
How	to	file	the	CFL	Annual	Report
1. Log into the DOCQNET Self-Service Portal by clicking on the “Sign In” button (top-right of screen).

2. Type in your username and password and click the “Sign In” button.

3. Once logged in, the “Sign In” button on the top left corner is replaced by your username and a down arrow symbol.
Click on your username and that will bring up a menu. Select “Annual Report” from the menu.



4. You will now be in the CFL Annual Reports submission page. Click the “Browse…” button for each file requested and
select the file you wish to upload.

Note: The first one, the CFL Annual Report itself, should be the completed (and saved) Excel file. In order to submit,
the first page must have a green “NO ERRORS FOUND” message. The rest of the documents are supporting
documents in PDF format.

5. Once you have finished selecting the Excel and all supporting PDFs that you wish to submit, click the “Submit”
button. That’s it, you’re finished. You may now logout of the DOCQNET Self-Service Portal.


