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General Filing Instructions 

Attaching a file 

Click paperclip icon 
 

Choose your file 
• Click "Choose a file" to locate the 

document you'd like to attach 
• Acceptable file types – PDF, TIF, JPG, 

BMP, DOCX, XLSX, DOC, XLS 

Naming your attachment 
• Filename can only include letters, 

numbers, dashes, underscores, and a 
single period immediately before the file 
type (ex: doc.pdf) 

• Filename cannot include special 
characters, including exclamation mark 
(!); commas (,); slashes (/)(\); 
percentage (%) and dollar signs ($) 

 
 

Start file upload 
• After you choose the file, it appears at 

the top of the screen 
• You must click "Start upload(s)" to 

attach the file 
 

 

• The attachment now appears in your 
form 

• If you would like to remove the file, click 
(-) to the left of the file name   

Submitting your form 

To submit your form 
• Select "Yes" to agree with the signature 

statement 
• Click "Submit" in left panel 
• If you see errors appear, you must 

correct them before you can submit  

To correct errors 
• Click the arrow to the left of the 

description to go to the section with the 
error 

• Look for the error symbol (red circle 
with a slash) and click to view the 
description 

• After you fix all the errors, click "Submit" 
again 
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• If you still cannot submit the form, 
contact DOR using the contact 
information in the left panel of the form 
or contact DOR at otas@wisconsin.gov 
or (608) 266-7750 

Confirmation page 
• After you submit your form, you will see 

a confirmation page 
• Print this page and/or save a copy for 

your records (including your 
confirmation number) 

• You will also receive a confirmation 
email from the Wisconsin Department 
of Revenue 

Printing your form 

To print the form 
• Click "Print" in the left panel 
• If you click "Print" and nothing happens, 

there may be a pop-up blocker on your 
system preventing the .pdf from 
opening  

• Visit Disabling Pop-Up Blockers to fix the 
most common viewing and printing 
issues 

Forgot to print? 
• If you forgot to print your form before 

exiting, you can re-access your form by 
using your confirmation number  

• Start an amended form using your 
confirmation number, print the form, 
then exit without resubmitting  

 

Questions? 

Contact: 
• Your local county/municipal treasurer  
• Wisconsin Department of Revenue at lgs@wisconsin.gov, (608) 266-9457, or (608) 266-0772   
Review: 
• Wisconsin Lottery and Gaming Credit Program web page 

 

https://www.revenue.wi.gov/Pages/FAQS/mta-disablingpops.aspx
mailto:lgs@wisconsin.gov
https://www.revenue.wi.gov/Pages/FAQS/slf-lottcr.aspx

