How to e-file your sales and use tax

This Quick Start Guide walks you through the steps to set up an account and start using the Parish E-File
system. A series of YouTube videos are also available for your convenience. See the list at the end of
these instructions for links to each video.

Navigate to https://parishe-file.revenue.louisiana.gov.

GETTING STARTED
. Click the Sign-up button to apply for a new
Sign Up for account gn-up PRy
Select Click the Create a Business Account button.
Account Type

Create a Business Account

Registration

Sign Up - Business Account

To start submitting your tax returns electronically, complete the followin
Any personal information collected is used within Parish E-File to authe

* Denotes a required field

User Account Information

Enter:
*  User Account Information
* Corporate Information
* Mailing Address
Create a Username and Password.
Read the Agreement.
Click the Next button.

Create
Security
Question

Login Secret Question and Answer

1f you forget your password or must feset an expired password, you will be asked the question below|

 Whatis the first and last name of your frst boyfriend o girffriend? Use this question?
« Which phone number do you remember most from your chilchood? Use this question?

® What was your favorite place to visit as a child? Use this question?
e Whoiis your favorite actor, musician, or artist? Use this question?
® What is your favorite hobby? Use this question?

Secret Question: [ ]

=T

To select a system question:
* Identify the question you want to use.
*  Click the link next to it.
To create a question of your choice:
* Type a question into the Secret
Question field.
Create your Secret Answer:
* Enter the answer to your question.
Save your answer in a secure location.
Click the Save button to save and continue.

TAX AUTHORITY ACCOUNT NUMBER

Choose one of the following steps based on whether your business has a Tax Authority Account Number

or not.
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If your business HAS an account number with the tax authority:

Account Info

Corporate/Business Information refecs to tne Corporate Headauarters for rger businesses or the phy

tion Section 20w ‘7ger COrparatans 10 input uitD'e physical lomatians, Every ace

Authority Account Number Application is 2 OFTIONAL section used 10 3ply for 8 NEW sccourt nus

Verify Corporate Information and add
Locations if necessary.

Verify Corporate/Business Information
Information oy [brvssniot ]
B =
Business Address
. Click the Yes button at the top of the screen
Click Yes to - ) X
Save when you are finished adding Locations.

If your business does NOT have an account number with the tax authority:

Verify
Information

Account Info

Corporate/Business Information refers to the Corporate Headauarters for arper busmesses or the phy

fion Section = o arger carpar tainput mutipe physical locations, Every acc

Authority Account Number Application is 2 OSTIONAL section uses 10 2pply for & NEW accaunt nu

Corporate/Business Information

)
e 2252392600 “Dooke-00

Company:

Business Address

Verify Corporate Information and
add Locations if necessary.

Register for an

Click the “+” button in the

Authority Account Number Application

Authority Account Number

Authority (Ogtionat Oniy use if you do rot already have one.
Account Application section.
Number .
Authority Account Number Application Fill in all required fields for the
(Optional: Only use if you do not already have one)
= K O S R e LOC ati on se | e Cte d .
Enter YOUI’ Sole Proprietor/ First Owner CIICk the Submlt button_
Information | ... )

* An application will be issued to the authorities you selected. A temporary account number
appears under “Applied For” on the Return Setup screen.

« Areturn can be filed one time for each authority with the temporary account number,
and then you must enter a new Account Number provided by the authority.
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o Click the Yes button at the top of the screen.

« Click the Yes button at the top of the screen when you are finished adding locations and
applying for account numbers.

« Any numbers you have applied for in the previous step will appear in the Return
Information Table for setting up a return.

SETTING UP A RETURN

Return Setup

Return Setup

More nformation BOUL SEttng LD your netumy Can be found in the Heig Bow and in the FAQ

Set up a new return

Returre | [Seect retum)] w
Select Location: I feeru Irsights K Aralyts Vv l ’"'._Nbf:, ;:
Tax Authority Account Number : Sich hevs ¥ ypg gonot by

To begin filing a return, select
options from the dropdowns.
Click the Add Return button.

The return appears in the table at

Registration

L

Verify he bott fth
. m .
Return is the bottom of the page
H H Return Information Table
LISted I n !The returns beiow have already been sét up. Click ‘Edit’ 1o update Fiiing Status or Tax Authority Account Number, Then click "Update’ to
Table
Click the Yes button at the top of
Complete the screen when you are finished
the

setting up your returns.
Registration is complete.
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FILING A RETURN

To complete the electronic return,

select:

File Return .

Salect the filing pariod, return, and location you would Ik to file for. Click the Next butto:

Dot ses your return listed? Click here 10 add the return,

3. Select Location:

’ Avenu Insights & Anafytics V]
Does your company have mudtiple locations? Clidk hare to 394 another business laction.

Filing Period

* Return
1. Select Filing Period: * Location
) [ Noverer 2022 g Click the Next button.
File the
2. Select Return:
Return
| Mutsurissicton Retum v|

MAKING A PAYMENT

Summary

The following information will be transmitted to the taxing authority along with your return, f all of the information below is correq

Payment made on past due balances may be assessed additional penalties and interest.

Information i won |
Tortal $0.00 |

Company Information Return Information Payment Information

Hame: Account Number: 12345 .Aanunl‘l‘ype.
Chngisan Test Apolication Filing Period: Aprl 2022 | Account:

Phone: 235.230-2600 Filing Status: Monthly | Routing Number:
Fax: | Billing Address:

Enter your routing
number, bank
account number,
PaEyanwirnt and the address
Information associated with
e | | your bank account.
Click the Next

Routing number: I l button.

If you have filed a return with zero tax due, go to the next step.
FILING AND CONFIRMATION

Review the

information on the
Summary page.
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If the return or
payment
information is
incorrect, click the
Back button.

If the information is
correct, click the

Back File Return button.

A success message is
displayed.

The Confirmation
Number indicates
that your return
and payment
information will be
made available to
the tax authority on
Success the File Date you
Your return(s) have been successfully filed, SElected. ClICk the

© Return Name Confirmation Numbar ameuntowe || View  button  to
i LA Dept of Revenue Sales and Use Tax 250OFXVIAAL print you r retu rn.

i Lafayette Parish BFDSPW3688

Using FAQ, Support, or Logout Buttons

Finalize
Return

Success
Confirmed

FAQ & Click:
Support * FAQto find answers to
frequently asked
questions.

* Support to contact
Technical Support.

Log Out Click on your username
dropdown in the upper right
corner and click Log Out.

Log Out
Change Passward
YOUTUBE VIDEO SUPPORT

Please see our video tutorials for additional information.
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|

Create a New User Account

2. Add a Payment Method

3. Apply for an Account Number for One or Multiple Parishes
4. Set Up a New Return

5. Add a New Location

6. File-Pay Return Single Location-Parish-State

7. File-Pay Return Multiple Parishes-State

8. Import a File

9. File an Amended Return

10. View My Filing History

—

1. Reset My Password

1

N

. Create and Manage Clerical Users

1

w

. Set Up Practitioner Account-Add Clients

&

14. File and Pay as a Tax Practitioner
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