Instructions for Sending Voucher File

Select the “output vouchers” option on left toolbar.

Check the starting voucher number on the log in the red notebook on Andrea’s desk.  
Change number on log to what the next starting number will be.

Make sure override existing file is selected.

Do not select output encumbrances or output appropriations.

Click start.  The number of vouchers will come up in the brief results box.  

Click FTP.

Select: psoftwt.baylor.edu

Click Connect.

Enter your User ID and Password.
Click Connect.

Click Put.

Bottom right corner of screen will say complete.
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