MyAvatar Mini Guide for the GL INTERFACE CERTIFICATION Report

Under Search Form, search for GL Interface Certification Report
[image: ]
Double click on the form to open the report.

Under Compile Number from the drop down arrow, select the compile number you need, to generate the report.
Click Process
[image: ]
NOTE: the naming convention required by ATC for the interface file is:
 ZAP_DEPTCODE_IB_FB60_DATETIMEstamp.TXT.  The DEPTCODE for DBH is BH, and the DATETIMEstamp is the date and time in the format DDMMYY plus HHMMSS, so for example the file you just sent would be named: ZAP_BH_IB_FB60_040420_120000.txt


Report will generate
[bookmark: _GoBack][image: ]
Double check totals
Print the report
Have report signed by authorized representative and email the report to ATC at APInterfaceCertification@atc.sbcounty.gov and Liliana.Soto@atc.sbcounty.gov also cc your manager.
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