
How to Add a Vendor Batch File for Notification

From the Main Directory, click 
‘payments/batches’

Click ‘vendor batch files’
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Click the ‘add’ button to begin the 
process of adding a vendor file batch



How to Add a Vendor Batch File for Notification (continued)

Click the ‘save’ button to add 
the vendor batch file.

NOTE: this may take a while 
– be patient!

Click the ‘save’ button
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Select the vendor for which you 
want to generate a vendor batch file

Page 2 of 3

Click on ‘create file’

Click on ‘notification’ as the file type



How to Add a Vendor Batch File for Notification (continued)

Navigate to where you want to 
save the file

You can also see information 
about the vendor batch file 

by clicking on ‘report’
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The report shows a summary of 
the vendor file batch as well as 

the client listing and awards

Page 3 of  3

Change the default file name to 
something that you can 

remember like ‘batchfile’ and 
the number of the batch file


