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The Basic Interface is an optional method of using the INTERAC \
software that does not require the use of file names, and automates

tasks such as month and year end processing. The intent of this
Interface is to enable Users to operate INTERAC with simplicity and
ease, without the complexities of file naming etc.

At the Update Master File menu, the Basic Interface avails the user the
option to distribute, edit and update distributed transaction files. This
feature enables each distributed transaction file to be edited, and if no
errors are found, the file is updated to its respective interfacing master
file. If errors are found, the process is abandoned and a status report is
provided on screen. The usual distribution, edit and update reports are
printed during the process.

This Guide will provide an explanation and demonstration of the “behind
the scenes” of the Basic Interface feature. Each Application chapter
(nds with a summary of the files created “behind the scenes.” /
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Page Application Page

ACCOUNTS PAYABLE
Selecting Basic Interface
Journalize Transactions
Void A Check
Edit & Print Journal
Update Master File
Check Writing
Move Paid Invoices

ACCOUNTS RECEIVABLE
Selecting Basic Interface
Journalize Transactions
Edit & Print Journal
Update Master File
Generate Auto Entries

GENERAL LEDGER
Selecting Basic Interface
Journalize Transactions
Edit & Print Journal
Update Master File

5 JOB COST 78
Selecting Basic Interface
Journalize Transactions
Edit & Print Journal
Update Master File
PAYROLL 96
Selecting Basic Interface
Journalize Transactions
36 Edit & Print Journal
Update Master File
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Selecting Basic Interface

e —— N

Il INTERAC

Fun Help

Accountz Payable
Accountz Recelvable
Bank Reconciliation
Cazh kanager
Client Accounting
Depreciation
Document Manager
Equipment Cogt

E quipment M anager
General Ledger

HR Manager
[rventany

|hventarny Manager
Job Cost

Jab Manager

Job Stream

Loan Amartization
Order Processzing
Canadian Pavrall
15 Payroll
Purchaze Order
Report Manager
Service Biling

Subcontractor Control

Time & Billing
15 Utilities

E it

[ERSOFT

|5 Maintenance

|5 Security Copsyrioht 2001._intersel
|5 5EC

Printing 3

Interface

Enhanced

On the INTERAC Main Menu
select IS Utilities

Click on Interface
Click on Basic




Accounts Payable

/




Selecting Accounts Payable
e ———r

I INTERAC

Fun Help

Accounts Pavable

oo el 1. Onthe INTERAC Main Menu,

Cash Manager click on Run

P Click on Accounts Payable
Select Company ID

Document Manager
Click OK

N

E quipment Cogt

E quipment M anager
General Ledger

HF Manager
Inwenton

Irventon M anager
Job Cost

Job Manager

Job Stream

B W

I Accounts Payable

Loan Amortization
Order Procezsing
Canadian Payroll
U5 Paymll
Purchaze Order

Carnpany 1D |NHm: -INTERAC COMSTRUCTION CO =]

General Busness Systems
Fepart b anager
Service Billing
Subcontractor Control
Time & Biling

15 Utilities 3
Exit Copryright

Cancel I




Journalize Transactions
—

Setup and Maintenance | P T ti Reporting and Inguire — Lkility rout . . .
| 1. Click on Journalize Transactions

Edit & Print Joumal 2. No Journal ID is necessary
|lpdate M azter File

Clhzch Wit 3. Click OK

taove Pad Invoices
[uick Check

Journalize Tranzactions

Claze Out Maonth

Cloge Out Year Menu

[RterLink, Import
[nterlink b azter

Exit Accounts

NOTE:

If an APA already exists, you may enter
a 3- character journal ID. For
example 915 meaning (Sept 15).

Then, Click OK.

Il INTERAC Accounts Payable - INTERAC CONSTRUCTION CO

Help

-Journalize Transactions

Journal 1D: ||

To open a file distributed from another
o | Size | Last Modified . . .
= VKB | 31D 204 PM application, scroll down the list to
! ve oot @ locate file.
100 2B 1M3M0 503 P 7



Enter transactions
in the usual
manner, utilizing
the JSU, JRC, JTR,
JCE and JFM as
required.



Edit & Print Journal

Setup and Maintenance | Frocess Tranzactions  Feporting a 1. CI|Ck on the firSt
Journalize Tranzactions f|le |n the Journal ID
|Ipdate kd aster File WindOW (haS blank ID
il INTERAC Accounts Payable - INTERAC CONSTRUCTION CO [_[O] and tod ay’S date) .

Help This is the APA file.

Edit & Print Journal

- Edit Transactions

2. Ifyou are ready

Journal ID: tO make DIS'[rIbUtIOI’]S
0 Size Last Modifiedd = to GL1 ‘JC’ EQ1 CK!

06 3HEMO 2:04 P SC CheCk the Make
1o 10 | HonD 502 P / Distributions box.

100 2KB | 11310 503 PM

a 446 [137208 417 P |

24 KB [ 13457 557 P / NOTE:

125 1 KB 12;519?9:38AM . If you

12IA IKB | 120799 10:32 AM |L|_/I

entered a 3-
Don't Print Warnings I / C h araCte r
Make Distributions I

ID, scroll
down the
x| e | menu list to
locate ghe

L file.



DISTRIBUTION FILES:
C:\DATA\NRAC\NRACGLA CREATED 1 RECORDS SPLIT
C:\DATA\NRAC\NRACJCA CREATED 3 RECORDS SPLIT

NO EQUIPMENT COST DISTS. EQA FILE NOT CREATED.

C:\DATA\NRAC\NRACCEA EXTENDED RECORDS SPLIT
C:\DATA\NRAC\NRACSCA EXTENDED RECORDS SPLIT
\DATA\NRAC\ IMITMFIL RECORDS SPLIT
\DATA\NRAC\PCORILIN RECORDS SPLIT

When the “Make Distribution” box is checked, the applicable “A”
files are created automatically for the requested applications (GL,
JC, CK, SC, and EQ).

10
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DISTRIBUTION FILES:

C:\DATA\NRAC\NRACGLABAS EXTENDED 1
C:\DATA\NRAC\NRACJCABAS EXTENDED 1
NO EQUIPMENT COST DISTS. EQA FILE NOT CREATED.
NO CHECK REC DISTE. CFA FILE NOT CREATED.

NO SUBCONTRACTOR DISTS. SCA FILE NOT CREATED.

\DATA\NRAC IMITMFIL

\DATA\NRAC\FOORDLIN

BECORDS SPLIT
BECORDS SPLIT

BECORDS SPLIT
BECORDS SPLIT

When a 3-character ID is entered (e.g. BAS), the same ID is

applied to the GLA, JCA, EQA, CKA, and SCA files if
applicable

11




Il INTERAC Accounts Payable - INTERAC CONSTRUCTION CO

41911 1:39 PM

1204097 557 PM

120789 10:32 AM

24100903 AM

9509 10:00 A

3NTEE 300 PM

3113339 1:30 PM

102709 1236 Ph

1052709 12055 P

5729009 4:55 PM

2309 1246 PM

SMEA010:32 AM

3N 407 10:56 A

Select the
transaction file
to be Updated

Check the Edit
& Update
Distributed files
box

Click OK

12



Update Report
e ————

* The applicable transaction files (General |
Ledger, Job Cost, Bank Reconciliation, etc)

will be distributed, edited and updated in

~Distributed Files Processed

their respective applications. File Ect Updlat
* An Edit and Update report is produced NRACGLAZ! 1 St el Completed
for each application. NRACJCAZ11 Completed Completed

MNEACECIAZLT Completed Completed

« A status report will be produced to show
that the process is successful completed.

« Should the distribution process falil, the
relevant correction, edit and update should
be made in the affected application. Check
the Edit & Print Journal report for errors and
warnings listed.

« Once the “Edit & Update Distributed Files”
has been processed, it cannot be undone.

1-13



Update Report
e ———

An update report from the relevant application will be sent to the printer or
DMS (see example below) as selected by the user.

EN Interac Document Manager - Intersoft Construction

Eile Help

Preview | Change | Ehlail Stamp | Props | Delste Dif;:? Maint | Merge | Archive| Pt List | Refresh Cancel

File Matme v Source | Date Titme Title | Fote -

MRACOOOOOZ2508 | EQUPD | 0SM2M1 | 826 AWM EQ Update
MRACOO0002308 — BQEDT 03211 | 326 AWM Equipment Cost Edit
MRACO00002307 JCUPD | 051211 826 AM | JC Update
MRACO00002306 JCEDT | 05211 526 &AM | Job Cost Edit
MRACOO0002305 | GLUPD  03A2M1 | &:26 Ak GL Update
MRACOOOOO2304  GLEDT | 03M2M1 0 526 AW General Ledger Edit
MRACOO0002303 | APUPD  03A2M1 | &:26 AWM AP Update

L | MRACOOO00230Z | APEDT  03f211 | &25 AM | AP Edit

MR LCANANN2SM PRCHE | N&MEMA1 41 PM | PR Cherk Renister

1-14
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NRACAPH INTERAC CONSTRUCTIONCO = The Updating of
ACCOUNTS PAYABLE UPDATE APC. API. and
APM are performed
without the
requirement of
CINDATAN\NRAC\NRELACAFE CREATED .
CINDATANNRAC\NRACAFA ADDED TO C:\DATANNRAC\NELCAPE manua”y ente”ng
CINDATANNRAC\NRACAFE ADDED TO C:\DATANNRAC\NELACAPC flle names
CINDATAN\NNRAC\NEACAFE EEMOVED )
CINDATANNRAC\NRACAFM UPDATED
CoNDATANNRAC\NRLACAFI UPDATED

APUPD —-— EUN TOTALS
NUMEBEEE OF INVOICES 3
INVOICES ADDED 3
PURCHASES 5,205.76
DISCOUNTS OFFERED .00

UPDATE COMPLETE
APUPD ——- TASK ENDED

15




Update Transactions

NRACAPH INTERAC CONSTRUCTION CO rhere a 3-char
ACCOUNTS PAYABLE UPDATE usec?sth:e n
update files
are
automatically

C:\DATA\NRAC\NRACAPB CREATED renamed to the

C:\DATA\NRAC\NRACAPABAS ADDED TO C:\DATA\NRAC\NRACLPB

C:\DATA\NRAC\NRACAPB ADDED TO C:\DATA\NRAC\NRACAPC standard

C:\DATA\NRAC\NRACAPE REMOVED format of APC,

L_,\EJ—"I;\IJRDL\J\IJBDL\_,?EII UPDE—\.EED APl and APM

C:\DATA\NRAC\NRACAPI UPDATED

« The 3-

APUPD -- RUN TOTALS character ID Is
NUMBER OF INVOICES 1 dropped.
INVOICES ADDED 1 . )
PURCHASES 25, 450.00  Existing files
DISCOUNTS OFFERED .00 are extended

UPDATE COMPLETE

APUPD —-- TASK ENDED
16




If errors are found during
the Edit & Update
Distributed Files process,
the user is alerted and a
report identifying the error
is displayed.

Once the error has been
corrected by the User,
Update can be re-run.

APUPD Processing Summary



A |

Save Direct Deposit File As E
Save i IE} nrac j = IfF [
AP IFR 9999GLM .ids Gl
AR S 9999GLMD =
K 50 9999GLMD.idx =
Direct Deposit oTC 9999GLUD =

My Documents

— B

ky Computer

File name:

Save az type:

x| « & k-

[NRaCapPaz0

-~

| &1 Files [

=~

Save

Cancel

It

1. On the Process Transactions
menu, select Check Writing

2. A window pops up, titled “Save
Direct Deposit File As”

3. Enter a file name e.g.
NRACAPP920
OR any name preferred

4. Save

NOTE: (Optional)

For purposes of keeping

all direct deposit files in one
location, you may create a
Direct Deposit folder to store
all direct deposit files as shown
in the illustration.



Move Paid Invoices

Click to select the option from the Process Transactions menu.

[N INTERAC Accounts Payable - INTERAC CONSTRUCTION CO.

Setup and Maintenance | Process Tranzactions  Feporting and [nguire — Ltilite routines
Journalize Tranzactionz
Edit & Print Journal
Ilpdate b azter File

Check \wiiting

kove Paid Invoices

[uick Check.

Claze Out Manth
Cloze Out ear h Menu

InterLink |mport
[nterLink b aster

Exit Accounts Payable

...................................................................................

Exit INTERAC

=10 x]

1-19




EN INTERAC Accounts Payable - INTERAC CONSTRUCTION CO.

Move Paid Invoices will
make distributions to,
edit and update the
distributed files when
the selection is made.

A status report is
displayed to show a
completed process.

aan

211
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Move Paid Invoices

Update Status Report

Once the edit and update of the Move Paid Invoices transactions files have
been processed, the following status report is produced.

-Distributed Files Processed

File Eclit Upctate
MNEACGLAMP Completed Completed
MNEACJCAMPI Completed Completed
NEACCKAMPI Completed Completed

1-21



Error

L] 'E Bank Reconciliation EDT: MRACCEAMPI  had Semrors and O warhings
L

Move Paid Invoices
Update Error Reports

APMPI Processing Summary

System

Accounts Papable

General Ledger

Job Cost

Bank Aeconciliation

Status
Proceszed, But See Disgtribution Ermorz Below

Pl 0 paid invoices moved from NEACAP

Proceszed

Proceszed

Errar during diztribution
EDT: MRACCKAMPl  had 5 emorz and 0 wammnings

RERUM INDIVIDUAL DISTRIBUTIONS THAT HAD ERRORS

Print |

1. If a process fails to
complete, the status report
lists reasons for failure.

2. Corrections should be
made in the affected
transaction file, in its
applicable application.

3. For example, to correct
the errors shown here, the
edit report for Bank
Reconciliation should be
examined and its transaction
file corrected as required.

1-22




Move Paid Invoices

1. MPI automatically

NRACAPM INTERAC CONSTRUCTION CO creates the following

NRACAPI files:
MOVE PAID INVOICES APCMPI
Tran Date 05-31-10  Acct Date 05-31-10 SCAMPI
Journal Number 60 Period Code: 5-10 EQAMPI
C:\DATZ\NFAC\NRACSCAMPI CREATED 2. Where there are
C:\DATA\NRAC\NRACEQAMPI CREATED existin g“A” or“C”
C:\DATA\NRAC\NRACAPC EXTENDED iles, these are
C:\DATA\NRAC\NRACCFAMPI EXTENDED H_u tomatically
C:\DATA\NRAC\NRACGLAMPI EXTENDED extended. For example:
C:\DATA\NRAC\NRACJCAMPI EXTENDED CKAMPI
GLAMPI
JCAMPI
UPDATE COMPLETE
C:\DATA\NRAC\NRACSCAMPT DELETED (EMDTY) 3. Files created or
C:\DATA\NRAC\NRACEQAMPT DELETED (EMPTY) extended during the
APMPT -- TASK ENDED MPI procedure have

"MPI” added to the

file name. (as shown

above).
23




Void Check

Il INTERAC Accounts Payable - INTERAC COMSTRUCTION CO

Help .
1. No Journal ID is
-Journalize Transactions necessary.

Journal 1D: I—
2. Check the

D | Size | Last Modified |« u R H

0 1KB  3MEMOD 2:04 PM | VOIdIng

1 KB | 35E7 10:31 AM »

10 1KB 14310 502 PM CheCkS? bOX.

100 2KB  1A3M0 503 PM

101 4KB 126008 351 PM

111 4KB | 1242009 417 PM .

112 KB | BMOHOE3T AM 3. SeleCt Wthh

124 1KB | 120497 557 PM . .

125 1KB 124507 9:35 AM

128, KB 1247199 10:32 AM hIStory flle

16 1KB | 91509 10:00 &M ;

17 1KB 8915091016 AM contains the

22 KB 2030 10:21 AM

220 1KB | 2/20/95 4:43 PM Ch@Ck {6) be

iy 13 KR A58mn8 57 P .

J voided.

v “oiding Checks?
Uge € MTD ﬁ'"r’TD = TD Historical Transactions

4. Click OK

MTD = APC or Current month to date
YTD = APD or Detail year to date o
TD = APE or Extrato date file




Voiding Checks

Il AP Journal - INTERAC CONSTRUCTION CO

File Task Help
ssu | oure | utr | dcE | uRm || 2O ERD
Check
¥Yoid a Check |
Help

1

Void Which Check?

“Yendar Mumber to oid |2|:||:| j

JB LUMBER COMPAHY

Check Mumbet to %ioid ISEI32
Cancel |

1. Enter the Vendor Number
and check number. Click
OK.

2. Select check void method.
Click OK.

3. Follow the normal steps of
file processing.

ournalized Tranzachions I

Help
Check Number 5502 ™ Yoid Check and Invoice: W Void Check and Reset Invoice
Type Inv Date Pay Date Check DC Description Amt/Dst/Ret Dsc/ Pmt/ Unt
Vendor 200 Invoice Z593
Chk 02-11-10 05-31-10 S5e0:2 Lurkbher supplies 14595.3:2 .ao
Di=t to Jkh 83003 120 4 Egq 10465 4 .ao 14395.32
Dist to Lo 630 .ao 14395.32

25




INTEBAC Accounts Payable - INTEBAC CONSTRUCTION CO

JMEA0 2:04 P
3387 10:31 A
TH3N0 302 PM
TH3M0 3:03 PM
121008 351 PM
12209 417 PM
63510 3:37 Ak
120487 5:57 PM
1205097 938 AM
1278910052 AW
91309 10:00 Ak

-

aM0

1.Check the “Create
Journal” box, enter
journal #, accounting
date and period code.

2.Click OK
3.Process file as usual

NOTE:

To print Quick Check
without creating a
journal, leave box

unchecked.

26



Il INTERAC Accounts Payable - INTERAC CONSTRUCTION CD

. Select the 1099

Form type

. Check the

“Produce
Electronic Filing
File” box to create
a magnetic media
file APX

. Click OK.

27



Print 1099

o — ; 4. Save Electronic
SR © v B Cl= = Filing File As
p e B o E window appears,
C O st ) 35936LMD. i = allowing you to save
Diirect Deposit =T 99995LU0 = ; .
P )Zlles =) s9s95Lu2 = your X file in the
Save Electronic Filing File As 2] x| .
My [ﬁm—-nl Savein | () Magnetic Media Fies x| e ®EckE- >. Enter the file name
- Eﬁiﬁﬁéﬁ as required by the
ar B NRACPRIFED state or whatever
S =i name you prefer.
= 1 NRACPRNXSTA
o ERACPRA1S | 6. You can also create a
- My Documents magn etic media
- folder to which all
HJ such file types
created in INTERAC
Flensme  [Nmacames r s | can be stored — see
Saveasipe  |AlFiles () [ Cancel /L example. 28




Print Custom Report
e ———

INTERAC Accounts Papable - INTERAC COMSTRUCTION CO

Heb 1. Select Report Design

~Print Cust R rt
rint Custom Repo 2. Enter report date

Report Design:

| Tite |-

1 WVENDOR NUMERIC LISTING J 3 . M ake th ere | evant

10 TOTALS B JOB NUMBER

100 “Yendor Last Checks List 1

I selections for your report

FLURCHASES B WENDOR TYFE

12 INVOICE TOTALS BY JOB

123 “endor Check Payments 4 T

125 INVOICE TOTALS BY YENDOR

13 JOB DETAIL B YENDOR . 0 export your report toa

14 INVOICE TOTALS BY JOB & PHASE

1 TTOTLSbY ok AccouT spreadsheet, check the

16 DISTRIBUTION B GiL ACCOUNT

17 TOTALS BY EQUIPMENT NUMBER e “EXport to SpreadSheet”
Alpha Report Date [s0G0sT 31, 2010
Transactions CMID & ¥TD ¢ TD ) Open
Limked Fenges r 5. Select the spreadsheet
Export to Spreadshest [ & Excel ©© Lotus T ASCI 0 CSY
Change Conditions [ ty p e

—=L & ClickOK

MTD = APC or Current month to date
YTD = APD or Detail year to date

TD = APE or Extra to date file 29
Open = Open Items or Unpaid Invoices




'y

Print Custom Report

Save Spreadsheet Az E 6

“Save Spreadsheet As”

Save in: Il.f} rrac j = £ Eo- W|nd0WS appears

AP F0 B MRACAPITST ws &
AR )FR B MRACAPI2w 4z B
oK 58 ENRACAPAGSAZ#k | 7. It defaults to your 4-
Direct Deposit )50 ENRaCaPagsezals R
DP o7 B NRACARTKII Kl B character company ID
EQ ) Zliles H]NRacaRgs0eds folder (or last saved to

Desktop GL B DFDDF #s B rracck st wls .
I B general acet 0527054k 1] NRACDPI05 4l B folder)

. JC B it s B NRACDPI1 0.4 =

L4, )itk ks E MRACDPII01 1l B

by Documents

b agretic Media Files

EMRACATST oz B NRACEQACOS. Hs B

8. Enter file name (e.g.

op E NRACAPIAEH. 8 B NRACEQACS us B :

ﬁ; OTH B MRACAPIAR ¥l B rraceqdey xl: B N RACAP9115 ora flle

r-.-1ll:l'_|rr||:|uh=er OTHER E MRACAPIABK 43 B MRACGLEIUN. xls O name of your choice **
e PC B NRACAPYsal, ws B nracalBup. sl B r

w ) L | 0 .
« | 9. Click Save.
Py Metwiork, File narne: || j Save I
Places

Saveastype:  |Excel Files [“uls) B Cancel |

7

want.

** An advantage of the “Save Spreadsheet As”
feature is that a file can be named whatever you

10. The file can also be saved
to a different location or
device from this window.

30



Il INTERAC Accounts Payable - INTERAC CONSTRUCTION CO

1. Enter the month to be
closed e.g. MAY

2. Click OK

3. Month-end files are
created as follows:

APC is copied to APCMAY
APM is copied to APMMAY
APl is copied to APIMAY
APC is merged into
APDMAY

APC is merged into
APEMAY

APC is deleted

31



Il INTERAC Accounts Payable - INTERAC CONSTRUCTION CO

Enter the Year to be closed
e.g. 10 for year 2010

Enter closing month e.g.
DEC for December

Click OK

Year-end files are created as
follows:

APC is copied to APD10
APM is copied to APMDEC
APl is copied to API10

APl is copied to APIDEC
APM is copied to APM10
APE is copied to APE10
APC and APD are deleted.

32



AP Work Flow,

Entering invoices

Process Transactions P Journalize Transactions

Click OK.  (No file name required)
Enter invoices to be paid.
Make the Contra Entry before exiting.

Edit Print Journal

Click on file at top of the list (blank ID & today’s
date). Click OK

Run a PRELIMINARY edit.

If problems, go back to JRN and correct.
Run a FINAL edit.

To distribute check “Make Distribution” box

Update Master File

Click on file at top of the list (blank ID & today’s
date).

To Edit and Update distributed files, check box
Click OK

Fa
—
-

Actions Behind the Scenes

APA file is automatically created.

When “Make Distribution” box is checked

GLA, JCA, CKA, SCA & EQA are created and distributed
to (per APUO settings).

APB is created

APA is added to APB

APB is added to APC

APA and APB are removed
APl and APM are updated.

These files are created: APAUPD, APIUPD, APMUPD and
APCUPD

Distribution to selected applications, edit and update in
those applications is performed. A edit and update
reports are sent to printer or DMS. A status report is
shown on the screen.

33
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Writing Checks & Other Routines Actions Behind the Scenes

Reporting & Inquiry

* Create a Cash Analysis report to show all
open invoices.

*  Print 1099

*  Print Custom Report

Setup & Maintenance P Invoice File
Maintenance

» Selectinvoices to be paid

_ .  Positive Pay file is created with today’s
Process Transactions » Check Writing date e.g. AP0825

*  Print the checks
. Enter APP file name in the “Save As” window

« JCAMPI, GLAMPI, CKAMPI, are created
Process Transactions »Move Paid Invoices « APl and APM are updated

« APC, CKA, GLA, JCA are extended

34



Quick Checks

Actions Behind the Scenes

Process Transactions » Quick check

A.

B.

To print Quick Check without creating a journal

To print Quick Check with “Create Journal”

Check “Create Journal” box, then Enter check
details

Run a PRELIMINARY edit.

Run a FINAL edit, check the “Make Distribution”
box.

Run Update Transactions

No records written

APA file created

“Make Distribution” will automatically create
GLA, EQA, CKA, & JCA

APB is created

APA is added to APB

APB is added to APC

APA and APB are removed
APl and APM are updated.

These files are created: APAUPD, APIUPD,
APMUPD and APCUPD

Distribution to selected applications, edit and
update in those applications is performed. A
edit and update reports are sent to printer or
DMS. A status report is shown on the screen.

20
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Month-End & Year-End Activities

Month-End Closing
Reporting & Inquiry » Cash Register Report
e Print a monthly Check Register

e Print Custom Reports
Process Transactions » Close Out Month
. Enter the month to close e.g. MAY

Year End Closing
Reporting & Inquiry » Cash Register
Report

. Print a yearly check register using the Year-
To-Date selection

Process Transactions » Close Out Year
Enter Year to close and the Month to close.

FA

AP Work Flow,

—
-

Actions Behind the Scenes

Month-End files are created as follows:

APC is copied to APCMAY APM is copied to
APMMAY

APl is copied to APIMAY APC is merged into
APDMAY

APC is merged into APEMAY
APC is deleted

Year-End closing files e.g. 2010, are created as
follows:

APC is copied to APD10 APM s copied to APMDEC
APl is copied to API10 APl is copied to APIDEC
APM is copied to APM10

APE is copied to APE10

APC and APD are deleted.

36




Accounts Receilvable

/
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Selecting Accounts Recelvable
R eee————r

Il INTERAC

Run Help

1. Onthe INTERAC Main
Bank Reconciliation Menu C||Ck on Run

Cash M anager

Clent Accouriing 2. Click on Accounts

voamenionscer | ERCIOFT Receivable

A Select Company 1D
Click OK

General Ledger
HF Manager
Ireeenton
Irvventon b anager
Job Cost

Job Manager

Job Stream

B W

I Accounts Receivable

Loan Amortization
Order Proceszing
Canadian Payrall
LS Payroll
Purchaze Order General Busness Systems

Company |C INH.&E-INTEH.&E COMSTRUCTION CO j

Fepaort kanager
Service Billing
Subcontractor Control
Tirne & Billing

15 Utilities r
Exit G

38




Journalize Transactions
R e —————d T

Il INTERAC Accounts Beceivable - INTERAC CONSTRUCTION CO

1. Click on Journalize
Edit & Print Journal Transactions

Update Master Fils .
: No Journal ID is necessary
Click OK

N

Frint Statements
Print Cuztom Statements
Clear Statement D etail

w

Cloze Out Manth Menu
Cloge Dut Year
Age Open ltems

. Exit Accounts Recenvable
InterLink lmport g

InterLink b aster Import N OT E :

| S NTERAe If an ARA already exists, you may
enter a 3- character journal ID.
For example 915 meaning

(Sept 15).
HeE Then, Click OK.

—Journalize Transactions

To open a file distributed from
Joual ID: | another application, scroll down
e / the list to locate file.
2KB  4526M0 235 PM
s IS | 4H3G S0P 39




I AR Journal | - INTERAC CONSTRUCTION CO

Enter transactions
in the usual
manner, utilizing
the JSU, JRC, JTR,
JCE and JFM as
required.

40



Edit & Print Journal

INTERAC Accounts Receivable - INTERAC CONSTRUC
Setup and Maintenance | Procesz Tranzaction:  Beporting and [hgu

Journalize Tranzactions
[Generate Auto Entries
Edit & Print Jovrnal

INTERAL Accounts Receivable - INTERAC CONSTRUCTION CO

Help

=] E3

~Edit Transactions

Journal 1D:

Last Modified

2640 2:01 P

32009 2025 P
10 1KB | 41210 333 PM
101 1KB | 10M50910:07 Ak
13 3HE 105091007 A
233 1KB | 51410 11:34 &AM
M3 1KB | 314101 10:07 AM
M7 2HE 1019109 1204 P
406 1KB | 914103 3:06 Ak
411 1 KB | Bf3M9 235 PM
4B 1 KB | 824109 10:17 AM

Frint Errors & Warnings Only?
Suppress Warnings?

Make Distributions

Back I

e

1. Click on the first
file in the Journal ID
window (has blank ID
and today’s date). This
Is the ARA file.

2. Ifyou are ready to
make Distributions to
GL, JC, EQ, CK, SC
check the Make
Distributions box.

NOTE:
If you
entered a 3-
character ID,

scroll
down the
menu list 41
to locate

e ~ £~



ACCOUNTS RECEIVABLE DISTRIBUTICN SPLIT

AREDT -- SPLIT BEGINS -- 14:10

C:\DATA\NRAC\NRACGLA
C:\DATA\NRAC\NRACGLA

C:\DATA\NRAC\NRACJCA
C:\DATA\NRAC\NRACJCA

C:\DATA\NRAC\NRACCEA
C:\DATA\NRAC\NRACCEA

AREDT -- SPLIT ENDS -- 14:10

FILE EXTENDED
15 RECORDS WRITTEN

FILE EXTENLDED
7T RECORDS WRITTEN

FILE EXTENDED
(0 RECORDS WRITTEN

When the “Make Distribution” box is checked, the applicable “A”
files are created automatically for the requested applications (GL,

JC, CK, SC, and EQ).
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ACCOUNTS RECEIVABLE DISTRIBUTION SPLIT

AREDT -- SPLIT BEGINS -- §:52
C:\DATA\NRAC\NRACGLASY23 FILE CREEATED
C:\DATA\NRAC\NRACGLASY23 5 RECORDS WRITTEN
C:\DATA\NRAC\NRACJCAS23 FILE CEEATED
C:\DATA\NRAC\NRACJCASY2Z3 3 RECORDS WRITTEN
C:\DATA\NRAC\NRACCKAS23 FILE CEEATED
C:\DATA\NRAC'\NRACCKASZ3 0 RECORDS WRITTEN
C:\DATA\NRAC\NRACCKAS23 FILE REMOVED

AREDT -- SPLIT ENDS -- 8:52

When a 3-character ID is entered (e.g. 923), the same ID is
applied to the GLA, JCA, EQA, CKA, and SCA files if
applicable 43



Update Transactions

e ———

[N INTERAC Accounts Receivable - INTERSOFT CONSTRUCTION COMPANY
Help
~Update Transactions

Journal ID:

o | Size | Last Modified |+]

b | 3KB[SA2711 317 PM

2 1 KB | 2430912025 PM

313 1KE | 31401 1007 &0

405 1KE | 44505 1:07 P

&1 1 KB | 20490 347 &b

a2 1KE | 20499 350 &b =

&% 1KE | 20490 548 A

Al 1 KB 11HTHEE 446 P

aLL 1 KB | 8000 850 A

BIL 1KE | ZMEET 511 AW

BK; 1KE | 3M7/893 1222 PM

BTY 1KE | 32N 355 P

DEN 1KE | 3M0/99 1:36 Ph

DB 1KE | 31/99 11:45 A °
D, 1 KB | G000 545 A -

1| [ »

W Edit & Update Distibuted Files
[ o | o |
&

If Click on the
file at the top
of the list in
the Journal ID
menu (with
blank ID)

Click OK

If 3-char was
entered,
select the ID
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Update Report
e ————

« The applicable transaction files (General pFEr T
Ledger, Job Cost, Bank Reconciliation, etc)

will be distributed, edited and updated in

-Distributed Files Processed

their respective applications. File Elt e
* An Edit and Update report is produced NRACGLA Completed Completed
for each application. NRACJCA Completed Completed

MRACCKA, Completed Completed

« A status report will be produced to show
that the process is successfully completed.

« Should the distribution process falil, the
relevant correction, edit and update should
be made in the affected application. Check
the Edit & Print Journal report for errors and
warnings listed.

« Once the “Edit & Update Distributed Files”
has been processed, it cannot be undone.
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ARUPD -- PROCESSING BEGINS -- §:55

C:\DATA\NRAC\NRACARRB FILE CREATED

C:\DATA\NRAC\NRACARA FILE ADDED TO C:\DATA\NRAC\NRACLRE
C:\DATA\NRAC\NRACARM MASTER UPDATE INITIATED
C:\DATA\NRAC\NRACARI ARI UPDATE INITIATED
C:\DATA\NRAC\NRACAEM MASTER UPDATE CCMPLETED
C:\DATA\NRAC\NRACRERB FILE ADDED TO C:\DATA\NRAC\NEACRRC
C:\DATA\NRAC\NRACRERB FILE REMOVED

The Updating of ARC, ARI, and ARM is performed without the
requirement of manually entering file names.
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-ansactiof

ARUPD} -- PROCESSING BEGINS -- 8:58

C:\DATA\NRAC'\NRACLRRB FILE CREATED

C:\DATA\NRAC\NRACARAY23 FILE ADDED TO C:\DATA\NRAC\NRACLRRB
C:\DATA\NRAC\NRACARM MASTER UPDATE INITIATED
C:\DATA\NRAC\NRACARI ARI UPDATE INITIATED
C:\DATA\NRAC\NRACAEM MASTER UPDATE CCMPLETED
C:\DATA\NRAC\NRACARR FILE ADDED TO C:\DATA\NRAC\NRACARC
C:\DATA\NRAC\NRACARR FILE REMOVED

 Where a 3-char ID has been used, the update files are automatically
renamed to the standard format of ARC, ARl and ARM.

 The 3-character ID is dropped.
« Existing files are extended
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Generate Auto Entries

e ———

Bl INTERAC Accounts Receivable - INTERAC CONSTRUCTION CO =] E3
Help
)
~Generate Auto Entries
Using Design:
Dedgizn | Journal Tile | Dezcription &
FINAMNCE CHARGES FINANCE CHARGES
1 °
123
ALL FINAMNCE CHARGES FINAMNCE CHARGES
DEN FINAMNCE CHARGES
oiA, FINAMNCE CHARGES FINANCE CHARGES
GBS FINAMNCE CHARGES FINANCE CHARGES g
JOB
it
b
bl
Generate Journal 1D: |
o | Size | Last Madified -
2KE  ER26A10 1:49 P .
1 1HE | 320009 228 PM Accounting date: ||39r3c|r2m|:| ﬂ
10 1KB | 41210 3:39 PM .
Transaction date: I J
10 1 KB | 10M509 10:07 AM DSr302010 = °
131 IWE | 10MS09 10:07 AW Period Code aMn mmiy
235 1KE | SH4011:34 A g :
13 TKE | 3401 007 A4 Print Accumulstor Contents: 'l
T 2KB | 101909 12:04 PM =
1] |»
ok | ek |
e

Select the
Design to be
used

Enter
accounting
date,
transaction
date and
period code

Click OK.
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Update Errors & Warnings

Error

L] 'E Bank Reconciliation EDT: MRACCES had & emarz and 0 warnings
L

=]

ARUPD Proceszing Summary

System

Accountz Revelvable

General Ledger

Job Cost

B ank Reconciliation

Status
Proceszzed, But See Distibution Ermars Below

UPD: MRACAR M T azk completed

Proceszed

Froceszed

Errar during distribution
EDT: NRACCKA, had E emorz and 0 warnings

RERUM IMDIMIDUAL DISTRIBUTIONS THAT HAD ERRORS

Print |

1. If a process fails to
complete, the status report
lists reasons for failure.

2. Corrections should be
made in the affected
transaction file, in its
applicable application.

3. For example, to correct
the errors shown here, the
edit report for Bank
Reconciliation should be
examined and its transaction
file corrected as required.
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Il INTERAC Accounts Receivable - INTERAC CONSTRUCTION CO

Il INTERAC Accounts Receivable - INTERAC CONSTRUCTION CO

0g/31/200 | g

[
u
r
r
u

Enter date. This will
appear on the
statement

Make the necessary
selections

Click OK
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Il INTERAC Accounts Receivable - INTERAC CONSTRUCTION CO

. This feature should be
used after statements
have been printed.

It moves statement
detail from the
processed file PRC
(current history) to a
historical file.

. Check box to moves
contra-entries records.
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C:\DATA\NRAC\NRACARM INTERAC CONSTRUCTICN CO PAGE 1
C:\DATA\NRAC\NRACLRC CLEAR STATEMENT DETAIL 09-03-10
C:\DATA\NRAC\NRACARD 9:51

ARCSD —— BEGINS —— 9:51

C:\DATA\NRAC\NRACARD FILE EXTENDED

C:\DATA\NRAC\NRACLRC DETAIL ADDED TO  C:\DATA\NRAC\NRACERD
C:\DATA\NRAC\NRACERC 0 CUSTOMERS MCVED
C:\DATA\NRAC\NRACLERC 18 CONTRA RECORDS MOVED
ARCSD -- END e 5

ARD file is created or extended
ARC is added to ARD
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Print Custom Report

M INTERAC Accounts Receivable - INTERAC CONSTRUCTION CO

Help

~Print Custom Report
Report Design:
I | Titte |=
zB CURREMT BALANCES REFORT
2X CURREMT BAL&NCES REFORT
2y CURREMT BALAMCES REPORT
3 Aged Trial Balance |-
LR OVER 60 DAYS (EXCEPT RET.)
41 GL Distribution Report
5 Collection Report
£ AR GL ACCOUNT SURMMARY
7 INWOICES B JOB
7B Custamer Maorthly Invoice Total
8 AR PAYMEMTS RECEIVED
g Customer Charges & Payments
&1 ol
&lpkia Report Date IALIGUST 3, 2010
Transactions CMID  ¥TD & TD ¢ Open
Limited Ranges [
Export to Spreacshest [V Excel € Latus © ASCI € CS¥
Change Conditions [
Ok
*MTD = ARC or Current month to date
YTD = ARD or Detail year to date
TD = ARE or Extrato date file
Open = Open Item or Unpaid Invoices

2.

Select report design

Select transaction file
** see definition below

To export the report
to a spreadsheet
check the “Export to
Spreadsheet” box

Select the
spreadsheet format

Click OK
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Print Custom Report ..cont'd

Save Spreadsheet Az
Saveir | © eac I cBoE 6. “Save Spreadsheet As”

4P P B NRACAPATET 4 B .
4R CIPR B NRACAPS2w s =] windows appears
I CE. )5 ENRacapamseZ e ER
.5 Direct Deposit CsC B NRACAPATISAZ Hls B
II0P oTc ENRACARSKST Hs E _
ICHED [ Files ENRACARIENE ¥l Er 7. Itdefaults to yOUI' 4
=) GL E DFDDF.4ls B rracckJtst sl En
1M B general acct 052705.41: Bl NRACDPI0S «ls B C h aracter com pany ID
(SRl B glatb. s B NRACDPS1 0.4 Er folder (or last saved to

\ = B jitk s ENRACOPIION 1l B

DL () Magnetic Media Files  B1]NRACITST s E|NRACEQICOSHs B folde r)

0P B NRACAPISEH 1l ENRACERACS 4s B

E; ICH0TH B NRACAPIABI. s B wraceqrey. sl B

- E CRlE E LmlE E .

oo |t Do g & 8. Enter file name (e.g.
E <I | 0 NRACAR9115
I _'.;: rl vork File name: || j |i|
Saveastype  |Excel Files [“s] =] Cancel /L 9. Click Save.

. The fil n al Y
** An advantage of the “Save Spreadsheet As” 10 e file can also be saved

feature is that a file can be named whatever you to a_ d|ﬁerent_ IOC'_&“O” or
want. device from this window.
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Il INTERAC Accounts Receivable - INTERAC CONSTRUCTION CO

1. Enter month to close
e.g. SEP

2. Click OK

3. Month-End files are
automatically created as
follows:

ARC is copied to ARCSEP
ARM is copied to ARMSEP
ARl is copied to ARISEP
ARC is merged into
ARDSEP
ARC is merged into
ARESEP
ARC is deleted
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Il INTERAC Accounts Receivable - INTERAC CONSTRUCTION CO

1. Enter year to close e.g. 10 for
2010

2. Enter month to close e.g. DEC
3. Click OK

4. Year-End closing files are
automatically created as
follows:

ARC is copied to ARD10
ARM is copied to ARMDEC
ARl is copied to ARI10

ARI is copied to ARIDEC
ARM is copied to ARM10
ARE is copied to ARE10

ARC and ARD are deleted 56



Y

AR Work Flow

Entering invoices

Process Transactions P Journalize Transactions

* Click OK. (No file name needs to be
entered)

e  Enter transactions.
* Make the Contra Entry before exiting.

Edit Print Journal

* Click on file at top of the list (blank ID &
today’s date). Click OK

* Run aPRELIMINARY edit.

* If problems, go back to JRN and correct.

* Run a FINAL edit.

e To distribute check “Make Distribution” box

Update Master File

* Click on file at top of the list (blank ID &
today’s date).

 To Edit & Update distributed files, check box
. Click OK

Actions Behind the Scenes

ARA file is created automatically.

When “Make Distribution” box is checked

GLA, JCA, CKA, SCA & EQA are created and distributed to (per
ARUO settings).

ARB is created

ARA is added to ARB

ARB is added to APC

ARA and ARB are removed

ARl and ARM are updated.

These files created: ARAUPD, ARIUPD, ARMUPD & ARCUPD
Distribution to selected applications, edit and update in

those applications is performed. A edit and update reports

are sent to printer or DMS. A status report is shown on the

screen.
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Month-End & Year End Activities

Actions Behind the Scenes

Month-End Closing
Process Transactions » Close Out Month
. Enter the month to close e.g. MAY

Year End Closing

Process Transactions » Close Out Year

. Enter Year to close and the Month to close
e.g. 2010 DEC (enteredas 10 DEC)

Month-End files are created as follows:
ARC is copied to ARCMAY

ARM is copied to ARMMAY

ARl is copied to ARIMAY

ARC is merged into ARDMAY

ARC is merged into AREMAY

ARC is deleted

Year-End closing files are created as follows:
ARC is copied to ARD10

ARM is copied to ARMDEC

ARl is copied to ARI10

ARl is copied to ARIDEC

ARM is copied to ARM10

ARE is copied to ARE10

ARC and ARD are deleted. 58




General Ledger
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Selecting General Ledger
e ———r

Il INTERAC

[Fun Heb 1. Onthe INTERAC Main

Accounts Papable

S Menu, click on Run
Click on General Ledger

Select Company ID

4. Click OK

Cazh Manager 2
Client Accounting

D epreciation

Document M anager ’Emr
Equipment Cost
Equipment Manager
General Ledger
HF tanager
IFreentony
Inwentary kManaager
Job Cost

Job Manager
Job Stream

W

I General Ledger

Loan Amortization
Order Processing
Canadian Pavrall
S Paprall
Purchasze Order Cearvirl Braaionis Systinres
Report tanager —
Semvice Biling

Subcontractor Control
Time & Billing

IS Ltilities » I il I | Cancel I

E xit Coapmyright 200, el

Company |C INFE.-‘-‘-.E -INTERSOFT COMSTRUCTION CO j
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Journalize Transactions

1. Click on Journalize

Setup and Maintenance | Process Transaction:  Beporting and [ngu TransaCtiOI’lS

No Journal ID is necessary
3. Click OK

Journalize Tranzactions
Edit & Print Journal
Update Mazter File

N

Finizh &ccounting Period
“ear End Clozing

Generate Auto Entries
[nterLink, [mpart

InterLink, Master |mpoart FEI"ILI I
| NOTE: If an GLA already exists,
1 you may enter a 3- character
journal ID. For example 915
Il INTERAC General Ledger - INTERSOFT CONSTRUCTION CO meaning (Sept 15)

Then, Click OK.

~Journalize Transactions

Journal 1D: | To open a file distributed from
5T o [ another application, scroll
2K8 amugm_ down the list to locate file. 61

105 2KB TBM1H0 1:33 PM




Enter transactions
in the usual
manner, utilizing
the JSU, JRC, JTR,
and JFM as
required.
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Edit & Print Journal

Il INTERAC General Ledger - INTERSOFT COMST
Setup and Maintenance | Process Tranzactions  Reporting

Journalize Transactions

E dit & Print Journal

Il INTERAC General Ledger - INTERSOFT CONSTRUCTION CO
Help

~Edit Transactions

Journal ID:

o | Size | Last Madified
| GKHB

108 2KB | BA1AD 1:35 PM
115 1KB | 31340 1:36 PM
124 1KE | Si0G 11:50 Ab
125 1KE | B2A010:53 A
14 IHE | B2A0T1:10 AM
200 1HE | BSA01000 AM
22 1HE | 10/208 541 AM
33 1HE | 3706 11:43 AM
37 1HB | 2406 323 AM
318 BHE | 96408 9:57 AM Jf
1]

Don't Print Wiarnings

Wake Distributions

1. Click on the first
file in the Journal ID
window (has blank ID
and today’s date).
This is the GLA file.

2. If you are ready to
make distributions to
CK check the Make
Distributions box.

NOTE:
If you

entered a 3-
character
ID, scroll
down the
menu list

to locate the
file. 63




O ERERORS 2 WARNINGS

C:\DATA\NRAC\NRACCEA EXTENDED

When the “Make Distribution” box is checked, the “CKA”
transaction file is automatically created or extended.
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O ERRORS O WARNINGS

C:\DATA\NRAC\NRACCEKAlOS EXTENDED

When a 3-character ID is entered (e.g. 108), the same ID is
applied to CKA file if applicable

65



Il INTERAC General Ledger - INTERSOFT CONSTRUCTION CO

411 346 PM

411 344 PM

103010030 Ad

Q20 353 P

10052009 841 Al

111 415 P

41105 1:04 Phd

QM0 956 A

474005 11:36 Ak

172309 519 P

24593 9:55 AM

24593 9:55 AM

24193 9:55 AM

11T 327 A6

G245 9:02 AM

If no 3-char ID, click
on the file at the top
of the list in the
Journal ID menu
(file with blank ID)

If 3-char ID used
select the file from
the list

To Edit & Update
Distributed files,
check the box
provided.

Click OK to
continue
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NS~

“ran: actic

The transaction file in Bank Reconciliation will be edited and updated. A status
report will be produced to show that the process is successful completed.

Should the distribution process fail, the correction, edit and update should be
made in the Bank Reconciliation module. Once the “Edit & Update Distributed
Files” has been processed, it cannot be undone.

Status

1-67




Update Report

» A transaction file will be distributed, edited
and updated in Bank Reconciliation.

—Distributed Files Processed

* An Edit and Update report is produced.

File Ediit Updste

» A status report will be produced to show

i NRACCKA Completed Completed
that the process is successful completed. I omplete

« Should the distribution process fail, the
relevant correction, edit and update should
be made in bank Reconciliation. Check the
Edit & Print Journal report for errors and
warnings listed.

* Once the “Edit & Update Distributed Files”
has been processed, it cannot be undone.
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e — I

Jpdale Report
=

- JUpdaate
/

GLUPD —— FILE PROCESSING

C:\DATA\NNRAC\NNRACGLE CREATED
C:\DATA\NNRAC\NRACGLA ADDED TO C:\DATA\NRAC\NRACGLE
MASTER FILE UPDATE INITIATED
C:\DATA\NRAC\NRACGLB ADDED TO C:\DATA\NRAC\NERACGLC
MASTER FILE UPDATE COMPLETE

The Updating of GLC and GLM are performed without the
requirement of manually entering file names.
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GLUFD —— FILE PROCESSING

CINDATANNRACNNRACGLEL1IOCS CREATED
C:\DATA\NRAC\NRACGLAI1OE8 ADDED TO C:\DATA\NRAC\NRACGLBR1OS
MASTER FILE UPDATE INITIATED

CIANDATANNRACNNRACGLEICS ADDED TO C:\NDATANNRACA\MNRACGLC
MASTER FILE UPDATE COMPLETE

Where a 3-char ID has been used, the update files are automatically

renamed to the standard format of GLC
The 3-character ID is dropped.
Existing files are extended
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Errors During Edit & Update
e ———r

Error |

If errors or warnings are
found during the Edit & 3 CKEDT EDT: NRACCKA  had 8emorsand 0 warmings
Update Distributed Files
process, the user is
alerted and a report

identifying the error is |
. States
displayed.

-Distributed Files Processed

The error displayed can File Eolt Updste
be corrected in the
applicable application. NRACEKA e flot Done
The Update Master File
step cannot be repeated.
The edit and update for
the affected application
will have to be performed
In its own environment.
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Print Reports
e ———

T T— == 1. From Main INTERAC
Menu select “Reporting
and Inquiry” to print out
Il INTERAC General Ledger - INTERSOFT COMNSTRUCTION CO [_ O] =] Trlal Balance’ FInanCIal
ke Statement or General
Ledger

~Print Trial Balance ‘

~Print General Ledger

2. Select Transaction file *see
definition below

Take Transactions From: " Month To Date

= Year To Date
e 3. All these reports can be
o —— exported to a spreadsheet
<
Prinit Lirmited Fanges? & No (" Yes (" Date { PerCode B
i o T 4. Check the “Export to

Spreadsheet” box

5. Click OK

1

*MTD = GLC or Current month to date
ok | ek | YTD GLD or Detail year to date
TD GLE or Extra to date file
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— f

Print Reports ..cont'd

Save Spreadsheet As
Savein |l rrac | 4= =% ER- .
| = - = = 5. Enter the file name
AP PO MRACAPITST uls I
4R PR B NRACAPS2w s BN for the spreadsheet,
CK I5E ENRACAPAESAZ sl ER
Direct Deposit 350 ENRaCaPagseZ sl R €.d. NRACGL9915
DP o1 B NRACAR K39, xls B or anv name vou
EQ ) Zfiles B NRACARTS0. ¥l B { % y
Desktop GL B DFDDF 1l B rracckStst xls = want
IN B gereral acct 052705 41 B NRACDPI0S wis .
JC B gl9th s ENRACDPII0 8 B
\ L4, B itk ks B MRACDPI0T 1l & i
LRSS 1 b agnetic Media Files B NRACSTST s E|NRACEQICOS. e Bt 6. Click Save

op I NRACAPIAEH. 8 B NRACEQACS Hs B
OTH @J HRACAPIAR. «l: @ nraceqdrey. xlz E_] r .

Bl OTHER ENRACAPIABE sz ENRACGLAIUN. s B 7. The file can also be

AR PC B NRACAPYsalk, ws B nracalBup. sl By Saved to a d Iﬁ:e rent

oo ' & location or device
vy Networ - [ECEECSR = [ g | from this window.
Save az type: I Excel Files [* xlz) j ﬂlﬁ
7

** An advantage of the “Save Spreadsheet As”
feature is that a file can be named whatever you
want. 73




Print Financial Statement
R ———————d T

=] B3

Bl INTERAC General Ledger - INTERSOFT COMSTRUCTION CO
Help

- Print Financial Statement

BAW DOLL & TOY FACTORY
BET STATUS FINAMCIAL STATEMENT

CF BARRIGAS COMNSTRUCTION CO.
COM 3 R MICHOLAS COMSTRUCTION
DiF HILLSDALE BOOKKEEPING & TAX -

Dresign | Title: =
FIMANCIAL STATEMENTS

1 SAMPLE COMPARY 1

125 BEST IMDUSTRIES INC

2 HE&ALTH & WWELLMESS INSTITUTE

3 MASSAGE TPA & BEAUTY |

303 BETA COMSTRUCTION IMC
WIICHITA CONTRACTING €O,

557 WOUNG MOMEY ACCOUNTIMNG

56 PROFIT & LOSE ACCOLNT

ALL

Change Design’s

-
Print Mictth and Depth I 132 I 6

Prirt Origntation & Porait ¢ Landscape ¢ Dot matris

Exportto Spresdsheet W Eycel € Lotus ¢ ASCH € Tax

Back

Select the report
design to be printed

If there is need to
make changes to the
design before printing,
check the “Change
Design?” box

Select Print Orientation

To export to a
spreadsheet check the
“Export to spreadsheet”
box. Select the
spreadsheet type.

Click OK
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Print Financial Statement

6. “Save Spreadsheet As”

Save Spreadsheet As W| ndOWS appears
Save i Il.i' nrac j o= I'ji E-
AP [SGE ENRACAPITSTHs K 7. It defaults to your 4-
AR )FR B MRACAPI 2w #ls & h ID
CK )5E Bl NRACAPARSAZH:  ELR Character company
Direct Deposit [asC ENRaCAPAIsAZ o ER folder (or last saved to
DP o7 B NRACARTKII Kl B
EQ =) Ziiles B NRACARS508 ks B folder)
Desktop GL EDFDDF ss B rracck Stst wls B
IN B gereral acct 052705 41 B NRACDPI0S wis . .
JC B it s B NRACDPI10.4s B 8. Enter file name (e.g.
\ Lé, BT i s B NRACDPI 0.4l & NRACGL9915 or an
LRSS 1 b agnetic Media Files B NRACSTST s E|NRACEQICOS. e Bt y
OF ENRACAPISBH s B NRACEQACS Als B name you choose
= OTH @J HRACAPIAR. «l: @] nraceqdrey. xlz E_] r
e OTHER ENRACAPIABE sz ENRACGLAIUN. s B .
My Computer PC B NRACAPYsalk, ws B nracalBup. sl By 9. Click Save.
4] | 0
by Metworl, File name: Il j Save I 10- The fl Ie can also be
: , — | saved to a different
ave as hype: IE:-:u:eI Files [ xlz) j Cancel ) .
Z location or device from
this window.

** An advantage of the “Save Spreadsheet As”
feature is that a file can be named whatever you 75
want.




Print Financial Statement ..cont’d
B e —————————

~Print Financial Statement

When the “Change Design” box is
e [ Tie [= checked, the Change Run Options

FIMARNCIAL STATEMEMTS

I SAMPLE COMPANY 1 screen is presented before the
125 BEST INDUSTRIES IMC . .
2 [HEALTA S WELLNESS NSTITUTE Report is sent to the printer.

303 BETA COMSTRUCTION IMC
505 WICHITA COMTRACTING CO.
357 WOUMG MOMEY ACCOUMTING

56 FROFIT & L
ALL
By DOLL & TOY FACTORY Ch Run Opti
BET STATUS FINANCIAL STATEMENT ELE5 WO
cF BARRIGAS CONSTRUCTION o, | P
COm SR MCHOLAS COMNSTRUCTION
DIk HILLZDALE BOOKKEEPIMNG & TAK
( Change Design®? v ) —Print Options ———— —Standard Descriptions
Print Witk and Degth | 172 | EE Fromline ] 1 [March, 200s
. ' . To Line |999999 2
Print Orientation i Partrait
Lett Margin I_ 3 I
Exportto Spreadsheet W 8 Ewe Pro forma r 4
~Select Codes ——————————— 5
Amaurt I 6 |
Description 7 I
Column g I
Overrice I 9 |
—Drnate Cortrols
Calendar Month |1_
Miorths: in Period |1_
Ok | Clear | Cancel | 76




Il INTERAC General Ledger - INTERSOFT CONSTRUCTION CO

1. Enter month to close e.g.
MAY

2. Click OK

3. Month-End files are

automatically created as
follows:

GLC is copied to GLCMAY
GLM is copied to GLMMAY
GLC is merged into GLDMAY
GLC is merged into GLEMAY
GLC is deleted

77



Il INTERAC General Ledger - INTERSOFT CONSTRUCTION CO

LB 1. Enter yearto closee.g. 11
for 2011

2. Enter month to close e.qg.
DEC

3. Year-End closing files are
automatically created as
follows:

GLCYEC

GLM is copied to
GLMDEC

GLMDEC is copied to
GLM11

GLE is copied to GLE10
GLC and GLD are deleted
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Entering transactions

Process Transactions P Journalize Transactions

. Click OK.  (No file name needs to be
entered)

* Enter journals

Edit Print Journal

* Click on file at top of the list (blank ID &
today’s date). Click OK

* Run aPRELIMINARY edit.

* If problems, go back to JRN and correct.

* Run a FINAL edit.

e To distribute check “Make Distribution” box

Update Master File

* Click on file at top of the list (blank ID &
today’s date).

. Click OK

FA

GL Work Flow,

—
-

Actions Behind the Scenes

GLA file is created automatically.

When “Make Distribution” box is checked , the CKA
file is created and distributed to (per GLUO settings).
If a CKA already exists, this is automatically
extended.

GLB is created then GLA is added to GLB
GLB is added to GLC then GLA is removed
GLM is Updated

Distribution to selected applications, edit and update in
those applications is performed. A edit and update reports
are sent to printer or DMS. A status report is shown on the
screen.
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Month-End & Year End Activities

Actions Behind the Scenes

Month-End Closing

Process Transactions » Close Out Month

. Enter the month to close e.g. MAY
(3-char month)

Year End Closing

Process Transactions » Close Out year
. Enter Year to close and the Month to close
e.g. 2010 DEC = 10 DEC

Month-End files are created as follows:
GLC is copied to GLCMAY

GLM is copied to GLMMAY

GLC is merged into GLDMAY

GLC is merged into GLEMAY

GLC is deleted

Year-End closing files are created as follows:
GLCYEC

GLM is copied to GLMDEC

GLMDEC is copied to GLM10

GLE is copied to GLE10

GLC and GLD are deleted.
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Job Cost

81



Selecting Job Cost
R T ———

I INTERAC

“Run Hek 1. Onthe INTERAC Main Menu,

Accounts Papable
Accountz Receivable H

Bank Reconciliation Cl IC k O n R U n
Cazh Manager

Elient f-‘«_cc_nunting 2 . C | IC k on J 0] b COSt
epreciation E’mr
Document kM anager
pecuen e Select Company ID
Equipment b anager .
General Ledger 4 . C I IC k O K
HF Manager
Inwentony
Ihwentary kanager
Job Cost
Job Manager
Job Stream
Loan Amortization
Order Processing
Canadian Payrall

LS Payrall
Purchaze Order

w

| Job Cost

Company |C INFE.-‘-‘-.E -INTERSOFT COMSTRUCTION CO j

Report bManager

Service Biling
Subcontractor Control
Time & Billing

1S Lltilities »

E:':it Croprrighd 00, Indesrmoit
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Journalize Transactions
B ——— T

1. Click on Journalize Transactions

Setup and Maintenance | Proceszs Transaction:  Beporting and lngu 2 . N (0] J ou I’na| I D IS necessary
Journalize Tranzactions i 3 ] CI |C k O K
Edit and Print Journal
Clear Master File
|lpdate tazter File

Il INTERAC Job Cost - INTERSOFT CONSTRUCTION CO

[nterLink Impart
InterLink kaszter

(Main Menu
1 NOTE:
Ifa JCA already exists, you may enter a
o 3- character journal ID. For example
915 meaning (Sept 15).
~Journalize Transactions
To open a file distributed from another
Journal ID: [ application, scroll down the list to
locate file.
o | Size | Last Modified
2KB | S27HM0 910 &AM '
011 JKB | 4522M0 955 AM
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Enter transactions
in the usual
manner, utilizing
the JSU, JRC, JTR,
and JFM as
required.
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Il INTERAC Job Cost - INTERSOFT CONSTRUCTION CO

Edit & Print Journal

Edit and Print Journal

INTERAC Job Cost - INTERSOFT CONSTRUCTION CO
Setup and Maintenance | Process Transactions  Feporting and [nguing

Journalize Tranzactions

- Edit Transactions

Journal ID:
0 Size
| KB
011 3 KB
013 1KB
031 2 KB
1 1KB
101 1KB
124, 1 KB
13 1KB
193 1 KB
18R 1 KB
200 1KB
1]

Lazt Modifisd

452210 958 AW
4r22M09:59 AM
Sr2409 11:26 Ak
213508 1:08 PM
r24/09 9:49 Ak
120789 10:32 Ak
11072009 2:22 PM
111097 1:35PM
82409 3:35 PM
2933 247 PM

Don't Print Warnings

dake Distributions

1. Click on the first
file in the Journal ID
window (has blank ID
and today’s date).
This is the JCA file.

2. Ifyou are ready
to make Distributions
to GL, JC, EQ, CK,
SC check the Make
Distributions box.

NOTE:

If you
entered a 3-

character
ID, scroll

down the
menu list to

locate 8%
file.




P

Distribution Report

|

NRACJCA
NRACJOM INTERSOFT CONSTRUCTION CO

NRACGLA JOB COST JOURNAL

Accounting Date 05-31-10
Journal Number 99, Per Code 5/10

01:CHG ORD O2:0TH CHG 03:LIV CHG 11:TD COST 12:$5 SPENT 14:0N ORD 20:REG PAY 21:0-T PAY 25:0TH PAY °
JOB PHASE REF# DESCRIPTICN CAT TRAN UNITS RATE BMOURT JA

gE0Cl 510 23000 job cost 4 1 100.0C0  150.0000 15,000.00 0le

C:\DATA\NRAC\NRACGLA EXTENDED BY & RECORDS

When the “Make Distribution” box is checked, the GLA file is
created or extended automatically. 36




P

Distribution with 3 Char ID File

NRACJCAO13
NRACJCM INTERSOFT CONSTRUCTION CO

NRACGLAO13 JOB COST JOURNAL
Accounting Date 01-31-98
Journal Number 30, Per Code 1/98

01:CHG ORD 02:0TH CHG 03:LIV CHG 11:TD COST 12:5 SPENT 14:0N ORD 20:EEG PAY 21:0-T PAY 25:0TH PAY 30:BURDEN
JOR PHASE REF# DESCRIPTION CAT TRAN ONITS EATE AMOUNT JA

Bool 310 100 payroll 4 20 160.00 45.0000 7,200.00 012

638

€10

994

C: \DATA\NRAC\NRACGLAOL 3 CREATED WITH

When a 3-character ID is entered (e.g. 013), the same ID is
applied to the GLA, file if applicable
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Il INTERAC Job Cost - INTERSOFT CONSTRUCTION CO

sz o

MY

1. Enter current
accounting date

2. Enter month to
close

3. Click OK

4. The following
occurs:

JCM is copied to
JCMMAY
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Il INTERAC Job Cost - INTERSOFT CONSTRUCTION COD

970 9:50 AW

921035 326 P

41097 522 P

204199 9:51 Ah

204199 9:51 AM

2047189 953 AM

411197 519 AM

45505 4:43 PM

Gf3/85 559 A

453108 1:43 PM

24199 9:06 Ahi

204199 9:07 AM

Bf23M03 252 P

Select the transaction
file to be Updated to
Job Cost the Master
file

To distribute the
applicable transaction
files (GL, EQ, INV etc)
check the “Make
distributions” box

Check the Edit &
Update Distributed
Files box

Click OK
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Update Report

e ——

» Atransaction file will be distributed to smws
General Ledger, edited and updated there.

-Distributed Files Processed

« An Edit & Print Journal Report as well as File Edit Updiste

Update report are produced.

. MNEACGLALT4 Campleted Completed
« A status report will be produced to show

that the process is successful completed.

« Should the distribution process falil, the
relevant correction, edit and update should
be General Ledger. Check the Edit & Print
Journal report for errors and warnings
listed.

* Once the “Edit & Update Distributed Files”
has been processed, it cannot be undone.
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JCUED —-- FILE PROCESSIHG

C: \DATRZ\NRAC\NRACJICE CREATED

C: \DATR\NRAC\NRACICL ADDED TO C:\DATR\NRAC\NRACICE
C: \DATA\NRAC\NRACJICE SORTED

C: \DATA\NRAC\NRAECJICC EXTENDED

MARSTER FILE UPDATE INITIATED

JCUPD -— RON TOTALS
DHLSE COSTS 11 72,323.22-
DHLSE ESTIMATES 1 15,000.00

C: \DATA\NRAC\NRACJCE EEMCVED

JCUED —— TASE ENDED

The Updating of JCC, and JCM are performed without the
requirement of manually entering file names.
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JCUBD -- FILE PRCCESSING

C: \DATA\NRAC\NRACJICE
C:\DATA\NRAC\NRACJCRO13

C: \DATA\NRAC\NRACJICE

C: \DATA\NRAC\NRACJICC

MASTER FILE UPDATE INITIATED

JCUPD -- EUN TOTALS

DHARSE COSTS 9 B,485.12

C: \DATA\NFACY\NRACICE

JCUED -- TASE ENDED

CEEATED
ADDED TO
SORTED

EXTENDED

REMOVED

C:\DATR\NRAC\NRECJICE

Where a 3-char ID has been used, the update files are automatically renamed to

the standard format of JCC, JCIl and JCM.

The 3-character ID is dropped.

Existing transaction files (JCC) are extended
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Il INTERAC Job Cost - INTERSOFT CONSTRUCTION CO

WITH PHASE URMITS

REPORT BY PHASE

REPORT BY PHASE

JOB COST MATERIAL USAGE AMALY SIS

JCB OS] LABOR AL S REECRT

STANDARD JOB COST REPORT

STANDARD JOB COST REPORT

JOB COST REPORT YITH PHASE UNITS

ACTUSAL COMMITTED AND TOTAL COST BY JOB PHASE & CAT

JOB COST ESTIMATE AMNALYSIS

STANDARD JOB COST REPORT

#a OB COST TO-DATE REPORT **+

JOB COST REPORT WITH PHASE UMITS

STAMNDARD JOB COST REPORT

Select Report
Design

Enter date

To Export to
Spreadsheet,
check box
provided

Select
spreadsheet

type

Click OK
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Save Spreadsheet As

Save in: I = rrac

ty Documents

"

by Computer

ki k3
= = ® ckF E-

AP PO B NRACAPITST 4l B
AR PR B NRACAPT2w. Hs =T
Ck. 5B ENRaCaPsssAZa: BN
Direct Deposit )5C ENRaCAPsIsAZa: BN
DP oTC B NRACARIK T uls B
EQ ) Zfiles B NRACARIE08.4s =T

GL EDFDODF #s B rracckStst sl =T

IN B general acct 05270541 B NRACDPI0S «ls =T

JC B gl9th s ENRACDPI 0.4z =T
L& B itk ks ENRACDPI0 s =T
tagnetic Media Filez B NRACATST 4z ENRACEQACOS 1 =T
ap B NRACAPIAEH ¥z B NRACEQICS s =T
aTH B NRACAPIAR ¥z B rracenrey. #ls B
OTHER B NRACAPIABK, 1z B NRACGLAIUM 1z =T
PC B NRACAPTsak, s B rracolBsp sl B

4| ¥
File name: I j Save I
Savesstype: | Excel Files [".xls) | Cancel |

** An advantage of the “Save Spreadsheet As” feature
is that a file can be named whatever you want

6. “Save Spreadsheet As”
window appears

7. It defaults to your 4-
character company 1D
folder (or last saved to
folder)

8. Enter file name (e.g.
NRACJC9915 or any
name you desire **

9. Click Save.

10. The file can also be
saved to a different
location or device from
this window. 94




Il INTERAC Job Cost - INTERSOFT CONSTRUCTION CO

Y TD LABOR HOURS-INCENTIVE
TEST FOR HISTORY FILE

MONTH-TO-DATE COST BY JOB
OYERUNDER WWiORKSHEET

WEMNUE
JOB COST CASH BASIS EARNMNGS

Job Cost Detail Report
Job Cost AR Detail

aLGUST 31, 2010
|

Ol &l &l ol

Select Report
Design

Enter date
To Export to
Spreadsheet,
check box
provided

Select
spreadsheet type

Click OK
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Save Spreadsheet Az

Save i I =3 rrac

Desktop

o

by Documents

™

tdy Computer

R I s

AP
AR
CE.
Direct Deposit
CLP

b agretic Media Files

F0

)FR

sk

sc

T

i

B DFDDF #s

B gereral acct 052705 4l
B gl9th s
)itk ks
EMRACATST oz

B MRACAPITST ws
B MRACAPI2w 4z
B MRACAPARSAZ vl
B NRACAPATSAZ vls
B NRACARTKII Kl
B NRACARYS08. 1l
B mracckStst sl

B NRACDPI0S s
ENRACDPII0 M
E MRACDPII01 1l
B NRACEQACOS. Hs
B NRACEQACS us
E_] nraceqdrey. xlz
ENRACGLAIUN. s
E_] nracgldxp. 2l

j Save I

op ] MRACAPIAEH. xls
OTH B NRACAPIAR ¥l
OTHER B NRACAPIABK sz
PLC B NRACAPYsal, ws

L] |

File name: I

Save as ype: I Excel Files [* xlz)

j Carcel |

7

** An advantage of the “Save Spreadsheet As” feature
is that a file can be named whatever you want.

6. “Save Spreadsheet As”
window appears

7. It defaults to your 4-
character company 1D
folder (or last saved to
folder)

8. Enter file name (e.g.
NRACJC9915 or any
name you desire **

9. Click Save.

10. The file can also be
saved to a different
location or device from
this window. 96




Entering invoices

Process Transactions P Journalize Transactions
. Click OK.  (No file name needs to be entered)
. Enter transactions

. To open files distributed from other applications
scroll down the journalize

Edit Print Journal

. Click on file at top of the list (blank ID & today’s
date). Click OK

. Run a PRELIMINARY edit.

. If problems, go back to JRN and correct.

. Run a FINAL edit.

. To distribute check “Make Distribution” box

Update Master File

* Click on file at top of the list (blank ID &
today’s date).

. Click OK

FA

JC Work FIEOWJ\

Actions Behind the Scenes

JCA fileis automatically created.

When “Make Distribution” box is checked
GLA is created and distributed to CKA (per JCUO settings).

NOTE: Distribution can be performed during Edit or
Update depending on the User settings (JCUO).

JCB is created then JCA is added to JCB
JCB is added to JCC then JCA and JCB are deleted
These files are created: JCAUPD, JCMUPD and JCCUPD

Distribution to selected applications, edit and update in those
applications is performed. A edit and update reports are sent to
printer or DMS. A status report is shown on the screen.
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Month-End & Year End Activities

Actions Behind the Scenes

Month-End Closing
Process Transactions » Clear Master File
. Enter the month to close e.g. MAY

Year End Closing
Process Transactions » Close Out year
Enter the Month to close e.g. DEC

Month-End files are created automatically as
follows:

JCMis copied to JCMMAY

Year-End closing files e.g. 2010, are created as
follows:

JCC is copied to JCCDEC
JCMis copied to JCMDEC
JCC is deleted

(o)
(o]




Payroll
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Selecting US Payroll
T e ——

Il INTERAC

Run Help 1. Onthe INTERAC Main

Accounts Payable

Accounts Receivable M e n U CI IC k O n R u n

Bank Feconciliation

Cash Manager 2 CIle On US Paer”

Client Azcounting
Depreciation

Diocument M anager Emr SeleCt Company I D
Equipment Cost .

E quiprnent M anager 4 ] C I IC k O K

General Ledger
HF k4 anager
|nwerntory
|nventory b anager
Job Cost

Job Manager

Job Stream

Loan Amaortization
Order Processzing
Canadian Payroll
US Payral
Purchaze Order General Busness Systems
Report Manager

Service Biling
Subcontractor Control
Time & Billing

1S Utilitiez 3

I ak. I | Lancel I

W

| US Payroll

Company |C INFE.-‘-‘-.E -INTERSOFT COMSTRUCTION CO. j
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Journalize Transactions
—

Setup and Maintenance | Process Transactions  Reporting and lhigu . . .
i O 1. Click on Journalize Transactions

Journalize Transactions

S 2. No Journal ID is necessary
Frint Payroll Checks 3 C“Ck OK

|Ipdate tazter File

Finizh Accounting Period
Year End Clozing

InterLink Irmpart flenu-
InterLink kaster Import

Huick Check
| NOTE:
1 If an PRA already exists, you may
Il INTERAC Paproll - INTERSOFT CONSTRUCTION CO. enter a 3_ Cha‘raCter Journal ID For
Help example 915 meaning (Sept 15).

Then, Click OK.

~Journalize Transactions

Journal ID: I—
D | Size | Last Modiied To open a file distributed from another
1 KB | 5190 221 AM . . .
0o 1KE | 126209 602 PM appllcatlon, scroll down the list to
071 1 KB | 102509 11:42 Add .
1 IKB | 2/23A011:20 AM - locate file.
10 1 KB | 11720009 221 PW 101



 Enter transactions
in the usual
manner, utilizing
the JSU, JRC, JTR,
and JFM as
required.
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Edit & Print Journal
B e —————————

Il INTERAC Payproll - INTERSOFT CONSTRUCTION CO.

Setup and Maintenance | Process Transactions  Feporting and [ngu l C“Ck on the fIrSt flle In
raze Transalions the Journal ID window (haS
dit & Fnnt Journa ’
M INTERAC Paymll—INEST nnsmucnnﬂ CO. =10 %] blank ID and tOday S date)'

Help This is the PRA file.

~Edit Transactions 2. Make the relevant
fomat s selections by checking the
R T - appropriate boxes
ulny} 1 KB 124209 6:02 PM
T 3KE [ 20 0 A 3. Make Distributions is
10 1WE 1120009 221 PM . .
& © Ko | 624103 .48 A highlighted and made
120 The amn0 31eo /available according to the
[ Check & Calculate Overtime? .
take Distributions To [~ £0 T JC NOTE'
[ Suppress'Warnings? If you entered a 3_
™ Emors & "Wamings Orly?
[ Calculate Taxes After Successful Edit? Character ID, SCfOIl
down the menu list
o | e | to locate the file.
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_ —

122009 602 P
1OUZES 11:42 AM
223A0 1120 AM

11720009 221 PM

| EHE9M0 819 AM
| 824100 546 AM
B24/09 545 AM

402TA0 T8 PM

11720008 224 P

1. Checking the
“Calculate Taxes
After Successful
Edit?” box will allow:

» Calculation of taxes

* Printing the Tax
Register in Detail or
Summary

2. If distributions
have been setto
occur during Edit
(User file PRUOQ), the
“Make Distributions”
box will be
highlighted.
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Il INTERAC Payroll - INTERSOFT CONSTRUCTION CO.

G110 509 Ak

G509 332 Pw

91409 415 P

2409 9:22 Ak

1057109 919 Akt

TIG0E 10:15 Ak

GA0A0 435 P

GAOAD 221 P

42310 322 Ak

* Click on the file
with the blank ID
and today'’s date

» Select whether to
print a Detailed
Register or Summary
Register

» Select whether to
Print Detail Totals or
continue to calculate
taxes

105



Il INTERAC Payroll - INTERSOFT CONSTRUCTION CO.

270 343 PM

GA 2058 11:03 A

1003 353 PM

412310 516 Ak

100508 10:51 A

212210 346 PM

11020/09 224 P

222M0 426 PM

212210 4:42 PM

et = e

werzriasto | o

Select the first file
on the Check File
ID (blank ID and
today’s date)

Enter starting
period date

Enter Check date

Enter check
number or make
no changes if
check number is
per setting in the
PRUO

Check applicable
choices

Click OK
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Direct Deposit
e ———r

Save Direct Deposit File Az E 7 Save AS D| I’eCt Deposit
(_;(j}v | .~ ConBETTY = Data - nrac - - l‘ﬂj ISEarch @ window
Organize = £ Views v | | New Folder 2] IS presented. Enter file
Favarite Links Mame = |v| Date modified |v| Type |v| Size il name to be transmltted to
AP 4/6/2009 Z00PM  File Folder L yo ur bank **
T Documerits AR 4/6/2009 258 PM  File Folder
18 My Computer . CK. RA0/201012:43...  File Folder . .
M Desktop : Sotnoo 8. Alternatively, file may be
. Save Direct Deposit File As ) )
£ Pictures — _ _ saved into a deS|gnated
B o KL |J = Deter e v BicetDepos @k direct deposit folder or
4 Recently Ch . - . .
Eé A Organize = =5 Views - 1 New Folder (7] Other deStlnatlon
: Favarite Links Mame = |-| D ate maodified |v| Type |v| Size
y Public | NRACAPFSTS Br24/2010 354 . File Tl _
[ Documents || NRACAPP324 8252010933 . Fle 11 9. Click Save
Falders M My Computer || NRACAPPYZS 82520101107, File 11
BE Desklop
Fil FE Picturesz
Save | I8 Music
4 Recently Changed *& An advantage Of the
- Hide Folds emches “Save Direct Deposit As”
1 uonc . .
feature is that a file can
Folders ~ 4 | B be named whatever you
File hame: I j Want
Save az lype; I.f-‘«II Files (%) j
“Hide Folders| Save | Cancel |/ 107
4




Il INTERAC Payroll - INTERSOFT CONSTRUCTION CO.

3

110720109 2:24 PM

20841 11:09 AWM

20941 11:16 AWM

2811 11:18 AWM

20841 11:23 AW

102111010004 Al

ar1em9 11:52 A

1252010 3:53 P

1141 410 PM

G50 12250 P

BA1M0 827 AW

100809 11:27 AW

If no 3-char ID, click on
the file at the top of the
list in the Journal ID
menu (with blank ID)

If with 3-char ID, select
the file from the list

If distributions to other
applications is required,
check all the appropriate
boxes.

Enter Source or
Reference # if applicable

Check box to enable Edit
& Update Distributed
Files in 3. above

Click OK to continue
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Update Report
e ———r

» The applicable transaction files (General T

Ledger, Job Cost, Bank Reconciliation, etc) — _

will be distributed, edited and updated in petiil T AN T H

their own respective applications. File Edit Update

* An Edit and Update report is produced RACELA Cormleted Cormleted

for each application affected. RACEQA Complete Complated

e An on screen status report will be NRACCHA Completed Completed
produced to show that the process is NRACARA Completed Completed
successfully completed.

« Should the distribution process falil, the

relevant correction, edit and update should

be made in the affected application. Check
the Edit & Print Journal report for errors and
warnings listed.

* Once the “Edit & Update Distributed Files”
has been processed, it cannot be undone. 1-109



FRUBD — FILE PROCESSING

MASTER FILE UPDATE INITIATED
C:\DATA\NRAC\NRACPRE ADDED TO C:\DATA‘\NRAC\NRACPRC
MASTER FILE UPDATE COMPLETE

C:\DATA\ELEC\ELECJCA EXTENDED 9 RECORDS ADDED
C: \DATA\NRAC\NRACCEA EXTENLED 5 RECORDS ADDED
C: \DATA\NRAC\NRACAFPA CREATED 10 TOTAL RECORDS
C:\DATA\NRAC\NRACGLA EXTENDED 10 RECORDS ADDED

When the “Make Distribution” box is activated, transaction files GLA,
JCA, EQA or CKA (as applicable) are created. They are created in the
same suffix as the Check File, Current File, To Date File and the Extra
File.
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FRUED -- FILE PROCESSING

MASTER FILE UPDATE INITIATED
C:\DATA\NRAC\NFRACEREl4 ADDED TO C:‘\DATA\NRAC\NRACPRC
MASTER FILE UPDATE COMPLETE

C:\DATA\ELEC\ELECJCA14 CREATED
C:\DATA\NRAC\NRACEQR14 CREATED
C:\DATA\NRAC\NRACCEAL4 CREATED
C:\DATA\NFAC\NRACAPR14 CREATED
C:\DATA\NRAC\NRACGIAL4 EXTENLED

37 TOTAL RECORDS

31 TOTAL RECORDS

7 TOTAL BECCRDS

12 TOTAL EECORDS

10 RECORDS ADLCED

When a 3-character ID is entered (e.g. 14), the same ID is
applied to the GLA, JCA, EQA, and CKA files if requested.
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Update Errors & Warnings
e ———

1.

PRMAIM error meszage

! EQEDT PUC date is prior to gtart of month [02-01-11]

=]

File

MNEACGLAT
NEACICAI

NEACELDAI
MNEACCKA
NEACAPA

-Distributed Files Processed

Eclit

Mot Dane
Mot Dane
Mot Daone
Mot Daone
Mot Daone

Update

Mot Dane
Mot Dane
Error

Mot Daone
Mot Daone

If a process fails to complete, the
status report lists reasons for
failure.

Corrections should be made in
the affected transaction file, in
its applicable application.

For example, to correct the
errors shown here, the edit
report for Equipment should be
examined and its transaction file
corrected as required.

Update should then be run
again.
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Print Distribution Report

e ———

Il INTERAC Payroll - INTERSOFT CONSTRUCTION CO. 1 =] B3
Help
- Print Distribution Report
Report Design: Use Data From: l Select Report DeS|gn
% Check File © CumentFile ¢ DetailFile ¢ Extra File
o | Tite [«] [ | Size | Last Modified |
TG | 800 231 P r 2. Select the source data
a0t LABOR COST DISTRIBUTION BY JOB/PHASE ana 2KB | 812009 11.03 &M
b3 | LABOR BURDEN DETAIL BY JOB AND PHASE f 10 1KB | BM0/09 353 PM
14 LABOR TA% BURDEM DETAIL BY DEPARTMENT ... 100 1KE | 402310 B16 AM .
15 LABOR BURDEN DETAIL BY EQUIPMENT 108 1KE | 10/508 1051 AM 3. Select the check file from the
16 WIORKMEN'S COMPENSATION REPORT 11 SKB B27H0 407 PM .
2 LABOR AND YACTION DISTRIBUTION REPORT 123 1 KB 11720008 224 P list
BET | LABOR TAX BURDEM DETAIL BY DEPARTMENT . 14 BKE | 82710 410PM
CHK - |5 BKE | 2022010 442 PM -
4. Complete the relevant
Limited ranges: & No (" Yes (" By employee number Reference 1: 831 information in the areas
Alpha report date: [aUGUST 31, 2010 Reference 2: | provided
Distribute? IV Distribution Date: |08r31r2010 g
Description: | Period Code: 810 My 5 C“Ck OK

Check File = PRB :is usedto print checks

Current File = PRC :is the Current month to date file
Detail File = PRD : is the Detail year-to-date file
Extra File = PRE :is the Extra To-Date file 113




Print Earnings Register
e ———

Il INTERAC Paproll - INTERSOFT CONSTRUCTION CO. O] x|
Help
~Print Earnings Register
Design File: Use Data From:
D | Size | Last Moditied [2] ¢ Check File ¢ CumentFile ¢ DetailFile ¢ ExtraFile
1KE  SEA0 83T AM | Size | Last Modified [«
1 1KB | 2025401025 AM 106 GBI 25 Bl
1 KB | 8410 345 P oo ZHB | BA20911:03 M
12 1KB | 2603 6.0 Pu 10 1KB | BHODS 353 PM |
ADT 1B | 10/6/09 359 Pi 100 1 KB | 42310 816 &AM
BK 1HB | 22510 10:31 AM 108 1KB | 104503 10:51 AN
JRM 1HB | 363010 214 AM A n SKB | BR27H0 407 PM
LED 1KB |12/6/09 922 AM 123 1KB | 11620009 2:24 PM
MAG 1KB | 7i20M0 2:59 PM «| |a 5rB TB2en0 210 PW
e 15 GHB | 2220 442 PM
9 231 2WB | BABDT11:52 AM
D | Tee I 238 1 KB | B0 12:50 PM
] —— 25 1 KB | BH1AD 827 &M
2 Eamings Regi oo 250 ZHE | 10//0811:27 AM
3 c ARMEJ e Ff’E ceTeR 413 1HE | 824103 9:23 AM
520 3KB | 10/09 221 PM =
Alpha Report Date:  [AUGLST 31,2010
Limited R anges? I
[ ox Back |
v

Check File
Current File
Detail File
Extra File

= PRB :is used to print checks

= PRC :is the Current month to date file

= PRD : is the Detail year-to-date file

PRE : is the Extra To-Date file

1.

Select the design file
Select the Design Format #

Select the file type e.g.
Check File (see illustration
below

Click on the Check File to be
used in the list provided.
Note that if a file has a 3-
char ID, only the ID will
appear on the list.
Otherwise, a blank ID and
last date modified is shown.

Enter report date

Click OK
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Select file to be
used for

o R electronic filing
I8 INTERAL Payrol INTERSOFTCIHSICHEAENE 2. Check the
Electronic Filing
box

212540 9:32 AM 3 CIICk OK
22510 9:30 AM .

0s E3KB | 2025010 937 AM
o7 63KB | 1/THO 1:38 PM

09 BIKB | 1/5109:26 AM
1 45KB | 1/THO0 1:38 PM

10 117 KB | 324410 1:48PM
18 SEKE | 1A5M0 331 AM
23 E8KB | 1/5M0 3:43PM

0 S3KB | O/26/07 10:29 PM
9/26/07 10:40 PM
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Payroll Electronic Filing
.Contd

— A

2

4. The “Save Federal

Save Federal Mag Media File As ElEd I\/Iag Med|a F||e As”
Save Hirac | = 3 - .
ueE = - ﬁ _ opens. Enter the file
4P FO =] S999GLM al
AR PR EIEIEIEIGLM.id:-: % name e.g. NRACPRX
CK. 5B =] 9999GLMD =
Direct Deposit D=sc =) 9999G LMD idx = OR any preferred
! P aTe =) 3339GLUO = name **
Save Federal Mag Media File Az 7 x|
Save jh: Iﬁ h agretic Media Files j & £f Eo- 5 CIle Save
S NRACAPXAT
NRACAPRED
il |5 nRACPRFED 6. The file can also be
s NRACPRXMY )
8| |3 NRacPRXPHR saved to a different
device from this
.' window.
ky Documents
EF[ ** An advantage of the
My Camputer “Save Federal Magnetic
S Media File As” feature
@ is that a file can be
+ File pame: | = ﬂl named whatever you 116
Save as type: IAII Files [7] j Canel /l want.
7




Print Custom Report
e ———

Il INTERAC Payroll - INTERSOFT CONSTRUCTION CO. = O] x|

1. Select Report Design

~Print Custom Report
Report Design: Use Data From: 2. Select Source Of data

& Check File ¢ CumentFile ¢ DetailFile  ExtraFile

11
o [ Tte [=] [0 | Size | Last Modiified [«] frorn the Use Data
EMPLOYEE LIST BY CLASS E | 1KB | 8/30M0 231 PM
033 P&Y INCREASE BY DEPARTMENT 000 2KB | 81209 11:03 AM | F ” Sk :
03s GROSS PAY BY UMION & CLASS 10 1KB | 8M0/09 3:53 PM r0| n n len u ( see deta”S
1 EMPLOYEE LISTING 100 1KB | 42310 516 AM
10 CERTIFIED HOURS BY JOB 108 1KB | 10/5/09 10:51 AM be|OW)
1m P&Y INCREASE REPORT 1 SKB | 8/27M0 407 PM
102 P&Y INCREASE BY CLASS 123 1KB | 1120009 224 PM
103 Pa&Y INCREASE BY EMPLOVEE 14 BKE | 82710 410FM
108 Pa&Y INCREASE BY JOB CLASS 15 B KB | 2/22110 442 PM 3 E nte r d ate
115 HOURS & PAY BY JOBICLASS 231 2KB | 8/18/09 11:52 AM :
125 P&Y INCREASE REPORT BY DEPT 238 1KB | 6/81012:50 PM
130 CERTIFIED HOURS B JOB 25 1KB | BA1/108:27 AM
16 EMPLCYEE TIME SHEET it 260 2KHB | 10/5/09 11:27 AM hd 4 CheCk the “EXpOI’t tO
Alpha Report Date IAUGUST 31, 2010

Limited Ranges o SpreadSheet” bOX If
Exportto Sprescshest [ (% Ewcel © Lotug © ASCI ) £S5 appllcable

Change Conditions i~

o | e ] 5. Select spreadsheet
type

**Check File = PRB :is usedto print checks
Current File = PRC :is the Current month to date file
Detail File PRD : is the Detail year-to-date file 117
Extra File PRE : is the Extra To-Date file




Save Spreadsheet As

Save i I = mrac

Desktop

by Documents

tdy Computer

Fdy M etwork,
Places

2]
= o« & ok E-

3P0 B MRACAPITST ws =TT

)FR B MRACAPI 2w #ls &

I5E ENRACAPAESAZ sl ER

Direct Deposit 350 ENRaCaPagseZ sl R
o7 B NRACARTKII Kl B

) Zfiles B NRACARYS08. 1l B

EDFDDF ss B mracck st sl B n

B gereral acct 052705 41 B NRACDPI0S wis .

B gl9th s ENRACDPII0 8 B

B itk ks B MRACDPI0T 1l &

Magnetic Media Files B NRACITST.xls B NRACEQSCOS #lz B
I NRACAPIAEH. 8 B NRACEQACS #s B

@ HRACAPIAR. «l: @_1 nraceqdrey. xlz E_)I r

B NRACAPIABEK. xs ENRACGLAIUN. s B

B NRACAPYsalk, ws B nracalBup. sl By

2

[May 15 PR

| Esicel Files [*.xks)

** An advantage of the “Save Spreadsheet As” feature
is that a file can be named whatever you want.

6. “Save Spreadsheet As”
window appears

7. It defaults to your 4-
character company 1D
folder (or last saved to
folder)

8. Enter file name e.qg.
MAY 15 PR OR any
name of your choice **

9. Click Save.

10. The file can also be
saved to a different
location or device from

this window.
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oz

1. Enter month to close
e.g. JAN

2. Enter beginning date
for new month e.qg.
2/1/2011

3. Click OK

4. Month-End files are
created automatically:

PRC is copied to PRCJAN
PRC is merged to PRDJAN
PRC is merged to PRE
PRA, PRB and PRC are
deleted
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1. Enter the last 2-digits of
the year to close e.g. 11
for 2011

2. Enter the month to close
e.g. DEC

3. Click OK

4. Year-End closing files
are automatically created
as follows:

PRC is copied to PRCDEC
PRC is merged to PRDDEC
PRC is merged to PRE
PRA, PRB and PRC are

deleted 120



Processing Payroll

Process Transactions P Journalize Transactions
* Click OK. (No file name needs to be entered)
. Enter transactions

Edit Print Journal

*  Click on file at top of the list (blank ID & today’s
date). Click OK

* Run a PRELIMINARY edit.
e If problems, go back to JRN and correct.
* Run aFINAL edit.

»  To distribute check applicable applications next
to the “Make Distribution” box

* To calculate taxes and print check register check
“Calculate Taxes After Successful Edit?” box

»  Select whether to print Detailed Register or
Summary Register

Print Payroll Checks

Update Master File

*  Click on file at top of the list (blank ID & today’s
date).

« Click OK
Print Desired Reports

FA

PR Work Flow,

—
-

Actions Behind the Scenes

PRA file is automatically created.

When “Make Distribution” box is activated GLA, JCA, EQA, and CKA
are created or extended

NOTE: Distribution can be performed during Edit or Update depending
on the User settings (PRUO).

When “Calculate Taxes After Successful Edit?” is selected the PRB file
(check file) is created

Creates bank files positive pay & direct deposit file

When “Make Distribution” box is activated GLA, JCA, EQA, and CKA
are created or extended with the same journal ID as the check file

Journal file is copied to PRA_date_time in the Backup folder
PRCBUPD, PRMUPD copied in the folder with the other data
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Month-End & Year End Activities

~

| 4

e

.

Actions Behind the Scenes

Month-End Closing
Process Transactions » Close Out Month
. Enter the month to close e.g. JAN

Year End Closing

Process Transactions » Close Out year
Enter the Year to close e.g. 11 for 2011
Enter the Month to close e.g. DEC

Month-End files are created automatically as
follows:

PRC is copied to PRCJAN
PRC is merged to PRDJAN
PRM is copied to PRMJAN
PRC is merged to PRE

PRC is deleted

Year-End closing files e.g. 2011, are created as
follows:

PRC is copied to PRCDEC
PRC is merged to PRDDEC
PRM is copied to PRMDEC
PRC is merged to PRE
PRC is deleted
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INTER5OFT

10700 SW Beaverton-Hillsdale Hwy,
Suite 315

Beaverton, Oregon 97005

Phone: (800) 547-6429

Fax: (503) 626-7435

Email: user@intersoftsystems.com
url: www.intersoftsystems.com
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