Electronic Process - OTTER Secure upload process

In OTTER choose: File/ Make Transfer File
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Select the Year/Quarter in which you are submitting.

Make Transfer File Wizard

Year and Quarter Selection

Select the Yearfquarters to be transferred.

Mote: Only current and past gquarters may be reported.
Theretore, only current and past quarters are listed.

Year ! Quarter

A
B4
2006 /3
2006 /2
2006 41
2005 41
2002 43
2002 42
2002 A1
2001 41
2000 4 4

LCancel Mest = |

Click Next
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Make Transfer File Wizard

Report Selection List
Please select the reports to include in the transfer file.

To zelect all the reparts listed below, pleaze click on the *Select AI' button below.
To zelect a row, click on the row selector [leftmost box where the cursar changes to
an arrow] it that rov, Use [Shift] + click or [Chl] + click to select multiple lines.

Fpt'd| ear | Quarter Reports
m oy 1 FEEEEEE-T 55 Y alidated
1]

Feparts Mot
" alidated

1

Walidate

Unzelect Al

[

< Back MHewt >

Select: Validate

~Yalidate - -
GEBBEBE-7 TEST BUSINESS #6
| 2007 Quarter 1

Firnizhed walidating.

i~ Besults-

Select a line to show its solution.

Walidation complete. All farms zed validation!

Solution;

Preview Besultz/Salution k.

Select: OK
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Make Transfer File Wizard

—Report Selection List
Pleasze zelect the reports ta include in the tranzfer file.
To zelect all the reports listed below, pleaze click on the "Select All' button belov.
To zelect a row, click an the row zelectar [leftmost box where the curzor changes to
an arrow] it that row, Use [Shift] + click or [Ctl] + click to select multiple lines.
Reports
Walidated
1
Reports Mot
" alidated
1]
Walidate |
Select Al |
Unzelect Al |
LCancel I < Back | Ment » | Eirizh |

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

Reports selected X

HE ¥ou selected 1 report(s) to be included in the transfer file,

IF this is carrect, click OF, if not click Cancel and try again.

Ik | Cancel |

Select: OK
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Make Transfer File Wizard
File Selection

Select the drive and directony in which to zave the transfer file;

File Mame
OTTERTRF.ZIF

Eolders
C:\Program FileshOtter32

[ [
3 Program Files

[

(L3 Document
[:l extract
(23 Layouts
L3 ToolBar

If you are sending a diskette, please be sure to change the
dnive below to the appropnate drnive [example a: or b:]

Drrives

=N ﬂ
Cancel | < Back | Einizh

Select: Finish
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Make Transfer File Wizard

Results

Buzinezses to ransfer: 1

EEEDQ tlcu téansfer:d1 o tancter: O |‘DTFER tells you where the
chedule B records to transfer: Sl

Farm 132 records to transfer: 1 ransfer file is saved.

Oregon Quarterly Reports to transfer: 1 ‘}

Transfer filei C:MProgram Files\Oter32%0TTERTRF.ZI F"lccnmpleted.

PLEASE NOTE THE FOLLOWING:

Reportz sent by DISKETTE rust be labeled with the name, addreszs, and phone number of the
preparer and the number of quarterly reports on the diskette.

Example: M ail the DISKETTE to:

Johin Smith CP&, Oregon Employment Department
123 Elm St Taw Section - OTTER

Salem. OR 97311 275 Union 5t ME

[B03] B5-5R5G Salern OR 97311-0030

1 Quarterly report(z] on Disk

Secure Wage Report Upload:

hittp ffindit_ emp . state or.us secure-upload

When uzing the Secure Wage Report Upload.
you will receive a receipt venfication within 24 hours.

[ Tameie Flgl] ok

Select: VIEW TRANSFER FILE button at the bottom.

View Transfer File Wizard

Yiew Transfer File

File Marme
":: “Program Filez\OtterZZV\OTTERTRF ZIP Browsze

Cancel | MNest > I |

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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View Transfer File Wizard

List of Reports in Transfer File

'ear Quarter | Buzsinezs |0 [Buzsiness Name
2007 1 BEEEREE-7 |TEST BUSINESS HE

Secure Wage Report Upload: http:/ /findit. emp. state. or.usftax/secure-upload/
[¢ Eiini Transfer st Cancel | <Back | | Firish |

N prry e e LA

At this point, use the mouse and select the SECURE WAGE REPORT UPLOAD: address

OREGON

ﬂ' EMPLOYMENT Select Report Type

A o D
WORKSDURCE OREGON

Please select the type of report you wish to upload:
= OTTER Report
) Wage Report

Jobs m Wtite Us m Privacy/Accessibility m Online Claim System
OLMIS mYorkSource Oregon m Oregon. Gov m Office Locations m Home

Select: OTTER report
Select: Continue
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OREGON

EMPLOYMENT Otter Report Upload

DEPARTMENT
WORKSOURCE DREGON

Upload Your Otter Quarterly Report

Required Information
Business Name: || '

Business ID Mumber: | |
Email Address: | |

Quarter / Year | Select: v|

Attach file: | | Browse...

OTTER Report - please select your OTTERTRE.ZIP file

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\

Choose file

Look ir: | I Otker32 j % Ef-
| Document @DtterSZArch.mdb
.---J [ extract ] otter3zBack. mdb
Recent Layouks OtterSZSetup.exe
ToalBar B otterszz.mdb
@ [Z] 4-04 .tk ] oTTER. MDE
[Z] 132.kxt [ 1 oTTERTRF.ZIF
Desktop @Bookl s ORegDF\O.exe
. ﬂ Merge, exe ﬁRepairSZ.exe
__j Otter32-2.mdb I%test.txt
= Obker 32, cnt TrplDE. mdb
My Diocuments s Okter3z. exe LR UpdtRate exe
. =l otter3z. GID [Z] updtrate.txt
:11)5 &) Otter32.hip
by Computer :::':: Okker3z. Idb
] otter3z.mdb
by Metwork. File name: OTTERTRF.ZIP j Open |
FPlaces

Files of type:

Cancel
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Fr OREGON
EMPLOYMENT Otter Report Upload
DEPARTMENT

WORKSDURCE OREGON

Upload Your Otter Quarterly Report

Required Information
Business Mame: |ABC INC |

Business ID Number: |5e56886-7 |

Email Address: IIantknmﬁa@lantknuw.cnm |

Quarter / Year: [ 12007 ~|

|[ Browse... |

OTTER Report - please select yvour OTTERTRF.ZIP file

Select: Send

The secure site will give you this message:

leted =10l x|
J Ele Edit Mew Favortes Tools Help | l';'
JQEack e <] | ) Gearch M~ | v . - Favortes

JAeress |.§'} https:.//ssl3 emp state .orus.tax/secure-upload./upload-completed.cfm d Go

| Links ] System Status &] DOR ] Ottermation i&] Oregon.gov GovNet &] TAX IDMS =,

=
P OREGON
ﬂ EMPLOVMENT Secure Report Upload Completed
DEPARTMENT
WORKSOURCE OREGON
Thank you.

Your report has been sent.

[ Send another file ]

Oregon Employment Department Tax Index

Jobs m Site Search m Contents m FAQ m Write Us m Online Claim System m Home
OLMIS m WorkSource Oregon m Oregon.Gov m Privacy/Accessibility m Office Locations

=
|&] Done [ 5 [ ntemet e

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.

From: no_email@emp.state.or.us [mailto:no email@ernp.state.or.us]
Sent: Date and Time Here
To:¥OUR MAME HERE

Subject: Regarding your Otter File

DO MNOT REPLY TO THIS MESSAGE; THIS IS AM ALUTOMATIC FESPOMSE.
YWe have received your ottertrf.zip file. This file contained 1
report(s),

The fallowing report(s) were processed:
Qi Mear BIM Buziness Marme

1i2007 EHAEGGE ABC INC

If you have any general questions or camments, please call S03-947-1488
ar email ug at: TaxInfo@ermp,state.or.us,

Tharks for using Other!

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



