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Introduction 
eBooks is an online service center provided by the General Accounting Division that will allow 
state agencies who have registered for an eBooks account to use the UploadIT service to upload 
R*STARS invoice transmittals for audit approval and payment. 

The eBooks Service is available 24 hours a day, 7 days a week, from any home, office or public 
access point. However, information may not be available during times of system maintenance. 
For security purposes, please remember to log off, using the menu on the left, once you are 
ready to leave the service center. 

Features for Users 

Basic Users 
• View and activate your own authorizations 

• Upload transmittals for the batch agencies for which you are authorized 

• Review upload activity reports for the transmittals you have uploaded and for 
batch agencies for which you are authorized 

Master Users 
• Can grant/suspend access for Basic users for your authorized batch agencies 

• Upload transmittals for your authorized batch agencies 

• Review activity reports for agency users and your authorized batch agencies 

Super Users 

• Can add Master or Basic users for your authorized batch agencies 

• Upgrade Basic Users to Master Users for your authorized batch agencies 

• Grant/suspend agency Master or Basic Users for your authorized batch agencies 

• Upload transmittals for the batch agencies for which you are authorized 

• Review upload activity reports for your agency users and for your authorized batch 
agencies 

Note: Master and Super users at financial agencies, without specific authorization to the 
subordinate batch agencies, will be able to manage user authorizations, and view reports in 
UploadIT for all subordinate batch agency users, but may only upload transmittals for 
subordinate batch agencies for which you are specifically authorized. 
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Important Notes 
• Login attempts with your username and password will only be allowed 3 times 

within 15 minutes. Exceeding 3 attempts within the timeframe will cause your 
account to be locked out for 15 minutes. 

• Your session will time out after 20 minutes of inactivity. 

• PINs and temporary passwords expire after 72 hours. 

• Your password must not be the same as your User ID, first name, last name, or 
email ID, be a minimum of 8 characters, may not contain leading/trailing blanks, 
and must contain 1 special character (_ {} [].,? /+=*&! $@ ():'-), and 1 number. 

• The last 10 passwords may not be reused, and passwords may not be changed 
more frequently than every 2 days. 

• New passwords may not differ from the previous password by changing or adding 
only 1 character, or to contain the last password. 

• You will be prompted to change your password every 90 days. 

• Temporary and expired passwords must be changed prior to any other system 
activity. 

New User Registration 
Please note: When you are transferring to another agency, please do not create a new eBooks 
registration! You can use your old username and password, and GADEBOOKS will provide you 
with your new authorizations. To update your new contact information, see instructions under 
How to Update Registration. 

Navigate to the eBooks Services web application located at 
https://interactive.marylandtaxes.com/cservices/ebooks/default.aspx 

• Click Register to set up your access to eBooks. 
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• Fill out all required fields marked with a red asterisk (*). 
 



eBooks Guide for All Users 

6 
Created 12/5/2016 Updated 10/2025 
© General Accounting Division, Comptroller of Maryland 

 

 

 

 

• You are required to type your email address twice. If they don’t match exactly, you will 
receive an error message. 

• Security Question 1 has a drop down with preloaded questions. For Security Questions 2 
and 3, you must create both the questions and answers. There is no drop down. 

• When you are finished filling out the registration information, click to agree to the terms 
and conditions box. 

• Click Submit. 
• If you do not fill in all the required fields, you will receive an error prompt to do so 

before you can proceed. 
• When your registration is complete, you will get a message that your registration was 

successful, and a new registration has been created. 
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How to Log into eBooks 
• To log in enter the username and password you just created and click Submit. 
• After you have entered your credentials and submitted, you will get a prompt that you 

have logged in successfully. 
• You can now view your authorizations, upload and submit transmittals for your agency. 

How to Update Registration 
• Click Update Registration on the left menu under My eBooks Account. 
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• The Update User Registration page will open. Here you can update all your contact information, 
including: email address, work address, city, state and zip, and your work phone number. 

• Click Submit when you are done. 
 

How to View Authorizations 
• Navigate to the bottom of the page under Online services 
• Click on UploadIT link OR navigate to the eBooks Services menu on the upper left and 

click on UploadIT Main Menu. 
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• An extended menu opens on the left side of the page, under the section UploadIT 
Services 

• Click on My Authorizations to view your authorizations. 
• You will notice there are no authorizations when you first register. This is because you 

haven’t been assigned any batch agency authorizations yet. To upload transmittals 
through eBooks, you first need to activate your authorization(s). Contact 
GADEBOOKS@marylandtaxes.gov to request an eBooks security form. 
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How to Activate your Authorization Pin(s) 
Note: To activate your authorization(s) you must contact GADEBOOKS@marylandtaxes.gov and 
request an eBooks security form. Once you submit a completed security form, you will receive 
back a four-digit PIN for each batch agency code you need. PINs are only valid for 72 hours. 

• Click on UploadIT Main Menu and a more comprehensive menu will open on the left-
hand side. 

• Click on My Authorizations and you will see under Pending Authorizations your agency 
batch code(s) and role will be displayed. 

• Enter the 4-digit PIN under Activate Pin, then click Submit. 
• After the PIN activates, you will be able to submit transmittals immediately. 

 

• Once you click Submit, you should receive a message that your authorization has been 
activated. If you are activating multiple batch agency codes, keep in mind that each code 
has its own unique PIN. Make sure to use the appropriate PIN for each agency code. 
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• You can return to the above screen at any time to see your Activated Authorizations or 
Pending Authorizations. All new authorizations can be found under Pending 
Authorizations. 

How to Prepare to Upload Your Transmittals 
Scanning Specifications 

When submitting your transmittal PDFs, you need to have: 

• One single PDF file for a single ARN (with all supporting invoice documentation) 
• Scan at 300 DPI, black and white or grayscale images 
• First page will be the Transmittal Cover Sheet 
• Backup documentation for all invoices, scanned in order of the documents under the 

ARN 
• All images should be scanned in portrait orientation 

How to Upload Transmittals 
• Click on the Upload Transmittals link on the left-hand menu under UploadIT Services. 
• Type in the Archive Reference Number (ARN), and the total gross amount. (Don’t use the 

$ sign, just type in whole numbers and two decimal places). 
• Verify information then Click Submit. 
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• The Upload File screen pops up next, which allows you to attach an Exception to the 
ARN if needed. 

• Click on the drop-down arrow to select the appropriate Exception (some exceptions will 
be automatically added depending on the agency and type of transmittal). Choosing an 
Exception is not necessary for regular transmittals. 

• Expedites: Only true, PRE-APPROVED Expedites should be submitted with this 
Exception. All Chessie and CCATS transmittals are automatically selected for 
expedited payment. 

• Expense Reimbursement: Use only with employee’s expense reimbursement 
invoices or payments. (Needs to be separated from other payments) 

• Small Business Reserve: Only for vendor payments with SBR (Certified Small 
Business) designation.   

• Lottery: Only pre-approved expedited lottery payments for agency E75. 
• Working Funds: to replenish the working fund bank account/ to reimburse for 

WF expenditures. (Needs to be separated from other payments) 
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• Click Choose File to find the appropriate transmittal PDF on your computer. 
• The name of the file you upload must begin with the ARN you are uploading. As seen 

below, the file name will show to the right of the Choose File button. Verify the 
information is correct. 

• Click Submit to upload the file. 
 

 

• When submitted, you will receive a message that the transmittal was successfully 
uploaded. It also provides you with a confirmation number for your records. You can 
make a note of your confirmation number if you wish. 

• If you need to upload another transmittal, you can do so from this confirmation screen. 
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How to Resubmit or Send Corrected Transmittals 
When uploading a transmittal that already exists in the system, UploadIT will notify you with the 
message Duplicate Detected. It then gives you two options: Resubmit New ARN or Continue as 
Correction. 

 

 

To Resubmit a New ARN 

• Click on Resubmit New ARN, you will be directed back to the Upload Transmittal page to 
continue uploading transmittals. 

• Enter a new ARN not previously uploaded and Total Gross Amount and click Submit. 
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To Continue as Correction 

• Click on Continue as Correction if you need to upload a corrected PDF for that ARN 
again. The system will notify you that the file you upload will be a correction or 
addendum to the original ARN. The corrected transmittal will inherit the Exception of the 
original transmittal. 

• Click the Choose File button and select the file you wish to upload, make sure the file 
name begins with the ARN, and click Submit. 

 

• You will get a message that the correction was successfully uploaded. 
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How To View Upload Reports 
When you are done uploading your transmittals, the system allows you to view all transmittals 
uploaded. This lets you make sure your file was uploaded. 

• Under UploadIT Services, select View Upload Reports. 
• To view an uploaded report, you must select at least one search criteria. 

Options for Report Criteria 

• ARN # – you can search by entering a specific ARN #. Enter the ARN number you would 
like to search for and click Submit. 

 

• Upload Date - You can specify an exact date and time when you want to start and stop 
collecting transmittal upload search results. Click From date, enter the date in the text 
box or select a date from the calendar control. It is not necessary to select a specific 
hour from the drop-down list of hour increments, but you can, to further narrow the 
search. Do the same for To date. Click on Submit to view search results. The results are 
shown at the bottom of the page. 
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• Agency Code – you can use a batch agency code to search for transmittals you have 

uploaded for a particular agency or agencies. Select the agency code(s) you wish to add 
in the Available Agencies column, click the arrow  to add the agency to the search 
items column, then click Submit. 
Note: The double arrow adds all Available Agencies, and the single arrow will add only 
the highlighted agency. 

• The results will be sorted by Upload Date, most recent first. If you need to sort by 
something else, click on the column header you want to sort by. This example is sorted 
by AGY (Agency). 
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Session Time Out 
If you have been idle for more than 20 minutes, your session will time out. 

• When your session is timed out you get a message as shown below. 
• Enter your username and password to log back in. 
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Logging off eBooks 
After uploading transmittals and viewing reports, you should log off the system if you are 
finished. 

• Navigate to the left-hand side of the page, click Log Off. 
 
 
 
 
 
 
 
 
 
 
 
 

. 

 
Additional Information for Master and Super Users 
This section is applicable only to users whose role is Master or Super. 

How to Add New Authorizations 

To add a new authorization for your agency, the user you wish to add must already be 
registered in the system. Once the user is registered, you can add a new authorization for your 
agency. (This example is of a new user with no authorizations). 

• Go to Manage Authorizations and click on Add New User Agency at the top. 
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To add a new agency user, you will need to fill out all required field under User Information. 

• eBooks User ID – an eBooks User ID is assigned to each user when they register in the 
system. Your user can find this number under their Update Registration section. Their 
User ID will be the first thing listed under Basic Information. You can also contact 
GADEBOOKS@marylandtaxes.gov to get their User ID. 

• Last Name – enter the last name of the user you’re trying to authorize. 
• Agency – select your agency three-digit code. The available agencies will be listed in the 

drop-down box. 
• Click Submit. 
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• The user has been added to your agency. Now you can give the user an authorization so 
they can start uploading transmittals. Click on Add New Authorization at the top. 

 

• Select the Role (Basic is the most common), Begin Date (Current date), and End Date (if 
the access is temporary). If you leave the End Date blank, the access will be indefinite. 
Click Submit. 

 

• The system will generate a PIN. The PIN needs to be communicated directly to the user, 
according to your agency’s business process. 
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• Note: PINs are only valid for 72 hours. Click on View User Agency to make sure the user 
was added. The user’s Status will appear as Active – Pending. 

 

 
 

• Under Pending Authorizations, you will notice the authorization is pending, meaning 
the user has not activated the authorization yet. 

• If the user misplaces the PIN, or it has been more than 72 hours and the user didn’t 
activate their PIN, you can generate a New Pin from this screen by selecting new PIN. 
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• The new generated PIN appears at the top of the page. The new PIN should be 
communicated directly to the user. The old PIN will no longer be valid. 

 

• To see if the user has activated the authorization, you can go back to Manage 
Authorizations. Under Search Criteria, select your agency and then click View for that 
user. 

• If the user’s Status changes from Active - Pending to Active, the user has activated their 
PIN. The user is now able to upload transmittals for your agency. 
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How to Promote a User 
If you need to promote a user, even temporarily, you can do that from the Manage 
Authorizations section. 

• Navigate to the UploadIT Services section, click Manage Authorizations. 
• Select your batch agency code and click on submit. 
• Under the Results List, click on the View link for the user you want to promote. 

 

• To promote the user to Master user, click on Promote at the top of the page. (Note: 
Super users cannot demote users. Once a Basic user is promoted, they will have the 
Master user role until their access expires or is suspended. If the user needs to go back 
to the Basic role, you will need to contact GADEBOOKS@marylandtaxes.gov to reset it). 
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• You will receive a message that the user was promoted. 
• Check to make sure the user’s role has changed, click on View User Agency to view 

details. 
• The role should be shown as Master. Note: If this role is temporary, you can set an End 

Date by clicking on Edit to enter a set date and click Submit. The duration will be 
shown on the next page. 

 



eBooks Guide for All Users 

26 
Created 12/5/2016 Updated 10/2025 
© General Accounting Division, Comptroller of Maryland 

 

 

How to Suspend or Reactivate a User 
Suspend User 

• To Suspend and Reactivate users for your agency. Navigate to Manage Authorizations 
under UploadIT Services. 

• Select your agency code and click submit to search for users in your agency. Click Edit 
for the user you are going to suspend or (re)activate. 

 

 
• To Suspend the user, select Suspended under the Status drop down box and click 

Submit. Even if the user has an End date, you can still suspend them prior to that date. 
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• The Status has been updated to Suspended. If this user tries to upload transmittals for 
this agency, they will receive an error message (You are not authorized to upload a 
transmittal for this agency). Example below. 

 

Reactivate User 

• To Reactivate a user, follow the same steps as above, but instead, in the Status drop 
down menu, select Active and click Submit. You can also add an End date if the access is 
temporary. 

 

• The user’s Status is now Active. The user should be able to upload transmittals for this 
batch agency again. 
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Contact Information 
If you have questions or need assistance with eBooks: 

Email (preferred): GADEBOOKS@marylandtaxes.gov 

Phone: (410) 260-7814 (state agencies only) 


