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Visual Guide 



System Login and Access 
Instructions to login and 
access Alcohol Sales 
Information Reports 



Visit Comptroller.Texas.Gov 

 Select webfile eSystems Login. 



Login to eSystems – New Users 

 First time users should select “Sign Up” to 
create an eSystems account. 



Login to eSystems – Existing Users 

 Returning users should enter their User ID and 
Password and then select “Login.” 



Select Reporting Option 

 Select Alcohol Distributor/Supplier Report to 
request or retrieve reports. 



System Certification 

 By checking this box, you are accepting the terms 
below; please read them carefully. 



Enter Taxpayer ID and TABC Permit/License 
Number 

 Your Taxpayer ID must be 11 digits long. 
 Your TABC permit/license number must be 8 or 9 digits long: 

◦ 1 letter, a space and 6 or 7 digits (e.g., S 123456 or S1234567); or 
◦ 2 letters, 6 or 7 digits with no space (e.g., BB123456 or BB1234567) 

 No dashes 
 No leading zero 



First Time Users – 
Enter your Access PIN 

 The first time you request a report, you must enter your 
unique Access PIN. Each user will only need to enter it 
once. The PIN must be “DS” followed by 6 digits. 



First Time Users – 
Disclaimer Acceptance 

 By checking this box, you are agreeing to the 
terms above; please read them carefully. 



First Time Users – 
Access Confirmation 

 After entering the correct PIN, you will receive a 
message confirming your access rights. 



Request a Report 
Instructions for submitting 
information for a report 



Request a Report 

 Select “Request a new report” to upload your 
comma delimited (.csv) file. 



Report Period Information 

 Choose the year and month for the report you 
are requesting. 



Upload UPCs 

 Select Browse to search for and select the file 
containing your UPCs to upload. 



Submission Confirmation 

 Your request should process overnight. 
 Print this page. 
 You can either request another report or logout. 



Retrieve a Report 
Instructions for downloading a 
report that was previously 
requested 



Retrieve a Report 

 Select “Download a previously requested report” to download 
a report that has already been requested. Reports are only 
available for 14 days. 



Select File 

 Choose one report to download. 



Download File 

 Select “Download Now.” 



Download Options 

 You can chose to open or save your file. 



Download Additional Files 

 When finished, select “Return to Results” to 
download another report or logout. 



Common Errors 
Common issues that will 
prevent reports from being 
available 



ERROR - Ineligible Taxpayer Number 

 You may see this error if you enter an invalid 
tax identification number; or you have not 
signed up for the distributor report. 



ERROR – Invalid Access PIN 

 You may see this error if you enter an 
invalid Access PIN. 



ERROR – Invalid Report Period 

 You may see this error if you request a report 
prior to September 2011. 



ERROR – Zero Results 

 You may see the following if your UPC file did 
not get a match on the database. 



ERROR – Invalid UPCs  

 You may see this error if your UPC file is not 
formatted correctly: 
◦ No zeros 
◦ No blanks 
◦ No UPCs more than 18 digits 
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