
Electronic Process - OTTER Secure upload process 
 
In OTTER choose: File /  Make Transfer File 

 
 
Select the Year/Quarter in which you are submitting. 
 

 
Click Next 
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Select: Validate 
 

 
 
Select: OK 
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Select: Next or if submitting multiple reports click on Select All and then Next 
 

 
 
Select:  OK 



Electronic Process - OTTER Secure upload process 

 
 
Select:  Finish 
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Select:  VIEW TRANSFER FILE button at the bottom. 
 

 
 
OTTER automatically selects the path where the last transfer file was saved in this case: 
c:\program files\otter32\ottertrf.zip  
 
Select: Next 
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At this point, use the mouse and select the SECURE WAGE REPORT UPLOAD: address 
 

 
 
Select: OTTER report  
Select: Continue 
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Fill in the information. 

If sending more than 1 business in a transfer file, enter the information for one of the businesses 
included in the file. 

Select: Browse to attach your file.  Otter saves the file in the OTTER32 folder (the default location is): 
c:\program files\otter32\  
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Select: Send 
 
The secure site will give you this message: 
 

 
 
Within 24 – 48 hours, you should will a confirmation from OTTER letting you know we have received 
and processed your report(s).  The email will go to the email address entered on the OTTER Report 
Upload page. 
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This is what the confirmation will look like. 
 

 
 
Please read the response, it will tell you if any errors occurred or if you submitted a report that was 
previously submitted. 
 
Any questions on this process……call me 
 
Teddie     503-947-1482 


