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Adding an Account

Use the Sales & Use Tax Account Set-up page to create a new account associated with the
Company Name/FEIN dipslayed at the top of the web page.

Rules for Adding Accounts

o Vendor License Numbers are validated by OBG. If the OBG is unable to
validate the Vendor License Number, the system displays an error message.

« Vendor License Numbers must be associated with only one company profile.

e You must select at least one county.

Adding an Account

“ Sales & Use Tax Account Set-up ;

Company Name: Test, 0BG
SEN: 233-22-4444

If you need assistance with this page, please view our help.
B

Enter your Account Mumber issued by the Ohio Department of Taxation.
* Denotes a required field
Account Setup

* Wendor License Number: [ ] o

Vendor License Number Location-Description: | e

Select the counties where you have retail locations and the counties where you make taxable
delivery sales. Then click Next to continue.

[J all Counties Checl *All Counties” to select all the counties
* Chose Individual Counties e

[ adams Coelaware (cOTay  [laefferson [CInoble Cvinton

[ allen erie [Cknox [ottawa [warren

[ ashland [CFairfield CLake [raulding [Owashington

[ ashtabula [Fairfield (coTa) [Lawrence [rerry Owayne

[ athens [IFayette_TEST CLicking Cprickaway Cwilliams

[ auglaize [CIFranklin [ticking (coTay  [Clrike [Owood

[Ceelmont [Fulton [CLogan [rortage [wyandat

[Cerown [zalia [Lorain [prreble

Ceutler [geauga CLucas CIrutnam

Cearrall [areene [Imadison [Crichland

Ochampaign [ Guernsey [mMahaning [ross

Cclark I Hamilton [Imarion [ sandusky

[Clclermant [Hancock [Medina [sciata

Cclinton [Hardin [Imeigs [seneca

Ccolumbiana  [Harrison Omercer [shelby

Ccoshocton  CHenry CIniami [stark

Ccrawfard [CIHighland CImonroe [ summit

[cuyahoga  [Hocking [CImontgomery I Trumbull

[Iparke [JHolmes [Imorgan [ Tuscarawas

[Coefiance [JHuran CImorrow union

[Cpelaware [J1acksan CImMuskingum [CJwan wert

—F T T T Pt F
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Instructions
« Enter the Vendor License Number in the field provided.

o Enter the Vendor License Number Location — Description in the field
provided.

e Check the box next to each county in which the company has retail locations
and/or makes taxable sales deliveries.

Checking the “All Counties” check box will place a check mark in box for every
county listed on the page. You may uncheck those counties that do not apply, or
select individual counties.

e  When all the information is entered correctly click . The system adds
the account and displays a Confirm Add Account page.

Adding an Account Page 4
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In the Sales Tax application, when you add an account number to a return that does not
match your FEIN/SSN it displays a warning message at the top of the page, along with an

“Ignore Warning” button

_’ lgnore Warning ]

TPA’s to file returns for their clients.

Sales & Use Tax Account Set-up

- at the bottom of the page. This allows

Company Name: Test, 0BG
88N: 333-22-4444

+ WARNING: Your OBG-defined Federal Tax ID does not match the one associated with
this Yendor License Number. You may choose to bypass this warning by utlizing the

'Ignore Warning' button located at the bottom of this page.

Enter your Account Mumber issued by the Ohio Department of Taxation,
* Denotes a required field

Account Setup

* Mendor License Number:

|2=000087

vendor License Number Location-Description: |Main Street

Ze
@

Select the counties where you have retail locations and the counties where you make taxable
delivery sales. Then click Next to continue.

[ all counties

* Chose Individual Counties

Chack "Af Counties” to select all the counties

O adams Coelaware (coTa)  [Diefferson Cnoble Ovinton
allen [Eerie Cknox Cottawa [Owarren
[ ishland [JFairfield [Lake [Ipaulding [Jwashington
Oashtabula  CFairfield (CoTa) [Lawrence Cperry Flwayne
athens [CFayette_TEST [Licking [Clpickaway Cwilliams
[ auglaize [CIFranklin [Licking (CoT&)  [IPike [Jwood
[Ceelmant [CFultan [JLogan [portage [Owyandot
[Carawn [zalia [ Larain [Clpreble
Ceutler [JGeauga OLucas Crutnam
Ocarroll [Greene [Omadison [l richland
Cchampaign  [Guernsey [Itzhaning [rass
Oclark I Harmilton [ marion [ sandusky
CIclermont [JHancock [IMedina [scioto
Cclintan [ Hardin [CIreigs [lseneca
Ccalumbiana  [JHarrison [OMercer [ shelby
[Jcoshocton ClHenry [ Miami [Cstark
crawford [CIHighland [CIraanroe [ summit
Orcuyahoga [JHocking [montgomery O Trumbull
[parke [JHalmes [Itaorgan [ Tuscarawas
[Coefiance [CIHuron [CIraarrow Cunion
Ooelaware [oackson [ ruskingum Cwan wert

l Back ] [ eyt ] [ lgnore Warning

If you need assistance with this page, please view our help,

0 TT W W VLWL W T W WA, T TP O TR T e R T SR, S

™ -
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Enter the Vendor License Number and Location Description.

Adding an Account
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o Select the County(s) to add.

o Click [ Ll i l The system displays the Confirm Add Account page.

Confirm Add Account

Company Mame: Test, OBG
88M: 333-22-4444

Please verify information below is correct, Select Back if you want to edit account information,

Yendor License Number: 29-004073
Yendor License Number Location-Description: adams
Counties:
Adarms

[ Back ] [ Canfirm ]

If you need assistance with this page, please view our help,
e Verify that the information displayed on the Confirm Add Account page is

. . Back . .
correct. If it is not correct click to correct the information. If the

information is correct click . The system saves the account

information and the report page on which they began.

- LA %&v i e, € L

Adding an Account Page 6
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ST-CRDO Wizard

The OBG system uses a “Wizard” proces to make the ST-CRDO form easier to complete.
This Wizard steps you through the process of answering a few simple questions and filling in
the blanks provided. The Wizard follows the following process:

Options

Select Account
and Filling

Y

Enter
County Tax
Information

Review/Accept
Report
Information

ST-CRDO Wizard

Page 7
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ST-CRDO

All businesses reporting sales in the State of Ohio using a Master Cumulative Account are
required to complete the Cumulative Report for Destination and Origin Sales (ST-CRDO)
report form. The ST-CRDO web page is provided by the OBG to as a “Wizard”—a process
designed to help Ohio business taxpayers step through the report online.

R T e 2

[ a

! 1

i Selectaccount Enter Review/Accept
i and filling } County Tax Report

: options i Information Information

Y ] i

Cumulative Report for Destination and Origin Sales”
(ST-CRDO)

Company Name: Test, OBG
S8N: 333-22-4444

* Denotes a required fisld %

* Account: [89-033356 - main street K 2 (7]
* Reporting Period: 112006 106302005 ] @

# Return Type: @ original © Amended e

* 8T-CRDO Filing Options, Select one: e

®1 am collecting tax on a destination basis and need to complete and file farm ST-CROO.
1 am not collecting tax on a destination basis at this time, but may do so in the future,

1 do not collect tax on a destination basis and I will never make delivery sales across tax
jurisdictions in the course of my business.

Back Mext

AT s pesishencmnit e e At aged® v g Fooo g g P

Mwﬂ"‘sa“‘ A .K‘h,‘\, - \‘\. X‘i - m%‘“’%.— ‘Q-ﬂn . %m

Field Descriptions

Field Name Description
[ Add Account Opens the Sales & Use Tax Account Set Up page.
Account Drop down list of accounts associated with the Company

displayed at the top of the page.

Reporting Period A drop down list of available reporting periods for the
selected Account.

Return Type ST-CRDO report type (Original or Amended).

ST-CRDO Wizard Page 8
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Field Name Description

ST-CRDO Filing A list of filing options from which you must choose only

Options one.

Returns to the Ohio Sales Tax progress page.

Moves to the next page/step in the ST-CRDO filing
process.

Instructions

Add Account

o Select the Account from the drop down list, or [ l (see

Add an Account).

« Select the Reporting Period from the drop down list.

o Choose the Return Type (Original or Amended). You must select only one
return type.

If the system detects an archived filing for this account and filing date, it will change
the Type to “Amended.”

If the system detects that this newly-created filing is an amendment to an exisitng
filing, the data fields in the new report are pre-populated from the latest related
filing on the OBG.

o Select a ST-CRDO Filing Option. You must select only one option.
ST-CRDO Filing Options

Vendors may have voluntarily begun collecting sales tax based on destination on or
after Jan. 1, 2005.

Beginning May |, 2006, vendors with taxable delivery sales in calendar year 2005 of
$30 million or more are required to change to destination-based tax collection.

All vendors are required to change to destination-based tax collection on Jan. I,
2008.

e When all the information is correct click . The system moves to the
next page in the ST-CRDO Wizard.

ST-CRDO Wizard Page 9
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ST-CRDO Filing Counties Page

i

1
;
1
i
1
.
:
1
;

3

Select account i Enter Review/Accept
and filling : County Tax Report
options i Information Information

The ST-CRDO Filing Counties page of the Wizard, lists each county associated with your
company’s profile information. In addition, the page includes two columns:

A. Taxable Sales Destination - The total amount taxable sales (not tax) for
the county in which the buyer took possession
of the item purchased. Customer took
possession of the item in a different county
than the one in which the item was sold.

B. Taxable Sales Origin - The total amount of taxable sales (not tax) recorded
for items in which the buyer took possession at the
retail location. Customer took possession of the item
in the same county in which the item was sold.

Cumulative Report for Destination and Origin Saleé

(ST-CRDO) j

4

Company Name: Test, OBG #
S8N: 333-22-4444 F

* Denotes a required fiald

Clear All Fields
l Back [ Mext ] I Save ] [ Save & Exit

el I N sy e A

Account: 89-033356 - main strest \#
Reporting Period: 1/1/2006 to 6/30/2006 {?
Due Date: Fie4/2006
Return Type: Original ‘f
Click "Update Counties" to add or delete counties. Update Counties o ‘ﬁ'}
* A - Taxable Sales Destination = . . o e (j
County Name Co. No. (as reported on UST-1(s)) e B - Taxable Sales Origin ¢
| E
Franklin 25 & 5000.00 4 a000.00) ;'
Totals: $5,000.00 %5,000.00 y,
-
%
fJ *

LY

ST-CRDO Wizard Page 10
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Field Name

Description

[ Update Counties

Opens the Sales & Use Tax Account Set Up page.

County Name

A list of the counties associated with your company
profile.

Co. No.

The number assigned to the county.

A. Taxable Sales
Destination (as reported
on UST-1(s))

Insert the total amount of taxable SALES—customer took
possession of the item sold—for the corresponding
county as reported on the UST I(s).

B. Taxable Sales Origin

Insert the taxable SALES—customer took possession of
the item sold—in the same county as the retail location.

Totals

Accumulative total of each column.

[ Clear All Fields

Sets all the numbers entered in column A and B to zero.

Back

Returns to the first page of the ST-CRDO Wizard.

Mext

Moves to the next page/step in the ST-CRDO filing process.

Save

The system saves the information entered on the page and
remains on the page.

Save 8 Exit

The system saves the information entered on the page and
returns to the Ohio Sales Tax progress page.

Instructions

o Enter the “Taxable Sales Destination” amount for each county.

The Taxable Sales Destination amount is the total sales amount for all
products/items sold in one county, but taken possession of in a different county (the
destination county). For example if George bought a $400 dollar camera from a
retailer in Cleveland Ohio, but took possession of the camera in Dayton Ohio the
“Taxable Sales Destination” amount would be $400 for Montgomery county.

o Enter the Taxable Sales Origin for each county.

The Taxable Sales Origination amount is the total sales amount for all
products/items for which the buyer took possession of in item(s) in the same county
in which it was sold (the oritination county). For example if George bought a $400
dollar camera from a retailer in Cleveland Ohio, and took possession of the camera
in Cleveland Ohio, or any other city in Cuyahoga county (Berea, Euclid, Parma, etc.)
the “Taxable Sales Origination” amount would be $400 for Cuyahoga county.

«  When the taxable sales amount has been entered in each column for each

county, click . The system moves to the next step/page in the ST-
CRDO Wizard.

ST-CRDO Wizard

Page 11
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ST-CRDO Review Report Page

e |
1 2 : % :

L, :

Select account Enter i Review/Accept |
and filling County Tax ! Report i
options Information i Information i

The Review Report page provides you the opportunity to reivew the information you entered
using the Wizard, go back and change it if it is not correct, or accept the inforamation as
accurate and submit it to the OBG.

Review Report

Company Name: Test, 0BG
S5MN: 333-22-4444

Account: 89-033356 - main street

Reporting Period: 1/1/2006 to 6/30/2006

Due Date: 7/24/2006

Type: Criginal

ST-CRDO Filing 1 am collecting tax on a destination basis and need to complete and file
Option: form ST-CRDO.

¥erify the information on this screen before selecting the Accept Data button. If
corrections need to be made, select the Back button.

W W TPC o, VOREL P WP T PR

A - Tarable Sales Destination 5 2
County Mame Co. No. {as reported on UST-1(s)} B - Taxable Sales Origin
Franklin 25 $5,000.00 £5,000.00
Totals: $5,000.00 $5,000.00
| Back ] [ Accept Data g
P
If you need assistanggavith this page, nlease vigw»= help.
D P I P TR i gu i aiiisiswsisial i)

Field Descriptions

Field Name Description

Company Name The name of the company associated with this report.

SSN The Social Security Number associated with the Company
Name.

Account The account number associated with this report.

Reporting Period | The reporting period associated with this report.

Due Date The report due date.

Type The report type (Original or Amended).

ST-CRDO Wizard Page 12
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Field Name Description
ST-CRDO Filing | The filing option selected while completing the Wizard.
Option

County Name

Name of each county included in the report.

Co. No.

The number associated with each county listed.

Taxable Sales
Destination

The total amount of taxable SALES—customer took possession
of the item sold—for the corresponding county as reported on
the UST I(s).

Taxable Sales
Origin

The taxable SALES—customer took possession of the item
sold—in the same county as the retail location.

Totals

Accumulative total of each column.

Returns to the first page of the ST-CRDO Wizard.

The system saves the information entered on the page, changes
the report status to “Ready to File,” and returns to the Ohio
Sales Tax progress page.

Instructions

« Review the information displayed on the page for accuracy. To correct

. .| Back . .
mistakes click . The system returns to the previous page in the

Wizard.

. . . Accept Data
¢ When all the information is correct, click . The system saves

the information and returns to the Ohio Sales Tax progress page. The CRDO
return is listed under “Ready to File.”

ST-CRDO Wizard

Page 13
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Zero Filing Verification

i i

1 2 ; % i

_— i

Select account Enter i Review/Accept |
and filling County Tax ! Report i
options Information i Information i

The system displays the Review Report page shown below when one of the following
selections was made during the first step in the Wizard:

« |l am not collecting tax on a destination basis at this time, but may do so in the
future.

e | do not collect tax on a destination basis and | will never make delivery sales
across tax jurisdictions in the course of my business.

Review Report /
F 4
Company Name: Test, OBG &
§8N: 333-22-4444 fé
Account: 29-033386 - main street
Reporting 7/1/2006 to 12/31/2006 4
Period: fe
Due Date: 1/23/2007 1
Type: Criginal
ST-CRDO Filing I do not collect tax on a destination basis and I will never make delivery sales g
Option: across tax jurisdictions in the course of my business. 4
Mo destination sales were made during this reporting period. {
>
Yerify the information on this screen before selecting the Accept Data button. If €
corrections need to be made, select the Back button. p
{'.
I Back ] | Accept Data {;,
o Ifrvou,neeht_l ,a_s_sigl:_ataf with thisnage =lease B Our he-I!J.__ , 4 PO e . =
Instructions

o Click to return to the ST-CRDO Wizard or ACCEPT DATA to
accept the report data and change the status of the filing to “Ready to File.”

ST-CRDO Wizard Page 14
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Adding a County to Your Company Profile

Add Account

To add a county to your company profile, click ’ ] The system

displays Sales & Use Tax Account Set-up page.

Sales & Use Tax Account Set-up

4
4
Company Name: Test, OBG :
88N: 333-22-4444 -
L
* Denotes a required field 4
Account Setup
* Wendor License Mumber: 89-032150 g
Vendor License Mumber Location-Description: __Testmg | e ;5
Select the counties where you have retail locations and the counties where you make taxable g
delivery sales. Then cdlick Next to continue. .
[ all Counties Checlk "All Counties” to select all the countfes‘§
* Chaose Individual Counties e b
[ adams Coelaware (CoTA) [reffersan [Cnable [Cvintan a"(
[ &llen CErie Cknox Cottawa Cwarren !’
[] ashland [“IFairfield [CLake [JPaulding [washingtan ¢
[ ashtabula [rairfield fcoTa) CLawrence EPerry Cwayne ;
[ athens [dFayette_TEST [CLicking [CIpickaway Clwilliams i
[ auglaize [IFranklin Ciicking (coTay  Cpike Cwaad {f
[Ceelmant CIFultan Ciogan [Crortage Cwyandat =
Cerown [zallia [Lorain [CIpreble €
Ceutler DGeauga Ciucas CPutnam ff
Cecarrall Careene [Imadison CIrichland ‘
Ochampaign  [euernsey [CItahaning Crass gf?
Oclark [OHamilton O marion [ sandusky 3
O clermant [JHancock [Imedina [Osciota
Cclinton [ Hardin [CImeigs [seneca &
[Dcalumbiana  ClHarrison [Clmercer [ shelby “;
[Ocashocton  [Henry [ raiami Cstark p
O crawford [Highland monroe [ summit é
[[Jcuyahaga [Hacking [CIMantgamery [ Trurmbull f"‘,
Cparke [CIHolmes [CImargan [ Tuscarawas p
Doefiance [IHuran CImorrow Clunion ,95
[pelaware [J3ackson I ruskingum [Cvan wert 2\
2
¢
<
If you need assistance with this page, please view our help. o
Sl LD il L il

Instructions
e Check the box to the left of the county(s) you want to add.

Checking the “All Counties” check box will place a check mark in box for every
county listed on the page. You may uncheck those counties that do not apply, or
select individual counties.

«  When all the information is entered correctly click . The system adds
the account and displays a Confirm Add Account page.

ST-CRDO Wizard Page 15
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Confirm Add Account

Company Mame: Test, 0BG
88M: 333-22-4444

Please verify information below is correct, Select Back if you want to edit account information,

¥endor License Number: 99-004073
vendor License Number Location-Description: adams
Counties:
Adams

[ Back ] [ Confirm ]

If you need assistance with this page, please view our help,

o Verify that the information displayed on the Confirm Add Account page is

. . Back . .
correct. If it is not correct click to correct the information. If the

information is correct click . The system saves the account

information and the report page on which they began.

%-Mx._\_ AA LN ™yl L h

ST-CRDO Wizard Page 16
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Ohio State, County & Transit Sales Tax
Return (UST-1)

Sales tax is collected at the tax rate in effect for the county in which the consumer takes
pssession of the item or service. To help businesses determine their tax obligation, the OBG
provides the Universal Sales Tax Return (UST-1) Wizard—a process to help Ohio business
taxpayers step through the process of completing the UST-I.

1 2 3 4
Select: Account Enter Enter Sales and Review/Accept
Reporting Period County Tax Payment Report
Return Type Information Information Information

Ohio State, County & Transit Sales Tax Return (UST-1)

Page 17
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UST-1 - Filing Selection

The Ohio State, County & Trasit Sales Tax Return filing selection page is the first step in the
UST-1 Wizard. On this page you will select the account to which thi report applies, the

reporting period, and the return type. In addition, you may also cencel a vendor’s License

and enter the last business day for the canceled license.

;
‘}:;1::’; ' 2 3 4

i
1
i Select: Account Enter Enter Sales and Review/Accept
I
&

Return Type

i
. Reporting Period ! County Tax Payment Report
; Information Information Information

Ohio State, County & Transit Sales Tax Return e
P
Company Name: Test, 0BG >
SEN: 333-22-4444 4
* Denotes a required field ?J
* hccount: 7@ © ¢
4
* Cancel Yendor's Orves ®nNo e f
License:
Last Day of e !4
Business: y
«
* Reparting Period: | 1/1/2007 to 1/31/2007 v ©® Dishow aliperiods @ 3
* Return Type: @ original © amended e !‘g
Back I [ et ] f
¢
P Ry n?y ‘=sistangh Wlth.tg!_s_ pape. pleage viey ougt~lp, 4 I SN aa £ > £ o
Field Descriptions
Field Name Description
[ Add Account ] Opens the Sales & Use Tax Account Set Up page.
Account Drop down list of accounts associated with the Company

Name and SSN displayed at the top of the page.

radio button.

Cancel Vendor’s License | This field defaults to “No,” however; you may cancel the
Vendor License for this account by selecting the “Yes”

Ohio State, County & Transit Sales Tax Return (UST-1)
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Field Name

Description

Last Day of Business

If the “Yes” radio button was selected to cancel the
vendor’s license, enter the date (mm/dd/yyyy) of the last
day of business for this vendor account.

Reporting Period

A drop down list of available reporting periods for the
selected Account.

Show all Periods

When checked, this box instructs the system to display all
available reporting periods, and is filing frequency neutral.

Return Type

UST-1 return type (Original or Amended). Select the
appropriate radio button.

Returns to the Ohio Sales Tax progress page.

Moves to the next page/step in the UST-I filing process.

Instructions

Note: Taxpayers cannot file more than one UST-I report for the same
account, within the same period, during the same filing session.

o Select the Account from the drop down list, or [

Add an Account).

Add Account ] (see

o The “Cancel Vendor’s License” field defaults to “No,” however, if you want to
cancel the vendor license for this account, select the “Yes” radio button, and
enter the date of the last business day (format mm/dd/yyyy) for this vendor.

o Select the Reporting Period from the drop down list.

The reporting periods displayed in the drop down list are determined by the filing
frequency associated with the account.

Checking the “Show All Periods” check box instructs the system to include all active
monthly and semi-annual reorting periods in the list.

If the “Yes” radio button is selected for “Cancel Vendor’s License* and a “Last Day
of Business” date entered, the system does not display periods that start after the
“Last Day of Business” date in the drop down list.

e Select the Return Type (Original, Amended).

If you select “Original” but the system detects an archived/exiting filing for the
selected account and reporting period, the system changes the return type to
“Amended,” and pre-populates the fields with the latest related filing on the OBG.

. . . . MNext
«  When all the information has been entered and is correct, click to
move to the next step in the UST-1 Wizard.

Ohio State, County & Transit Sales Tax Return (UST-1)
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UST-1 - Filing Counties

The Filing Counties page of the UST-1 Wizard, lists each county associated with your
company’s profile information. In addition, the page includes two columns:

A. Taxable Sales -

The total amount of reportable taxable sales for each county in
which you have locations, or where reportable taxable sales

were made.

Special Note: do not include sales of motor vehicles,
titled watercraft, and/or title outboard motors that

were reported to Ohio Clerk of Courts or the
Department of Taxation on the Nonresident

Woatercraft Return.

B. Taxable Liability - The total (combined state and local tax) tax due for those

Ohio State, County & Transit Sales Tax Return (UST-1)

1

Select: Account
Reporting Period
Return Type

reportable taxable sales indicated.

Special Note: Do not include taxes on sales of
motor vehicles, titled watercraft, and/or titled
outboard motors which have been paid to Ohio
Clerk of Courts.

Enter
County Tax
Information

3

Enter Sales and
Payment
Information

4

Review/Accept
Report
Information

Page 20
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Ohio State, County & Transit Sales Tax Return

3/19/2009

Company Name: Company ABC
FEIN: x6100000000

Account:

Return Type:
Due Date:

counties,

Reporting Period:

Click "Update Counties" to add

* Denotes a required field
YY-¥Y¥yyy - (NO DESCRIPTION)
£/1/2008 to 5/31/2008

Cancel Vendor License?: No
Last Day of Business: Ve

Original
6/23/2008

Upload County Data | e

Update Counties | e

(Express Data Entry)

County Name | Co. No. | Tax Rate * Tanable Sales (@ * Tanable Liability @
Adams 1 7.00% # ¥ 0.00
Harrison 34 | 7.00% d  om 4 0.00
Lake 43 | 6.25% 4 § 0.00
Lorain 47 | 6.25% o § 0.00
Putnam 69 | 6.75% 4 § 0.00
Sandusky 72 | 8.75% d wm 4 ww

Totals: $0.00

Clear All Fields
Back Mext | Save & Exit

If you need assistance with this page, please view our help.

Field Descriptions

Field Name

Description

Account

The account to which this information applies

Reporting Period

The reporting period to which this information applies.

Cancel Vendor License

Displays the selection choice made regarding canceling the
vendor license on the previous page of the UST-1 Wizard.

Last Day of Business

Displays the last day of business for the canceled vendor

license entered on the previous page of the UST-1

Wizard.

Return Type

The report type (Original or Amended).

Due Date

The due date for this return.

Lpload County Data

Opens the File Upload page and clears any data not

previously saved in the Taxable Sales and Taxable Liability

columns.

Ohio State, County & Transit Sales Tax Return (UST-1)
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Field Name Description
Update Counties Opens the Sales & Use Tax Account Set Up page.
County Name A list of the counties associated with your company
profile.
Co. No. The number assigned to the county.
Tax Rate The tax rate associated with the county. The necessary

number of lines are displayed to reflect any rate changes
for the counties in the profile and filing period.

Taxable Sales Insert the total amount of reportable taxable sales for
each county in which you have locations, or where
reportable taxable sales were made.

Special Note: do not include sales of motor
vehicles, titled watercraft, and/or title outboard
motors that were reported to Ohio Clerk of
Courts or the Department of Taxation on the
Nonresident Watercraft Return.

Taxable Liability Insert the total (combined state and local tax) tax due for
those reportable taxable sales indicated.

Special Note: Do not include taxes on sales of
motor vehicles, titled watercraft, and/or titled
outboard motors which have been paid to Ohio
Clerk of Courts.

Totals Accumulative total of each column.

[ Clear All Fields Sets all the numbers entered in the Taxable Sales and Tax
Liability columns to zero.

Back Returns to the first page of the UST-/ Wizard.

Mext Moves to the next page/step in the UST-/ filing process.

Cave The system saves the information entered on the page and
remains on the page.

Sava & Exit The system saves the information entered on the page and
returns to the Ohio Sales Tax progress page.

Instructions

Note: If you are a semi-annual filer, and are filing before the semi-annual
period end date, you must file a “zero” return—a return in which the
“Taxable Sales” and Tax Liability” columns are “0.00” or the system will
display an error message. This allows seasonal businesses to file zero
returns early.

o Enter the “Taxable Sales” amount for each county (format xxxx.xx) in which
you have locations, or where reportable taxable sales were made.

Ohio State, County & Transit Sales Tax Return (UST-1) Page 22
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You must enter Taxable Sales for each county, even if the amount is “0.00”.

This field defaults to “0.00” for original filings or amended filings that have no
corresponding original filed through the OBG.

If the system detects that this is an amendment to a previous filing, it pre-popluates
this field with the existing amount.

Special Note: do not include sales of motor vehicles, titled watercraft, and/or title
outboard motors that were reported to Ohio Clerk of Courts or the Department
of Taxation on the Nonresident Watercraft Return.

o Enter the “Tax Liability” (combined state and local tax) amount for each
county (format xxxx.xx).

You must enter Tax Liability for each county, even if the amount is “0.00”.

This field defaults to “0.00” for original filings or amended filings that have no
corresponding original filed through the OBG.

If the system detects that this is an amendment to a previous filing, it pre-populates
this field with the existing amount.

If the system calculates that the Tax Liability amount for a county is greater than the
amount entered by the tax payer (by $2.00 or more), an error message is displayed.

If the system calculates that the “Total Liability” amount is greater than the amount
entered by the tax payer (by $1.00 or more), an error message is displayed.

Special Note: Do not include taxes on sales of motor vehicles, titled watercraft,
and/or titled outboard motors which have been paid to Ohio Clerk of Courts.

e As an alternative to manually entering the “Taxable Sales” and “Tax Liability”
data on this page, you may select “Upload County Data (Express Data Entry)”
to populate this data from a file you specify. See the section “UST-I — Filing
Counties (File Upload)” in this user guide.

. N . . Mext
e When all the information is entered and is correct, click . The system
moves to the next step in the UST-1 Wizard.

Ohio State, County & Transit Sales Tax Return (UST-1)
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UST-1 - Filing Counties (File Upload)

The Filing Counties page of the UST-1 Wizard includes an option to enter the county tax
data automatically from a file you provide.

WELCOME TO TH

STA QOF ORIO

Ohio State, County & Transit Sales Tax Return File
Upload

Company Name: Company ABC
FEIN: sx-a00e0000

* Denotes a required field
Account: ¥y-yyyyyy - (NO DESCRIPTION)
Reporting Period: L£/1/2008 to 5/21/2008
Cancel Yendor License?: No
Last Day of Business: (SR
Return Type: Criginal
Due Date: 6/23/2008

Select file type to be uploaded:
€SV County Data File From Excel Spreadsheet e
© TT County Data File @

Select the file to be uploaded: | Browse...
Back Mexd

If you need assistance with this page, please view our help.

Field Descriptions

Field Name Description

Account The account to which this information applies

Reporting Period | The reporting period to which this information applies.

Cancel Vendor If applicable, displays the selection choice made regarding
License canceling the vendor license.

Last Day of If applicable, displays the last day of business for the canceled
Business vendor license.

Return Type The report type (Original or Amended).

Due Date The due date for this return.

Ohio State, County & Transit Sales Tax Return (UST-1) Page 24
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Field Name

Description

Select the file type
to be uploaded

The file type that specifies if the data is in .CSV format (using the
MS Excel template provided by Ohio Department of Taxation)
or .TXT format.

Select the file to
be uploaded

The fully specified path of the file that contains your county tax
data.

Browse

Lets you browse to automatically select the file you wish to
upload.

Returns to the Filing Counties page of the UST-1 Wizard
without uploading a file.

(5oet

Uploads the specified file and returns to the Filing Counties page
of the UST-I Wizard, populating county data from the file onto
the form.

Instructions

« Select the type of file you wish to upload.

The file may be a .CSV file using the MS Excel template provided by Ohio
Department of Taxation. Or the file may be a .TXT file.

o Enter the fully specified path of file you wish to upload.

rowse

B
You may manually type the file path or you may select to browse for

the file.

o Click . The system uploads the file and returns to the Filing Counties
page of the UST-| Wizard, populating county data from the file onto the form.

e The system will display any error and/or success messages resluting from the
file upload process on the top of the Filing Counties page of the UST-I page.

Ohio State, County & Transit Sales Tax Return (UST-1)
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UST-1 - County Upload File Format

Submitted files must be in comma delimited text format (.CSV or .TXT) and adhere to the
File Format guidelines below.

.CSV File Format

Please use the following guidelines if you use the .CSV (Microsoft Excel) file format:

Comment [M1]: Add link here. I’ll

* Download the ‘MS Excel Template [provided by the Department of Taxation P {pmvide it as soon as [ get it

(http://tax.ohio.gov/online_services/documents/File_Upload_CSV_Template_08
122008.xIs). Please follow these guidelines if you use this template:

+ DO NOT change the format of the Excel file or the data will not upload
successfully.

DO NOT use commas, dollar signs or any special characters within the fields.
Decimals are required.

* Zeros (0.00) are the default for all fields that do not apply.
*  Negative numbers may be used, as long as the total sales and liability lines are
positive.

* Enter all County data in the Excel spreadsheet that is provided by the
prescribed Excel Template.

*  Save the file to be uploaded as “CSV (Comma delimitated)” format, as shown
below.

* Semi-annual returns that include 2 different rates for the same county can be
accommodated within the data file by adding the applicable County Code,
Taxable Sales, and Tax Liability at the bottom of the spreadsheet. The period
(quarter) with the original rate will have a “2” in front of the county number.
For example:

Hancock County: July | —Sep 30, 2008 Tax Rate: 6.0% County Code =232
Hancock County: Oct | — Dec 31, 2008 Tax Rate: 6.75% County Code = 32

Ohio State, County & Transit Sales Tax Return (UST-1) Page 26
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Sample (Partial) Excel File
A B C D
County I
1 County Name No. Taxable Sales ($) Tax Liability ($)
2 |Adams 01 1523.25 106.93
3 |Allen 02 0.00 0.00
4 |Ashland 03 0.00 0.00
5 |Ashtabula 04 5368.68 362.01
" ".""l | |
. 3 Filensme:  |TestUST1Jun 0 v [ sawe ]
My Metwark =
Places Save as type: |CS1.-' (Comma delimited) “ | Cancel

Sample (Partial) CSV File (opened with Notepad)

I Test UST1 Jun 08 - Notepad

File Edit Format View Help
ICount
AdaxG,1,1523.25,106.9
Allen, 2506

Ashland, 3,0,0
Ashtabula,4,5368.68,362.01

., Taxable sales ($),Tax Liability (§) 2

Due Date: 7/23/2008 \

Click "Update Counties" to add counties. Upload Courty Data | e Update Counties | 0
{Express Data

County Name Co. No. Tax Rate * Taxable Sales e * Taxable Liability e

Ashtabula 4 6.50 % s 5368.58] s 36201

Fairfield 23 6.25 % s 58214 s 3709

Fairfield (COTA) (1/1/2008) 93 6.75 % g 14525.01] s 9891

Ohio State, County & Transit Sales Tax Return (UST-1)
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.TXT File Format

Please follow these guidelines if you use the .TXT file format:

Use a carriage return (enter key) at the end of each county data set.
DO NOT dollar signs or any special characters within the file.

Decimals are required to separate the whole dollars from the cents. (100 =

100.00)
Data for only one report can be contained in each file.

Negative numbers may be used, as long as the total sales and liability lines are
positive.

File extensions must be TXT.
County sets do not need to be listed in numerical order by county.
Only data for counties that have taxable sales need to be included in this file.

Multiple data sets for the same county are accepted. The application will total
the sets up and combine them into one single count data set within the
application.

Semi-annual returns that include 2 different rates for the same county can be
accommodated within the data file. The period (quarter) with the original rate
will have a “2” in front of the county number. For example:

Henry County: Jan | —Mar 31, 2007 Tax Rate: 6.5% County Code =235
Henry County: Apr | —Jun 30, 2007 Tax Rate: 7.00% County Code = 35

Ohio State, County & Transit Sales Tax Return (UST-1)
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county number, taxable sales, taxable liability
county number, taxable sales, taxable liability
county number, taxable sales, taxable liability

04. 1438.61, 97.50 >

23, 582.14, 37.09
93, 14525.01, 989.21
25, 253.01,17.79

< 275, 101.50, 7.01 N
e————<_1 04, 3930.07, 264.

75, 205.56, 15.69

<88, 0.00, 0.00 2=
1523.25, 106.93

01,
= =

Click "Update Counties" to add\gounties.

County Name Co. No.
Adams 1

\ 4 Sabiabol > 4
Fairfield 23
Fairfield (COTA) (1/1/2008) a3
Franklin 25
Shelby (1/1/2008) 75
Shelby (4/1/2008) 75

\wad County Data | e Update Counties I e

Tax Ra

7.00 %

6.50 %

6.25 %

6.75 %

6.75 %

6.50 %

7.00 %

Totals:

Ohio State, County & Transit Sales Tax Return (UST-1)

3/19/2009

04, 1438.61, 97.50
23, 582.14, 37.09
93, 14525.01, 989.21
25, 253.01,17.79
275, 101.50, 7.01
04, 3930.07, 264.51
75, 205.56, 15.69
88, 0.00, 0.00

01, 1253.25, 106.93

(Expres: ta Entry)

* Taxable Sales e

T
o s
KT
o
1]
§
§ s

$22,559.15

$

* Taxable Liability e

P
S s
& w
2
& nm

$ 15.69

$1,535.73
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UST-1 - Filing Information

The Filing Information page of the UST-| Wizard, guides you through the process of
entering additional sales information needed to complete the return.

1

Select: Account
Reporting Period
Return Type

! 1
| o3E |
- : .
Enter i EnterSales and | Review/Accept
County Tax : Payment ; Report
Information i Information : Information

Ohio State, County & Transit Sales Tax Return j

Company Name: Test, OBG f

SSN: 333-22-4444 é;‘
o

Account: 01-003260 - san test
Reporting Period: 1/1/2007 to 1/31/2007 '_E
Cancel Yendor License?: No _;?
Last Day of Business: MS & 4
Return Type: Original ¢
Due Date: 2/23/2007 3
3
Gross Sales: £ 71000000 @ {3
Exempt Sales: £ 5000.00 e f'
Net Taxable Sales: $705,000.00 @ 4
Sales Upon Which Tax Was Paid to Clerk of Courts: £[ 5000.00 e Q«Fg
b dl i
Reportable Taxable Sales: £700,000.00 0 b
Tax Liability on Sales Reported: $47,500.00 o f
Accelerated Payments and Credit Carryover from Previous Period: [ 0.00 e j
'y
-

~o. 2w

Field Descriptions

el [ e S e e

Field Name

Description

Account

The account to which this information applies

Reporting Period

The reporting period to which this information applies.

Return Type

The report type (Original or Amended).

Due Date

The due date for this return.

Ohio State, County & Transit Sales Tax Return (UST-1)
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Field Name

Description

Gross Sales

The total sales of tangible personal property and s

elected services. This amount must be greater than
zero.

Exempt Sales

The total amount of sales excluded from taxation—
including but not limited to-sales to holders of direct
payment permits and sales covered by valid exemption
certificates. This amount must be greater than zero, and
less than gross sales.

Net Taxable Sales

This amount is calculated by the system (Gross Sales —
Except Sales).

Sales Upon Which Tax
Was Paid to Clerk of
Courts

Total sales amount for purchases of motor vehicles,
watercraft, and outboard motors for which you have
receipts from the Clerk or Courts for tax paid.

Reportable Taxable Sales

This amount is calculated by the system and inserted
from the values entered on the previous page of the
UST-I Wizard.

Tax Liability on Sales
Reported

This amount is carried forward by the system from the
previous page of the UST-I Wizard.

Prior Payments for Return
Period

This field only displays on amended returns. Enter the
total of payments made prior to this return.

Original Discount Amount

This field is only displayed for an amended return where
the filing due date is past.

Accelerated Payments and
Credit Carryover from
Previous Period

Accumulative total of each column.

Returns to the first page of the UST-/ Wizard.

Moves to the next page/step in the UST-/ filing process.

Instructions

Note: The Prior Payments for Return Period” field is disabled unless the
current UST-1 report type is “amended” whether it is filed on time or not.

This field defaults to 0.00.

Enter the Gross Sales amount (format xxxx.xx). This is the total sales dollars
of tangible personal property and selected services.

This amount must be greater than zero.

Enter the Exempt Sales amount. This is the total amount of sales excluded

from taxation—including but not limited to-sales to holders of direct payment

permits and sales covered by valid exemption certificates.

Ohio State, County & Transit Sales Tax Return (UST-1)
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This field defaults to 0.00.
Exempt Sales must be greater than zero and less than the Gross Sales amount.

e The system calculates the Net Taxable Sales amount (Gross Sales — Exempt
Sales).

o Enter the “Sales Upon which Tax Was Paid to the Clerk of Courts” amount.

Motor Vehicle Dealers — enter the total sales (purchase price or tax base) of motor
vehicles for the reporting period for which you have receipts from the Clerk of
Courts showing tax paid. This includes automobiles, trucks, trailers, and other
motor vehicles that are required to be titled. Do not enter the tax paid to the
Clerk of Courts in this field.

Watercraft/Outboard Motor Dealers/Sellers — Enter the total sales (purchase
price or tax base) of watercraft and outboard motors for which you have receipts
from the Clerk of Courts showing tax paid. This includes watercraft and outboard
motors which require Ohio title, but does not include documented watercraft,
watercraft under |4 feet, outboard motors under 10 horsepower and nontitled
trailers. Do not enter the tax paid to the Clerk of Courts in this field.

« The Reportable taxable Sales field is calculated by the system (Net Taxable
Sales — Sales Upon which Tax Was Paid to the Clerk of Courts).

e The Tax Liability on Sales Reported field is carried forward from the previous
page of the UST-I Wizard (sum of the “Tax Liability” field)

o Enter “Prior Payments for the Return Period” in the field provided.

e .The Original Discount Amount

Ohio State, County & Transit Sales Tax Return (UST-1)
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Rules for Amended UST-1 Filings

I. Interest is charged on amended UST-1 returns.
2. To create a discount, taxpayers should enter a payment made in the “Prior
Payments for Return Period” field.

a.

b.

Taxpayers need an empty field (default zero) to enter their “Prior
Payments for Return Period.”

If the amendment is after the due date, the taxpayer needs an empty
field (default zero) to enter the “Original Discount” amount.

A discount taken (entered by the taxpayer) cannot exceed the amount
entered in the “Prior Payments for Return Period” field.

Appropriate taxpayer error messages are displayed to the taxpayer,
based on the 2 possible errors above.

If the taxpayer is filing an amended return and has overpaid, OBG will

i. Present them an error message indicating that they have
overpaid and will need to file an ST-AR form available from the
Ohio department of Taxation.

ii. Block the taxpayer from filing. If the taxpayer changes the “Prior
Payments for Return Period” and is no longer in an overpaid
situation, the return can be filed ad the error message will not
need to be re-presented.

Ohio State, County & Transit Sales Tax Return (UST-1)
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UST-1 — Review Report

The Review Report page of the UST-1 Wizard provides the opportunity to verify the
informaton on the return and enter an amount to pay.

1

.
]
— >

Select: Account Enter Enter Sales and i Review/Accept
Reporting Period County Tax Payment : Report
Return Type Information Information i Information
i
Review Report f
#
L
Company Name: Test, OBG @
S8N: 333-22-4444 ¥
Account: 01-003280 - san test "F‘
Reporting Period: 1/1/2007 to 1/31/2007 @%
Cancel Vendor License?: No .
Last Day of Business: M rgi.
Return Type: Original
Due Date: 2/23/2007 f
«
Gross Sales: £710,000,00 5
Exempt Sales: $5,000.00 1";
Met Taxable Sales: £705,000.00 -
Sales Upon Which Tax Was Paid to Glerk of Gourts: $5,000.00 &
Reportable Taxable Sales: £700,000,00 F ¢
Tax Liability on Sales Reported: $47,500.00 P,
Less Discount: $0.00 0 Y
Plus Additional Gharge: 410,00 e ‘f
Interest Owed: $1,009.86 @ 2
Amount Due: +43,519.86 f
Accelerated Payments and Gredit Carryover from Previous Period: $0.00 1
Balance Due: $428,519.86 5
Amount You Wish To Pay: & i 48519 86 o 3
<
[ Back | [ AcceptData | ’
V2 b F e et Y sl S N f F _nr
Field Descriptions
Field Name Description

Account

The account to which this information applies

Reporting Period

The reporting period to which this information applies.

Return Type

The report type (Original or Amended).

Ohio State, County & Transit Sales Tax Return (UST-1)
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Field Name Description
Due Date The due date for this return.
Gross Sales The total sales of tangible personal property and selected

services. This amount was entered on the previous page of the
UST-1 Wizard.

Exempt Sales

The total amount of sales excluded from taxation. This amount
was entered on the previous page of the UST-1 Wizard.

Net Taxable Sales

This amount was calculated by the system on the previous page
of the UST-1 Wizard.

Sales Upon
Which Tax Was
Paid to Clerk of
Courts

Total sales amount for purchases of motor vehicles, watercraft,
and outboard motors for which you have receipts from the
Clerk or Courts for tax paid. This amount was entered on the
previous page of the UST-| Wizard.

Reportable
Taxable Sales

This amount is calculated by the system based on information
entered on a previous page of the UST-I Wizard

Tax Liability on
Sales Reported

This amount is carried forward by the system from a previous
page of the UST-1 Wizard.

Less Discount

This amount is calculated by the system and represents the
discount amount the business earns by filing taxes in a timely
manner.

Plus Additional
Charge

This amount is calculated by the system and represents the
additional charge levied when the return is not filed by specified
due dates.

Interest Owed

This amount is calculated by the system and represents interest
owed as a result of filing the return after the due date.

Amount Due

The amount is calculated by the system, based on the
information entered by the business on previous pages of the
UST- Wizard.

Prior Payments
for Return Period

This amount is calculated by the system based on information
entered by the business on previous pages of the UST- Wizard.

Accelerated
Payments and
Credit Carryover
from Previous
Period

This amount is calculated by the system based on payments and
credit carryover from previous filing periods.

Balance Due

This amount is calculated by the system based on information
entered by the business.

Amount you wish
to pay

This amount represents the amount you wish to pay toward the
balance due when filing this return.

Returns to the previous page of the UST-I Wizard.

Ohio State, County & Transit Sales Tax Return (UST-1)
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Field Name Description

now listed in the “Ready to File” section.

Accept Data The system saves the information entered on the page, returns
to the Ohio Sales Tax progress page, with the status of the report

Instructions

Review the information displayed on the page to verify its accuracy. Click

Back . - .
to return to previous pages of the UST-1 Wizard to change incorrect
information.

Enter the “Amount you wish to pay” in the provided field (use format:
xxxx.xx. Do not enter a comma or dollar sign).

This field is initially blank, however if the balance due is less than or equal to $0.00
the system inserts “0.00” and the system renders the field uneditable by the
taxpayer.

. . . Accept Data
When all the information is correct, click . The system saves

the information and returns to the Ohio Sales Tax progress page, placing this
return in the “Ready to File” section of the page.

Ohio State, County & Transit Sales Tax Return (UST-1)
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Making Sales Tax Payments

Several payment options are available through the OBG - Sales Tax application:

o Accelerated Sales Tax Payment
« Billing Notice Payment

o Payment Only

o Assessment Payment

Each of these payment types is covered in this section.

Making Sales Tax Payments Page 37



User Guide Sales Tax 3/19/2009

Accelerated Sales Tax Payment

Use the Accelerated Sales Tax Payment page to make a payment for a specific account and
payment period.

Accelerated Sales Tax Payment

Company Name: Test, 0BG
SSN: 043-01-9770

* Denotes a required field

* Account: ;;85‘—032150 - Testing ’:.".' © Add Account (7]

* Payment Period:  [Select Payment Period __[v] © Oshow aiperioss @
* Payment 3
Amount: e
[ Back ] [ Accept Data ]

If you need assistance with this page, please view our help.

T, W T, T

Field Descriptions

Field Name Description

[ Add Account Opens the Sales & Use Tax Account Set Up page.

Account Drop down list of accounts associated with the Company
displayed at the top of the page.

Payment Period A drop down list of available reporting periods for the
selected Account.

Payment Amount The amount of money you wish to pay for this Account
and Payment Period (do not enter a dollar sign or
comma).

Cancels the filing and returns to the Ohio Sales Tax

progress page.

Accept Data The system saves the information and displays the Ohio

Sales Tax progress page with the report listed in the
“Ready to File” section.
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Instructions

o Select the Account for which you want to make an Accelerated Sales Tax
Payment from the drop down list, or Add an Account.

Add Account

The system displays all account numbers on file associated with the company name
and FEIN displayed at the top of the page.

« Select the Payment Period for this payment from the drop down list.

The Payment Period drop down list displays monthly , quarterly, or semi-annual
periods based on the filing frequency of the selected account.

If you check the “Show All Periods” check box, the dropdown list displays all active
monthly, quarterly, and semi-annual periods.

« Enter the Payment Amount.
Enter the amount in the format “xxxx.xx” — do not enter a dollar sign or comma.

«  When all the information has been entered and is correct click

. The system saves the information and displays the Ohio Sales

Tax progress page with the payment listed in the “Ready to File” section.
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Assessment Payment

Use the Sales Tax Assessment Payment page to make a payment for an account as a result of
an assessment notice received from the Ohio Department of Taxation.

Sales Tax Assessment Payment

Company Name: Test, 0BG
SS8N: 333-22-4444

Bo- k. kg, |
. %

* Denctes a required field

* Account: [89-032150 - Testing v @ Add Account Qf

* Payment Period: | 8/1/2006 to 6/31/2005 v| @ Oshow all periads 9{’
* Assessment [1234567881 (7]
Number: : %
* Payment $ 4567.21 (7] {f
Amount: %f
e
[ Back ] [ Accept Data ] !
If you need assistance with this page, please view our help. Q g
e

Field Descriptions

Field Name Description
[ Add Account Opens the Sales & Use Tax Account Set Up page.
Account A drop down list of accounts associated with the

Company displayed at the top of the page.

Payment Period A drop down list of available reporting periods for the
selected Account.

Assessment Number Entry field for the number of the assessment notice
received from the Ohio Department of Taxation.

Payment Amount The amount of money you wish to pay for this Account
and Payment Period (do not enter a dollar sign or
comma).

Cancels the payment and returns to the Ohio Sales Tax

progress page.

Accept Data The system saves the information and displays the Ohio

Sales Tax progress page with the assessment payment
listed in the “Ready to File” section.
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Instructions

o Select the Account for which you want to make an Assessment Payment from

the drop down list, or S ] (see Add an Account).

The system displays all account numbers on file associated with the company name
and FEIN displayed at the top of the page.

o Select the Payment Period for this payment from the drop down list.

The Payment Period drop down list displays monthly , quarterly, or semi-annual
periods based on the filing frequency of the selected account.

If you check the “Show All Periods” check box, the dropdown list displays all active
monthly, quarterly, and semi-annual periods.

o Enter the Assessment Number (the assessment number must be 10-14 digits
long).

o Enter the Payment Amount.
Enter the amount in the format “xxxx.xx” — do not enter a dollar sign or comma.

«  When all the information has been entered and is correct click

. The system saves the information and displays the Ohio Sales

Tax progress page with the payment listed in the “Ready to File” section.
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Billing Notice Payment

Use the Billing Notice Payment page to make a payment for an account as a result of a billing
notice received from the Ohio Department of Taxation.

Billing Notice Payment

e

L 4
Company Name: Test, 0BG -
SSN: 333-22-4444 1
4
* Denotes a required field !‘
* Account: |D1-003280 - san test ~ @ Add Account Qe i/
* Payment Period: | 4/1/2007 to 4/30/2007 v| @ Oshow all perinds @
s : > : L
* Billing Notice [1234567891234 [ 2] F’
Number:
¥ Payment . 7 <
Amount: = = e &
4
o
Back ] [ Accept Data ] &

If you need assistance with this page, please view our help.

Field Descriptions

Field Name Description
[ Add Account Opens the Sales & Use Tax Account Set Up page.
Account A drop down list of accounts associated with the

Company displayed at the top of the page.

Payment Period A drop down list of available reporting periods for the
selected Account.

Billing Notice Number Entry field for the number of the billing notice received
from the Ohio Department of Taxation.

Payment Amount The amount of money you wish to pay for this Account
and Payment Period (do not enter a dollar sign or
comma).

Back Cancels the payment and returns to the Ohio Sales Tax
progress page.

The system saves the information and displays the Ohio

Sales Tax progress page with the payment listed in the
“Ready to File” section.
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Instructions

o Select the Account for which you want to make a Billing Notice Payment from

the drop down list, or S ] (see Add an Account).

The system displays all account numbers on file associated with the company name
and FEIN displayed at the top of the page.

o Select the Payment Period for this payment from the drop down list.

The Payment Period drop down list displays monthly , quarterly, or semi-annual
periods based on the filing frequency of the selected account.

If you check the “Show All Periods” check box, the dropdown list displays all active
monthly, quarterly, and semi-annual periods.

o Enter the Billing Notice Number (the billing notice number must be thirteen
digits long).

o Enter the Payment Amount.
Enter the amount in the format “xxxx.xx” — do not enter a dollar sign or comma.

«  When all the information has been entered and is correct click

. The system saves the information and displays the Ohio Sales

Tax progress page with the payment listed in the “Ready to File” section.
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Payment Only

Use the Payment Only page to make a payment for a specific account and payment period.

Payment Only

Company Name: Test, OBG
SSN: 333-22-4444

* Denotes a required field

* Account: [01-003260 - san test v @ Add Account ¢

* Payment Period:  [1/172007 to 1/31/2007 v| @ Dishow anperioss @
* Payment & 465221 e {l
Amount: - i
4
Back ] [ Accept Data ] f»
$
% g
If you need assistance with this page, please view our help. 5’”
3 &
gt ——= = == 3 F NPT O Y I A — 7

Field Descriptions

Field Name Description

[ Add Account ] Opens the Sales & Use Tax Account Set Up page.

Account A drop down list of accounts associated with the
Company displayed at the top of the page.

Payment Period A drop down list of available reporting periods for the
selected Account.

Payment Amount The amount of money you wish to pay for this Account
and Payment Period (do not enter a dollar sign or
comma).

Cancels the payment and returns to the Ohio Sales Tax
progress page.

The system saves the information and displays the Ohio

Sales Tax progress page with the payment listed in the
“Ready to File” section.
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Instructions

« Select the Account for which you want to make Payment from the drop down
Add Account

list, or Add an Account.

The system displays all account numbers on file associated with the company name
and FEIN displayed at the top of the page.

o Select the Payment Period for this payment from the drop down list.

The Payment Period drop down list displays monthly , quarterly, or semi-annual
periods based on the filing frequency of the selected account.

If you check the “Show All Periods” check box, the dropdown list displays all active
monthly, quarterly, and semi-annual periods.

o Enter the Payment Amount.
Enter the amount in the format “xxxx.xx” — do not enter a dollar sign or comma.

«  When all the information has been entered and is correct click

. The system saves the information and displays the Ohio Sales
Tax progress page with the payment listed in the “Ready to File” section.
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