
Tips for Web Filers1

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 to make your web experience a positive one.  Once you are prepared to submit your 
report, click the File your 2009 VETS-100/100A Report link on the VETS-100 home page. This link will give you the 
option to log in using your e-mail address and password or you may register your company. Please read the following steps 
to continue through the filing process:

1.  How to Register a Company: Click on the New Users, Please Register link. Complete the registration form by 
typing your company’s information into the appropriate fields and click “Register.” 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.

                    New Company Registration Page

•	 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.
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                         Email Confirmation

•	 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

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

			                     Login Page
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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	                 

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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                                        VETS-100A Form

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

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.?


