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General Description:  This explains how you will rename the CLE05OUT (EFT/roster) files that come in everyday.

Responsible Manager:  Financial Aid Director

Related Procedures:  N/A
Related Forms:  N/A

1.
Before uploading the EFT files to Banner you must first change their name.  To do this you must first double click on the CLE05OUT file.

2.
Next pull down the FILE menu and select “SAVE AS.”

3.
In the FILE NAME field, type in (including the parentheses!) “eft###.dat” and before saving make sure that it is set up to save onto your desktop.  Once the file has been saved an icon for the new EFT file will appear on your desktop.

Note:  The EFT files are numbered in order, therefore, you will need to look at the last EFT files number before you can name the new file.  You can find the EFT files on either the shared drive or you can look at the last file that was uploaded to Banner on RPREFTL (this is probably the best place to look since files aren’t always placed on the shared drive right away).  You will need to next block once on RPREFTL. 
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