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View, Scan & Add Documents

e HR Manager, Job Manager, and Equipment Manager are
capable of:

— Viewing existing documents.
— Adding new documents.

— Appending new pages to existing documents.

— Replacing documents with an updated version.




Viewing Documents

e HR Manager includes documents associated with the
individual employee records.

e Job Manager includes documents associated with the master
job record, and also with transaction records from the job cost
system.

e Equipment Manager includes documents associated with
individual equipment master records as well as the transaction
records in equipment cost.

Viewing Master File Documents

. [isi] INTERAC HR Manager - INTERSOFT, INC. = | B
HR Manager Master File Documents
Help  System
e Select the View function. —— g = _ i NRACPRM =
* Select the document to be viewed. « [ » | GREG JAMES LEOPOLD N e
| Base H Generl H Taes || Misc H Oth Pay H Deduct H Federa ||5T/Lu:a| H Notes H ” Details ‘

A PDF viewer must be installed to view

documents. U

[ Application ] | Corespondance |
[ 19 Form ] | Weekly Time Cards J
[ w4 J [ Drug Test Info |
[ Check or DD Statement J [ Safely Info J
[ Employee Packet J [ Trainng Certfication |
| |

[Loview J[ ad |[ sean |

Employee# 20




Viewing Master File Documents

. [i51] INTERAC Job Manager - INTERSOFT CONSTRUCTION = | B |
Job Manager Master File Documents
Help  System
e Select the View function.
. Job Number 88001 ] (7] Al Jobs For Code )
¢ Select the document to be viewed. Ll image Prt | | Forecast | | Repatts End
Phase Number [=) Cau
Prev Job | [ Prev Phs Next Job | [ Next Phs 83001: CIMMARON DEVELOPMENT
A PDF viewer must be installed to view Select Document to View
documents [ Contract ] [ AIA Bilings ]
[ SubCortract ] [ Weekly Job Status Report ]
I Bid J { Contractor Evaluation I
[ Change Orders ] [ Matenals Certficate ]
I Schedule of Values J { Accident Reports I
[ Miew ] { Add I I Secan J I Close
All Phases Estimated Actual Committed
Category Units Amount Units Amount Units Amount
Dir Labor 267500 52.500.00 1.340.00 15.076.00 0.00 0.00
Material ) 67.500.00 0.00 27.865.00 390.00 2568.75
Subs 0| 225000 200 1560000 0.00 0.00
Equipment 585,00 7875000 73100 2708056 18100 769500
Rertals 000 7500 00 0.00 .00 0.00 000
Burden ) 375000 0.00 0.00 0.00 0.00
Sm. Tools 0| 750000 0.00 0.00 0.00 0.00
Other 000 375000 .00 0.00 0.00 000
Total 32i0M] [ 1e750.0] | 207500 | 8562156] [ 571.00] | 6.263.75

Viewing Master File Documents

. . [is1] INTERAC Equipment Manager - INTERAC CONSTRUCTION CO. SARCE X
Equipment Manager Master File rr—
elp ystem
Documents
e Select the View function. Easprent W1 -] g0 DUMP TRUCK Repors || Pt Vit End
j » NRACJCM
e Select the document to be viewed.
Summary || Mentification H Meter ‘ Comments OE‘:"“"‘D lMamlenanca RUC | Images | Documents |
pense
A PDF viewer must be installed to view
documents.
Select Document to View

I Purchase / Lease Papers J

I Title J

I Registration J

I Manntenance Work Orders J

I Accidert Reports J

View ] I Add J { Scan
10101: 810 DUMP TRUCK




Viewing Transaction File Documents

Job Manager Transaction File
Documents

e Select the transaction with the
document to be viewed

e Click the View Doc button to open
the document.

A PDF viewer must be installed to view
documents.

[ Addschg | [ Delete | [Printone | [ Prntan |

-
INTERAC Job Manager - INTERSOFT CONSTRUCTION [E= R
Help  System
Job Number 83001 (][] Al Jobs For Code NRACJCC
NRACJCM
Phass Number = NRACARM
Prev Job Prev Phs Next Job Next Phs 88001: CIMMARON DEVELOPMENT
Category 2 Material - Actual A Clss
Job Phase Date Ref Description Units Amount N D o
88001 340 06/07/2012 200 INSIDE TRIM 750.00
23001 340 08/28/2012 200 MOLDING/NAILS/TAR PAPER 800.00
88001 340 09/23/2012 200 MATERIALS 500.00
88001 340 01/27/2008 3000 Materials forjobs 205.00 e
22001 350 06/28/2012 400 SHUTTERS & METAL DOORS 750.00
88001 350 09/07/2012 400 FLOODLIGHTS 50000 =
28001 350  09/30/2012 400 HARDWARE FOR GATES 400.00 B
| 8so0i | 350 01/27/2008 Bectrical Supplies I Yl N
28001 350 01/27/2008 3000 Ederior matenisls 460.00 8
88001 400 01/27/2008 3000 Landscaping materials 450.00 - =
23001 410 09/07/2012 100 SAND 800.00
88001 410 09/07/2012 100 DECORATIVE ROCK & STONE 2500.00
88001 410 09/23/2012 100 SAND & HOT MIX 800.00
22001 420 09/07/2012 1100 SPRINKLER SYSTEM 2500.00 L
88001 510 09/23/2012 200 CLEANING SOLUTION 200.00
22001 510 na/n/om? 200 CIFANING MATFRIAI § 250 00 2
000 27.165.00
View Doc | [ AddDoc | [ Scan Doc
oo ) [ ] (50 ] 1oy

Last Transaction Dete:  08/30/2012

Viewing Transaction File Documents

Equipment Manager Transaction File
Documents

e Select the transaction with the
document to be viewed

e Click the View Doc button to open
the document.

A PDF viewer must be installed to view
documents.

I
INTERAC Equipment Manager - INTERAC CONSTRUCTION CO. L =HAC] g
Help  System
Equipment 10101 NRACEGM
= 810 DUMP TRUCK NRACEQC
Ba L]l ARl
l Summary identification Meter Comments || OWNerSAR || ) ictenance RUC | l Images Documents
Expenss
Cost: Life To Date. 2- REPAIR PARTS
Equip Date Reference CostCode  Description Units Amourt  Note Doc
10101 1171472012 o 2 EQUIPMENT RENT-ALL 5.00 5.60
10101 03/07/2013 [1] 2 WESTERN GLASS 0.00 500.00
10101 ] 0373172013 | 0] 2 | Equpment Supply.inc. | ool 25000l ] -]
10101 05/31/2013 (1] 2 LES SCHAWE TIRE COMPANY 0.00 250.00
View Doc ] [ Add Doc ] [ Scan Doc ] 5.00 1,005.60
Notes Fitter by Date Latest Date 05/31/2013

10101: 810 DUMP TRUCK




Adding Documents

e Use the Add option to:
— Add new PDF documents.
— Append new pages to existing documents.
— Replace documents with an updated version.

To be added, documents must be in PDF format

Adding a Document

B " INTERAC Job Manager = | = Py

Using the Add option:

If a document is already attached, the
Add option will open a warning screen
asking you to confirm whether you
want to:

e Append new pages being added to
the existing document.

Warning

-or- Help

e Replace the existing document Document NRACDO0D0DO11
with the one being added.

Is Currently Attached. How should this be handled?

Append Replace Cancel

The Add function works the same in
both master file and transaction file
records.




Adding a Document

Using the Add option:

Next you will select the document do
be added.

e This may be a document already in
the DMS database

-or-

e A new document that is Not in
DMS.

B 7 INTERAC Job Manager

Attach Document From DMS

Help

DMS Document || j

Document will be appended to NRAC000000011

Mot in DMS.

Add | Cancel

Using the Add o n:

To add a document from DMS, select
the document from the list and either
double click on it, or click the OK
button to add it.

Adding a Document

& INTERAC Job Manager =8

DMS Documents

Help

File Name Tp | Date Key it

[NRAC000002016 [ JC T 12007115 ] JiP 88001/ 0, CIMMARON DEVELOPHENT [ AccidentReport ]
NRACO00001880 JC  08/18M5 JC Update

NRACO00001978  IC  08/185 JcEdit

NRACO00001914 JC  03/09M5 JOB COST REPORT
NRACOD0001813 JC 030815 COST PLUS JOB COST REFORT
NRACO00001912 JC  03/09M5 JOB COST ESTIMATE ANALYSIS
NRAC000001811  JC  03/09M5 JOB COST LABOR ANALYSIS R.
NRACOO0001910 IC  03/09MS J0B COSTREPORT
NRACO00001808 JC  03/08M5 STANDARD JOB COST REPORT
NRAC000001894 JC 02/02M5 Job Manager Summary - Job 82...
NRACO00001786 JC  10420M14 Contract Biling, Job 83001
NRACOD0DO1T6S IC  10/17/4 Free Form Billng, Job 88001
NRACO00001743  JC 101014 AlA Billing, Job 33001

NRACOD0DO1T4Z JC 1010414 AIA Biling, Job 88001

NRACOD0DO1T4D IC  10/10M4 InterLink Master Import

NRACO00001738 JC 1041014 Job Billing Master

NRACOD0DO1T3E IC  10/10/4 Job Biling Master -
Display

™ Everything & AllJobs " This Job/Phs

Time Frame

Show Previously
" Today " 7Days ¢ 30Days® Al ¥ pttached Documents oK Cancsl




Adding a Document

B 7 INTERAC Job Manager o | B P

Using the Add option:

Selecting the Not in DMS option opens
this window. Use the drop down
selector to open a Windows browser.

Attach Document Net in DMS

Help

PDF Document: | j

" Move % Copy

Document will be appended to NRAC000000011 Add Cancel

Adding a Document
File To Add ld_hJ

Using the Add option:

) - @Qvl + Computer » Windows (C:) b Data » DOCUMENTS » -4 ][ = s )
Use the File To Add window to locate =
the document. Organize v New folder ) =~ A @
Data “*  Name Date modified Size i
Select the document and either DOCUMENTS T EL896540
double click on it, or click the Open e :Emn‘ﬂﬁeﬂﬁ\m
. ELEC Employee 06 W4 Adcbe Acrobat D...
bUtton to add it. HRImages ™ Em;\o;EeApp /10 11:04 AM  Adcbe A at D...
InLink w Employee DD Statement 1L15AM  Adobe Acrobat D...
Interlink Designs| T Employee B 55 AM  Adoh at D...
1585 | TE Employee ws / :53AM  Adobe Acrobat D...
ISIDemo " T Employee Incident_Report_Form Adobe Acrobat D...
IMImages i EQ repair ticket Adobe Acrobat D...
KLFR. i EQ10011 Adobe Acrobat D...
NRAC X Equipment Lease Adobe Acrobat D...
NRAC A File bac 1151049 Adobe Acrobat D... 32
NRAC IN-PO-OF 151050 Adcbe Acrobat D... 32
REST Adobe Acrobat D...
Sample Reports L 151051 coded Adobe A at D...
TRAK X 151052 Adobe Acrobat D... 32
TRAK - Copy T 151053 Adabe Acrabat D.. 32
TRTS X Maintenance Work Orders - Invoices Adcbe Acrobat D... 16K .
ZFiles | @ m D

File name: EQ repair ticket v Portable Document Files (*.PDF +




Scanning Documents

e Use the Scan option to:
— Add new PDF documents.

— Append new pages to existing documents.

— Replace documents with an updated version.

To scan, a scanner must be attached and available through INTERAC.

Scanning a Document

Using the Scan option:

If a document is already attached, the
Scan option will open a warning screen
asking you to confirm whether you
want to:

e Append new pages being added to
the existing document.
-or-
e Replace the existing document
with the one being added.

The Scan function works the same in
both master file and transaction file
records.

# " INTERAC Job Manager

=]

P

Warning

Help

Document NRAC000000011

Is Currently Attached. How should this be handled?

Append Replace Cancel




Scanning a Document

. . i 7 INTERAC Job Manager =1=] =
Using the Scan option:
Using the Scan control window:
e Confirm the selected default R
. Help
scanner, or use the select option to
. . Input Source
find the appropriate scanner. Canon DR-2050C TWAN Select
e Confirm the appropriate scan Method
method and options. [
e Click the Scan button to execute r
Options
the scan. I Dupiex
[~ Deskew
" Line Art ¢ Grayscale (" Color
& 85x11  85x14
C 1Mx17 " Automatic
100 dpi 300 dpi .
+ 200 dpi " 600 dpi QUEIMW
Scanning a Document
[=o[EB] =

Next you will fill in the document
details:
e A Document Title must be
assigned.
e Add keywords to make the
document easy to locate later.
e The Association Type will be set to
— JC (Job Cost) in Job Manager
— PR (Payroll) in HR Manager
— EQ (Equipment Cost) in Equipment
Manager
e Documents may also be linked to:
— Jobs in Job Manager
— Employees in HR Manager
— Equipment in Equipment Manager

# " INTERAC Job Manager

Scan

| Help |

’
Multi-page Document to Scan

Help

Document Title |

Keywords: |

Password: |

Association Type: [ jc  «
Job [68001 -l =

CIMMARON DEVELOPMENT  FRAMING

Confirm: |

Retention: (™ Indef " For Years (¥ Untilend of |2008

:Stamp Received |~ (Al Pages) [

Next Document No is NRAC000002018 oK Cancel

L )




Summary

e View any associated document directly from HR Manager, Job
Manager, or Equipment Manager.

e Use the Scan or Add functions to add new documents.

— Append new pages being added to the existing document.

_Or_

— Replace the existing document with the one being added.

e Use the markup features in your PDF viewer to add notes or

highlights to documents.

10




	Managing DocumentsWithManager Applications
	View, Scan & Add Documents
	Viewing Documents
	Viewing Master File Documents
	Viewing Transaction File Documents

	Adding Documents
	Scanning Documents
	Summary


