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PROCEDURES FOR EXPORTING AND IMPORTING WARRANT TO TOWN: 
 
Logon to School Server with your user id and password. 
 
Under the menu option for iFIPS TRANSACTIONS 
  Choose EXPORT SECONDARY INVOICES 
 
This option will open the following screen: 
 

 
 
Enter the user batch number in the from user batch and the to user batch fields and submit.  
This action will create a text report of the file.   
 
Click the REPORTS ICON at the top of the screen and you will find a report file titled Warrant 
Export File under the TEXT column.  This is the file that will be sent to the town.   
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The Warrant Export File under the EXCEL column is a printable version of the file being 
exported.  Open this file and print for your records.   
 
To send the file to the town system you will need to RIGHT click the title Warrant Export Report 
under the TEXT column and choose the option “save target as” 
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This will open a file save screen as below: 
 

 
 
Save in should default to “Desktop” .  Rename the file to Warrant.fac and change the save as 
type to “All Files”. 
 
The above procedure has moved the file from the satellite site that you are logged into to your 
desktop.  
 
You may now logout of the school system.   
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The procedure that follows will now move the file from your desktop to the Town’s system: 
 
Logon to TOWN Server with your user id and password. 
 
Under the menu option for iFIPS TRANSACTIONS 
  Choose FILE UPLOAD 
  
This option will open the following screen: 
 

 
 
 
 
 
 
 
 
Click on the Browse button and the system will open the following screen:  
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In the field File Name, type Warrant.fac and click open.  This will move the file to the Towns 
System.   
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To load it into the Town iFIPS you will need to go to: 
 
Under the menu option for iFIPS TRANSACTIONS 
  Choose IMPORT SECONDARY INVOICES  
 
This option will open the following screen: 
 

 
 
 
You will want to run this function in the test mode as it will create a report that can be 
reviewed for errors prior to creating the actual payment transactions on the TOWN System.  
 
Following your review repeat the above procedure and change the MODE field to UPDATE.   
 
Unposted invoices should populate the system.  


