
To upload document
1. At the Contractor Home page, Select the fiscal year and the type of filing from the dropdown menu.  
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2. If filing an Exempt UFR, Select the Exempt Filing Category from the dropdown and click Upload Documents.
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The required documents for this filing are displayed in the Required Documents Check List window. 
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3. To upload documents for the filing, select one or more document categories from the checkboxes under Document(s) Included. Then select the type of file being uploaded from the Application Type dropdown list. 

NOTE: The UFR Excel template must be selected on its own; it cannot be categorized with any other document. The UFR Excel template must be an Excel file type. 

The File type given in the dropdown must match the extension of the file that is selected to be uploaded. Zip files may not be uploaded into the eFiling system. They must be uncompressed first, and then the unzipped documents must be uploaded separately.

To select the file to upload, click the Browse button.

The Choose File file browser will appear.
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Select the file by clicking to the appropriate directory and double-clicking the desired file.

Click the Upload button. The please wait screen will appear. 

Upon successful completion of the upload, the Upload Files screen will reappear. The document just uploaded will appear in the list of Documents on File.
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Clicking on the file name will bring up the OSD eFiling Document Viewer. 

4. To delete a document, check the box adjacent to the file name and then click the Delete Checked Files button.
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The information upload page will reappear.  The file will be deleted from the UFR eFiling system.
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[bookmark: _GoBack]NOTE: It is possible to save the filing for later by clicking the Save for Later button. However, any unsubmitted documents and filings left for more than 24 hours will be deleted.

5. Once you have uploaded all of the required documents and any other documents you wish to include in the filing, click the Submit to OSD button. The Please Wait screen will appear.
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Upon successful validation of the filing, the Review filing screen will appear.  The information that is displayed is:

· Fiscal Year
· Contractor contact information
· CPA Contact information
· Documents on File

NOTE: At this point, the uploaded documents are still being staged in the eFiling system. Carefully review this information prior to final submission to OSD to ensure that this is the correct information to be submitted for the UFR Filing.
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6. If all the required documents are present, click Submit to OSD. The Please Wait Screen will appear.

When the Submittal is finished, the Filing Receipt and Confirmation screen appears. The following information is displayed in the window:

· Who submitted the filing to OSD,
· When the filing was submitted.
· Receipt Number
· Fiscal Year
· Contractor contact information
· CPA Contact information
· Documents on File


[image: ]

A confirmation e-mail will be sent to your email address as well as your CPA, as given in your profile. This e-mail will contain a summary of the information that was presented to you in the Filing Receipt.
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