searching for a nominal is commonly used too. 

 
In the example below the dropdown selection (7) is used. Instead of selecting a single 
nominal code, multiple nominals have been selected (8). By selecting multiple nominal codes 
it will add the multiple nominals to the Journal, very useful to save time from having to keep 
selecting the nominals individually each time. 
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If the wrong nominal has been selected by mistake and added to the Journal, simply right 
click the line and press “Delete Selected” (9). 

Alternatively highlight the nominal code and overwrite with the new nominal. 

 

If multiple nominals are matched when searching for a nominal, the codes associated with 
the search (10) will display. See below where “72” was typed in the account section. All 
codes relating to “72” were matched. 
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Once the relevant nominals have been selected, the next stage is to now populate the 
Journal values. 
Depending on the scenario will determine which way the “Debits” (11) and “Credits” (12) 
will post.  
The below example will show the Electricity account being reversed out (Credited) and 
moving the £100 value to the Gas nominal (Debited) instead. 
NB – If creating a large journal, it is possible to use the keyboard to move around the fields 
more easily. 
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Once the values have been populated it’s advised to give the lines a more detailed 
description (13), again useful for referencing in the future. 
 

 

The Tax Type (14) and Tax Code (15) allow for entering vatable Journals if required. This 
won’t be used as part of the below example but this is where it is selected should it be 
required. 

 

 

The final step once all the above steps have been completed is to click “Save”, or “Save and 
Close” (16). The Journal will now save. 


