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EDI Upload Training 

How to access EDI Upload 
1. On the left-side navigation, expand the Tax Return drop-down. 

2. Click EDI Upload 
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EDI Upload Management 
1.  Click Upload EDI File 

 

Upload EDI Return 
1. Select the file to upload 

2. Click Submit 
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Upload Status 
The Status of the file indicates Queued while the system checks the file for errors. NOTE: You can exit out of the session 

without interrupting the file processing. 

• A  Successful Upload will display a status of Processed.  

• A file with errors will display a status of Level 1. 

The Status Flow is: 

• Queued 

• In Process 

• Level 1 (Errors) 

• Processed (No Errors) 

1. Click View Details to view any errors. 

2. The View Batch Details screen displays 
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Batch Details 

ACCESSING BATCH DETAILS 

The uploaded file details display under Batch Information and under Returns the associated return(s) will be displayed 

in the list view 

 

VIEW BATCH DETAILS 

1. Click the Batch Errors button to view any errors 

2. Returns Validated indicates the number of uploaded returns that are error free 

3. Return Errors indicates the number of returns that contain an error 

4. Total Returns indicates the total number of returns within the file 

5. Export Errors will generate a detailed downloadable report in XML format with error details 
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BATCH ERRORS 

1. To view errors, click on Batch Errors 

2. The EDI Error Summary window will open 

This screen lists the type of errors found in the uploaded file as well as a brief description of each error. 
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Export Errors Report 
1. On the View Batch Details screen, click Export Errors 

2. The download pop up notification will display in the browser 

3. Select to download the file to your computer  or open in your browser. The file can also be opened in any text 

editor like Notepad. 

As depicted in the sample XML report, the error information is displayed throughout the file with the actual error 

messages at the end of the return information. To quickly find the errors, use (CTRL + F) and enter the word “errorcode” 
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Exercise 
Using the screenshot below, identify what the issue is the filer is experiencing when attempting to upload their EDI file. 

Why are they experiencing the issue and what can they do to resolve the issue? 

 

 

 

 

 

 

 


