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Find the drive and file that you are saving your batches in.
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Send the email to the accounts payable email address
Subject line as follows: Check Run date
Batch ID and total
Attachments/Notes (Type only if applicable).

Check Run 1-27-12 Batch CB65260 @ 372.50 Attachments/Notes

and attach your reports.
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Note: Please call when the check for the Detroit Zoo @ $200.00 is ready.

Attachments have been scanned to be sent with the check.
1 for School Specialty
1 for Office Max.

Warren Conseolidated Schools
‘Accounts Payable Department
Angie Zimmermann @ 586-658-4154
Cathy Bora @ 586-698-4153
Fax @586-698-4145

WCS believes in strong relationships ameng everyone in the district, holds high expectations for students, staff, and parents, and has a laser focus on student achievement.

Attach the reports that were saved as pdf files from GUI by highlighting and selecting okay.
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Highlight the files and
select the OK button.
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