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Download and Email Accounts Payable Spreadsheet 
 

 This quick reference guide outlines how to download a spreadsheet of accounts payable 
and email the file.  Accounts payable can also be downloaded as a txt (text) or csv 
(comma separated values) file type.  Finalizing payment (the green money bag in the 
Attend Module) must be completed before a file can be downloaded. 

1. After logging into Juror, click the Utility Module icon.  The Utilities window will open. 

2. Click the Utilities menu item. 

3. Click Download Accounts Payable.  The Export Accounts Payable screen will open. 

 

4. Click the arrow to the right of the File Type field to view a list of available file types and 
select Excel (*.XLS). 

5. Review the list of names and tag / untag if needed.  (Only persons with a gold check 
mark in the Tag column will be included in the export.) 

6. Click Print if a hard copy of the Accounts Payable Download File is needed (sample 
attached). 

7. Click Accept.  The File Export Complete dialog box will appear. 

Note:  Once Accept is clicked, a copy cannot be created with the Print button.  Clicking 
Accept clears the accounts payable download file. 

8. Click OK.  The Utilities window will appear. 

9. Click the Utilities menu item again. 

10. Click Email.  The E-Mail Files screen will open. 
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11. Scroll through the File Name list and double click the needed file.  The first two numbers 
are the year, the next two numbers are the month, the third two numbers are the date, 
and the last two numbers are the tally of files created that month (01, 02, 03, etc). 

The first spreadsheet created in January, and created on January 7, 2010, would have 
the file name of 10010701.xls. 

12. After selecting the file, click Send.  The file will be emailed to the address listed. 

13. Click OK in the Message Sent dialog box which appears.  The Utilities window will open. 

 

 

Sample 


