
Submitting a PACT Act Report



The data you see in this tutorial is completely fictitious. It was 
made for instructional purposes only. Any resemblance to a 

real person or business is completely coincidental.



Once you are logged in to myconneCT, the Summary page is displayed. All of your accounts are displayed by 
default. To get started with adding PACT Act reports, open the More… menu.



Locate the PACT Act Documentation group. You may need to scroll down.



Once you locate the PACT Act Documentation group, click the appropriate link. In this example, we are 
uploading the PACT Act – Electronic Cigarette Sales report.



You can use the following file formats to submit PACT Act reports: .csv, .txt, or .dat. File specifications are 
available from the DRS website. Click the Choose File button to upload the report. 



Once the report is uploaded, a preview of the first five rows is displayed. If the uploaded file contains errors, the 
details of the errors will be listed for your review. You can upload the file as many times as necessary. You will not 

be able to continue unless all errors are corrected. 



Once you have corrected any errors and/or reviewed the file preview, click Next. 



Confirm the number of records uploaded. If the number of records appears incorrect, review your file and 
click the Previous button to upload an updated file. 

Once you have confirmed the number of records, click Submit.



Upon successful submission of your return, you will be directed to a Confirmation page. Click OK to 
return to the More… menu.



You can access your PACT Act report submission from the More… menu. Locate the Submissions
group and click the Search Submissions hyperlink.



From here you can see both Pending and Processed submissions. View your pending or processed 
submissions by clicking the hyperlink in the Title column. 



If your submission is pending and you wish to delete it and upload a new version of the report, click 
the Delete Submission hyperlink. Processed submissions cannot be deleted. 



Click here for more tutorials!

https://portal.ct.gov/DRS/myconneCT/Tutorials

