
“Behind the Scenes Guide”

Basic Interface



Content

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 
ends with a summary of the files created “behind the scenes.”
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1. On the INTERAC Main Menu 
select   IS Utilities

2. Click on Interface
3. Click on Basic
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Selecting Basic Interface



Accounts Payable
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Selecting Accounts Payable
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1. On the INTERAC Main Menu, 
click on Run

2. Click on Accounts Payable
3. Select Company ID
4. Click OK



Journalize Transactions

1. Click on Journalize Transactions
2. No Journal ID is necessary
3. Click OK

NOTE:
If an APA already exists, you may enter 

a 3- character journal ID.  For 
example   915   meaning (Sept 15).
Then,   Click OK.

To open a file distributed from another 
application, scroll down the list to 
locate file.
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Enter Journal Transactions

• Enter transactions 
in the usual 
manner, utilizing 
the JSU, JRC, JTR, 
JCE and JFM as 
required.
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Edit & Print Journal
1. Click on the first  
file in the Journal ID 
window (has blank ID 
and today’s date). 
This is the APA file. 

2. If you 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 the 
file.
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Distribution Report

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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Distribution with 3 Char ID File

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



Update Transactions

• Select the 
transaction file 
to be Updated 

• Check the Edit 
& Update 
Distributed files 
box

• Click OK
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Update Report

1-13

• The applicable transaction files (General 
Ledger, Job Cost, Bank Reconciliation, etc) 
will be distributed, edited and updated in 
their respective applications. 

• An Edit and Update report is produced 
for each application.

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

• Should the distribution process fail, 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.



Update Report

1-14

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



Update Report

The Updating of 
APC, API, and 
APM are performed 
without the 
requirement of 
manually entering 
file names. 
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Update Transactions

• Where a 3-char 
ID has been 
used, the 
update  files 
are 
automatically 
renamed to the 
standard 
format of  APC, 
API and APM.

• The 3-
character ID is 
dropped.

• Existing files 
are extended 
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Errors During Edit & Update

17

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.



Check Writing

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

1-19

Click to select the option from the Process Transactions menu. 



Move Paid Invoices

1-20

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. 
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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.



Move Paid Invoices
Update Error Reports

1-22

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.



Move Paid Invoices

1.  MPI automatically
creates the following 
files:

APCMPI
SCAMPI
EQAMPI

2.  Where there are 
existing “A”  or “C” 
files, these are 
automatically 
extended. For example:

CKAMPI
GLAMPI
JCAMPI

3. Files created or 
extended during the 
MPI procedure have
”MPI”  added to the 
file name. (as shown
above). 
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Void Check

1. No Journal ID is 
necessary.

2. Check the 
“Voiding 
Checks?” box.

3. Select which 
history file  
contains  the 
check to be 
voided.

4. Click OK
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MTD = APC or  Current month to date 
YTD  =  APD or Detail year to date
TD    =  APE or Extra to date file



Voiding Checks

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.
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Quick Check

mmm

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.

Mmmmmm 26



Print 1099

27

1. Select the 1099 
Form type 

2. Check the 
“Produce 
Electronic Filing 
File” box to create 
a magnetic media 
file APX

3. Click OK.  



28

Print 1099   ..cont’d

4. Save Electronic 
Filing File As
window appears, 
allowing you to save 
your X file in the 
NRAC folder.  

5. Enter the file name 
as required by the 
state or whatever 
name you prefer.

6. You can also create a 
magnetic media 
folder to which all 
such file types 
created in INTERAC 
can be stored – see 
example.



Print Custom Report

29

1. Select Report Design 

2. Enter report date

3. Make the relevant 
selections for your report

4. To export your report to a 
spreadsheet, check the 
“Export to Spreadsheet”

5. Select the spreadsheet 
type

6. Click OK
MTD     =  APC or  Current month to date 
YTD      =  APD or Detail year to date
TD        =  APE or Extra to date file
Open    =  Open Items or Unpaid Invoices



Print Custom Report  ..cont’d

30

6. “Save Spreadsheet As” 
windows appears 

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

8. Enter file name (e.g. 
NRACAP9115  or a file 
name of your choice **

9. Click Save.

10. The file can also be saved  
to a different location or 
device from this window.**  An advantage of the “Save Spreadsheet As” 

feature is that a file can be named whatever you 
want.



Month-End Close

31

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
API is copied to APIMAY       
APC is merged into 
APDMAY
APC is merged into 
APEMAY
APC is deleted



Year-End Close

32

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

2. Enter  closing month e.g. 
DEC for December

3. Click OK

4. Year-end files are created as 
follows:

APC is copied to APD10  
APM is copied to APMDEC
API is copied to API10 
API is copied to APIDEC
APM is copied to APM10
APE is copied to APE10
APC and APD are deleted.



AP Work Flow
Entering invoices
Process Transactions  ►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

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  APU0 settings).

• APB is created
• APA is added to APB
• APB is added to APC
• APA and APB are removed
• API 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.
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AP Work Flow

Writing Checks  & Other Routines
Reporting & Inquiry
• Create a Cash Analysis report to show all 

open invoices. 
• Print 1099
• Print Custom Report

Setup & Maintenance  ► Invoice File 
Maintenance

• Select invoices to be paid

Process Transactions ► Check Writing
• Print the checks
• Enter APP file name in the “Save As” window

Process Transactions ►Move Paid Invoices

Actions Behind the Scenes

• Positive Pay file is created with today’s 
date e.g.  AP0825

• JCAMPI, GLAMPI, CKAMPI, are created
• API and APM are updated
• APC, CKA, GLA, JCA are extended
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AP Work Flow

Quick Checks
Process Transactions ► Quick check
A. To print Quick Check without creating a journal 

B. 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 

Actions Behind the Scenes

• 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
• API 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.
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AP Work Flow

Month-End & Year-End Activities

Month-End Closing
Reporting & Inquiry ► Cash Register Report 
• Print a monthly Check Register
• 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.

Actions Behind the Scenes

• Month-End files are created as follows:
APC is copied to APCMAY     APM is copied to 
APMMAY
API 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 is copied to APMDEC
API is copied to API10        API is copied to APIDEC
APM is copied to APM10
APE is copied to APE10
APC and APD are deleted.
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Accounts Receivable
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1. On the INTERAC Main 
Menu click on Run

2. Click on Accounts 
Receivable

3. Select Company ID
4. Click OK

38

Selecting Accounts Receivable



1. Click on Journalize 
Transactions

2. No Journal ID is necessary
3. Click OK

NOTE: 
If an ARA already exists, you may 

enter a 3- character journal ID.  
For example   915   meaning 
(Sept 15).
Then,   Click OK.

To open a file distributed from 
another application, scroll down 
the list to locate file.
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Journalize Transactions



Enter Journal Transactions

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

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

2. If you 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 

the file

41



Distribution Report

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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Distribution with 3 Char ID File

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

• 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

1-45

• The applicable transaction files (General 
Ledger, Job Cost, Bank Reconciliation, etc) 
will be distributed, edited and updated in 
their respective applications. 

• An Edit and Update report is produced 
for each application.

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

• Should the distribution process fail, 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.



Update Report

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

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

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

• Select the 
Design to be  
used 

• Enter 
accounting 
date, 
transaction 
date and 
period code

• Click OK.
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Update Errors & Warnings

1-49

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.



Print Statements
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1. Enter date. This will 
appear on the 
statement

2. Make the necessary 
selections

3. Click OK



Clear Statement Detail

51

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

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

3.  Check box to moves 
contra-entries records.



Clear Statement Detail Report

52

ARD file is created or extended
ARC is added to ARD



Print Custom Report

53

1. Select report design

2. Select transaction file  
** see definition below

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

4. Select the 
spreadsheet format 

5. Click OK

** MTD     =   ARC or  Current month to date 
YTD     =  ARD or Detail year to date

TD     =   ARE or Extra to date file
Open   =   Open Item or Unpaid Invoices



Print Custom Report  ..cont’d

54

6. “Save Spreadsheet As” 
windows appears 

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

8. Enter file name (e.g. 
NRACAR9115 

9. Click Save.

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

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



Close Out Month

55

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
ARI is copied to ARISEP
ARC is merged into 
ARDSEP
ARC is merged into 
ARESEP
ARC is deleted



Year-End Close Out

56

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
ARI is copied to ARI10
ARI is copied to ARIDEC
ARM is copied to ARM10
ARE is copied to ARE10
ARC and ARD are deleted



AR Work Flow

Entering invoices
Process Transactions  ►Journalize Transactions 
• Click OK.     (No file name needs to be 

entered)
• 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 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 & 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 
ARU0 settings).

• ARB is created
• ARA is added to ARB
• ARB is added to APC
• ARA and ARB are removed
• ARI and ARM are updated.
• These files created:  ARAUPD, ARIUPD, ARMUPD & ARCUPD
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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.



AR Work Flow
Month-End & Year End Activities
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   (entered as   10  DEC)

Actions Behind the Scenes

• Month-End files are created as follows:
ARC is copied to ARCMAY 
ARM is copied to ARMMAY
ARI 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
ARI is copied to ARI10
ARI 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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1. On the INTERAC Main 
Menu,  click on Run

2. Click on General Ledger
3. Select Company ID
4. Click OK

60

Selecting General Ledger



Journalize Transactions
1. Click on Journalize 

Transactions
2. No Journal ID is necessary
3. Click OK

NOTE: If an GLA already exists, 
you may enter a 3- character 
journal ID.  For example   915   
meaning (Sept 15).
Then,   Click OK. 

To open a file distributed from 
another application, scroll 
down the list to locate file.
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Enter Journal Transactions

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

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



Distribution Report

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

64



Distribution using 3 Char ID File

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

• 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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Update Transactions

1-67

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.



Update Report

1-68

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

• An Edit and Update report is produced.

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

• 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.



Update Report

The Updating of GLC and GLM are performed without the 
requirement of manually entering file names. 
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Update Transactions

• 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

71

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

The error displayed can 
be corrected in the 
applicable application.

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.



Print Reports

72

1. From Main INTERAC 
Menu select “Reporting 
and Inquiry” to print out 
Trial Balance, Financial 
Statement or General 
Ledger

2. Select Transaction file **see 
definition below

3. All these reports can be 
exported to a spreadsheet

4. Check the “Export to 
Spreadsheet” box

5. Click OK

** MTD   =   GLC or  Current month to date 
YTD     =   GLD or Detail year to date
TD       =   GLE or Extra to date file



Print Reports  ..cont’d

73

5. Enter the file name 
for the spreadsheet, 
e.g. NRACGL9915 
or any name you 
want **

6. Click  Save

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

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



Print Financial Statement

74

1. Select the report 
design to be printed

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

3. Select Print Orientation

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

5. Click  OK



Print Financial Statement   
..cont’d

75

6. “Save Spreadsheet As” 
windows appears 

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

8. Enter file name (e.g. 
NRACGL9915  or any 
name you choose

9. Click Save.

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

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



Print Financial Statement    ..cont’d

76

When the “Change Design” box is 
checked, the Change Run Options 
screen is presented before the 
Report is sent to the printer.



Month-End Close Out

77

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



Year-End Close Out

78

1. Enter year to close e.g.  11 
for 2011

2. Enter month to close e.g. 
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



GL Work Flow
Entering transactions
Process Transactions  ►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 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

Actions Behind the Scenes

• GLA file is created automatically.

• When “Make Distribution” box is checked , the  CKA 
file is created and distributed to (per GLU0 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
• GLA is removed
• GLM is updated.
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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.



GL Work Flow
Month-End & Year End Activities

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

Actions Behind the Scenes

• 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
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1. On the INTERAC Main Menu, 
click on Run

2. Click on  Job Cost
3. Select Company ID
4. Click OK
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Selecting Job Cost



1. Click on Journalize Transactions
2. No Journal ID is necessary
3. Click OK

NOTE:
If a JCA already exists, you may enter a 

3- character journal ID.  For example   
915   meaning (Sept 15). 

To open a file distributed from another 
application, scroll down the list to 
locate file.
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Journalize Transactions



Enter Journal Transactions

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

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

2. If you 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 the 

file.
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Distribution Report

When the “Make Distribution” box is checked, the GLA file is 
created or extended automatically. 86



Distribution with 3 Char ID File

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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Clear Master File

88

1. Enter current 
accounting date

2. Enter month to 
close

3. Click OK

4. The following 
occurs:

JCM is copied to 
JCMMAY



Update Transactions

• 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

1-90

• A transaction file will be distributed to 
General Ledger, edited and updated there. 

• An Edit & Print Journal Report as well as 
Update report are produced.

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

• Should the distribution process fail, 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.



Update Report

The Updating of JCC, and JCM are performed without the 
requirement of manually entering file names. 
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Update Transactions

• Where a 3-char ID has been used, the update  files are automatically renamed to 
the standard format of  JCC, JCI and JCM.

• The 3-character ID is dropped.
• Existing  transaction files  (JCC) are extended 92



Print Job Report

93

1. Select Report 
Design

2. Enter date 

3. To Export to 
Spreadsheet, 
check box 
provided

4. Select 
spreadsheet 
type

5. Click OK



Print Job Report   ..cont’d

94

6. “Save Spreadsheet As” 
window appears 

7. It defaults to your 4-
character company  ID 
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.**  An advantage of the “Save Spreadsheet As” feature 

is that a file can be named whatever you want



Print Custom Report
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1. Select Report 
Design

2. Enter date 

3. To Export to 
Spreadsheet, 
check box 
provided

4. Select 
spreadsheet type

5. Click OK



Print Custom Report   ..cont’d
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6. “Save Spreadsheet As” 
window appears 

7. It defaults to your 4-
character company  ID 
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.

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



JC Work Flow

Entering invoices
Process Transactions  ►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

Actions Behind the Scenes

• JCA  file is automatically created.

• When “Make Distribution” box is checked 
GLA is created and distributed to CKA (per  JCU0 settings).

• NOTE:  Distribution can be performed  during Edit or 
Update depending on the User settings (JCU0).

• 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
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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.



JC Work Flow
Month-End & Year End Activities

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

Actions Behind the Scenes

• Month-End files are created automatically as 
follows:
JCM is copied to JCMMAY

• Year-End  closing files  e.g. 2010, are created as 
follows:
JCC is copied to JCCDEC
JCM is copied to JCMDEC
JCC is deleted
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Payroll

99



1. On the INTERAC Main 
Menu click on Run

2. Click  on US Payroll
3. Select Company ID
4. Click OK
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Selecting US Payroll



Journalize Transactions

1. Click on Journalize Transactions
2. No Journal ID is necessary
3. Click OK

NOTE:
If an PRA already exists, you may 

enter a 3- character journal ID.  For 
example   915   meaning (Sept 15).
Then,   Click OK.

To open a file distributed from another 
application, scroll down the list to 
locate file.

101



Enter Journal Transactions

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

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

2. Make the relevant 
selections by checking the 
appropriate boxes

3. Make Distributions  is 
highlighted and made 
available according to the 
settings in the PRU0.

NOTE: 
If you entered a 3-
character ID, scroll 
down the menu list 
to locate the file.
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Edit & Print, Tax Calculation

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 set to 
occur during Edit 
(User file PRU0), the 
“Make Distributions”  
box will be 
highlighted.
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Calculate Taxes

• 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
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Check Writing

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

2. Enter starting 
period  date

3. Enter Check date

4. Enter check 
number or make 
no changes if  
check number is 
per setting in the 
PRU0

5. Check  applicable 
choices

6. Click OK
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Direct Deposit

107

7. Save As Direct Deposit 
window
is presented. Enter file 

name to be transmitted to 
your bank **

8. Alternatively, file may be 
saved into a designated 
direct deposit folder or 
other destination.

9.    Click Save

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



Update Transactions

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

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

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

4. Enter Source or 
Reference # if applicable

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

6. Click OK to continue
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Update Report

1-109

• The applicable transaction files (General 
Ledger, Job Cost, Bank Reconciliation, etc) 
will be distributed, edited and updated in 
their own respective applications. 

• An Edit and Update report is produced 
for each application affected.

• An on screen status report will be 
produced to show that the process is 
successfully completed. 

• Should the distribution process fail, 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.



Update & Distribution Report

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.  110



Update & Distribution 
3-Char ID File

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.

111



Update Errors & Warnings

1-112

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 Equipment  should be 
examined and its transaction file 
corrected as required.

4. Update should then be run 
again.



Print Distribution Report
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1. Select Report Design

2. Select the source data

3. Select the check file from the 
list

4. Complete the relevant 
information in the areas 
provided

5.      Click OK

Check File     =  PRB  : is used to 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



Print Earnings Register

114

1. Select the design file 

2. Select the Design Format #

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

4. 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.

5. Enter report date

6. Click OK
Check File      =  PRB  : is used to 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



Payroll Electronic Filing
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1. Select file to be 
used for 
electronic filing

2. Check the 
Electronic Filing 
box

3. Click OK



Payroll Electronic Filing   
..Cont’d

116

4. The “Save Federal 
Mag Media File As” 
opens. Enter the file 
name e.g. NRACPRX   
OR any preferred  
name **

5.    Click Save

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

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



Print Custom Report

117

1. Select Report Design

2. Select source of data 
from the “Use Data 
From” menu (**see details 
below) 

3. Enter date

4. Check the “Export to 
Spreadsheet” box if 
applicable

5. Select spreadsheet 
type

**Check File      =  PRB  : is used to 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



Print Custom Report   ..cont’d
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6. “Save Spreadsheet As” 
window appears 

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

8. Enter file name e.g.  
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.**  An advantage of the “Save Spreadsheet As” feature 

is that a file can be named whatever you want.



Month-End Close Out

119

1. Enter month to close 
e.g. JAN

2. Enter beginning date 
for new month e.g. 
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



Year-End Close Out

120

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



PR Work Flow
Processing Payroll

Process Transactions  ►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.
• If problems, go back to JRN and correct.
• Run a FINAL 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

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 (PRU0).

• 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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PR Work Flow
Month-End & Year End Activities

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

Actions Behind the Scenes

• 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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