Instructions on how to transmit Deployment of
Teaching Resources (DTR) Returns via Easinet

File Upload Instructions:

Note: The screens displayed below are for training purposes only — the actual text displayed
may be different in the live application.

When the user logs in to Esinet, the Deployment of Teaching Resources Returns service will
be listed on the Esinet Landing page.

The user can access the service either by clicking on the Deployment of Teaching Resources
Returns logo or by clicking on “Deployment of Teaching Resources Returns” in the left-hand
menu (both highlighted on the screenshot below).
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The Deployment of Teaching Resources Returns Landing page will be displayed. This page
will provide the user with information and instructions relevant to the Deployment of
Teaching Resources Returns service.
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To begin the upload process, the user will click on the upload Deployment of Teaching

Resources link on the left hand menu (highlighted on the screenshot above). This loads the
“Upload Returns” page which is shown in the screenshot below.
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The Upload Returns screen has a total of 5 file input fields where the user can upload up to
5 returns files (Files A to E). To upload the File A, the user clicks on the Browse button beside

the input filed for File A, as shown in the screenshot above. An ordinary Windows file upload
dialog box is opened.




{2 Choose File to Upload *

<« v » ThisPC » Desktop » DTR v Search DTR »
Organize * MNew folder =~ [ @
# Quick access Mame Date modified Type Size
TF21765A.164 138 PM 164 Fil 1KB
f@ OneDrive U e
| | TF21765A4.168 PM 168 File 18 KB
[ This PC || TFR21765A.16C PM 16C File T3IKB
[ Desktop | | TF21765A.16D PM 16D File TKB
[£ Documents || TF21765A.16E PM 16E File 2KB
{ Downloads
J’! Music
&= Pictures
m Videos

“im Local Disk (C:)

¥ Network

File name: | TF34323R.084 v| All Files (=) ~

Using this dialog box, the user navigates to the location of File A on their local machine,
selects File A and clicks Open.

On the Upload Returns screen, the File A input field is populated with the location of File A
on the user’s local machine. The screenshot below shows the Returns Upload screen after
File A has been selected.
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The user then repeats this process by clicking each of the Browse buttons until all files are
selected. The screenshot below shows the Upload Returns field after all 5 files are selected.
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To upload the files to the Department of Education, the user must click the Submit button,
which is highlighted on the screenshot above. A warning message is then displayed
reminding you to complete and retain a T1 form. Click OK.

Message from webpage

Reminder: a completed T1 incorporating Certificate of Management
! Authority form, duly certified by the Principal / Management Authority,
must be retained in a secure manner in the school until requested.

Warning: Internet Explorer users may encounter a "Page Can Mot Be
Displayed” error. You will find instructions to resclve this error by

clicking en Home or Help in the main menu,
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When the files are successfully uploaded, a confirmation message will be displayed to the
user, as shown in the screenshot below.
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Transaction History The following files were successfully uploaded:
= TF34323R.084
= TF34323R.08B
= TF34323R.08C
= TF34327R.NA0
= TF34323R.08E

‘¥ou can view the Transaction History for your school here.

Reminder: Schools must submit the mandatory paperwork {T1 incorporating Certificate of Management Authority ) by post to the Department in order for the
schools returns to be processed.




