How fo send PDF files for weekly batches.
Log in to GUI.
General Systems
Work with Spooled files.
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Work With Spooled Files
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Next message verifies that the
files have been saved.
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Send the email in with the subject line as instructed and attach your reports.

Find where
you placed
your file.

Highlight the CD0140
and CD0130 and select
the OK button.



Process for E-mailing the Check Run Batches.

Address the Subject line as follows:
e Check Run date
e Batch ID and total

e Attachments/Notes (Type only if
Fle Edt Wiew Acions Took Window Help applicable)
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Subject;  [Check run 1-27-12. Batch CBA4974 ® 90786 Attachments/Notes =
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Note: please send check for Big Apple Bagels for 50.00 back to Harwood.

Attachments have been faxed which are to be sent with the check.
1 for School specialty

e Explain the attachment

and/or notes.
1 for Office Max.
Using GUI save as PDF files.
e The Invoice Edit (CD0130)
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IWPOST_C... WCSAPLL.,

Cash Disbursements Journal (Inv post CD0140)
Attach to the email.

Account: Movell GroupWise

Batches are due on Wednesday by noon.



