Tips for Web Filers

Please read all information and instructions prior to entering the data. The instructions provide important details about

completing the form and will help make

1. How to Register a Company:

your web experience a positive one.

If you have never submitted a VETS-100 Report in the past: Click on the No, I am filing for the first time
link. Complete the registration form by typing your company’s information into the appropriate fields and click
“Register.” A confirmation e-mail will be sent to your e-mail address. Go to your e-mail mailbox and click
“Confirm VETS-100 Report Registration” to proceed. Please Note: Your password must be between 8 and 10
characters and must include at least one digit and one alphabetic character and cannot contain special characters.

If you have submitted a VETS-100 Report in the past: Click on the Yes, I have filed before link. Complete
the registration form by typing your company’s information into the appropriate fields and click “Register.” A
confirmation e-mail will be sent to your e-mail address. Go to your e-mail mailbox and click “Confirm VETS-100
Report Registration” to proceed. Please Note: Your password must be between 8 and 10 characters and must include
at least one digit and one alphabetic character and cannot contain special characters.

If you have already registered with our new 2009 system and you’re ready to file: Click on the file my VETS-100
and VETS-100A now link. This will take you to the login page where you will fill in your username and password to

enter the system.
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Email Confirmation

Wets 100 Confiraticn =8
| He Edit Vew Tool  Mesage  Help
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Fram: Waks 100 Halpcesk « helpdaukiroetal 00 camn

Date: Fricley, huky 10, 2008 252 PM

To: dsmith@anycorp.com <demitiy@anyconp.coms;
w Subect:  Wets 100 Confirmation

Dear Dan Smith,
Emal DSmith@AnyCorp.com
Please confirm vour Vets 100 registration by clicking on the lnk below

Conlirm Ves 100 Eeporme, Svstem Regsnation

If you do not see a link, please wisit. hitps: vets 100 v#sc, com RegConfinm aspx and copy and paste the following iformation i the "Registrabon Code”
box

06CFEB2CT3CEDDTET02BYBEAI4ACSS 1DE2FS43DS |(— Validation Code

If you ne=d amy assistance. Pleass contact the Vets 100 Helpdesk at (301} 306-6751 or send an email to helpdesk@vets] 0 com

e Once you click the link in the confirmation email, a window will open asking you to paste the validation code sent
to you in your confirmation email.

Registration Confirmation Page

Registration Confirmation

Please paste in the validation code from your confirmation email and press Submit.
06CFBB2C73CEDDTET02B9BEAT4ACE41D82FE43D5

You have entered an invalid verification code

If you need any assistance. Please contact the Vets 100 Helpdesk at (301) 306-6752 or send an
email to helpdesk@vets100.com”

2. Log In: Use your e-mail address and password to log onto the VETS-100 system.

Login Page

VETS100

Please Login
Email:

DSmith@AnyCorp.com

Fassword:

|
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After you log in, the main menu will display the Parent company demographic information and display several
menu options. The menu options include the “Report Wizard,” “File VETS-100 Report,” “File VETS-100A report”,
“Upload Electronic Submission,” and “Upload MSC Hiring Locations Electronic Submission.”

Main Menu

Main Menu

Welcome, Dan Smith
Email: DSmith@AnyCorp.com

Company Number: TOS9620
Any Corporation, Inc.
Anywhere Drive

Beftsvilla, MD 20705

Report Wizard
Use the Repon Wizard 1o determine which Report (Vets 100 or Vets 1004) your company is
File a New Report

File Vels 100 Report  File Vets 1004 Raport
LUpload VETS-100/1004 Elaciranic Submission

Reports Previously Filed

required 1o compléete

Uplaad Multiple Establishment-State Consolidatad Hinng Locatians

Generate All PDF's for Cument Cycle

I Company Na. | Compary Name

Hring Location EIN Processed Exdit Yiew PDF
FYl
Tos9EZ0 11785 Betsvile Drive 00-0000004
Calverton MD 20705

3. The Report Wizard: The Report Wizard will help you determine which version of the VETS-100 Report your
company is required to file by answering a couple questions. The questionnaire will then direct you to the correct
report(s) to file. In some cases your company will file both a VETS-100 and a VETS-100A.

4. File your VETS-100 and VETS-100A Report: Enter data in each field as requested. The page automatically totals
the numbers entered on the form in Row 10 on the VETS-100 form and Row 11 on the VETS-100A form. Once you

have completed the report, click the “ Submit” button.

VETS-100 Form
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Tips for Web Filers



VETS-100A Form

Edit Rsport
Subcontractor »  Multipls Estzblishment - Hezsdquarters - MSCE Period Enaing |05/31/2008
Company No. lEIN 12-3456780
Hams of Parent Company & World Bank iddreass 1400 Eslelle Dr
city County Stats Zip (20742
Company Contact Fatrizla Forer [Tl 301} S55-5555 Emall  |pooren@workdoenicom
Hams of Hiring Location Lgdress
cn comy e wm -]
HuCE DUNZ EIN
| ey o [12-3456780
Armed Armed
Forces Forces
Other | $srvics | Recanty other | 3ervics | Recanty | Totsl
Disabbed | Protectsd | Medal |3sparsted| Totsl |Disabied |Protectsd | Medsl | Separated | New
it s it it Emipioy aterans | Veterans |Wetsrans | Vetsrans | Hirss
Job Categoniss L [m} [N} (2} P} 2} R} (%} m Uy
EXECUTIVE SENIOR LEVEL 1
OFFICIAL § AND MANAGER 2
FIRET/MID LEVEL OFFICIAL S 2
AND MANAGERS
PROFEZHONALS ¥ 2
TECHHICIANS 4 -]
FALES WORKERS H]
ADMINISTRATIVE SUPPORT : 4 5
VWORKERS
CRAFT WORKERS 7
OPERATIVES H
LABORERYHELPER S L]
SERVICE WWORKERS 1o
Total " 4 7 )
MEXIMIET! Numbsr MINAMyLET: Numibsr

Your Report has not been submitted until you have seen the dialog box that reads “Completed record has been

inserted into the database.” You can view your submitted reports by returning to the main menu.

5. How to Upload an Electronic File: When uploading an electronic file, you will click on the browse button, select
the CSV data file from your computer, and click “Upload File.” Once the file has been uploaded successfully (i.e.
“File is Valid”), click on “Process File” to complete the upload. You can view your submitted reports by clicking on
“Home” and returning to the main menu.

Upload File

(https://vets100.vitsc.com/UploadFile.aspx)

Helpdesk

Electronic File Upload
Import File: |

Total Rows in Data File: 9

Import File Type: VETS100A
File is Valid

Browse...

File: C\Documents and Seftings\PHALL\Desktopitest files\For DOL1 .csv

O Replace all Hiring LocationsiReports for this company

Process File

(https://vets100.vitsc.com/UploadFile.aspx)

Helpdesk

Electronic File Upload

Import File: |C:\Docurments and Settings\PHALL\Desktopitest ﬁln
Upload File

Workflow

Performance
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6. Upload your MSC Hiring Locations: When uploading your MSC hiring location file, you will click on the browse
button, select the CSV data file from your computer, and click “Upload File.” Once the file has been uploaded
successfully (i.e. “File is Valid”), click on “Process File” to complete the upload. You can view your submitted
reports by clicking on “Home” and returning to the main menu.

Upload File Process File
(https://vets100.vitsc.com/UploadHLFile.aspx) (https://vets100.vitsc.com/UploadHLFile.aspx)

Helpdesk wWorkflow erforma Helpdesk Warkflow Performance

Electronic File Upload Electronic File Upload

Import File Import File: [C:\Documents and Settings\PHALL\Desktopitest ﬂlg
Upiowd Fie

File: CiDocuments and Seftings\PHALL\DesktopWVETS documentsWSC TESTWMSC-VETS1004
Total Rows in Data File: §

Import File Type: HL
Import File Type: HL
Import File Type: HL
Import File Type: HL
File is Valid

O Replace all Hiring Locations/Reports for this company

Please Note: Due to periods of heavy traffic, the web page may halt or may not accept your submission. To prevent this

from happening please do not wait until the last minute to file your submission. The web page is very active within two
weeks of the deadline.

? To the extent possible, the web page will tell you what errors are preventing acceptance of your form. If you cannot
resolve a problem, you can send an email to helpdesk@vets100.com or contact help desk at (301) 586-1580.
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