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Chapter 1 User Guide Overview

The ParishE-File.com User Guide is designed to help you electronically file Sales and Use
Tax Returns and Hotel Tax Returns.

This guide provides information on using all available ParishE-File.com tools and options.

Using the User Guide

The User Guide is organized into sections that describe tasks you may need to complete to
file returns online. To use the guide most effectively, refer to it with a specific task in mind.
Then consult the table of contents to locate the section of this guide that contains
information on completing the task.

Throughout this guide, the term user is used to describe you or another person using the
functions of ParishE-File.com. The information is intended to guide the Primary Standard
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User. Other types of users are defined by their privileges in the User Privileges Table in
Chapter 12.

The term you refers to the person performing the functions in each section.

Additional Information Resources

In addition to this user guide, other information resources are available:
Websites

The following websites can help answer questions you may have:

*  www.parishe-file.revenue.louisiana.gov/faq.aspx offers answers to frequently
asked questions.

*  www.parishe-file.revenue.louisiana.gov/lookup/lookup.aspx offers contact
information and rate information for parishes in Louisiana.

* www.revenue.louisiana.gov offers tax information issued by the state of Louisiana.
Technical Support

You can contact Technical Support directly by clicking Support on the menu bar.

Chapter 2 Getting Started Using ParishE-File.com

ParishE-File.com works best with the following applications on your system:

* A Portable Document Format (PDF) Reader. Install any version of the free program,
Adobe Acrobat Reader. This program allows you to view and print PDF files. Details
and system requirements for this software can be found at the Adobe website:
http:/ /www.adobe.com/products/acrobat/readstep2.html

* A web browser such as Internet Explorer Version 7.0 and newer or Mozilla Firefox
version 6.0 and newet.

* A high-speed internet connection.

Note: The names of other companies, products and services may be the property of their
respective owners.
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Starting ParishE-File.com

Start using ParishE-File.com by opening a web browser. Type http://ParishE-
File.revenue.louisiana.gov in the browser’s address bar. The homepage appears.

PARISH

E-FILE®@COM

Home Lookup Support
Welcome to Parish E-File

ParishE-File.com is an online tool that facilitates secure electronic filing of multiple
parish sales and use tax returns and remittances to local taxing authorities
throughout Louisiana from one centralized site.

ParishE-File, provided to you at no charge by the state or any local taxing authority,
also offers an easy-to-use registration feature that allows taxpayers to subscribe to
the system'’s services. Taxpayers will also be able to maintain their own identifying
and demographic information.

sign In Forgot your password?
Flease enter your User Name and Password to Click here.
continue.

MNot a registered user?

Userriame. | i Sign up now! Registration is free and it only
) - takes a minute,

Password

Practitioner filing for multiple companies.

Click Here

Using the ParishE-File.com Menu Bar

The menu bar appears at the top of every page on ParishE-File.com. Click directly on a label
on the menu bar or place your mouse-pointer over the label to see the labels in the
dropdown menus.

|‘ Home File Return | My Returns i Account Center . Lookup | Support ‘l

Exiting ParishE-File.com

To end a session on ParishE-File.com, click the red Log Off button, beneath the menu bar.

Home File Return | My Returns i Account Center . Lookup | Support

Signed in as Test | LOG OFF |
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Chapter 3 Setting Up a New Account

This section helps you set up a new account from beginning to end.

By the end of this section, you will have created a ParishE-File.com account that allows you
to easily:

+  File returns online

+  Pay returns online

*  Search for parishes

«  Search for the most recent tax rates
+  Manage multiple users

+  Customize your account

Signing Up — New Account

The first step is to register a new account.

V¥ To sign up:
1. Click Sign Up Now.

Forgot your password?
Click here.

Not a member?
Sign up now! Registration is free and it only
takes a minute.

Practitioner Registration Click Here

2. The New Account page appears.
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Home Lookup Support FAQ
New Account
Tao start submitting your tax returns electronically, complete the following information and set up a user name

and passwaord,

Any personal information collected is used within Parizh E-File to authenticate your account with the approprista Taxing Authoritiss,
This information will not be disclosed or shared in any way with any outside entities without your explicit permission.

* Denctes a raquired field

User Account Information

First Name: | -f* (Enter your first namea.)
Last Names | (ErtaFsiiF At RamEg)
Phone: | * (Ex: 123-456-7830)

Fax: ._:[Ex: 123-456-7890)
Email: | e

Confirm Email

Corporate Information

Corporate information is used to create a physical business location.
If wour corporate information does not represent a physical business
location and/or you would like to add additional physical business
locations, you will be prompted to choose that option later in the
setup process.

Company: |

(Enter Business Location Name. This name

will appear on your tax returns.)

Address 1: |
Address 2: |
City: Y
State: Lovisiana .
zip: | [
Country: | USA
T @?md.u.dua Partnership Carparation
e Governmental Mon-Profit

Mailing Address [Isame as Corporate Address

Address 1: *
Address 2:
City: *
State: | Louisiana |
Zip:

Country: | USA v

Usarmame:

Entar a New Password:

(Passwords mustbe between & and 10 characters in length, contain at
least 1 number, and contain atleast 1 upper caze latter and 1 lower case lettar)

Confirm your New Password :

By clicking 'Next' you will agree to the following:

I agree that the Sales and Use tax and Hotel tax returns 1 submit via Parish E-File shall be the legal equivalent of returns
submitted on paper documents.

I agree that my user narme and password will be the equivalent of my handwritten signature, as autharized by Louisiana Revised
Statute 4711520 and Louisiana Administrative Code £1:1,4905,

I am declaring that I am authorized to make payments from the bank account I will, or have entered, during the payment process
of these transactions.

I am authorizing a direct payment to the appropriake Taxing Authorities as specified in the payment process,

I understand that if the banking informstion I enter is not valid or the finandisl institution will not accommodate the direct debit
transfer request, T will have to pay additional interest and penalties if a payment is not completed timely.

LCANCEL I NEXT]

3. In the fields, enter your contact information, business type, business location address,
and mailing address.
4. In the User Name field, type a User Name.
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5. In the New Password field, type a new password. In the Confirm New Password
field, type the new password again.

6. Read the User Agreement Disclaimer. Click Next. The Secret Question and
Answer page appears.

Set Your Login Secret Question and Answer
If you Forget your password o must reset an expired password, you will be asked the question below and must provide the ansuer.
The answer should be sormething that you will always know, Here are a few suggestions for the question:

what is the first and last name of your first boyfriend or girlfriend? Use this question?

which phone number do you remember most from your childhood? Use this question?

What was your favorite place to visit as a child? Use this question?

Who is your favorite actor, musician, or artist? Use this question?

Wwhat is your favorite hobby? Use this question?

Secret |
Question:

Secret Answer: (20 Characters Max)

o
["SAVE'] BA

7. Click on a blue link next to a question to use that question or create your own
question. Type the answer to the secret question in the field labeled Secret Answer.
Click the Save button. The File Return page appears.

File Return i My Returns i Account Center + Lookup Support | FAQ
"Signed in as Screenshot | LOG OFF |
File Return

= Business Locations
To setup additional Business Locations Click here.

= Setup Returns
Before you can file a new return, you must first setup the returns you wish to
file. Click here to setup returns.

= New Authority Account Number
If you do not have an Authority Account Number for the parish you wish to
file to Click here to apply.

8.  Click the first blue link to setup multiple physical business locations. See Managing
Business Locations.

9.  Click the second blue link to setup returns. See Managing Return Setup.

10. Click the third blue link to apply for an Authority Account Number. See Managing
Business Locations.

Logging In
V¥ To log in:
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1. In the User Name and Password fields, type your user name and password.

User Name

Password

2. Click Log In. The File Return page appears.
Home | File Return My Returns Account Center Lookup Support
Signed in as roGorr |
File Return

Select the filing petiod and the name of the return that you would like to file, then click Mext to continue,

1. Select Filing Period.

w

2. Select Return

| [Zelect return] * | Return not listed? tlick here to add the return.

3. Belect Location

NEXT JCANC

Chapter 4 Managing Return Setup

Setting Up Returns

V¥ To set up returns without an assigned Authority Account Number:

1. Place your mouse-pointer over My Returns on the menu bar.
2. Select Return Setup from the drop-down menu. The Return Setup page appears.
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File Return ; My Returns i Account Center i Lookup . Support | FAQ
Signed in as RAMTestTaxpayer | LOG OFF |
Return Setup
Before you can file a return, you must select the RETURN. Then enter the Authority Account Number and Filing

Status provided by the State or Local Taxing Authority. This only needs to be done once for each return you wish
to file.

To setup a return for the State of Louisiana, select Louisiana Department of Revenue from the drop-down menu
labeled Select Return.

More information about Authority Account Numbers can be found in the description below that field and in the FaGQ,
Set up a new return
Select State:

Louisiana %

Return: ;
| [Belect return] v

Select Type:
Sales Tax | %

Select Location:
Fiabd TestLocation 1 v
Physical Business Location not listed? Click here to add another business location,

Authority Account Nurmber:

ffyuu have selected a Parish Return, enter the account number assigned to you by the parish, If you have selected the
State Return, enter the 10-digit account number assigned to you by the state, Do not include spaces or dashes in any of
the account numbers,

Filing Status:
Manthly bt

(ADD'RETURN]

3. If you applied for an Authority Account Number, the return is already set up and is
listed with the Account No. as Applied For. You can file one return with this default

account number. To apply for an Authority Account Number, see Managing
Business Locations.

4. When you have been assigned an account number for a business location, edit the
account number. See Editing Returns.

¥ To set up returns with an assigned Authority Account Number:
1. Place your mouse-pointer over My Returns on the menu bar.

2. Select Return Setup from the drop-down menu. The Return Setup page appears.
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File Return ; My Returns i Account Center i Lookup . Support | FAQ
Signed in as RnMTestTéxpaver . . m

Return Setup

Before you can file a return, you must select the RETURN. Then enter the Authority Account Number and Filing
Status provided by the State or Local Taxing Authority. This only needs to be done once for each return you wish
to file.

To setup a return for the State of Louisiana, select Louisiana Department of Revenue from the drop-down menu
labeled Select Return.

More information about Authority Account Numbers can be found in the description below that field and in the FaGQ,
Set up a new return
Select State:

Louisiana ¥ |

Return:
| [Eelect retum] >

Select Type:
| Sales Tax | %

Select Location:
| PaM TestLoeation1 v |
Physical Business Location not listed? Click here to add another business location,

Authority Account Nurmber:
i 1

I-fyuu have selected a Parish Return, enter the account number assigned to you by the parish, If you have selected the
State Return, enter the 10-digit account number assigned to you by the state, Do not include spaces or dashes in any of
the account numbers,

Filing Status: :
| Monthly ¥

t’ !’I i’l ‘i! i‘ UI i.! i ]

3. Select a State, Return, Location, and Filing Status from the drop-down menus.

4. In the Account No. field, type the account number for the Location that was
assigned to you by that parish.

5. Click Add Return. The return appears in the table.

Return Information Table
The returns below have already been set up. Click "Edit’ to update filing status or Authority Account Number.
Then click 'Update® to save the information. B
Locationlm:count MNo. |Filing Status
RAM Test |
Acadia Parish Location | Manthly Edit |Delete
1
|RAM Tast |
Allen Parish Location Manthly Edit Delete
T
RAM Test |
Ascension Parish Location | Monthly Edit |Delete
1

6. Repeat the same steps to add additional returns.

Editing Returns

V¥ To edit a return:
1. Place your mouse-pointer over My Returns on the menu bar.
2. Select Return Setup from the drop-down menu.
3. Click Edit in the row of the return.
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Return Information Table
The returns below have already been set up. Click "Edit’ to update filing status or Authority Account Number.
Then click 'Update® to save the information. . .
Location | Account No. |Filing Status
RAM Test |
Acadia Parish Location | | Monthly Edit | Delete
i | |
| RAM Test | |
Allen Parish Location Monthly Edit | Delete
o I
RAM Test | | |
Ascension Parish Location iMonthhr Edit | Delete
L l

4. In the Account No. field, edit the Authority Account Number.
5. In the Filing Status field, select a Filing Status from the drop-down menu.

Return Information Table
Click 'Update’ to save changes or "Cancel’ to undo any changes.
;anatiuninccount No. |Fi|ing Status
| R&M Test | | |
Acadia Parish | Location || | Monthly v || Update Cancel |Delets
I - | |
|RAM Test |
allen Parish | Location Monthly Edit Dielete
| | | | |
|RAM Test |
Ascension Parish | Location | Maonthly Edit Delete
|1

6. Click Update to save the edited information.

Deleting Returns

V¥ To delete a return:
1. Place your mouse-pointer over My Returns on the menu bar.

2. Select Return Setup from the drop-down menu. The Return Setup page appears.

Return Information Table
The returns below have already been set up. Click "Edit’ to update filing status or Authority Account Number.

Then click 'Update® to save the information. B B
Location  Account No. | Filing Status
RAM Test

Acadia Parish Location |
1

i
|RAM Test | |
|
|

Monthly Edit iDe\ete

Allen Parish Location Manthly Edit | Delete
L |
RAM Test | | |
Ascension Parish Location iMUnth\y Edit |Delete
1

3. Click Delete in the row of the return.
4. A confirmation message appears and asks if you wish to delete the return.

Windows Internet Explorer

& 2) Al Infor mation for this returm wil be deleted, Are you sure you want to delete this returm ffom RETURN SETUF?.

5. To delete the return, click OK.
To cancel deletion, click Cancel.

Chapter 5 Managing Payment Accounts
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Setting up Payment Accounts from Checking

V¥ To set up a payment account from checking:
1. Place your mouse-pointer over Account Center on the menu bar.
2. Select Payment Accounts from the drop-down menu. The Payment Accounts
page appears.

File Return { My Returns { Account Center + Leokup Suppeort - FAQ
Signed in a5 RAMTestTaxpayer

Payment Accounts
View or update saved checking accounts your have previously set up below.

You have not set up any payment accounts,

Click here to enter a new hank account or to enable
ACH Credit payments,

i (¥our information is protected by 128-bit SSL
. encryption to prevent third parties from ohtaining your
credit card or bank account information. )

Click here to read instructions for making ACH
Gredit payments to the Louisiana Department of
Revenue for the Louisiana Dept. of Revenue Sales
and Use Tax Return.

Glick here to read instructions for making AGH
Credit payments to a parish.

“fou are approved for ACH Credit for the
following returns:

Back to Account Settings

3. Click the Enter a New Payment Account button. The New Payment Account
page appears.
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Signedinas  Tester
New Payment Account

Enter your account information below.

Mame this payment account: (Ex: "My Checking Account")

Make this my default payment account.

BS5 Whain Sl
Srykomn, LIS 17345 6700

Account number:

‘ (St S i |

| CLOBEONE, US S8TEs 2121

‘. e |
T : b Fle =11

Account type: | ChBEkII’Ig b ‘ o |

= | AnyBanx

|

|

Routing number:

Bank Name:

What type of account is this? &) gusiness O Individual Routing Na. Account No.
.
Susiness name: |RAMware '::ren;:;:ing number is the nine-digit number between the "
stcboldhioas - ”
: N - The account number precedes the | symbal. Its length and
Address (Line 1): 7117 Florida Bivd | :Postioncan vary o bank to:barlk.
Address (Line 2): | | 17 you have Debit Protection sn your checkin ount,
L - to the LookUp saction and find tha tion ID's
| i the ou intend to file. These numbers need to be
City: |Baton Rouge | given to your bank

~ | Tosetup an ACH Credit account you must cantact the Tax
Authority and receive a password that authorizes you to use
this payment methad.

['SAVE'] a i!'l\' Iga b

4. In the Name Payment Account field, type a name for the payment account. This
name is visible only to users making payments.

Click the checkbox to make this account your default payment account.

Select Checking from the drop-down menu.

Type your bank account information in the fields.

Click the circle next to Business or Individual to define the type of Checking
Account.

9. In the Address fields, type the billing address associated with the checking account.

10. Click Save.

o N oW

Setting up Payment Accounts from Savings

V¥ To set up a payment account from savings:
1. Place your mouse-pointer over Account Center on the menu bar.
2. Select Payment Accounts from the drop-down menu. The Payment Accounts
page appears.
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File Return { My Returns { Account Center + Leokup Suppert = FAQ

Signed in as RAMTestTaxpayer
Payment Accounts
View or updste saved checking accounts your have previously set up below,

You have not set up any payment accounts,

Click here to enter a new hank account or to enable
ACH Credit payments,

(¥our information is protected by 128-bit S50
encryption to prevent third parties fram ohtaining your
credit card or bank account information. )

Click here to read instructions for making ACH
Gredit payments to the Louisiana Department of
Revenue for the Louisiana Dept. of Revenue Sales
and Use Tax Return.

Glick here to read instructions for making AGH
Credit payments to a parish.

“fou are approved for ACH Credit for the
following returns:

Back to Account Settings

3. Click the Enter a New Payment Account button. The New Payment Account
page appears.

Signed in as Test [ LoG oFF |
New Payment Account

Enter your account information below.

k 3
Name this payment account: | | (Ex: "My Checking Account”)

Make this my default payment account.

—

A s o |
coaliie etz
aua: I
(o 8l I
Account type: | Savings oot |

=
Account number:

Routing number: |

Bank Name:_-— i
| 1000000000 1 oooooooooqnl
what type of account is this? & susiness () Individual — RnIIngI:. p— :;n:;u.t:u, —
- E_R?ﬂ:r;'iware o ;’::“::‘n:ing number Is the Rine-digit number between the 1
Address (line 1): [TT17 Florida Bd.___| 1o zecount namber pracedas the 1 symbol. fos length =nd

Address (Line 2): | Suite306 If you h=ve Debit Protection on your checking sccount,
s s, =) e go to the LookUp section and find the Orig on ID's
the parishes you intend to file. These numbers need to be

city: |Baton Rouge | given to your bank

state: | | auisiana v To setup an ACH Credit account you must contact the Tax
o | Authority and receive a password that authorizes you to use
this payment method.

4. In the Name Payment Account field, type a name for the payment account. This
name is visible only to users making payments.

Click the checkbox to make this account your default payment account.

Select Savings from the drop-down menu.
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Type your bank account information in the fields.

Click the circle next to Business or Individual to define the type of Savings
Account.

In the Address fields, type the billing address associated with the savings account.
Click Save.

Setting up ACH Credit Payment Accounts

V¥ To set up an ACH Credit payment account:

1.
2.

Place your mouse-pointer over Account Center on the menu bar.

Select Payment Accounts from the drop-down menu. The Payment Accounts
page appears.

File Return | My Returns | Account Center i Lookup . Support | FAQG
Signed in 25 RAMTestTaxpayer

Payment Accounts

Wiew o update saued checking accounts your have praviously set up below.

You have not set up any payment accounts,

Click here to enter a new bank account ar to enable
ACH Credit payments.

(¥our information is protected by 128-bit S50
'\ encryption to prevent third parties from obtaining your
H credit card ar bank account infarmation. )

Glick here to read instructions for making AGH
Credit payments to the Louisiana Department of
Revenue for the Louisiana Dept. of Revenue Sales
and Use Tax Return.

Click here to read instructions for making ACH
Gredit payments to a parish.

You are appravad for ACH Sradit for the
fallowing raturns:

Back to Account Settings

Click the Enter a New Payment Account button. The New Payment Account
page appears.

In the Name Payment Account field, type a name for the payment account. This
name is visible only to users making payments.

Click the checkbox to make this account your default payment account.

Select ACH Credit from the drop-down menu. A new form appears.
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File Return | My Returns | Account Center ! Lookup . Support | FAQG
Signed in as RAMTestTaxpayer
Mew Payment Account
Enter your account information below,

Mame this payment account: (Ex: "My Checking Account")

Make this my default payrment account.

Account type: | ACH Credit v

Tax Authority to Credit: | Acadia Parish |

ACH Ccredit Agreement/Instructions
I agres to read the provided instructions and prepare the THP Banking Convention Addenda Record accordingly,

I understand that one set of instructions applies to the ACH Credit payments being made to a parish only and the other set of
instructions applies to the ACH Credit payments being made to the Lovisiana Department of Revenue for the Louisiana Dept.
of Revenue Sales and Use Tax Return only,

#lso, T agree to transfer the total amount of funds due directly to each Local Taxing Authority’s bank on the specified “file
date,” If T set the "file date” within 3 business days of the 20th day of the month (or the next business day if the 20th day
falls on a weekend or holiday), I understand that if the funds are not in the Local Taxing Authority’s bank by the "due date,”
rny payrnent is subject to penalty and interest for an untimely pavment,

If fund= sre transferred after the “due date,” my payment is subject to penalty and interest and may also result in the
ravocation of ACH Credit privileges.

I understand that ACH Credit payments are only available to thase taxpayers who file the carresponding tax return thraugh
PatishE-File.com, unless authorized othervise by the Lacal Taxing Authority,

[Iplease check the box to indicate that you have read and agree with this agreement completely.

7. Select the Tax Authority to Credit from the drop-down menu.

8. Read the ACH Credit Agreement/Instructions. Click the checkbox
acknowledging that you have read and agree with the statement.

9. Click Save. The ACH Credit Accounts appear in the bottom table.
10. Click the blue links to print instructions for making ACH Credit payments.

File Return | My Returns | Account Center i Lookup . Support | FAQ
Signed in as ramtesttaxpayer3

Payment Accounts

view or update saved checking accounts your have previcusly set up balow,

Found 1 saved payment account.

Checking (*+++0000)
Account Typet Checking
Actount Humnber: *####0000
Import I0: 1393 1 Click here to enter a new bank account or to enable

CEDTT] DECE ' ACH Credit payments.,

(Your infarmation is protected by 128-hit SSL
encryption to prevent third parties from obtaining your
credit card or bank account information.)

Click here to read instructions for making ACH
Credit payments to the Louisiana Department of
Revenue for the Louisiana Dept. of Revenue Sales
and Use Tax Return.

Click here to read instructions for making ACH
Gredit payments to a parish.

You are approved for ACH Cradit for the following returns:
Athority Bank Name Routing Number Bank Azcourt
Parish Capital Gne, M4, 0&5000030 Delete

Back to Account Settings

Editing Payment Accounts - Checking and Savings
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¥ To edit a checking or savings payment account:
1. Place your mouse-pointer over Account Center on the menu bar.

2. Select Payment Accounts from the drop-down menu. The Payment Accounts
page appears.

File Return { My Returns { Account Center - Leokup Support - FAQ
Signed in as ramtesttaxpayer3
Payment Accounts
Wiew or update saved checking accounts your have previously set up below,

Found 1 saved payment account,

Checking (**++0000)
Account Type: Checking
Account Murmbers ##0000

Irnpaort IDr 1393 . Click here to enter a new bank account or to enable

EDTT M DECETE I ACH Credit payments.

(Your information is protected by 128-hit SSL
encryption to prevent third parties from obtaining your
credit card ar bank account information.)

Click here to read instructions for making AGH
Credit payments to the Louisiana Department of
Revenue for the Louisiana Dept. of Revenue Sales
and Use Tax Return.

Click here to read instructions for making ACH
Credit payments to a parish.

ou are appraved for ACH Credit for the fallowing returns:
Authority Bank Mame Routing Murnber Bank Azcourt
Patish Capital Gne, M, 065000090 Delete

Back to s&ccount Settings

3. Saved checking and savings payment accounts are in individual boxes in a column on
the left side of the page.

4.  Click the Edit button in the box of the payment account. The View/Update
Payment Information page appears.

Page 18 of 75



Signed in as Test
View/Update Payment Information

Your bank/credit card account information appears below. To update this

information, change the appropriate the values below and click the 'Save' button.

Name thi £ T EaT |
AE e gizg:ﬂ;: :CheCka (****6¥89) | (Ex: "My Checking Account”)

[IMake this my default payment account.

Account type: | Checking v [ dohn Doe. S, 124 |
: | BSOS S B 4121
Account number: 6789 e |
b = [ e g ol
Routing number: Dot
5 ANYBANK |
T 0 v S
Bank Name: |Chase B g |
| =zooooooooox ooooooooooM 123s
wWhattiped accoiﬁslg @ Business O Individual .
Business Name: [Main Location _ | 12000000000 1 0000000000
Address (Line 1):[7117 Florida Bivd ' " Rauting No. | Account No.
¢ ) = The routing number is the nine-digit number between
Address (Line 2): | the M symbols.
~  The account number precedes the ' symbal. Its
City: ;Batﬂl‘l Rouge length and position can vary from bank to bank.
State: | Louisiana v you have Debit Protection on your checking
o— ——  account, please go to the LookUp section and find
Zip: | 70806 the Origination ID's for the parishes you intend to

file. These numbers need to be given to your bank.

5. Type in the fields you wish to edit.
6. Click Save.

Deleting Payment Accounts - Checking and Savings

V¥ To delete a checking or savings payment account:
1. Place your mouse-pointer over Account Center on the menu bar.
2. Select Payment Accounts from the drop-down menu. The Payment Accounts
page appears.
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File Return | My Returns | Account Center i Lookup . Support | FAQ
Signed in as ramtesttaxpayer3

Payment Accounts
view or update saved checking accounts your have previously set up balow,

Found 1 saved payment account.

Checking (*+++0000)
Account Typet Checking
Actount Humnber: *####0000
Import I0: 1393 1 Click here to enter a new bank account or to enable

-’a’ﬁ CDECETE 2N ACH Credit payments,

(Your infarmation is protected by 128-hit SSL
encryption to prevent third parties from obtaining your
credit card or bank account information.)

Click here to read instructions for making ACH
Credit payments to the Louisiana Department of
Revenue for the Louisiana Dept. of Revenue Sales
and Use Tax Return.

Click here to read instructions for making ACH
Gredit payments to a parish.

You are approved for ACH Cradit for the following returns:
Athority Bank Name Routing Number Bank Azcourt
Parish Capital Gne, M4, 0&5000030 Delete

Back to Account Settings

3. Saved checking and savings payment accounts are in individual boxes in a column on
the left side of the page.

Click the Delete button in the box of the payment account.

5. A confirmation message appears and asks you if you wish to delete the payment

account.
Home File Return : My Returns : Account Center \ Lookup . Support
"Signed in as Test . | L0G OFF |

Are you sure you want to delete this payment account?
Remouing this account will not sffect payments sraady made with this accourt,
Mame: Checking (*****&789)
Type: Checking
Account Number: *****65789
Routing Number:
Billing Address: Main Location

7117 Florida Blvd
Baton Rouge, LA 70806

Yes - DELETE this payment account.
No - BACK to previous screen.

6. To delete the payment account, click Yes — Delete.
7. To cancel deletion, click No — Back.

Deleting ACH Credit Payment Accounts

V¥ To delete an ACH Credit payment account
1. Place your mouse-pointer over Account Center on the menu bar.

2. Select Payment Accounts from the drop-down menu. The Payment Accounts
page appears.
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File Return | My Returns | Account Center i Lookup . Support | FAQ

Signed in as ramtesttaxpayer3

Payment Accounts
view or update saved checking accounts your have previously set up balow,

Found 1 saved payment account.

Checking (*+++0000)
Account Typet Checking
Actount Humnber: *####0000

Import I0: 1393 1 Click here to enter a new bank account or to enable

m CDECETE 2N ACH Credit payments,

(Your infarmation is protected by 128-hit SSL
. encryption to prevent third parties from obtaining your
credit card or bank account information.)

Click here to read instructions for making ACH
Credit payments to the Louisiana Department of
Revenue for the Louisiana Dept. of Revenue Sales
and Use Tax Return.

Click here to read instructions for making ACH
Gredit payments to a parish.

You are approved for ACH Cradit for the following returns:
Athority Bank Name Routing Number Bank Azcourt

Parish Capital Gne, H.&, 065000030 Delete

Back to Account Settings

3. Returns with approved ACH Credit Payment Accounts are listed in a box on the
bottom, left side of the page.

4. Click Delete next to the return. The return no longer appears in the list.

Chapter 6 Making Payments

Making Payments with Saved Payment Accounts
Making a payment is the final part of the filing process.

The following instructions assume that you have completed a return. Click the Next button
on the Return page to continue to the Payment Information Page.

They also assume that you have filed a return that requires payment. If you have filed a zero

or negative return, you will not make a payment. Follow normal filing procedures to receive a
confirmation number.

V¥ To make a payment with a saved payment account:

1. The Payment Information page appears.
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6.

7.

Signed in as Test
i it L
The sales tax due for this return is $4.41. Please select a payment method below. You will get a chance
to review all of your return information and associated charges before your payment is processed and
your return is filed.

I :
® use my saved bank account information, | Checking (****6789] v |
Type: Checking Billing Address: Main Location

Account Number; *****6789 7117 Florida Blvd
A Baton Rouge, LA 70806
Routing Number:

RACK" R CANCEL B NEXT"}

Click the circle marked Use my Saved Bank Account Information.

Select a saved account from the drop-down menu. The account information and

billing address appear.

If the information is correct, click Next to make a payment. The Summary page

appears. See Step 7.

If the information is incorrect, click the Edit this Payment Account button. The

View/Update Payment Information page appeats.

Signed in as Test [ LOG OFF ]
View/Update Payment Informaton
Your bank/credit card account information appears below. To update this

information, change the appropriate the values below and click the 'Save' button.

Checking (*™"*"6789) (Ex: "My Checking Account”)

Name this payment |
account: |

[[IMake this my default payment account.

Account type: | Checking |+ [ Jennnos. ey |

; . e, s s st
Account number: 6789 5 |
o - | ke 8 |
Routing number: ootas |
= : ANYBANK |

| 355 sl Slwa
Bank Name: Hohmn U1 2345 6785 |
1=

||

00000000% 00000000 00N 1234 |

What type of account is

this? @ Business O Individual

T Tosalion al | 0000000001 0000000 oounl

Business Name: |

Address (Line 1): (7117 Florida Bivd _ Rouking e AecountNo;

The routing number is the nine-digit number between

Address (Line 2): | | the " symbols.
= —  The account number precedes the " symbaol. Its
City: |Baton Rouge | length and position can vary from bank to bank.
state: | Louisiana v | If you have Debit Protection on your checking
 r— —  account, please go to the LookUp section and find
Zip: | 70806 the Origination ID's for the parishes you intend to

file. These numbers need to be given to your bank.

Type in the fields you wish to edit. Click Save. The Payment Information page

appears again.

Click Next to make a payment. The Summary page appears.
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Signed in as Test

Summary

The following information will be transmitted to the taxing authority along with your return.

If all of the information below is correct, click FILE RETURN to transmit your payment and tax return.
Only by clicking FILE RETURN will you receive a CONFIRMATION NUMBER.

Parish Sales Tax $4.41
Convenience Fee $0.00

Total $4.41

If the information above is correct, click FILE
e L SR sy RETURN to transmit your return and payment to the
taxing authority.

Company Information Return Information Payment Information
Name: Account Number: 1112223 | AccountType: Checking
Chvnpanig Another Location - Hotel | Filing Period: July 2008 | Account: ===x2578g
Phone: S WiEbieg Filing Status: Manthly Routing Numer:
T Billing Address: Main Location
s 7117 Florida Blvd
Mailing Address: 7117 Florida Blvd. Baton Rouge, LA 70806
Suite308

Baton Rouge, LA 70806

Location Address: 7799 Georgia Lane
Baton Rouge. LA 70806

BACK R CANC Click Back if you need to make changes to your return or
Gl Ealsdy payment information.

To make changes to your return or payment information, click the Back button.

To file your return and make a payment, click the File Return button.

The Confirmation Number page appears with your confirmation number.
Confirmation numbers do not indicate that a payment has been received by the
taxing authority, but do indicate that your return has been filed and payment has been

submitted.

Signed in as Test | LOG OFF |
Your return has been successfully filed.

*%% your confirmation number is K2N576U5B] , ##*

*Confirmation Numbers do not indicate that a payment has been received by the Authority,
only that a return has been filed.
What would you like to do next?

View/Print this Return

- Click here to view or print a copy of this Return.
The return is in PDF format. In order to view this return, you will need Adobe Reader.

Start a New Return
- Click here to file another new return.

View/Edit Existing Returns
- Click here to make corrections to this return or edit other existing returmns.

Company Information Return Information Payment Information

Name: Return Filed: Parish Sales Account Type: Checking
Company: Another Location - i Account: *E3 %6780
Hotel Account 1112323 Rt

Number: Miocr:

Phone: 225-215-0100 2 _ &
Fiioy Pl 1 Saly 200E Billing Main Location
ek File Date: 08/03/2008 Address: 7117 Florida Blvd
Mailing Address: 7117 Florida Blvd. Time Submitted: 05/03/2008 08141 FM Baton Rouge. LA
Suite306 e e 70806
Baton Rouge, LA ng Ak =iy
70806

Location 7793 Georgia Lane

Address: Baton Rouge. LA

70806

Making Payments without Saved Payment Accounts
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V¥ To make a payment without a saved payment account:

1. The Payment Information page appears.

@ Enter new account information. [¥] Remember my account informatien <o I don't have to enter it again.

John Dos e

125 Wl S . a4

BEONE, 48 BETES 4221
oun:

Account type: p

Account number; |

ANYI
555 M

o St
Ay, U Z3E-5700

"
:'Checkiljl_g_;___v__l !
|

Routing number: |

0000000% 0000000000F 1234
What type of account is this? (&) Business (& Individual
|Main Location

7117 Florida Bivd

Business Name:

on

| 120000000001 000000000

Address (Line 1): Rauting No. Account No.

Address (Line 2): | % ymbols

The account number precedes the "

City:
o BatonRouge I and position can vary from bank to bank.
State: :_LDUiSiana b | Please do not use the routing number from a
P slip.
Zip: _708[}6
L checking ac

1f you have Debit Protection on your
on

.";z.!'g m ‘ !’ li“g ’!D -‘\lﬁ'

The routing number is the nine-digit number between the

symbal. Its length

deposit

count,

Click the circle marked Enter New Account Information.
Click the checkbox to Remember my Account Information
account information.

Select Checking or Savings from the drop-down menu.
Type your bank account information in the fields.

N ok

type in the fields.
Click Next to make a payment. The Summary page appears.

if you wish to save this

Click the circle next to Business or Individual to define the type of account.

In the Billing Address fields, keep the information that is automatically filled in or

taxing authority.

Company Information Return Information Payment Information

Name: Account Number: 1112223 | AccountType: Chacking
Company: Another Location - Hotel | Filing Period: July 2008 | Account: == EEETEG
Phone: Sl im nion Filing Status: Monthly Routing Numer:

o Billing Address: Main Location

7117 Florida Blvd
Mailing Address: 7117 Florida Elvd.
Suita308

Baton Rouge, LA 70806

7799 Georgia Lans
Baton Rouge, LA T0B06

Location Addrass:

BACK R CANC Click Back Iif you need to make changes to your return or
Clldy @uilady payment information.

Signed in as Test
Summary = S S
The following information will be transmitted to the taxing authority along with your return.
1f all of the information below is correct, click FILE RETURN to transmit your payment and tax return.
Only by clicking FILE RETURN will you receive a CONFIRMATION NUMBER.
Parish Sales Tax $4.41
Convenience Fee $0.00
Total 54.41 |
If the information above is correct, click FILE
e LSS sy RETURN to transmit your return and payment to the

Baton Rouge, LA 70806

9. To make changes to your return or payment information, click
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10. To file your return and make a payment, click the File Return button.

11. The Confirmation Number page appears with your confirmation number.
Confirmation numbers do not indicate that a payment has been received by the
taxing authority, but do indicate that your return has been filed and payment has been
submitted.

Signed in as Test | L0G OFF |
Your return has been successfully filed.

*%* Your confirmation number is K2N576U5B] . ***

*Confirmation Numbers do not indicate that a payment has been received by the Authority,
only that a return has been filed.
What would you like to do next?

View/Print this Return
- Click here to view or print a copy of this Return.

The return is in PDF format. In order to view this return, you will need Adobe Reader.

Start a New Return
- Click here to file another new return.

View/Edit Existing Returns
- Click here to make corrections to this return or edit other existing returns.

Company Information Return Information Payment Information

Name: Return Filed: Parish Sales Account Type: Checking
Company: Anather Location - e Account: +EX+26780
Hoes) Account 1112223 Tty

Number: e,
Phone: 225-215-0100 =3 .
) Filing Period:  July 2008 Billing T e
Lot File Date: 08/03/2008 Addrass: 7117 Florida Blvd
Mailing Address: 7117 Florida Blvd, Time Submitted: 05/03/2008 08141 BM Baton Rougs, LA
Suite306 = 70808
Bston Rouge, LA Filing Status:  Monthly
70806

Location 7799 Georgia Lane

Address: Baton Rouge, LA

70808

Making Payments with ACH Credit Payment Accounts

This type of account allows taxpayers to draft payment from their accounts at will. By
making payments with ACH Credit, the taxpayer accepts full responsibility for making
payments on time.

To make an ACH Credit payment you must apply for approval in advance of making a
payment. See Setting up Payment Accounts.

V¥ To make a payment with an ACH Credit payment account:
1. The Payment Information page appears.

2. Click the circle marked Use my Saved Bank Account Information.
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Signed in as Test
Payment Information

The sales tax due for this return is $4.41. Please select a payment method below. You will get a chance
to review all of your return information and associated charges before your payment is processed and
your return is filed.

@ Use my saved bank account information. ACHCRED T i "'

Type: ACHCREDIT

3. Select your ACH Credit account from the drop-down menu.

4. Click Next to make a payment. The Summary page appears.

Signed in as Test [ L0G OFF |
Summary

The following information will be transmitted to the taxing authority along with your return.
If all of the information below is correct, click FILE RETURN to transmit your payment and tax return.
Only by clicking FILE RETURN will you receive a CONFIRMATION NUMBER.

! Parish Sales Tax $4.41
. Convenience Fee $0.00

| Total $4.41
If the information above is correct, click FILE
e 1SR sy RETURN to transmit your return and payment to the
taxing authority.

Company Information Return Information Payment Information
Name: Account Number: 1112223 | Account Type: ACHCREDIT
Company: Another Location - Hotel | Filing Period: July 2008
Phone: S e Filing Status: Monthly
Fax:
Mailing Address: 7117 Florida Blvd.

Suite306

Bston Rouge, LA 70806

Location Address: 7795 Georgia Lane
Baton Rouge, LA 70806

BA TS Click Back if you need to make changes to your return or
bila payment information.

5. To make changes to your return or payment information, click Back.
To file your return, click the File Return button.

7. The Confirmation Number page appears with your confirmation number.
Confirmation numbers do not indicate that a payment has been received by the
taxing authority, but do indicate that your return has been filed.
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Signed in as Test
Your return has been successfully filed.

*#=% Your confirmation number is CKMX6802GX ., *#**

*Confirmation Numbers do not indicate that a payment has been received by the Authority,
only that a return has been filed.
What would you like to do next?

View/Print this Return

- Click here to view or print a copy of this Return.
The return is in PDF format. In order to view this retum, you will need Adobe Reader.

Start a New Return
- Click here to file another new return.

View /Edit Existing Returns
- Click here to make corrections to this return or edit other existing returns.

Company Information Return Information Payment Information
Namea: Return Filed: Parish Sales Tax Account Type: ACHCREDIT
Company: Another Location - Hotel || Account Number: 1112223
e e A Btk Filing Period: July 2008
= File Date: 08/03/2008
M T. Add 7117 Florida Blvd Time Submitted: 08/032/2008 08:47 PM

ailin ress: 1 orida Blvd. 3

- Suit=306 Filing Status: Monthly

Baton Rouge, LA 70806

Location Address: 7733 Georgia Lane
Baton Rouge, LA 70806

8. You must make a payment by the file date printed on your return or you will
be subject to penalties and interest.

Troubleshoot Payments: Debit Protections, Withdrawal
Filtering

V If you have Debit Protection or Withdrawal Filtering on your bank account:

To allow a parish to draft payments from your checking or savings accounts, you must
provide the parish’s bank Origination ID to your bank.

V¥ To retrieve a parish’s bank Origination ID:

1. Click Lookup on the menu bar.

Home File Return i My Returns { Account Center i Lookup | Support
Slan; n E‘I‘S R_ﬂMTES_tTﬂ;ﬂUEI' ) - - - - o - .!::i_: i'
Retums searchi | Parish = | [ Pim__ ] [ PrimAlRates |

Contact Information:

Name: || | |Pthe 1:
Agency: || 1 _|Phnne 2:
|A|:||:|ress: | |Fax: I
[ |
|Eontact: [ | |
Email: | |
Website: | |
P | S | ¥ Provide this number to your
rgination 15726000009 | lbank if you have debit protection or
filtaring on withdrawals,
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Select a Return or City from the drop-down menus.
3. Or, type a Zip Code in the field. Click Go.

The Origination ID appears in the Contact Information table. Note: The
Origination ID must have ten characters.

Chapter 7 Filing Returns

Filing Parish Returns

V¥ To file a parish return:

1. Place your mouse-pointer over File Return on the menu bar.
2. Select File Return from the drop-down menu.

Home | File Return | My Returns Account Center I Lookup | Support

—

Signed in as
File Return
Select the filing period and the name of the return that you would like to file, then dick Next to continue.

1. Select Filing Period.

v
2. Select Return

| [Select return] * | Retumn not listed? Click here to add the return.

3. Select Location

NEXT JCANCE

Select the Filing Period, Return, and Location from the drop-down menus.
4. Click Next. The return appears.

Home | File Return | My Returns Account Center + Lookup | Suppert

Signed in as Test [ LoG OFF |

Parish Sales and Use Tax (Other Location)

Filing Period: Jul 2003 Due Date: 5/20/2008 :
Filing Status: Monthly File Date: |7/15/2005 | &6

*#* Return will not be filed and payment will not be processed until the FILE DATE
specified ghove, **

e ~ =

Select the File Date by clicking the calendar icon next to the File Date field. A

calendar will appear. Click a date on one of the months that display or use the arrows
to navigate through months. Then click the date.
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Tuesday, July 15, 2008

July, 2008
Mo Tu We Th

15
21 22
25 29

16 17
23 24
a0 31

Fr 5a

15 19
25 26

Su

]
10

August, 2008

)

Mo Tu We Th Fr Sa

4
11

1
B B: ¥ 48
12 13 14

2
9

Follow normal filing procedures.

Note about Line 24:

a previous return. Including a debit memo on a current return will add the amount of
the debit memo to the total amount owed on the current return. For example, to
report a debit of $500, type 500 in Line 24. You must also enter the debit memo ID
and Issue Date provided to you by the parish in the green lines below Line 25.
Credit Memos are memos issued by the parish if overpayment was made on
a previous return. Including a credit memo on a current return will deduct the
amount of the credit memo from the total amount owed on the current return. For
example, to report a credit of $500, type -500 in Line 24. You must also enter the
credit memo ID and Issue Date provided to you by the parish in the green lines

Debit Memos are memos issued by the parish if underpayment was made on

below Line 25.
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1. Gross sales of tanaible personal property, leases, and services

ALLOWABLE DEDUCTIONS

2, Sales for resale or further pracessing (Resale certificate on file)

3, Cash discounts, sales returns & allowances

4 Sales delivered or shipped outside this jurisdiction (does not apply
' to repairs)

5. Sales of gasoline and motor fuels

Sales to the U.S. government, the state of Louisiana, its political
' subdivisions and agencies

7. Sales of food paid for with USDA food stamps or WIC vouchers
OTHER DEDUCTIONS AUTHORIZED BY LAW (EXPLAIN BRIEFLY)

&

d. Explain:

9. Explain:

10. Explain:

11, Total allowable deductions {Line 2 through Line 10}

12, Adjusted gross sales (Line 1 minus Line 11}

Click one of the buttons below to view the sales tax return lines for that jurisdiction.

A - 5000z B - 5.000% C - 4 500 D -4 500% E -5.000%

$0.00 $0.00 $0.00 $0.00 $0.00

| -3.000%

F - 4000 G -4.000% H-3500%

$0.00

$0.00 $0.00

13: Adj. Gross Sales per Column Parish (P.1.) School Board

14: Purchases subject to use tax

15: (Line 13 plus Line 14

16: Tax Due

17: Excess Tax Collected

18: Total (Line 16 Plus Line 17)

19: Wendor's Comp (1%)

201 Met Tax Due

z1: Delinquent Penalty (59%:)

z2: Interest (1.25%)

23! Total Tax, Penalty &8 Interest Due

24: Tax Debit or Credit

25: Amount Due for this Column

1If Line 24is used please enter the Debit/Credit Memo ID : Issue Date (mm/dd /yyyy): |

Comments: *Reguired for Hegative Returns and Amended Returns

26. TOTAL REMITTED (7TOFAL OF LINE 25 All Columns) 1|].|]ﬁl

7. Click Next.
8. Continue following the on-screen instructions to file and pay your return. See
Making Payments.

Filing State Returns
V¥ To file a state return:

1. Place your mouse-pointer over File Return on the menu bar.

2. Seclect File Return from the drop-down menu.

Page 30 of 75



Home | File Return | My Returns | Account Center I Lookup | Support
Signed in as [ LOG OFF |
N RO,

Seledt the filing petiod and the name of the return that you would like to file, then click Mext to continue,

1. Select Filing Period.

»

2. Select Return

: [Select return] % | Return notlisted? tlick here to add the returmn.

3. Select Location

3. Select the Filing Period, Return, and Location from the drop-down menus.

4. Click Next. The return appears.

_ State of Louisiana Sales Tax Return R-1029 (7/07) (Other Location)
Filing Period: Jul 2008 Filing Status: Monthly
Due Date: 8/20/2008 File Date: :__”22’2008 v |

** Return will not be filed and payment will not be processed“unti\ the FILE
DATE specified above. **

** Sales and use tax returns for the State of Louisiana with payments due
must be filed before midnight of the 19th to be transmitted on time **

Additional Information Needed:

. CLICK HERE t h fi NAICS
NAICS Code: — o search for your
Federal Employer ID:

Owner First Name: |

Owner Last Name: |

5. Select the File Date from the drop-down menu.

Type your NAICS Code, Federal Employer ID, and the Owner’s First and Last
Name in the fields.

Follow normal filing procedures.
Click Next.

Continue following the on-screen instructions to file and pay your return. See
Making Payments.

Filing Amended Returns

A taxpayer must meet four requirements before filing an amended parish return:

*  The original return must have been filed on ParishE-File.com,
*  The original return must have been filed on time,

* Line 24 (Credit Memo) must be blank on the original return,
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* Line 24 (Credit Memo) must be blank on the amended return.

A taxpayer must meet two requirements before filing an amended state return:

O The original return must have been filed on ParishE-File.com,

O The original return must have been filed on time.

V¥ To file an amended return:
1. Place your mouse-pointer over File Return on the menu bar.

2. Select File Return from the drop-down menu.

Home | File Return | My Returns ' Account Center I Lookup | Support
Signed in as [ LOG OFF |
File Return

Select the filing period and the name of the return that you would like to file, then click Next to continue,

1. Select Filing Period.

»

2. Select Return

| [Select return] ¥ |  Retum not listed? tlick here to add the return.

3. Select Location

NEXT JCANCE

3. Select the Filing Period, Return, and Location from the drop-down menus.

4. Click Next. The return appears with a confirmation message.

The Return you have selected has already been filed, Click Yes if you wish to Amend this return. |

5. To continue filing the amended return, click Yes.

6. Make amendments to the return and follow normal filing procedures. Enter
comments about the amended return in the box provided on the return form page.

7. To cancel filing the amended return, click No.

Filing Delinquent Returns
V¥ To file a delinquent return:

1. Place your mouse-pointer over File Return on the menu bar.

2. Select File Return from the drop-down menu.
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Home | File Return | My Returns | Account Center I Lookup | Support |
Signed in as [ LOG OFF |
N RO,

Seledt the filing petiod and the name of the return that you would like to file, then click Mext to continue,

1. Select Filing Period.

»

2. Select Return

: [Select return] % | Return notlisted? tlick here to add the returmn.

3. Select Location

3. Select the Filing Period, Return, and Location from the drop-down menus.

4. Click Next. The return appears with a warning message.

Home | File Returh i My Returns i Account Center ' Lookup i Support
Signed in as Test 7

Parish Sales and Use Tax Return (Main Location}

Filing Period: Jun 2008 Due Date: 7/2
Filing Status: Monthly File Date: [7/2

** Return will not be filed and payment will not be processed until the FILE DATE
specified above, **

Using the specified fila data, this raturn will be dalinquant by 28 daps,
Penalties and interest will be added to the total amount due,

5. Follow normal filing procedures. Penalties and interest will be added to the total
amount due during payment.
Filing Negative Returns
V¥ To file a negative return:

1. Place your mouse-pointer over File Return on the menu bar.

2. Select File Return from the drop-down menu.
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Home File Return My Returns Account Center I Lookup Suppert
Signed in as oG orF |

File Return

Select the filing period and the name of the return that you would like to file, then dick Next ko continue,

1. Select Filing Period.

v

2. Select Return

| [Belect return] ¥ | Retum not listed? Click here to add the retumn,

3. Select Location

3. Select the Filing Period, Return, and Location from the drop-down menus.
Click Next. The return appears.

5. Follow normal filing procedures. If the system calculates a negative amount a warning
message will appear.

e e e S R 5 v P W it e e el N e |

6. To generate a Claim for Refund, click Yes. The system generates a Claim for Refund
using your contact and return information. The system sends this generated Claim for
Refund to the taxing authority in the parish. Enter comments about the negative
return in the box provided on the return form page.

7. To cancel generating a Claim for Refund, click No. You cannot continue filing a
negative return until you agree to generate a Claim for Refund.

Saving Returns While Filing

V¥ To save a return while filing:

Click the Save button located at the top or bottom of the return.

Filing a Final Return (State)

V¥ To file a final return:
1. Place your mouse-pointer over File Return on the menu bar.

2. Select File Return from the drop-down menu.
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Home | File Return | My Returns | Account Center I Lookup | Support |
Signed in as [ LOG OFF |
N RO,

Seledt the filing petiod and the name of the return that you would like to file, then click Mext to continue,

1. Select Filing Period.

»

2. Select Return

: [Select return] ¥ | Returmn not listed? tlick here to add the returmn.

3. Select Location

Select the Filing Period, Return, and Location from the drop-down menus.

Click Next. The return appears.

_ State of Louisiana Sales Tax Return R-1029 (7/07) (Other Location)
Filing Period: Jul 2008 Filing Status: Monthly
Due Date: 8/20/2008 File Date: :__”22’2003 v |

** Return will not be filed and payment will not be processed“unti\ the FILE
DATE specified above. **

** Sales and use tax returns for the State of Louisiana with payments due
must be filed before midnight of the 19th to be transmitted on time **

Additional Information Needed:

. CLICK HERE t h fi NAICS
NAICS Code: — o search for your
Federal Employer ID:
Owner First Name: |

Owner Last Name: |

Select the File Date from the drop-down menu.

Type your NAICS Code, Federal Employer ID, and the Owner’s First and Last
Name in the fields.

Follow normal filing procedures.
At the bottom of the return, click the checkbox marked Final Return.

Final Return? D Enter date business sold/terminated: L B
If business is sold, = new owner should complete a new applicstion for 3 new sccount number. Furnish new owner's name.
New Owner:

Check applicable boxes for address changes only: (Please verify that the new address has been entered on the business
location page.

New mailing address D

New location address [

Type in the fields and click the checkboxes applicable to the final return.
Click Next to continue filing.

Page 35 of 75



Chapter 8 Managing Return Center

The Return Center allows you to view the status of each return you have started. To begin
viewing returns, place your mouse-pointer over My Returns on the menu bar. Select Return
Center from the drop-down menu.

Fach return listed in the table will have a status.

Status Descriptions:

IN PROGRESS - Return has been created but not filed and is not available to be received by the
tax authority

FILED - Return has been filed and waiting to be downloaded by the tax authority
RECEIVED - Return has been downloaded and processed by the tax authority

Action Descriptions:
CONTINUE - To complete a return that has been created but not filed

UNFILE - To make changes to a return that has been filed but not downloaded by the tax
authority

VIEW - To review and/or print a return that has been filed and processed by the tax authority

DELETE - To delete a return that has not been filed

Searching for Returns

V¥ To search for a return:
1. Place your mouse-pointer over My Returns on the menu bar.

2. Select Return Center from the drop-down menu. The Return Center page appears.

Signed in as Test [ LoG oFF ]
HetmnlUenler: ... ..o s
Please select a filing period below to view all of your returns for that period.

Filing Per'lcld:‘ -H-”}' 2008 _":: Status: [Show All I ‘ Type: 83[95 Tax _"

Amount

Location = | Amended | Status |
e S |
| o7/28r2008 | Salesand |, . : | = e | 5 —
428/ | 3 0 U D
VA 7/28/2008 |, Main Location $0.00| Original | Biogiass CCONTINUE I DECETE")
07/15/2008 | parish | s : CTEW
ik | PASEE0E Cther Lacation 5455.00| Original | Recsived CVTEW™
| o7/28/2008 | Parish | | | m | . . |
/ | - | L CONTINUE Q3
| 02154540 PM 7/28/2008 | o Tas Other Lacatien | £0 ou: Amendad | | LDECETE |
D8/03/2008 e Parish | Anather $4.41] Orginal| Fied PONFILE B VIEW

08:42:41 PM | Sales Tax Location - Hotal |

3. To search for a return by Filing Period, select a filing period from the drop-down
menu. The returns of that filing period appear in a table.
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To search for a return by Status, select a status from the drop-down menu. The
returns of that status appear in a table.

To search for a return by Type, select a type from the drop-down menu. The returns
of that type appear in a table.
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My Returns on the menu bar.
-down menu. The Return Center page appears.

Continuing a Saved Return

V¥ To continue a saved return:
1. Place your mouse-pointer over
2. Select Return Center from the drop

3. Search for the return you wish to continue filing. Only returns with a status of In
Progress can be continued.

Home | File Return My Returns | Account Center I Lookup Support

Signed in as Test | L0G OFF |

Return Center

Plesze zelect a filing period below to view all of vour returns for that period,

Filing Pariod:| July 2008 v | status: | Show Al ¥ | Type: | Sales Tax ~ |
Last Modified | Date Filed Amount | Amended| Status
| " | ' ! 1 i —
o7/ze/zo0e | Sales and |, - : In L CUNTINUEY
S |7fza.r‘2009 R | Main Location ‘ $0.00| onginal| 5 B -

4. Click Continue in the row of the return. The return appears on a new page.

Un-filing a Return

V¥ To un-file a return:
1. Place your mouse-pointer over My Returns on the menu bar.
2. Select Return Center from the drop-down menu. The Return Center page appears.

3. Search for the return you wish to un-file. Only returns with a status of Filed can be

un-filed.
Home File Return i My Returns i Account Center + Lookup = Support |
Signed in as Test [ LoG OFF |

Return Center
Please select a filing period below to view all of your returns for that period.

Filing Period:{::JLﬂy 2008 \Tl Status: :ShDWA” _:_\ Type: :Sales Tax :}

Last Modified | Date Filed | | Location | AmountDue | Amended | Status|

07/15/2008

01:27:12 PM Other Location

| |
F/15/2008 | Parish Sales Tax

;495.nn| Sriginal

Fled | QUELD QUG

4. Click Un-File in the row of the return. A confirmation message appears.
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My Returns on the menu bar.
-down menu. The Return Center page appears.

Home File Return i My Returns i Account Center + Lookup  Support
Signed in as Test

Confirm Unfile Return
Are you sure you want to unfile this returmn?

Your confirmation number will be removed and you will have to refile this returm to
receive a new confirmation number,

Parish Sales Tax - July 2008

To confirm that you wish to un-file the return and remove the confirmation number,
click Yes. The return appears in the table with a status of In Progress.

To cancel the un-filing, click No.

Viewing a Filed Return

V¥ To view a filed return:

1.
2.

4.

Place your mouse-pointer over

Select Return Center from the drop

Search for the return you wish to view. Only returns with a status of Filed or
Received can be viewed as a PDF copy.

Home | File Return ' My Returns i Account Center i Lookup | Support

Signed in as Test | LOG OFF |
Return Center
Please select a filing period below to wiew all of yaur returns for that period,

Filing Period:.;JLl\y 2008 T~ Status: IShDWA” '{' Type: 'Sales Tax ~|

Last Modified | Date Filed | | Location

| Amount Due | Amended | Status | Action
07/15/2008 ) . . . <
01:37:13 PM 715/ 2008 | Parich Sales Tax Other Location $495.00. GOriginal | Received w

Click View in the row of the return. A new window appears with a PDF copy of the
return.

Printing Returns

V¥ To print a return:

1.
2.
3.

Place your mouse-pointer over My Returns on the menu bar.
Select Return Center from the drop-down menu. The Return Center page appears.

Search for the return you wish to print. Only returns with a status of Filed or
Received can be printed from a PDF file.
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My Returns on the menu bar.
-down menu. The Return Center page appears.
Home File Return | My Returns ' Account Center ¥ LOOkLlp ' Suppon

Signed in as Test [ L0G OFF |

Betarn Benter

Please select a filing period below to view all of yaur returns for that periad,

Filing Period: July 2003 v | status: | Show Al ~| Type: | Bales Tax ~|
Last Modified | Date Filed | Location | AmountDue | Amended | Status |
07/15/2008 ) ) . | e |
013715 P | 7/15/ 2008 | Parish Sales Tax |Other Location $495.00| Original | Received VIEW

4. Click View in the row of the return. A new window appears with a PDF copy of the
return.

5. Click the printer icon in the upper-left corner of the PDF viewer or print normally
from your web browser.

Deleting Returns

V¥ To delete a return:
1. Place your mouse-pointer over
2. Select Return Center from the drop

3. Search for the return you wish to delete. Only returns with a status of In Progress
can be deleted.

Home File Return | My Returns : Account Center I Lookup | Support

Signed in as Test

Return Center

Plesze zelect a filing period below to view all of your returns for that period,

Filing Period: July 2008 v | status: | Show Al ¥ | Type: | Sales Tax v |
Last dodified | Date Filed | Location A“[‘)?J:“t ‘An‘mnded Status
i 0 | ' " ' '
o7/ze/z008 | sales and |, . . e In L CONTINUEY
el |7f23fznns — ‘Mam Lacation $0.00 Original| , R =

4. Click Delete in the row of the return. A confirmation message appears.

Home | File Return My Returns | Account Center | Lookup Support |

Signed in as Test [ LOG OFF |

Delete Return
Are you sure you want to permanently delete this return?

Sales and Use Tax - July 2008

5. To permanently delete the return, click Yes. The return no longer appears in the
table.

6. To cancel deletion, click No.
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My Returns on the menu bar.
-down menu. The Return Center page appears.
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Chapter 9 Managing Business Locations

Adding Business Locations

V¥ To add a business location:

1.
2.

3.

Place your mouse-pointer over Account Center on the menu bar.

Select Manage Locations from the drop-down menu. The Business Location
Information page appears.

File Return My’ Returns Account Center LOOKLIP SLIPPOIT + FAQ
Signed in a5 RAMTestTaxpayer

Business Location Information

If your company has multiple physical business locations, add them each here. To add a new physical business
location, click the Add New Location button,

To view or edit exisiting business locations, select the location name fraom the drop-down list.
To apply for an Authority Account Number, select the location name from the drop-down list. Then, click the
circle next to Yes at the bottom of the screen and complete the registration form.

Choose the Location: | Bah TestLocation 1 %
(vou have added 1 physical business locations.)

To add a PHYSICAL BUSINESS LOCATION click below
[AdTNEwEoCation™ |

Click the Add button. Enter information for one business location at a time.
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To make changes to your account information, edit the appropriate field below, and click 'Save'.
2l Fields excapt Address Line 2's are raquired

[Clcapy Relevant Infarmant fram User Profile

Location Name: |

Enter the name for this Location (this WILL appear on tax returns),

Phone:
(Ex: 123-456-7890)

(Ex: 123-456-7850)

Email: |
State Tax ID: DApphed Far

Physical Location of Business

Line 1:
Line 2:
City:

state: | Louisiana b

countrys | USA =
Mailing Address - check one of the options below to autofill or enter a
new address
[ same a5 Location addrass [learme as user addrass  [same a5 company address
Line 1z |
Line 2:
City: |
State: | Louisiana .
Zip: |

Country: | LISA b

Import ID 1

Close Location L] Check to mark this Location as Clased(all Parishes setup for this location will
be notified)

4. In the Location Name field, type a name for the location. This name will appear on
tax returns, but can be any name you choose.

5. In the State Tax ID field, type your state Tax ID. If you have already applied for a
state Tax ID, click the checkbox marked Applied For and continue.

6. In the Business Location Information fields, click the checkboxes to copy relevant
information from previous pages, or type your business location information.

7. If you do not need to apply for an Authority Account Number for this business
location, click the circle marked No. Click Save. The Business Location
Information page appears, and an Import ID has been assigned to the location.

8. If you need to apply for an Authority Account Number for this business location,
click the circle marked Yes. See Applying for an Authority Account Number.

Applying for an Authority Account Number at an Existing
Location

V Before applying for an Authority Account Number at an existing location:
1. Confirm that your Corporate Information is accurate and complete:
2. Place your mouse-pointer over Account Center on the menu-bar.

3. Place your mouse-pointer over Account Settings in the drop-down menu.
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4. Click Corporate Information in the right drop-down menu.
5. At the bottom of the form, click in the Type of Organization circle.

Type information for up to four company owners (Except for Individual
Organizations). The Agent for Service is usually the attorney who incorporated the
company.

7. Click Save. A success message appears.

V¥ To apply for an Authority Account Number at an existing location:
1. Place your mouse-pointer over Account Center on the menu bar.

2. Select Manage Locations from the drop-down menu. The Business Location
Information page appears.

File Return + My’ Returns t Account Center + LOOKUP t SLIPPOIT + FAQ
Signed in a5 RAMTestTaxpayer

Business Location Information
If your company has multiple physical business locations, add them each here. To add a new physical business
location, click the Add New Location button,

To view or edit exisiting business locations, select the location name fraom the drop-down list.

To apply for an Authority Account Number, select the location name from the drop-down list. Then, click the
circle next to Yes at the bottom of the screen and complete the registration form.

Choose the Location: | Bah TestLocation 1 %
(vou have added 1 physical business locations.)

To add a PHYSICAL BUSINESS LOCATION click below

["“Add New Location ]

3. Select a Location from the drop-down menu. The Business Location
Information page appears.

4. At the bottom of the form, click the circle marked Yes.

Do you need to apply for an Authority Account Number for this
location? If so there is additional information that is needed.
By clicking Yes, you are authorizing this system to send an
application to the specified Authorities.

@ne Dives

5. Check the boxes next to the types of returns you will be filing. You will receive a
temporary Authority Account Number for each return you select.

6. Type information in the fields as instructed on the form.
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[ sates Tax [ Hotal Tax

[Jcadde-shreveport Sales

Tax [ calcasieu [Ccaldwell Sales Tax
[Jcatahoula Sales Tax [Jconcordia Sales Tax [JEast Carroll Sales Tax
[JEast Feliciana Parish [IFranklin Sales Tax [Louisiana Dept of Revenue
[IRapides Sales Tax [ITensas sales Tax

1. Reason Fer Applving
O: Started Mew Business

Oe. purchazed Ongaing
Business

O c. open Additional Location
o, mMerger
(JE. Change of lame

O'F. Other

2. Federal Identification Number

D Applied For

ican Industry Classificstion Syst=m) Cods
{ If unknovn please leave blank)
€. How many locations in this parish? |

e

A. First Date Sales vill be made from this locstion: |

E. Date business first started operations:

4. Nature of Bu s
O Aetail Ssles C:.) Repair Service O Retail Service O Wholesale

O Manufacturing/Fabricating (O Contractor C other

Describe your business:

O monthly O quarterly O semi-annually O annual O ocassional/Irregular

Reporting frequency and filing status will be determined by the Administrator according
to parish policy. Businesses with 3 location within 3 parish will automatically be
registered to file on a menthly basis. Occasional/irregular filers are intended for those
businesses (1) that do not have a location within the parish and do not intend on doing
business on a regular basis or (2} business that performs services that are not taxable,

6. Where do vou anticip

vour taxable transactions to occur?

D Parish Wide
D State Wide
Cother

7. Click Save.

Applying for an Authority Account Number at a New
Location

V¥ Before applying for an Authority Account Number at a new location:

1. Confirm that your Corporate Information is accurate and complete:
Place your mouse-pointer over Account Center on the menu-bar.
Place your mouse-pointer over Account Settings in the drop-down menu.
Click Corporate Information in the right drop-down menu.
At the bottom of the form, click in the Type of Organization circle.

Type information for up to four company owners (Except for Individual
Organizations). The Agent for Service is usually the attorney who incorporated the

S
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company.

7. Click Save. A success message appears.

V¥V To apply for an Authority Account Number at a new location:
1. Place your mouse-pointer over Account Center on the menu bar.

2. Select Manage Locations from the drop-down menu. The Business Location
Information page appears.

File Return My’ Returns t Account Center LOOKLIP t SLIPPOI'T + FAQ
Signed in a5 RAMTestTaxpayer

Business Location Information

If your company has multiple physical business locations, add them each here. To add a new physical business
location, click the Add New Location button,

To view or edit exisiting business locations, select the location name fraom the drop-down list.

To apply for an Authority Account Number, select the location name from the drop-down list. Then, click the
circle next to Yes at the bottom of the screen and complete the registration form.

Choose the Location: | Bah TestLocation 1 %
(vou have added 1 physical business locations.)

To add a PHYSICAL BUSINESS LOCATION click below
[AdTNEwEoCation™ |

3. Click the Add button. Enter information for one business location at a time.

To make changes to your account information, edit the appropriate field below, and click 'Save'.
All Fields except Address Line 2's are required
[ copy relevant tnformant from Usar profile
Location Name: |
e e P B (this WILL appear on tax returns).
Phone: | (Ex: 123-456-7820)
Fax: (Exi 1223-456-7290)
Email: |
State Tax 1D: _' O applied For
Physical Location of Business
Line 1z ]
Line 2: |
Citys
State: | L“oulswama v
zip: |
Country: [ USA ~|
Mailing Address - check one of the options below to autofill or enter a
newt address
O same a5 Location Address [ sarme as User addiess L same as Gompany Address
Line 1: |
Line 2:
City: |
state: | Louisiana i
zip: |
Country: | LJSA w
Import ID 1
tlasa Easatt T et b rmak e Lansberasi et ol b Chanamtum fer bhie el
be notified)
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In the Location Name field, type a name for the location. This name will appear on
tax returns, but can be any name you choose.

In the State Tax ID field, type your state Tax ID. If you have already applied for a
state Tax ID, click the checkbox marked Applied For and continue.

In the Business Location Information fields, click the checkboxes to copy relevant
information from previous pages, or type your business location information.

Click the circle marked Yes.

Do you need to apply for an Authority Account Number for this

location? If so there is additional information that is needed. @ o
By clicking Yes, you are authorizing this system to send an e hes
application to the specified Authorities.

Check the boxes next to the types of returns you will be filing. You will receive a
temporary Authority Account Number for each return you select.

Type information in the fields as instructed on the form.

[ sales Tax [ Hotel Tax

[Jcaddo- Shreveport Sales

= [ calcasieu [Icaldwell Sales Tax
[Jcatahoula sales Tax [ concordia Sales Tax [Jeast carroll Sales Tax
[JEeast Feliciana Parish [CIFranklin sales Tax [Louisiana Dept of Revenue
[IRrapides Sales Tax [ITensas Sales Tax

1. Reason Fer Applving

O 2. Started Mew Business

Oe. purchazed Ongaing
Business

O c. open Additional Location
o, mMerger
O E. Change of Name

O'F. Other

A. Federal Identification Humber

D Applied For

ican Industry C

ication Systzm) Code

{ If unknown please leave blank)
€. How many locations in this parish? |
Bu

A. First Date Sales vill be made from this locstion: |

E. Date business i

t started cperations:

4. Nature of Business

O Aetail Ssles C:.) Repair Service O Retail Service O Wholesale

O Manufacturing/Fabricating (O Contractor C other

Describe your business:

3. Reguested reporting status

O monthly O quarterly O semi-annually O annual O ocassional/Irregular

Reporting frequency and filing status will be determined by the Administrator according
to parish policy. Businesses with 3 location within 3 parish will automatically be
registered to file on a menthly basis. Occasional/irregular filers are intended for those
businesses (1) that do not have a location within the parish and do not intend on doing
business on a regular basis or (2} business that performs services that are not taxable,

6. Where do vou snticipate vour taxsble transactions to occur?

D Parish Wide
D State Wide
Cother
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10. Click Save. The Business Location Information page appears, and an Import ID
has been assigned to the location.

Editing Business Locations

V¥ To edit a business location:
1. Place your mouse-pointer over Account Center on the menu bar.

2. Select Manage Locations from the drop-down menu. The Business Location
Information page appears.

File Return My Returns i Account Center Lookup  Support - FAQ
Signed in a5 RAMTestTaxpayer

Business Location Information
If your company has multiple physical business locations, add them each here. To add a new physical business
location, click the Add Mew Location button.

To view or edit exisiting business locations, select the location name from the drop-down list,

To apply for an Authority Account Number, select the location name from the drop-down list. Then, dick the
circle next to Yes at the bottom of the screen and complete the registration form.

Choose the Location: | Bak TestLocation 1 %
(vou have added 1 physical business locations.)

To add a PHYSICAL BUSINESS LOCATION click below

(A NEw Pocation )

3. Select a location from the drop-down menu. The Business Location Information
page appears.
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To make changes to your account information, edit the appropriate field below, and click 'Save'.
2l Fields excapt Address Line 2's are raquired

[Clcapy Relevant Infarmant fram User Profile

Location Name: |

Enter the name for this Location (this WILL appear on tax returns),

Phone:
(Ex: 123-456-7890)

(Ex: 123-456-7850)

State Tax ID: DApphed Far

Physical Location of Business

Line 1:
Line 2: |
City:
State: '_L"o.uiswana v
Zip: )
countrys | USA =
Mailing Address - check one of the options below to autofill or enter a
new address
[ same a5 Location addrass [learme as user addrass  [same a5 company address
Line 1z |
Line 2:
City: |
State: | Louisiana .
Zip: |
Country: | LISA b

Import ID 1

Close Location L] Check to mark this Location as Clased(all Parishes setup for this location will
be notified)

4. Type in the fields you wish to edit.
5. Click Save. A success message appears.

Marking a Business Location as Closed

V¥ To mark a business location as closed:
1. Place your mouse-pointer over Account Center on the menu bar.

2. Select Manage Locations from the drop-down menu. The Business Location
Information page appears.

File Return i My Returns i Account Center + Lookup . Support - FAQ
Sigmed ih as RAMTestTaxpayer

Business Location Information

If your company has multiple physical business locations, add them each here. To add a new physical busingss
location, click the Add Mew Location button.

To view or edit exisiting business locations, select the location name from the drop-down list,

To apply for an Authority Account Number, select the location name from the drop-down list. Then, click the
circle next to Yes at the bottom of the screen and complete the registration form.

Choose the Location: .RAM TestLocation1 &
(¥ou have added 1 physical business locations.)

To Add a PHYSICAL BUSINESS LOCATION click belaw

[~"Aod New Location” §
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3.

Select a location from the drop-down menu. The Business Location Information
page appears.

Import ID 127

Close [ check to mark this Location as Closed(all Parishes setup for this lacation will
Location . rotified)

Do you need to apply for a Tax 1D for this location? If so there is additional
information that is needed.

By clicking Yes, you are authorizing this system to send an application to the
specified Authorities,

B g Uves

.QJ!‘I? G‘E\Ig i b

Click the checkbox marked Mark this Location as Closed. A confirmation box
appears.

L) Are wou sure you wolld like to close this Location? This action wil be reported to all registered Taxing
L puthorties. You wil stil be zble to file your fingl returms.

K ,|[ Cancel ]

To confirm that you wish to mark the location as closed, click OK.
To cancel closing the location click Cancel.

Click Save. A success message appears.

Chapter 10 Managing User Accounts

Editing User Account Information

V¥ To edit user account information:

1.
2.
3.

Place your mouse-pointer over Account Center on the menu bar.

Place your mouse-pointer over Account Settings on the drop-down menu.
Click User Information on the right drop-down menu. The User Information
page appears.
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File Return | My Returns | Account Center ' Lookup Suppert | FAQ
Signed in as RAMTestTaxpayer | LOG OFF |

User Information

To rnske changes to your sccount information, edit the appropriste fisld below, and dick 'Savs’,

First Name: [# (Enter your first name.)
Last Name: # (Enter your last name.)
Phone: [* (Ex: 123-456-7890)

Fax: | (Ex: 123-456-7890)
Email: [

Contact Address

Line 1: | 1
Line 2: |
City: -
State: | VLDyirsiranra » *
Zip: 1
Country: IIL-JSA halid

[ please chack this bax if you would like to recaive e-mail notifications of formyrate changes.
[ please check this box if you would like to receive reminders if your returns are not filed,

Please select the day of the month to receive the rerminders, 16 ¥

4. Type in the fields you wish to edit.
5. Click Save. A success message appears.

Editing Corporate Information

V¥V To edit company information:
1. Place your mouse-pointer over Account Center on the menu bar.
2. Place your mouse-pointer over Account Settings on the drop-down menu.

3. Click Corporate Information on the right drop-down menu. The Corporate
Information page appears.
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Signed in as RAMTestTaxpayer | LOG OFF |

Corporate Information
To rnake changes to your account information, edit the appropriste fisld below, and dick 'Save’,
Required fields are marked with 2 %

(Enter the narme of your company

Company: | 1 a5 it appears on your kax returns.)
Phone: ;_225'215'%59 [ (Ex: 123-456-7890)
Faxt 225_215_0090 (Ext 123-456-7820)
. *

Mailing Address

tine 2: [TEST
City: gﬁa}nr} Fii-ﬁurgeﬂ #
State: VLDuisiana v
Country: | USA |

Please complete these additional required fields if you need to apply for a Authority Account Number through
this system. Fields marked with a * are required.

Type of Orginization

Y

) Individual ) partnership ) corporation

LLc
Cue 2 Governmental {2 Mon-Prefit ® other
Solo Owner/ First Owner
Name: | [ Title: | T
Address: | b City: | * state: | |+ zipa| e
Phone: | ~ s8Nz | i ' 3

4. Type in the fields you wish to edit.
5. Click Save. A success message appears.

Changing Your Password

V¥ To change your password:
1. Place your mouse-pointer over Account Center on the menu bar.
2. Place your mouse-pointer over Account Settings on the drop-down menu.
3. Click Change Password on the right drop-down menu. The Change Password
page appears.

Signed in as LOG OFF

Change Password

= Passwords must be between & and 10 characters in length.
= Passwords must contain at least 1 number,
= Pazsswords must contain at least 1 upper case letter and 1 lower case letter,
Enter your Curent Password:
Choose a New Password:
Canfitm your New Password: |

To Reset your Secret Question/answer click here.,

["SAVE"] (! .Nl\l’g‘ib

4. In the Current Password field, type your current password.
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5. In the New Password field, type a new password. In the Confirm New Password
field, type the new password again.

Note: Passwords must be at least six characters long, contain at least one number,
and contain at least one capitalized letter.

6. Click Save. A success message appears.

Changing Your Secret Question and Answer

V¥ To change your secret question and answer:
1. Place your mouse-pointer over Account Center on the menu bar.
2. Place your mouse-pointer over Account Settings on the drop-down menu.

3. Click Change Password on the right drop-down menu. The Change Password
page appears.

Sigred in as [ LOG OFF |

Change Password

= Passwords must be between 6 and 10 characters in length.
= Passwords must contain at least 1 number,
= Passwords must contain at least 1 upper case letter and 1 lower case letter,

Enter your Current Password:
Choose a New Password:

Confirm your New Password:

To Reset your Secret Question/answer click hare,

&‘r‘y (! ‘.EI\ Iﬁ_ib

4.  Click the link To Reset your Secret Question/Answer. The Set Login
Question/Answer page appeats.

-Signed inas [ LOG OFF |
Set Your Login Secret Question and Answer

1f you forget your password or must reset an expired password, you will be asked the question below and must provide the ansuer.
The answer should be samething that you will alvays know, Here are = few suggestions for the question:

® Wwhat is the first and last name of your first boyfriend ar girlfriend? Use this question?
= Which phone number do you remember most from your childhood? Use this guestion?
= What was your favorite place to visit as a child? Use this question?

® Wha is your favorite actor, musician, or artist? Use this guestion?

= What is your favorite hobby? Use this question?

secret [WWhat is yuurf.avcl.rite hub[jy?

Question:
secrat Answer: [VYOrking (20 charackers Max)
‘ﬂ.r‘a ~:za:§ ‘9

5. Type in the fields you wish to edit.

6. Click Save. The File Return page appears. Your Secret Question and Answer have
been successfully saved.

Page 53 of 75



Setting Email Notifications

V¥ To set email notifications:

1.
2.

Place your mouse-pointer over Account Center on the menu bar.

Place your mouse-pointer over Account Settings on the drop-down menu.
Click User Information on the right drop-down menu. The User Information
page appears.

Signed in as Test | LOG OFF |
USERIMOEMANON. .ottt g ottt
To make changes to your account information, edit the appropriate field below, and
click 'Save'.

First Name: 'Firs{ MName | (Enter your first name.)
Last Name: |Last Name | (Bats vaur st rarmes)
Phone: 2252150100 | (Ex: 123-458-7880)

Fax: | | (B 123-456-7890)

Email: |

Contact Address
une 1: /7117 Florida Blvd

Line 2:
city: |Baton Rouge
state: | L ouisiana i |
zip: 70806 |
Country: ;USA |

[ please chack this box if you would liks to receive a-mail notifications of form/rate changes.

[ please check this box if you would like to receive reminders if your returns are not filed.

15 |

Please select the day of the month to receive the reminders.

Click the first checkbox to receive email notifications of form or rate changes for
returns you are registered to file.

Click the second checkbox to receive email reminders to file returns. Select the day
of the month to receive emails from the drop-down menu.

Click Save.

To undo any of these settings, click the checkbox so that the checkbox is blank.
Click Save.
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Chapter 11 Managing Clerical Users

Creating Clerical Users

V'To create a clerical user:
1. Place your mouse-pointer over Account Center on the menu bar.
2. Place your mouse-pointer over Account Settings on the drop-down menu.

3. Select New Clerical User from the right drop-down menu. The New User
Account page appears.

Home File Return t My Returns i Account Center + Lookup | sSupport

Sighed in as Test | LOG OFF |
MNew User Account for Your Business

To create additional users that can work with your business' returns, complete the following information and
set up a user name and password, You may also restrict the user you create to work only on particular
locations for your business,

Any personal information collected is usad within ParishE-File. revenue.la. gov to authenticats your account with the appropriate
Taxing Authorities. This information will not be disclosed or shared in any way with any outside entities without your explict
permizsion.

Type of Account: | secandary standard user: ¥ [(select the correct Account Type.]

First Name: (Entar your first name, )

file and y
Last Name: | 5 1M Efiler Taxpayer
file only

Phone: | pay onl

(Erter your last name.)

(Ex: 123-456-7890)

Fax: (Ex: 123-456-7890)

Email:

Contact Address
Line 1:
Line 2: |
City: [
State: éLDuiSiﬁﬂﬁ i
zip: |

Country: | USA ~|

Usemame:

{ B ;. _ ,,i \.,-i‘..i-i i‘: Iy -i i!

4. Select the type of user account from the drop-down menu. Refer to the Clerical
Users table to determine which type to choose based on the privileges it allows.

5. Type the contact information for the new user.

Note: The system emails the default password for this account to the email address
provided in this field.

In the User Name field, type a user name for the clerical user.

Click Next. See Assigning Clerical User Locations, Step 4.
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Assigning Clerical User Locations

V¥ To assign a clerical user location:

1.
2.
3.

Un-Assigning Clerical User Locations

Place your mouse-pointer over Account Center on the menu bar.
Place your mouse-pointer over Account Settings on the drop-down menu.

Select Manage Clerical Users from the right drop-down menu. The User

Location Permissions page appears.

Signed in as Test

| SecondaryUser *|

Choose User : User Location Permissions

Locations Available: > Locations Permittad For User:

Other Location
Main Location
Another Location - Hotel

A
ALY

User Info

Fistwame: Secondary Standard
Last Name: Uéer
Phone: | 2252150100
Fax:

Email: |USer@secondary.com

Contact Address
une 1: [7117 Florida Bivd

Line 2:
city: | Baton Rouge
state: | Louisiana v
zip: | 70806
Country: | JSA

Uncheck to Deactivats this User,

¢ "=}:‘l s vi ' ﬁ"!"]’i '5- Y

<No Locations Selected> |

Select a user from the drop-down menu. Current settings and information for that
user appear in the fields below. Available locations for the user appear in the box

marked Locations Available.

To assign a location to a uset, click on an available location. Click the > arrow to
move it to the box marked Locations Permitted.

To assign all locations to a user, click the >> arrows. All locations appear in the box

marked Locations Permitted.

¥ To un-assign a clerical user location:
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Place your mouse-pointer over Account Center on the menu bar.
Place your mouse-pointer over Account Settings on the drop-down menu.

Select Manage Clerical Users from the right drop-down menu. The User
Location Permissions page appears.
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Signed in as Test
Choose User : User Location Permissions

Secondar_yUser b

? _Locations Available: @ Locations Permitted For User:
<No Locations Available> Other Location

Main Location
E Another Location - Hotel

A
A

User Info

First Name: | Secondary Standard

Last Name: ,USE‘T

Phone: [2252150100

email: |user@secondary.com

Contact Address
Line 1: | 7117 Florida Bivd

Line 2:
city: | Baton Rouge
stata: | L oUisiana e |
zips 70806 |
Country: | USA &4

Uncheck to Deactivate this User.

4. Select a user from the drop-down menu. Current settings and information for that

user appear in the fields below. Permitted locations for the user appear in the box
marked Locations Permitted.

5. To un-assign a location from a user, click on a permitted location. Click the < arrow
to move it to the box marked Available Locations.

6. To un-assign all locations from a user, click the << arrows. All locations appear in
the box marked Locations Available.

Editing Clerical User Information

V¥ To edit clerical user information:
1. Place your mouse-pointer over Account Center on the menu bar.
2. Place your mouse-pointer over Account Settings on the drop-down menu.

3. Select Manage Clerical Users from the right drop-down menu. The User
Location Permissions page appears.
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Signed in as Test [ LOG OFF |
Choose User : User Location Permissions
SecondaryUser v |
Locations Available: b Locations Permitted For User:

Main Location
Another Location - Hotel

Other Location

(Al 3]

Usear Info

First Name: ‘Secondary Standard

Last Name: |Jser

Phane: 2252150100

Email: USer@secondary.com

Contact Address
tine 1: 7117 Florida Bivd

Line 2:
aty: Baton Rouge
state: | ouisiana hi
zip: 70806
Country: [USA vl

Uncheck ta Deactivata this User.

.‘ ';Z.h ! & (g'.!\l' l’g’; b . a,! 1‘ g

4. Select a user from the drop-down menu. Current settings and information for that
user appear in the fields below.

5. Type in the fields you wish to edit.
Click Save.

Deactivating Clerical Users

V¥V To deactivate a clerical user:
1. Place your mouse-pointer over Account Center on the menu bar.
2. Place your mouse-pointer over Account Settings on the drop-down menu.

3. Select Manage Clerical Users from the right drop-down menu. The User
Location Permissions page appears.
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Signed in as Test [ LOG OFF |
Choose User : User Location Permissions

SecondaryUser v
: Locations Available: Locations Permitted For User:
Other Location Ij> Main Location
Another Location - Hotel
|

User Info

First Name: isecondary Standard

Last Name: |Jser

Phane: 2252150100

Email: |user{@secondary.com

Contact Address
une 1: [7117 Florida Bivd

Line 2:
aty: Baton Rouge
state: | Louisiana v
zin: 70806
Country: | USA e

Uncheck to Desctivate this User.

— =

4. Select a user from the drop-down menu. Current settings and information for that
user appear in the fields below.

5. Click the checkbox marked Deactivate this User so that the checkbox does not
have a check in it.

I:‘ Uncheck to Deactivate this User.

6. Click Save.

Reactivating Clerical Users

V¥ To reactivate a clerical user:

1. Place your mouse-pointer over Account Center on the menu bar.
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Place your mouse-pointer over Account Settings on the drop-down menu.

Select Manage Clerical Users from the right drop-down menu. The User
Location Permissions page appears.

Signed in as Test [ LOG OFF |
Choose User : User Location Permissions
SecondaryUser S|
Locations Available: Locations Permitted For User:
Other Location D> Main Location
Another Location - Hotel
|

Usear Info

First Name: "_Secondary Standard

Last Name: |Jser

Phone: 2252150100

Email: USer@secondary.com

Contact Address
tine 1: 7117 Florida Bivd

Line 2:
aity: [Baton Rouge
state: Louisiana | bt |
z: (70806
iy (BB vl

Uncheck ta Deactivata this User.

." ';Z.h ! & (g'.!\l ’l’g’! b . a,! 1‘ 9

Select a user from the drop-down menu. Current settings and information for that
user appear in the fields below.

Click the checkbox marked Deactivate this User so that the checkbox has a check
in it.

Uncheck to Deactivate this User.

Click Save.
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User Privileges Table

Look ish Inf i
ookup Parish Information and X X X X
Tax Rates
Manage Company Information X
Manage Business Locations X X
Set up New Returns X X X
Import Return Files X X X
File Returns X X X
Un-file Returns X X X X
View and Print Returns X X X X
Delete Existing Returns X X X X
Manage Payment Accounts
(Including ACH Set up) X X X
Make P?{yments/ Pay X X X
Pending Returns
Manage Perso%'lal User X X X X
Information
Manage Personal Password X X X X
Activate email ‘notlﬁcatlons and X X X X
reminders
Create Clerical Users X
Manage Clerical Users X
Deactivate Clerical Users
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Appendix A
Importing Return Files — Taxpayer

The Import is accomplished with a comma delimited text file. The file can contain multiple
returns with different locations.

Create the import file using the program of your choice. Be sure to save your import file in a
secure and accessible location. Refer to the File Structure guide to ensure your file is
formatted correctly and meets the specifications for the return and period.

VTo import returns:
1. Place your mouse-pointer over File Return on the menu bar.

2. Select Import Return from the drop-down menu. The Import Page appears.

My Returns | Account Center | LooKup | Support

[ L0G OFF |
File Return
Import Return

name of the return that you would like to file, then click Next to continue.

3. To find the import file, click the Browse button.

Home  File Return '\ MyReturns i Account Center .\ Lookup | Suppert |
Signed in as ramware | LOG OFF ]
Select Import Return Values File I | Browse...

Instructions
1. Click to Print Taxpayer Import Instructions.

2. Print Return Import Templates.

Returns: | [All Returns] | Fie perioa: [duly 2008 v

4. Select the file. Then click Open.
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5.

’ Choose file @
= Impott - = ®m ok E-

(D Import File
B

Look in

My Recent
Documents

My Computer
My Metwok  Fle name: [Tarpayertmpart B Open

Places

Files of type: |l Files 7] | Cancel

The file name appears in the field. Click Upload File.

Home | File Return | My Returns i Account Center . Lookup Support

Signed in 35 ramware
Select Import Return Values File | Import Files |[Erowse..._|
| CANCECHHUPIGAd File

... Instrucions

1. Click to Print Taxpayer Import Instructions.

2. Print Return Import Templates.

Returns: | [All Returns] ¥ Fite period: July 2008 ]

A summary of import file information appears. The column labeled Import Status
shows any errors detected in the file. If there are no errors detected, move to the

section below labeled No Etrors.

Errors:

If there are any errors in the file, the import status displays [Show Errors]. Click

[Show Errors] to see the line location and description of the errors.

‘Home | File Return + My Returns + Account Center .\ Lookup Support |
Signed in as ramware | LOG OFF |
Select Import Return Values File | /[ Browse.. |
Import |Return | Location | File Period Import Status
Ascension Parich Sales Tax Location 1 07/2008 oK |
|Ascensmn Parish Sales Tax |anatmn 2 07/2008 oK
I :Rapldes Parich Sales Tax 07/2008

The error in following screen shows that the Location Identifier is not valid. The
location for Location Identifier 19 has not been setup in the return information.

Click Cancel.
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7.

Home |

File Return | My Returns | Account Center

| Lookup | Support

Import Return

Signed in as ramware

Select Import Return Values File | |[Browse.. |

| Location File Period

Ascension Parish Sales Tax Location 1 07/2008

Ascension Parish Sales Tax Location 2 07/2008

Rapides Farish Sales Tax 07/2008

Import Status

T . S0 QG

Revisit the original file to reconcile the error:

ASCENS,7/2008,2
Line1,1000
Line2,50

Line8,100

Line8_Exemption,New Computer
/111771777

ASCENS,7/2008,3

Line1,1000

Line2,50

Line8,100

Line8_Explanation,New Computers

/111111117
RAPIDE,7/2008,19
Line1,600

Line3,600
/117771117

No Errors:
If there are no errors in the file, the import status displays OK.

To import the checked returns, click Import.
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Edit the information and save the file. Upload the new file following the same
procedure.

The checkboxes in the Import column are automatically checked. Uncheck the
checkboxes next to returns that should not be imported.



Home |

File Return My Returns Account Center Lookup Support 1
Sigried in as ramware

Select Import Return Values File | |(Browse

]

|
Import| Return

| | Location
[

Ihscensmn Parish Sales Tax

[

| Ascension Parish Sales Tax |Location 1

iLccation 2

|
Rapides Parish Sales Tax |Location 4

| ehange

File Period

|07/2008
‘ur;zuus

‘073‘2008

9. The files are imported into the system when the status of the import is displayed in

the Import Status column as Success. Click Next to continue the filing process.

Note: A successful import does not mean that the return has been filed.

Home

File Return My Returns. Account Center Lookup. sSupport
Signed in as ramware

Select Import Return Values File | |(Browse.. ]

| File Period
|07/2008
|07/2008
| 07/2008

| Import Status

Ascension Parish Sales Tax |Su-c:ass

Ascension Parish Sales Tax
Rapides Parish Sales Tax

|Lucat|un 1
iana[iﬂn 2 |5uccess

| Location 4 change | Success

Appendix B

Importing Return Files — Practitioner

The import is accomplished with a comma delimited text file. The file can contain multiple
returns with different locations for multiple clients. Clients must already be setup in
ParishEFile.com and have authorized you as their Practitioner.

Create the import file using the program of your choice. Be sure to save your import file in a
secure and accessible location. Refer to the File Structure guide below to ensure your file is
formatted correctly and meets the specifications for the return and period.

¥ To import returns:
1.

Click Import Returns on the menu bar. The Import Page appears.
2.

To find the import file, click the Browse button.
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Home | Practitioner Account Import Returns Account Center - Lookup | Support

Signed in as pract22 [ LOG OFF |

Import Return Values File | | Browse.. |

Uptoncrile JCANCE

. Instructions
1. Click to Print Practitioner Import Instructions.

2. Print Return Import Templates.

Returns: | [All Returns] | File periods | July 2008 v|

Select the file. Then click Open.

Choose file @@
Look in: | (3 Test mport Files =] ek B~
2 rﬂ ImportTester0l

&

My Recent
Documents

=

Desktop

v

My Documents

=

Z

o
Eﬁ 5({’.

2

z

T

MyMNetwok  File name [PractitionermportT est | Open
Places
Files of type: [ 4l Files ) =l Cancel

The file name appears in the field. Click Upload File.

Home | Practitioner Account Import Returns Account Center . Lookup |« Support
Signed in as pract22 [ LOG OFF ]
Import Return Values File |PracttionerimponTest [ Browse.. |

. nabintiane
1. Click to Print Practitioner Import Instructions.

2. Print Return Import Templates.

Returns: | [All Retums] 5 i File Period: | July 2008 v

A summary of import file information appears. The column labeled Import Status
shows any errors detected in the file. If there are no errors detected, move to the
section below labeled No Errors.

Errors:

If there are any errors in the file, the import status displays [Show Errors]. Click
[Show Errors] to see the line location and description of the errors.
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Home | Practitioner Account Import Returns ‘Account Center i Lookup | Support |

Sigried in as pract22 [ LG OFF ]
Import Return Values File | |(Browse_]
Import Return Business Location File Period
- ‘ Secondary
Parish Sales Tax Testco i 07/2008 CK
. Testing
Parish Sales Tax ‘are e 06/2008

The error in following screen shows that the Location Identifier and User Name do
not correspond. Click Cancel.

Home | Practitioner Account Import Returns Account Center . Lookup = Support |
Sigried in as pract22 [ 10G OFF ]
Import Return Values File | |(Browse.. ]

Import | Return Business Location |File Period Import Status

Farish Sales Tax Testco f:faot':nd:w 07/2008
Parish Sales Tax fo=ing 05/2008

are Us

R UPToat FiIe Y I mport F CANCELY

6. Revisit the original file to reconcile the error:
Rapide,6/08,57 joeblow1
Line1,10540
Line2,20
Line3,30
Line4,40
Line5,50
Line6,60
Line7,70
Line9,90
Line10,100
Line8,80
Line8_Explanation,special deduction test
LineA_13,10000.00
LineB_13,10000.00

The correct User Name for Location Identifier 57 is joeblow, not joeblowl. Edit
the information and save the file. Upload the new file following the same
procedure.

No Errors:
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If there are no errors in the file, the import status displays OK.

The checkboxes in the Import column are automatically checked. Uncheck the
checkboxes next to returns that should not be imported.

7. To import the checked returns, click Import.

Home | Practitioner Account Import Returns Account Center - Lookup | Support |
Signed in as pract22 LOG OFF
Import Return Values File | | Browse.. )

Import Return Business | Location File Period g{;ﬁ;‘

|

| Parizh Sales Tax iTestt:o if:cfg::” 07/2008 |Oi< |
| I Parizh Sales Tax }ramware !.r??gTDEVILLE ‘UG{ZDUS |OI< |

pload File g STmporc™ R CANCEL]

8.  The files are imported into the system when the status of the import is displayed in
the Import Status column as Success. Click Next to continue the filing process.

Note: A successful import does not mean that the return has been filed.

Home | Practitioner Account Import Returns Account Center | Lookup = Support
Signed in as pract22 [ LOG OFF |
Import Return Values File | |[ Browse... |

Business | Location | File Period [t
| | | | Status
Parish Sales Tax |Testco Seaannsy 07/2008 Success
Location
|
Parish Sales Tax ramware .T?gTDEVILLE |DE,’2003 Success

UG @EED GE

File Structure

There are two parts to the file, the Header and the Return Data. Each return included in the
file must contain both parts and a separator.

In order to import correctly, the import file must meet the following specifications:

The Header

The Header line contains the Short Name of the Return, the File Period (MM/YYYY), the
Location Identifier, and the User Name of the client.
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The Short Name for each return is listed in a table at the end of this document.

The Location Identifier is a numeric ID unique to a business and its location. To find the
Location Identifier, select 2 User Account. Click Account Center on the menu bar. Then,

click Business Locations. Select the location from the drop-down menu. The Location
Identifier is the Import ID.

Home File Return | My Returns Account Center | Lookup Support
Signed in as ramware | L0G OFF |
Business Location Information
Choose Location: | LoCation 2 v
To Add = NEW BUSINESS LOCATION click below
[“ADD™]

To make changes to your account information, edit the sppropriate field below. and click 'Save'
tmport 03]

The User Name is the User Name listed for the company on the Practitioner Account
screen.

The example Header line below indicates a Rapides Parish sales tax return for May 2008,
business location with Location Identifier 11, and User Name MyClientl.

Example Header:
RAPIDE,5/2008,11,MyClient1

The Return Data

Use the line labels printed on the Return Import Templates to determine where to enter
amounts and which line labels to use.

V¥ To access the Templates:

1. Click Import Returns on the menu bar. The Import Page appears.
Home | Practitioner Account Import Returns Account Center ' Lockup Support |
Signed in as pract22 m
Import Return Values File [ Erowse...
Instructions
1. Click to Print Practitioner Import Instructions.
2. Print Return Import Templates.
Returns: | [All Retums] ¥ File periad: | July 2003 >

Select a Return and File Period from the drop-down menus. Then, click Print.
This is part of the Rapides Parish sales tax return for June 2008:
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L1E'| 9 SALES AND USE TAX REPORT )

Linzz { COMMENTZ ] Iﬁ: avoid penallies your envelone must have an offizial postmark dated on ar -\I
5 CAEH DISCOUNTE, SALES FETURAS A0 ALLOWANCES. Line3| L befars the 20th falowing the period covered by the retum. J
[ EmEs bel TIE ACAIA FARIEH Cined| = = °
[ e oF werusE D METOR RS T FLERSE INDICATE ANY CRANGES BELOW, ™
|[E=ESTo THE U= oo, THE ETATE oF LA, T PoLTICe. SleDisons Lineg T A B S A A O PR
J[7-= LEDA FOOD I WOUCHERS Lina?
LT ZED B LAW AP LA BRIEFLY] |
CATE BUSHESS DSCONTINGED BUSINESS LOCATION CHAMIE
E Lrwh Expunation Lineg \ 7,
o *
o = s AT —~/
| | CONSOUDATED SALES & USE T/ REPORT FOR ACADIA PARISH
2 ADJJSTED GROGE BAL = I T COMPLETE ONLY COLUMNS IN WHICH TAXABLE ACTIVITY OCCUR:
TOTAL LOCAL RATE ——-=| & 500% |B| 500% |C| 450% |D| 450% [E| =00% G| 400% |H]| 230%
PARISHWIDE TAX —>|  apeyandria Plnevilie [ Lecompte Eal Woodwarh HIil
PARISH WIDE TAX —>|  Papish (P.J. Parish (P.1) Parish {P.J.} Parish (P.L) Parish {P.4.}
PARISHWICE TAX —>| aonogizosra | Schos Boar ScnolScars | BerceiBaar SenonlBcard
PARISH WIDE TAX — > Disrict 32 District 32
COMPUTATION OF SALES & USETAX  COSTRICT 8 TAX — >
B e TR et e | Lines,_13| Lineg_13 LneC_13| LineD_13| LineE_13 LingF_13| LneG_12 LineH_13 Linel_13]
T2 ARG | VL LI RS I ERL 1] LineA_14 LineB_14 UneC_14] LineD_14 LineE_14 LineF_14] Lnes_14 Linet_14 Linel_14|
15
17. Lines_17 LineE_17 Linec_17| LinaD_{7 Lineg_17 Lines_17] Lines_17 LineH_17 Linel_17|

Any field on the template without a line label cannot be imported because it is a calculated
tield.

The Return Data lines contain the line label and dollar amount. To enter Adjusted Gross
sales of 1000.00 in Line 13 Column B on the return, enter LineB_13,1000.00 in the import
file.

If an entry is made on lines 8-10 (other deductions), an explanation is required. Explanations
in Lines 8-10 cannot exceed 50 characters.

To enter an Explanation in line 8 on the return, enter Line8_Explanation,Newspapers in
the import file.

Example Return Data:
Line1,2033.43
Line8,33.43
Line8_Explanation,Newspapers
LineA_13,1000.00
LineB_13,1000.00
/1171711777

The return separator must follow each return, including the last return in the file. It
consists of ten forward slashes (/).

Below is an example of a complete import file for multiple taxpayers. This file shows a
Louisiana State return for June 2008, Location Identifier 55, MyClient1, and a Rapides
Parish Sales Tax return for June 2008, Location Identifier 54, MyClient2.

Example:
LA,6/2008,55,MyClientl
Line1,1000
Line2,50
/111771777
RAPIDE,6/2008,54,MyClient2
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Line1,1100
Line8,100

Line8_Explanation,Special Deduction

LineA_13,1000
/111111177

Short Name List

Hotel/Motel Tax and other specialty tax returns are unavailable until November 1, 2008.

Return Short Name Return Short Name
Acadia Parish Sales Tax ACADIA Lafayette Parish Hotel/Motel Tax LAFAYEHOT
Allen Parish Sales Tax ALLEN Lafourche Parish Sales Tax LAFOUR
Ascension Parish Sales Tax ASCENS Lafourche Parish Hotel/Motel Tax LAFOURHOT
Ascension Parish Hotel/Motel Tax ASCENSHOT LaSalle Parish Sales Tax LASALL
Assumption Parish Sales Tax ASSUMP Lincoln Parish Sales Tax LINCOL
Avoyelles Parish Sales Tax AVOYEL Lincoln Parish Hotel/Motel Tax LINCOLHOT
Beauregard Parish Sales Tax BEAURE Livingston Parish Sales Tax LIVING
Bienville Parish Sales Tax BIENVI Livingston Parish Hotel/Motel Tax LIVINGHOT
Bossier Parish Sales Tax BOSSIE Louisiana State Sales Tax LA
Bossier City Hotel/Motel BOSSIEHOT Louisiana State Hotel/Motel Tax LAHOT

Louisiana State Hotel/Motel Tax

Caddo Parish Sales Tax CADDO (Ortleans Parish & Jefferson Parish) LAHOTDS
Caddo Parish Hotel/Motel Tax CADDOHOT Madison Parish Sales Tax MADISO
Calcasieu Parish Sales Tax CALCAS Motehouse Parish Sales Tax MOREHO
Calcasieu Parish Hotel/Motel Tax CALCASHOT Morehouse Parish Hotel/Motel Tax MOREHOHOT
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Caldwell Parish Sales Tax CALDWE Natchitoches Parish Sales Tax NATCHI

Cameron Parish - NO PARISH Natchitoches Parish Hotel/Motel

SALES TAX COLLECTED Tax NATCHIHOT
New Ortleans Exhibition Hall

Catahoula Parish Sales Tax CATAHO Authority NOEXIB

Claiborne Parish Sales Tax CLAIBO Orleans Sales/Parking Tax ORLSAL

Concordia Parish Sales Tax CONCOR Orleans Parish Hotel/Motel Tax ORLHOT

DeSoto Parish Sales Tax DESOTO Ouachita Parish Sales Tax OUACHI

East Baton Rouge Parish Sales Tax EBATON Ouachita Parish Hotel/Motel Tax OUACHIHOT

East Baton Rouge Parish

Hotel/Motel Tax EBRHOT Plaquemines Parish Sales Tax PLAQUE

East Carroll Parish Sales Tax ECARRO Pointe Coupee Parish Sales Tax POINTE
Pointe Coupee Parish Hotel/Motel

East Feliciana Parish Sales Tax EFELIC Tax POINTEHOT

Evangeline Parish Sales Tax EVANGE Rapides Parish Sales Tax RAPIDE

Franklin Parish Sales Tax FRANKL Rapides Parish Hotel/Motel Tax RAPIDEHOT

Grant Parish Sales Tax GRANT Red River Parish Sales Tax REDRIV

Iberia Parish Sales Tax IBERIA Richland Parish Sales Tax RICHLA

Iberville Parish Sales Tax IBERVI Sabine Parish Sales Tax SABINE

Iberville Parish Hotel/Motel Tax IBERVIHOT Sabine Parish Hotel/Motel Tax SABINEHOT

Jackson Parish Sales Tax JACKSO St. Bernard Parish Sales Tax STBERN

Jackson Parish Hotel/Motel Tax JACKSOHOT St. Chatles Parish Sales Tax STCHAR

Jefferson Davis Parish Sales Tax JDAVIS St. Charles Parish Hotel/Motel Tax STCHARHOT

Jefferson Davis Hotel/Motel Tax JDAVISHOT St. Helena Parish Sales Tax STHELE

Jefferson Parish Food and Drug JEFFER St. James Parish Sales Tax STJAME

Jefferson Parish General Sales Tax JEFFERGS St. John the Baptist Parish Sales Tax STJOHN

Jefferson Parish Hotel/Occupancy St. John the Baptist Parish

Tax - East Bank JEFFERHOE Hotel/Motel Tax STJOHNHOT

Jefferson Parish Hotel/Occupancy

Tax - West Bank JEFFERHOW | St. Landry Parish Sales Tax STLAND

Jefferson Parish Food/Drug Airport

Tax JEFFERAFD St. Martin Parish Sales Tax STMART

Jefferson Parish General Sales Airport

Tax JEFFERAGS St. Mary Parish Sales Tax STMARY

Lafayette Parish Sales Tax LAFAYE St. Mary Parish Hotel/Motel Tax STMARYHOT

St. Tammany Parish Sales Tax STTAMM

Tangipahoa Parish Sales Tax TANGIP

Tensas Parish Sales Tax TENSAS

Terrebonne Parish Sales Tax TERREB

Terrebonne Parish Hotel/Motel Tax TERREBHOT

Union Parish Sales Tax UNION

Vermilion Parish Sales Tax VERMIL
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Vermilion Parish Hotel/Motel Tax VERMILHOT
Vernon Parish Sales Tax VERNON
Vernon Parish Hotel/Motel Tax VERNONHOT
Washington Parish Sales Tax WASHIN
Washington Rolling Paper Tax WPJCT
Webster Parish Sales Tax WEBSTE
West Baton Rouge Sales Tax WBR
West Baton Rouge Parish

Hotel/Motel Tax WBRHOT
West Carroll Parish Sales Tax WCARRO
West Feliciana Parish Sales Tax WFELIC
Winn Parish Sales Tax WINN
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