
File Naming Conventions / Schemes Guidelines
For Vendor Setup Forms (W9, ACH, & ACH Backup)

W-9 Naming (One Location)
Format: Program Name W9
Example File Name: Primrose School W9

ACH Naming (One Location)
Format: Program Name ACH
Example File Name: Primrose School ACH

Voided Check Naming (One Location)
Format: Program Name Voided Check
Example File Name: 
Primrose School Voided Check

Bank Info Naming (One Location)
Format: Program Name Bank Info
Example File Name: 
Primrose School Bank Info

W-9 Naming (Multiple Locations)
Format: Program Name - Location W9
Example File Name: Primrose School - Apple Valley W9

ACH Naming (Multiple Locations)
Format: Program Name - Location ACH
Example File Name: Primrose School - Apple Valley ACH

Voided Check Naming (Multiple Locations)
Format: Program Name - Location Voided Check
Example File Name: 
Primrose School - Apple Valley Voided Check

Bank Info Naming (Multiple Locations)
Format: Program Name - Location Bank Info
Example File Name: 
Primrose School - Apple Valley Bank Info

For Invoicing
Invoicing Naming (One Location)
Format: Program Name – Invoice PW I or PWII- Service period  
Example File Name: Primrose School Invoice PWI - 7.8 - 7.21.24 
Example File Name: Primrose School Invoice PWII - 7.8 - 7.21.24 

Invoicing Naming (Multiple Locations)
Format: Program Name – Location – Invoice PWI or PWII- Service period    
Example File Name: Primrose School-Apple Valley Invoice PWI- 7.8 - 7.21.24    
Example File Name: Primrose School-Apple Valley Invoice PWII- 7.8 - 7.21.24

You can now upload documents to our online secure portal at: 
Secure Dropbox for Document Upload

https://gtcuw.sharepoint.com/sites/ELSAFileDrop/_layouts/15/onedrive.aspx?p=26&s=aHR0cHM6Ly9ndGN1dy5zaGFyZXBvaW50LmNvbS86Zjovcy9FTFNBRmlsZURyb3AvSWdJVjhDRll5YUR1UUs1WEJYeTB4OXB1QVROSW9iWktyVko5UGQ3bG1iMm5oanM



