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f. After opening your school folder right-click and select “New folder…”, then name the folder as 

LIQUIDATION REPORTS. 

g. Under the newly created folder create a subfolder corresponding the calendar year. Create all the 

applicable calendar year folder/s. 

  

h. To upload the scanned liquidation reports in the corresponding calendar year folder, right-click and 

select “Upload files…”. 

 

i. Please observe prescribed filename format, sample as follows: 

  

 

 

 

 

 

 

 

 

 

3. For your information and strict compliance. 

 

CLL/rom 




