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Chapter 1
User Guide Overview

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

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
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.
Email
You can contact RAMware directly by sending email to:

® parishefile@la.gov for general comments and questions; for technical questions,
requests or suggestions; and for technical support.

Or:

®  On ParishE-File.com. Place your mouse-pointer over Support on the menu bar.
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Select Email Us from the drop-down menu. An Email Tech Support screen
appears.

Email Tech Support

Please complete as much of the information below as possible.
All fields must be filled in.

Name:
Company:
Email:

Phone:

Describe your problem:

(Please provide as much
detail as possible including
any error messages,
technical information,
version number, etc.)

Type in the fields. Click Submit when you are finished.

Telephone /Fax
You can contact RAMware directly by calling:

Local: 225-215-0100
Toll Free: 1-800-227-7059

Or by faxing:

Fax: 225-215-0090
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Chapter 2
Getting Started Using ParishE-File.com

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

e 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 2.0 and newer, Mozilla Firefox
version 5.0 and newer, or Netscape version 3.0 and newer.

Note: The names of other companies, products and services may be the property of their
respective owners.

Starting ParishE-File.com

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

appears.
PARISH
E-FILE®@LCOM
Home Lookup Suppoert
Sign In

Enter your User Name and Password to continue.

Forgot your password?
User Name Click here.

Not a member?

Sign up now! Registration is free and it only
takes a minute.

Password

Practitioner Registration Click Here

The following Sales and Use Tax Returns are available for filing:
Ascension Parish Concordia Parish
Assumption Parish East Carroll Parish

Caddo Parish LaSalle Parish

Calcasieu Parish Rapides Parish

Catahoula Parish Tensas Parish
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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 drop-
down menus.

” Home | File Return | My Returns | Account Center I 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 | Account Center | Lookup | Support |
Signed in as Test
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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:

e  File returns online

e Pay returns online

e Search for parishes

e  Search for the most recent tax rates
e Manage multiple users

e Customize your account

Signing Up — New Account

The first step is to register a new account. The Solo Owner or First Owner of the company
should register the account.

V¥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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New Account

To start submitting your sales tax returns electronically, complete the following
information and set up a user name and password.

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

First Name: (Enter your first name.)
Last Name: (Enter your last name.)
Company: (Enter your company name.)
Phone: (Ex: 123-456-7850)
Fax: (Ex: 123-456-7850)
Email:

Confirm Email:

Contact Address

Line 1:
Line 2:
City:
state: L ouisiana v
zip:

Country: | [JGA £v

Username:

An E-Mail vill be sent to the address listed above containing a default password.

In the Contact Information fields, type your contact information.
In the User Name field, type a User Name.

Read the User Agreement Disclaimer. Click Next.

Click the link to Return to Homepage.

ok W

Home Lookup Support

Your new ParishE-File.revenue.la.gov User Account has been created.

ou will now receive 3 temporary password to the email address you provided. Login with this temporary
password to begin,

What would you like to do next?
Setup Returns - Setup Return Infarmation and/er Banking Information. To SIGN IN, please click here,
File New Returns - Begin filing your sales and use tax returns now. To SIGN IN, please click here.

Return to Homepage - To go back to the ParishE-File.revenue.la.gov homepage, please click here.

7. The system emails a default password to the email address you provided in your
Contact Information.

Logging In

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

User Name

Password

Page 9 of 74



2. Click Log In. The Login Secret Question and Answer page appears.

Home Lookup Support

Set Your Login Secret Question and Answer
If you forget password or must reset an expired password, you vill be asked the questicr\_l:elc\a-and provide the answer, The answer

should be something that you vill sluays be sble to answer. Here are a few suggestions for questions:

® What is your city of birth?
® What is your pet's name?
.

Secret \What is the capital of Louisiana?
Question:

Secret Answer: |Baton Rouge (20 Characters Max)

Enter Current Default Password:

Choose = New Password: (sssssssss

Confirm your New Password: |sssssssse

3. In the Secret Question and Secret Answer fields, type a secret question and its
answer. Choose a secret question whose answer only you will know. If you forget
your password or reset an expired password, you will be required to answer this
secret question.

4. In the Current Default Password field, type the default password you used to log
in.

5. In the New Password field, type a new password. In the Confirm New Password
tield, 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.

Entering Company Information

V¥ To enter company information:
1. In the Company Information fields, type your company information. Type the
name of the Company as it appears on your current tax returns.
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Home Lookup Support
Company Information

To make changes to your account information, edit the appropriate field below, and click 'Save'.

™ (Enter the name of your company == it
Company: |RANware =ppears on your tax returns.)

Phone: (Ex: 123-456-7850)
Fax: (Ex: 123-456-7850)
Email:

Mailing Address

Line 1: |

Line 2: |

city: |

State: | Louisiana V

zip: |

Country: | USA N

2. If you do not need to apply for a Tax ID for the company location or other
business locations, leave the bottom form blank. Click Save. The Business
Location Information page appears. See Entering Business Location
Information.

3. If you need to apply for a Tax ID for the company location or other business
locations, complete the bottom form.

Please complete these additional required fields if you need to apply for & Tax ID through this system. Fields marked vith & * are
required.

Type of Orginization

@ 1ndividuzl O partnership O corporation Quc
OLLP OGc':Ernmer\tal O[‘Icn-Pr:fit Octher

Solo Owner/ First Owner

Name: | . Title:
Address: | - City: | = State: * Zip:
Phane: | S5N:

Agent for Service of Process ( Name/Address/Phone)

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

5. Click Save. The Business Location Information page appears.

Entering Business Location Information

V¥ To enter business location information:
1. Enter information for one business location at a time.
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Business Location Information

Choose Location:

To Add a MEW BUSINESS LOCATION click below

To make changes to your account infermation, edit the appropriate field below, and click 'Save'.
Import ID:
All Fields excapt Address Line 2's are required
[ cooy Relevant Informant from User Brofile
Location Entar the name for this Lecation [this

Name: o o All RetoreT WILL 2ppear on tax returns).,

Phone: (Ex: 123-456-7830)
Fax: (Ex: 123-456-7830)
Email:
StateTox [Japplied For

Business Location Address

Line 1:

Line 2:

City: ‘

State: | Louisiana b

21 |

Country: | LISA A

Mailing Address

[] szme 2= Location Address [ | Szme 2= User Address [ ] Same 2= Company Address

Line 1:

Line 2:

City: ‘

State: | Louisiana B

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

If you do not need to apply for a Tax ID 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.

If you need to apply for a Tax ID for this business location, click the circle marked
Yes.

Do you need to apply for @ Tax 1D for this location? If so there is additional

information that is needed. O @

By clicking Yes. you are authorizing this system to send an application to the No Yes
specified Authorities.

Check the boxes next to the types of returns you will be filing. You will receive a Tax
ID for each return you select.
Type in the fields as instructed on the form.

[ sales Tax [ Hotal Tax

[]cadde- shreveport Sales

Tax [ calcasieu [Jcaldwell Sales Tax

atahoula Sales Tax oncordia Sales Tax ast Carroll Sales Tax
[Jcatahoula Sales T Oc dia Sales T [JEast Carroll Sales T.
[JEast Feliciana Parish [JFranklin Sales Tax [Louisiana Dept of Revenue
[IRapides Sales Tax [JTensas sales Tax
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1. Reason For Applving
Ol‘ Started Mew Business

O 8. Purchased Ongoing
Business

O c. 0pen Additional Location
O, Merger
OE. change of Name

O F. Other

F

Federal Identification Humber

[ applied For

m

. NAICS (Horth American Industry Classification System) Code
{ 1f unknovm pleass leave blank)

€. How many locations in this parish?

A. First Date Sales vwill be made from this location:
E. Date business first started operations:
4. Mature of Business
O retail Sales O repair service (O Retsil Service O wholessle

O Manufacturing/Fabricating (O Contractor Q other

Describe your business:

5. fsguested resorting 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 a 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 anticipate vour taxable transactions to occur?

Ceerish wide
D State Wide
D other

8. Click Save. The Business Location Information page appears, and an Import ID
has been assigned to the location
9. To add another business location, click the Add button.

Setting Up Returns

V¥ To set up returns without an assigned Tax ID:
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 Setup

Before you can file a return, please must select the RETURN then enter the Authority Account ID 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.

Set up a new return

Select State: Return: Select Type:

Louisiana + [Select return] + || Sales Tax -

Select Location: Authority Account No. : Filing Status:

Big Building v Monthly b DD'R R

Update Return Information

The returns below have already been set up. Click 'Edit’ to update filing status or account number.

Big
Parish Sales and Use Tax Yellow Applied For Monthly Edit Delete
Building
Big
Sales and Use Tax Yellow Applied For Monthly Edit Delete
Building

3. If you applied for a Tax ID, 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
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numbet.

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

V¥ To set up returns with an assigned Tax ID:

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.
Home | File Return My Returns Account Center . Lookup | Support
Signed in as Test | L0G OFF |
Return Setup

Before you can file a return, please must select the RETURM then enter the Authority Account 1D 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,

Set up a new return

Select State: Return:

Louisiana ¥ [Selectreturn] 4
Select Location; Authority Account Mo. @ Filing Status:
Main Location v kanthly v

L

Select a State, Return, Location, and Filing Status from the drop-down menus.
4. In the Authority Account No. field, type the assigned Tax ID number for the

Location.
5. Click Add Return. The return appears in the table.
Home | File Return My Returns Account Center . Lookup | Support
signed in as Test [ L0G OFF |
Return Setup

Before you can file a return, please must select the RETURM then enter the Authority Account ID 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,

Set up a new return

Select State:

Return:
Louisiana ¥

Sales and Use Tax
Select Location:

Authority Account Mo, :
Other Location %

Filing Status:
bdarithly v

Update Return Information

The returns below have already been set up. Click 'Edit* to update filing status or account number.
Sales and Use Tax

Main Location |&7654321 Monthly Edit
Parish Sales Tax

Delete
Other Location | 12345678

Monthly Edit Delete

6. Repeat the same steps to add additional returns.
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Chapter 4
Managing Return Setup

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.

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

Signed in as Test
Return Setup

eefore you can file a return, please must select the RETURM then enter the Authority Account 1D 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.

Set up a new return

Select State: Return:

Louisiana ¥ Sales and Use Tax b
Select Location; Authority Account Mo. @ Filing Status:

Other Location v kanthly v DR R

Update Return Information

The returns below have already been set up. Click 'Edit’ to update filing status or account number.

Sales and Use Tax

Delete
Delete

Main Location |87654321 Monthly Edit

Parish Sales Tax Other Location | 12345678 Maonthly Edit

4. In the Account No. field, edit the Tax ID.
In the Filing Status field, select a Filing Status from the drop-down menu.

Return Setup

Before you can file a return, please must select the RETURNM then enter the Authority Account ID and Filing Status
provided by the State or Local Taxing Authority. This only needs to he done onee for each return you wish to file.

Set up a new return

Seleck State: Return: Select Type:

Louisiana v [Select return] v || Bales Tax v
Select Location; Authority Account Mo, ; Filing Status;

Main Location hd tonthly “ IR A

Update Return Information

Click ‘Update’ to save changes or ‘Cancel” to undo any changes.
Rewm S catonlaccount o, Fiingstatus ||

. Main
Parish Sales Tax - 1234566 Monthly w || Update Cancel |Delete

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.
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Home | File Return My Returns Account Center Lookup | Suppert |
Signed in as Test [ LoG oFF |
Return Setup

Before you can file a return, please must select the RETURM then enter the Authority Account ID 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,

Set up a new return

Select State: Return:
‘ Louisiana V‘ | Sales and Use Tax V|

Select Location: Autharity Accaunt Mo, Filing Status:
| Other Location v | | hanthly v [ADD*RETURN]

Update Return Information
The returns below have already been set up. Click 'Edit’ to update filing status or account number.

Location Account No. Filing Status
Sales and Use Tax Main Location |&7654321 Monthly Edit Delete
Farish Sales Tax Other Location | 12345675 Monthly Edit Delete

Click Delete in the row of the return.

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

Windows Internet Explorer

\?/ Al Information for this return wil be deleted, Are you sure you want to delete this returm from RETURN SETUP?,

To delete the return, click OK.
To cancel deletion, click Cancel.
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Chapter 5
Managing Payment Accounts

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.

Signed inas  Tester
Payment Accounts

View or update saved checking or credit card accounts your have previously set up
below.

You have not set up any payment accounts.

Rh NEW PAYMEN ouUN

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

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

You 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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Signedin as  Tester
New Payment Account

Enter your account information below.

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

Make this my default payment account.

John D iy

133 vainSesal dfam 1234 |

I GLOBEONE, LS G87Ea 4321 |

: O |

z I Sree 5 |

account type: | Checking « I oo |

| o |

Account number: Il R Devias 6780 |

| |
12000000000% 0000000000 1234 !

Routing number:

Bank Name:

| 20000000001 0000000000

What type of account is this? (&) gusiness (O Individual Routing No. —/ Account No.
T i e £ s e e s e Dt e
symbols.

Business Name: |[RAMware

= "
Address (Line 13:|[7117 Florida Bivd The account number pracedes the

position can vary from bank to bank.

symbol. Its length and

Address (Line 2): If you have Debit Protection on your checking sccount
LookUp section and find the Origination ID's
s you intend to file. These numbers need to be

city: |Baton Rouge

state: | Louisiana v To setup an ACH Credit account you must contact the Tax
Authority and receive a password that authorizes you to use
. this payment method.
Zip: 70806 s

Q:'I‘!‘I? G'E\I 'I!’ gb

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.

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

e w

e

Setting up Payment Accounts from Savings

¥ 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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Signedinas  Tester LOG OFF

Payment Accounts

View or update saved checking or credit card accounts your have previously set up
below.

You have not set up any payment accounts.

NEW PAYMENT ACCOUN

| Click here to enter a new bank account or to
! enable ACH Credit payments.

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

You 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
New Payment Account

Enter your account information below.

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

Make this my default payment account.

| 0 " [

| in & o ] I
REL A S

|: s |

| e $ |

I,
|
| |' 15000000000 00CO000000DIM 1234

Account number: | | | 255 Wsin Simel

T — i

Account type: ! Savings v | Detars i
|

|

Routing number: |

Bank Name:l | i
I! 12000000000 1 OOOOOOOOOOIIII

What type of account is this? (3 Business () Individual Rauting Na. Account No.

The routing number is the nine-digit number between the
symbolz.

Business Name: !RAMWare
Address (Line 1): i_” 17 Florida Bivd

The account number precedes the ' symbol. Its length and

position can vary from bank to bank.

please go to the LookUp section and find the Origination ID's
for the parishes you intend to file. These numbers need to be
given to your bank

Address (Line 2): | Suite306 | 1F you have Debit Protection an your checking account,

City: ;Baton Rouge

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

Z

p: 70806 |

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.

Type your bank account information in the fields.

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

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

SN
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10. 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.

Signed inas  Tester
Payment Accounts

View or update saved checking or credit card accounts your have previously set up
below.

You have not set up any payment accounts.

NEWPATMEN ouUN

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

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

You are approved for ACH
Credit for the following
returns:

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.

Signed in as  Tester [ LOG OFF |
New Payment Account
Enter your account information below.

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

Make this my default payment account.

Account type: ACH Credit +

Tax Authority to Credit: Parish Sales and Use Tax +

ACH Credit Agreement/Instructions

I understand that ACH Credit payments are only available to those taxpayers who
likewise file the corresponding report through ParishE-File.com unless otherwise
authorized by the Local Taxing Authority. Also, I agree to transfer the total
amount of funds due directly to each Local Taxing Authority’s bank on the
specified “file date”.

If funds are transferred after the “due date”, this will cause additional penalties
and interest to become due and may also result in the revocation of ACH Credit
privileges.

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

Editing Payment Accounts - Checking and Savings

V¥ 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.
Home File Return My Returns Account Center Lookup Support
Signed in as Test

Payment Accounts
Wiew or update saved checking or credit card accounts wour have previously set up below,

Found 1 saved payment account,

Checking (FFHHF678O) (Detaul dcceunt)
Account Type: Checking
Account Number: *#%*%5785

Import ID; 40 i Click here ta enter a new bank account or to enable

| EDIT_ R DELETE Ty ACH Credit payments.

: (Your information is protected by 128-bit S5L
1 encryption to prevent third parties from obtaining your
H credit card or bank account information.

You are appraved for ACH Credit for the
Following returns:

Parish Sales Tax 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.

4. Click the Edit button in the box of the payment account. The View/Update
Payment Information page appears.
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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 s gigmﬁﬂ:t Checking ("**"6789) | (Ex: "My Chacking Account”)
[[IMake this my default payment account.

Account type: | Checking v | | dehnDoe oy 1234 .
| S S5 aRT 421 |
Account number: 6789 | ra |
R 5 |
Routing number: | ootas |
| awysanx i
|| Sk G
Bank Name: |Chase ||| Zuewn. usnseseme |

For

000000005 0000000000H3238

Whottype of accmirpﬁslg (& Business C Individual

Business Name: |Main Location | = 000000000 Iz 0000000000N
Add Line 1): e Rauting Ma. — Account No. —
ress (Line 1):|7117 Florida Bivd The routing number is the nine-digit number between
Address (Line 2): the " symbols.
. The account number precedes the " symbol. Its
City: |Baton Rouge length and position can vary from bank to bank.
State: | Louisiana v If you have Debit Protection on your checking
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.

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

Payment Accounts

Wiew or update saved chacking or credit card accounts your have previously set up below,

Found 1 saved payment account,

Checking (*****&F8Y) (Datavt iecoun) | 1 NTER B NEW PAYMEN ouN
Account Type: Chacking i
Account Number: ##¥kdc7ga H

Irmport ID: 40  Click here ta enter a new bank account or to enable

[ EOTTRDFIETE I ACH Cradit payments.

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

You are approved for ACH Credit for the
following returns:

Parish Sales Tan 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.

4. 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.
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Home File Return My Returns Account Center | Leokup | Support

Signed in as Test [ LOG OFF |
Are you sure you want to delete this payment account?
Rermoving this account will not sffect payments slready made with this account.
Mame: Checking (*****6789)
Type: Checking
Account Number: #**++5789
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.

Home | File Return | My Returns | Account Center Lookup Support
Sighed in as Test

Payment Accounts
Wiew or update saved checking or credit card accounts wour have previously set up below,

Found 1 saved payment account,

Checking (FFHHF678O) (Detaul dcceunt)
Account Type: Checking
Account Number: *#%*%5785

Import ID; 40 i Click here ta enter a new bank account or to enable

| EDIT_ R DELETE Ty ACH Credit payments.

: (Your information is protected by 128-bit S5L
1 encryption to prevent third parties from obtaining your
H credit card or bank account information.

You are appraved for ACH Credit for the
Following returns:

Parish Sales Tax 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.
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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.

¥ To make a payment with a saved payment account:
1. The Payment Information page appears.

Signed in as Test [ LOG OFF |

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. | Checking ("***"6789] +

Type: Checking Billing Address: Main Location
Account Number: **=***6789 7117 Florida Blwd

. Bat: R LA 70806
Routing Number: aten Rougs,

-’;z;!g' :9 ‘gﬁ'\ i‘g’ gb -’\I Iﬁb

2. Click the circle marked Use my Saved Bank Account Information.

3. Select a saved account from the drop-down menu. The account information and
billing address appear.

4. If the information is correct, click Next to make a payment. The Summary page
appears. See Step 7.

5. If the information is incorrect, click the Edit this Payment Account button. The
View/Update Payment Information page appears.
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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 this payment = Jr—
M Checking ( 6789)

3o (Ex: "My Checking Account™)

[IMake this my default payment account.

0000 % 0000000000 1234

What type of account is

thisz @ Business O Individual

Main Location
7117 Florida Bivd

Business Name: I : 00000000012 0000000000N

Routing Mo. Account No.

Address (Line 1): 5 3 e
( ) The routing number is the nine-digit number between

Address (Line 2):

the " symbols.
The account number precedes the I symbol. Its

Account type: | Checking + uséﬂ‘riﬁﬁ‘ém‘ 22 gy 1234 |
- 1 " |
Account number: 6789 [ Dot |
| o P —
Routing number: i Dolars |
| galmany i

Bank Name: | A, US 12365 £709

City: |Baton Rouge length and position can vary from bank to bank.
State: | Louisiana v| I you have Debit Protection on your checking
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.

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

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

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 54.41

If the information above is correct, click FILE
e v 15U SR sy RETURN to transmit your return and payment to the
taxing authority.

Company Information Return Information Payment Information

MName: Account Number: 1112223 | AccountType: Checking
Company: Another Location - Hotel | Filing Period: July 2008 | Account: *EEEEGTHI
Phone: 235-215-0100 Filing Status: Monthly Routing Numer:

Fax: Billing Address: Mzin Location

7117 Florida Blvd

Mailing Address: Baton Rouge, LA 70806

7117 Florida Blvd.
Suite206

Baton Rouge, LA 70806

7799 Georgia Lane
Baton Rouge, LA 70806

Location Address:

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

[BACK” ) CANCEL ]

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

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

e
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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
T
Company: Ancther Location - =x Account: FEEEEETEG
Hotel Account 1112223 Routing
Number: e
Phone: 225-215-0100 = . i :
Fa: Filing Period: July 2002 Billing Mzin Location
ax File Date: 08/03/2008 Address: 7117 Florida Blvd
Mailing Address: 7117 Florida Elvd. Time Submitted: 05/03/2008 08:41 PM Baton Rouge, LA
Suite306 Filing Status:  Monthh 70808
Baton Rouge, LA ting Status: onthly
70808
Location 7799 Georgia Lane
Address: Baton Rouge, LA
70808

Making Payments without Saved Payment Accounts

¥ To make a payment without a saved payment account:
1. The Payment Information page appears.

@ Enter new account information. Remember my account information o I don't have to enter it again.

John Dos
175 wiain Soal
EOEEOME, US SR 4221

Account type: Checking hd Tk,
Account number: ANYBANK
L 55 Wi Sl
Hghom, US 12385 5789

Fur

e i e

Routing number: |

00000001 0000000000 1234

What type of account is this? & Business (O Individual

Business Name: [Main Location ' ' 1200000000012 0000000000N

Addrese (Line 1): 7117 Florida Bivd Routing Na. — Account No.
2 The routing number is the nine-digit number between the
Address (Line 2):

" symbols.
"
City: The account number precedes the symbol. Its length
ity: |Baton Rouge and position can vary from bank to bank.
state: | Louisiana B Please do not use the routing number from a deposit
T slip.
zip: [70806

If you have Debit Protection on your checking account,
the LookUp section and find the Origin ID's for
intend to file. These numbers need to be

2. Click the circle marked Enter New Account Information.

3. Click the checkbox to Remember my Account Information if you wish to save
this account information.

4. Select Checking or Savings from the drop-down menu.

Type your bank account information in the fields.

6. Click the circle next to Business or Individual to define the type of account.
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7. In the Billing Address fields, keep the information that is automatically filled in or
type in the fields.
8. Click Next to make a payment. The Summary page appears.

Signed in as Test | LOG 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 54.41

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

Company Information Return Information Payment Information
Name: Account Number: 1112223 Account Type: Checking
Company: Another Location - Hotel | Filing Period: July 2008 | Account: FEEFFETE9
Phone: 225-215-0100 Filing Status: Monthly Routing Numer:

Billing Address: Mzin Location

7117 Florida Blvd
Mailing Address: 7117 Florida Blvd. Baton Rouge, LA 70806
Suite306
Baton Rouge, LA 70806

Location Address: 7733 Georgia Lane
Baton Rouge. LA 70806

Fax:

BAC AN Click Back if you need to make changes to your return or
HalK Cedafoe payment information.

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

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.

**% yYour 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: Ancther Location - Tex Account: #**+2g789
Hotel Account 1112223 e
Number: ——
Phone: 225-215-0100 - -
Filing Period:  July 2008 Billing R —
Fax: File Date: 08/03/2008 Address: 7117 Florida Blvd
Mailing Address: 7117 Florida Blvd. Time Submitted: 08/03/2008 08:41 BM Baton Rouge, LA
Suite306 - 70806
Baton Rougs, LA Filing Status:  Monthly
70806
Location 77939 Georgia Lane
Address: Baton Rouge, LA
70806
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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.

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. ACHCREDIT M

Type: ACHCREDIT

":m' & @‘i\l I‘g’ gb - '\E'

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
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
| Convenience Fee
. Total

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

Company Information

Name:

Return Information

Account Number: 1112223
Company: Ancther Location - Hotel | Filing Period: July 2008
Phone: 225-215-0100 Filing Status: Menthly
Fax:

Payment Information
Account Type: ACHCREDIT

Mailing Address: 7117 Flarida Blvd.
Suita206
Bston Rouge, LA 70206
Location Address: 779% Georgia Lane
Baton Rouge, LA 70806

BAC AN C Click Back if you need to make changes to your return or
iy @ulddy payment information.

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

To file your return, 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.

o
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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 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

Name:
Company: Another Location - Hotel
Phone: 225-215-0100

Fax:

7117 Florida Bhd.
Suite306

Mailing Address:

Return Information

Payment Information

Return Filed: Parish Sales Tax | Account Type: ACHCREDIT
Account Number: 1112223

Filing Period: July 2008

File Date: 08/03/2008

Time Submitted: 08/02/2008 08:47 PM

Filing Status: Manthly

Baton Rouge, LA 70806

7739 Georgia Lane
Baton Rouge, LA 70806

Location Address:

8.

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

Retrieving Parish Bank Information

V¥ To retrieve parish bank information:
1. Click Lookup on the menu bar.

=

Signed in as Test

Returns Zip Code Search:

Search:

o) [Resel]

or

Print | [Print All Rates|

g [

Contact Information:

City Search:

Name: Phone 1:

Agency: Phone 2:

Address:

Fax:

Contact:

Email:

Website:

Rate Information:

Filing
Period:
=

v

Select a Return or City from the drop-down menus.

Or, type a Zip Code in the field. Click Go.

Contact information for the return, city, or zip code appears. Use this information to
contact the parish and retrieve bank information.

Use the parish’s bank information to make ACH Credit payments.

L
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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.

g:::::s Parish Sales Tax v i picodelSennshi: ﬂ
or

City Search: v [ Print_ | [Print All Rates]

Contact Information:

Name: Parish :!*none

‘Agency: Parish Sales and Use Tax Departme ;!wne

|Address: Fax:

|Contact:

|Emai|:

|Website:

*** Provide this number

IODri-gination 4726001132 Iéo I;/_cizur bfnl;_ if you have
: ebit protection or

filtering on withdrawls.

2. Select a Return or City from the drop-down menus.
3. Or, type a Zip Code in the field. Click Go.
4. The Origination ID appears in the Contact Information table.

Note: The Origination ID must have ten characters. If the Origination ID in the Contact
Information table shows only nine characters, the ID is actually a space followed by the nine
characters shown. The table below illustrates this:

OID5555555 (ten characters) OID5555555 (ten characters)
OID555555 (nine characters) “space”’OID555555 (ten characters)
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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.

Signed in as Test [ L0G OFF |

File Return
Seledt the filing period and the name of the return that vou would like to file, then dick Mext to continue.

1. Select state.

Louisiana %

2. Select Return Type.

Sales Tax ~

3. Select Filing Period.

v

4, Select Return

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

5. Select Location

[Select a Location] v

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

Home File Return My Returns Account Center Lookup Support

Signed in as Test | L0G OFF |

Parish Sales and Use Tax (Other Location)

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

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

GEHldEy € CE

5. 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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July, 2008

20 21 22 23 24 25 26
27 28 2% 30 31

Su Mo Tu We Th Fr Sa 5Su

< Tuesday, July 15, 2008

)

August, 2008

8 ¢ B

15 16 17 15 19 10 11 12

6 7

Mo Tu We Th Fr 5a

1z
g 9

13 14

Follow normal filing procedures.

1. Gross sales of tangible personal property, leases, and services

ALLOWABLE DEDUCTIONS

Z. Sales for resale or further processing (Resale certificate on file)

3, Cash discounts, sales returns & allowances

' to repairs)

Sales delivered or shipped outside this jurisdiction {does not apply

5. Sales of gasoline and motor fuels

' subdivisions and agencies

Sales to the U.S. government, the state of Louisiana, its political

7. Sales of food paid for with USDA food stamps or WIC vouchers

OTHER DEDUCTIONS AUTHORIZED BY LAW (EXPLAIN BRIEFLY)

&, Explain:

9. Explain:

10. Explain:

11. Total allowable deductions (Line # through Line 107

1Z. 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-5.000% B-5.000% C-4500% D -4500% E-5.000%
School Board School Board School Board School Board School Board
$0.00 $0.00 $0.00 $0.00 $0.00
F-4.000% G-4.000% H-3.500% |-3.000%

School Board School Board School Board District #3
$0.00 $0.00 $0.00 $0.00

If Line 24 is used please enter the Debit/Cradit Memo ID @ |

| 1ecue Date (mm /dd fyyyy):

26. TOTAL REMITTED (TOTAL OF LINE 25 All Columuns)

—

CANCEL NEXT Click MEXT to proceed to the next screen,

Or
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Signed in as ramwaretest [ LoG oFF |

Parish Hotel-Motel Tax Report (Ramware)

Filing Period: Aug 2008  Filing Status: Monthly

Due Date: %/22/200% File Date: | §/12/2008 +

## Raturn will not be filed and payrnent will not be processed until the file date specified aboue, **

Mo errars were found. The total amount due for this return is

Click CONTIMUE to proceed to the next screen,

1. Gross Rentals

2. Less Allowable Deductions

4. Consecutive roomn rentals for 30 days or more o.oo

B. Rooms rented for less than $3 per day 0.00

. Rooms rented an annual contract basis 0.00

. Explain: 0.00

Tatal Deductions

3. Armount Taxable 0.00)
Rate T

4 Total Amount of Tax Due (oo oo colort a tax rate.. v ! ‘ 00

5. Specific Penalty - 5% of Tax for each 30 days or fraction thereof of delinquency 0.00

&, Interest - 1% per month, beginning 60 days from due date 0.00

7. Total Tax, Penalty & Interest - Remittance Attached 0.00

[CANCELJNEXTH Click NEXT to proceed to the next screen.

Please indicate any changes below:
Mailing address ‘
change:

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. Select File Return from the drop-down menu.

Signed in as Test [ LOG OFF |
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 state.

Louisiana %

2. Select Return Type.

3. Select Filing Period.

I

4, Select Return

| [Select return] A | Return not listed? tlick here to add the return.

5. Select Location

| [Select a Location] v |

LUNEXTZ R CANCEL
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S

Select the State, Return Type, 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: |7/22/2008 +
** Return will not be filed and payment will not be processed until 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 to search for your NAICS
NAICS Code: L

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.

Click Next.

Continue following the on-screen instructions to file and pay your return. See
Making Payments.
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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,
® Line 24 (Credit Memo) must be blank on the amended return.

A taxpayer must meet two requirements before filing an amended state return:
® The original return must have been filed on ParishE-File.com,
® 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.

Signed in as Test [ LoG OFF |
File Return

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

1. Select state.

Louisiana ¥

2. Select Return Type.

Sales Tax hd

3. Select Filing Period.

v

4. Select Return

[Select return] % |  Return notlisted? click here to add the return.

5. Select Location

[Select a Location] hd

-’\I%i (g' .E\I l’g’ gb

3. Select the State, Return Type, 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 ¥es if you wish to Amend this return, |

5. To continue filing the amended return, click Yes.
Make amendments to the return and follow normal filing procedures.
7. To cancel filing the amended return, click No.

o

Page 35 of 74



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.

Signed in as Test

File Return
1. Select state.
Louisiana |

2. Select Return Type.

Sales Tax ~

3. Select Filing Period.

v

4, Select Return

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

5. Select Location

[Select a Location] v

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

3. Select the State, Return Type, Filing Period, Return, and Location from the

drop-down menus.

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

Home | File Return | My Returns | Account Center

Signed in as Test

specified above, **

Using the specified file data, this return will be delinquant by 28 days.
Penalties and interest will be added to the total amount dus,

Lookup

Parish Sales and Use Tax Return {(Main Location)

Filing Period: Jun 2008 Due Date: //21/2008
Filing Status: Monthly File Date: [7/26/2008

Support

i

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

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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Signed in as Test [ LoG OFF |
File Return

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

1. Select state.

Louisiana ¥

2. Select Return Type.

Sales Tax hd

3. Select Filing Period.

v

4. Select Return

[Select return] % |  Return notlisted? click here to add the return.

5. Select Location

[Select a Location] hd

.—\lﬁi G.E\I l’g’ gb

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

4. Click Next. The return appears.

Follow normal filing procedures. If the system calculates a negative amount a

warning message will appear.

o1

|ThE Amount Due for this return is negative. This vill generate a claim for refund. Do you wish to procede? |

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.

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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Signed in as Test [ LoG OFF |
File Return

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

1. Select state.

Louisiana ¥

2. Select Return Type.

Sales Tax hd

3. Select Filing Period.

v

4. Select Return

[Select return] % |  Return notlisted? click here to add the return.

5. Select Location

[Select a Location] hd

-—\lﬁi G.E\I l’g’ gb

3. Select the State, Return Type, 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: |7/22/2008 +
** Return will not be filed and payment will not be processed until 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 to search for your NAICS
NAICS Code: L

Federal Employer ID:
Owner First Name:
Owner Last Name:

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

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

7. Pollow normal filing procedures.
8. At the bottom of the return, click the checkbox marked Final Return.

Final Return? D Enter date business sold/terminated:
If business is sold, & new owner should complete a new application for 8 new account number. Furnish new owner's name.
New Cvmner:

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

MNew mailing address D
New location address I:l

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

Each return listed in the table will have a status.

Status Descriptions:

tax authority

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

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:

authority

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

VIEW - To teview and/ot print a return that has been filed and processed by the tax authotity

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

Return Center

Filing Period: JUlY 2008 -

07/28/2008 Sales and

Status:

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

Show All v Sales Tax v

Type:

02137115 pm | 7/28/2008( o Main Location £0.00| Original Progress

07/15/2008 Parish VTEW

Ttz 7/15/2008 et Other Location £495.00| Original Received L VIEW™]

07/28/2008 Parish I T e
128 . L CONTINUE g )

R et B 7/28/2008 | 1l Tas Other Location $0.00 | Amended Preares L DELETE

08/03/2008 | .ooo0e e |(ErEdiss $4.41| Original| Filed L ONFILE L VIEW

08:42:41 PM Sales Tax Location - Hotel

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.

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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Continuing a Saved Return

V¥ To continue a saved return:

1.
2.
3.

4.

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 continue filing. Only returns with a status of In
Progress can be continued.

Home | File Return My Returns | Account Center | Lookup Support
Signed in as Test LOG OFF
Return Center
Please selact a filing period below to view all of your returns for that period,

Filing Period:| July 2008 ¥ | Status: | Show All ¥ | Type: | Sales Tax
mm
07/28/2008 Sales and
Caiamiin Em | TrEEAROOE| o) Main Lacation $0.00| Original pmgress —

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.
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 un-file. Only returns with a status of Filed can be
un-filed.

Home | File Return | My Returns | Account Center | Lookup | Support |
Signed in as Test LOG OFF
Return Center
Please select a filing periad below to view all of your returns for that periad,

Filing Period:| July 2008 ¥ | Status: | Show All ¥ | Type: | Sales Tax v
[ Lavtviodhied | Dstaried  Name | iocaton | Amountbue  Amended status| _ncuon |
Da/15/2008 | 7152008 parish Sales Tax |Gther Location $495.00| oniginal| Filed | QLR QLG

Click Un-File in the row of the return. A confirmation message appears.

Home | File Return | My Returns | Account Center | Lookup Support 1
Signed in as Test

Confirm Unfile Return

Are you sure you want to unfile this return?

Your confirmation number will be removed and yvou will have to refile this return to
receive a new confirmation number.

Parish Sales Tax - luly 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.
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Viewing a Filed Return

V¥ To view a filed 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 view. Only returns with a status of Filed or
Received can be viewed as a PDF copy.

Home | File Return | My Returns | Account Center |- Lookup | Support |
Signed in as Test

Return Center

Please select a filing period below to view all of your returns for that peried,

Filing Period:| July 2008 | Status: | Show All | Type: | Sales Tax v
07/15/2008 q " - A =
01:37:13 PM 7i15/z008 Patish Sales Tax Other Location $495,00 Original | Received | (Qgi39

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.

Home | File Return | My Returns | Account Center |- Lookup | Support |
Signed in as Test

Return Center

Please select a filing period below to view all of your returns for that peried,

Filing Period:| July 2008 | Status: | Show All | Type: | Sales Tax v
07/15/2008 q " - A =
01:37:13 PM 7i15/z008 Patish Sales Tax Other Location $495,00 Original | Received | (Qgi39

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

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.
2.

Place your mouse-pointer over My Returns on the menu bar.
Select Return Center from the drop-down menu. The Return Center page appears.
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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 [ L0G oFF |
Return Center
Plesse select a filing period below to view all of your returns for that periad,

Filing Deriod:| Juby 2008 b | Status: | Shiow All b | Type:| Sales Tax hd |

Last Modified | Date Filed Location Amount | Amended

07/28/2008 Sales and ) ) ) In L CUNTINUE]

D3i37:18 F1 7/28/2008 |, . Main Location 40,00 Original oo —

4.

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

Home | File Return My Returns | Account Center I Lookup = Support |
Signed in as Test
Delete Return

Are you sure you want to parmanently 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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Chapter 9
Managing Business Locations

Adding Business Locations

V¥ To add 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.

Home | File Return | Mv Returns | Account Center | LOOKUP | Suppor‘t
Signed in as Test

Business Location Information
Choose Location: | <Please Choose alocations v

To Add a MEW BUSINESS LOCATION click below

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

Business Location Information

Choose Location:

To Add a MEW BUSINESS LOCATION click below

To make changes to your account information, edit the appropriate field below, and click 'Save'.

Import [D:

All Fields except Address Line 2's are required

[ cony Relevant Tnformant from User Profile

Location Enter the names for this Locstion (this
Name: e ers On All Retume® WILL appear on tax returns).
Phona: (Ex: 123-456-7850)

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

State Tax
D O 2pplied For

Business Location Address

Line 1: ‘

Line 2: ‘

City: |

State: | Louisiana b

Zip: ‘

Country: |LISA ~

Mailing Address

[0 same as Location Address []Same as User Address  [] Same as Company Address

Line 1: |

Line 2: |

City: \

State: | Louisiana b

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.
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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 a Tax ID 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 a Tax ID for this business location, click the circle marked
Yes.

Do you need to apply for a Tax ID for this location? If so there is additicnal

information that is needed. (@) ®

By clicking Yes, you are authorizing this system to send an application to the Ma Yes
spacified Authorities.

9. Check the boxes next to the types of returns you will be filing. You will receive a Tax
ID for each return you select.

10. Type information in the fields as instructed on the form.

[ sales Tax [T Hotel Tax

[]caddo- Shreveport Sales
Tax

[Jcatahoula sales Tax [ concordia Sales Tax [JEeast carroll sales Tax
[JEeast Feliciana Parish [CIFranklin sales Tax [Louisiana Dept of Revenue

[calcasieu [Jcaldwell Sales Tax

[Irapides Sales Tax [JTensas Sales Tax

1. Reason For Applving

O A, Started Mew Business

() E. Purchazed Ongoing
Eusiness

() c. Open Additionzl Lacation
0. Merger
(JE. Change of Hame

O F. Other

4. Federal Identification Number
[ apslied For

B. NAICS (Nerth Amarican Industry Classificstion Systsm) Cods

{ If unknovn please leave blank)
€. How many lacatians in this parish?
R
A. First Date Sales vill be made from this location:
E. Date business first started operations:
4. Naturs of Business
() Retail Szles O repair service (O Retail Service () Wholezale

() Manufacturing/Fabricating () Cantractar ) Other

Describe your business:

5. Requested reporting status

O monthly O quarterly O semi-annually O annual O Gcassional/Trregular

Reporting frequency and filing status will be determined by the Administrator according
to parish policy. Businesses with a location within a parish will automatically be
registered to file on a monthly 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 anticizte vour taxsble transactions to eccur?

[ Parish wide
[ state wide
[ other

11. Click Save. The Business Location Information page appears, and an Import ID
has been assigned to the location.
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Applying for a Tax ID at an Existing Location

V¥ Before applying for a Tax ID at an existing location:
1. Confirm that your Company 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 Company Information in the right drop-down menu.
In 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.

AN eI

V¥V To apply for a Tax ID 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.

Home | File Return | Mv Returns | Account Center | LOOKUP Suppor‘t
Signed in as Test

Business Location Information
Choose Location: | <Please Choose alocations v

To Add a MEW BUSINESS LOCATION click below

‘:’1:“? G.E\I Ig gb

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 a Tax ID for this location? If so there is additicnal

information that is needed. (@) ®

By clicking Yes, you are authorizing this system to send an application to the Ma Yes
spacified Authorities.

5. Check the boxes next to the types of returns you will be filing. You will receive a Tax
ID for each return you select.
6. Type information in the fields as instructed on the form.

[ sales Tax [T Hotel Tax

[]caddo- Shreveport Sales

o [calcasieu [Jcaldwell Sales Tax
[Jcatahoula sales Tax [ concordia Sales Tax [JEeast carroll sales Tax
[JEeast Feliciana Parish [CIFranklin sales Tax [Louisiana Dept of Revenue
[Irapides Sales Tax [ITensas Sales Tax
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7.

1. Reason For Applving
Ol‘ Started Mew Business

O 8. Purchased Ongoing
Business

O c. 0pen Additional Location
O, Merger
OE. change of Name

O F. Other

Federal Identification Humber

[ applied For

F

E. NAICS (North American Industry Classification Systzm) Code
{ 1f unknovm pleass leave blank)

€. How many locations in this parish?

A. First Date Sales vill be made from this location:
E. Date business first started operations:

4. Nature of Business

O retail 52le

Q repair service O Retail sarvice O Wholesale
O Manufacturing/Fabricating (O Contractor Q other

Describe your business:

5. fsguested resorting 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 a 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 anticipste vour taxsble transactions to ocour?

Oearish wids

[ state wide

D other

Click Save.

Applying for a Tax ID at a New Location

V¥ Before applying for a Tax ID at a new location:

1.

ANl eI

Confirm that your Company 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 Company Information in the right drop-down menu.

In 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.

Click Save. A success message appears.

V¥ To apply for a Tax ID at a new location:

1.
2.

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.
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Home | File Return My Returns Account Center Lookup

Signed in as Test
Business Location Information
choose Location: | €Please Choose aLocation? (¥

To Add a MEW BUSIMESS LOCATION click below

Support

.n,:\i? @.E\I I'g' gb

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

Business Location Information

Choose Location:

To Add a MEW BUSINESS LOCATION click below

Tmport ID:
All Fields excapt Address Line 2's are required
[ cooy Relevant Informant from User Brofile

Location
Namae:

Enter the nams for

*This Appears On All Returns* LR IAELIG

Phone: (Ex: 123-456-78

Fax: (Ex: 123-456-78

Email:

State Tax

ID: [ apslied For

Te make changes te your account information, edit the appropriate field below, and click 'Save’.

this Lecation [this
= returns),

30)

50}

Business Location Address

Line 1: ‘

Line 2: ‘

City: ‘

State: | Louisiana

21 |

Country: | LISA

Mailing Address

[] szme 2= Location Address [ | Szme 2= User Address [ ] Same 2= Company Address

Line 1: ‘

Line 2: ‘

City: ‘

State: | Louisiana

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

. This name will appear on

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 a Tax ID for this location? If so there is additicnal
information that is needed.

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

ONO @Yes

Check the boxes next to the types of returns you will be filing. You will receive a Tax

ID for each return you select.
Type information in the fields as instructed on the form.
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[ sales Tax [ Hotal Tax

[]cadde- shreveport Sales

Tax [ calcasieu [Jcaldwell Sales Tax
[Jcatahoula Sales Tax [Jconcordia Sales Tax [JEast Carroll Sales Tax
[JEast Feliciana Parish [JFranklin Sales Tax [Louisiana Dept of Revenue
[IRapides Sales Tax [JTensas sales Tax

Business Location Information

Choose Location:

To Add a MEW BUSINESS LOCATION click below

To make changes to your account infermation, edit the appropriate field below, and click 'Save'.
Tmport ID:
All Fields excapt Address Line 2's are required
[ cooy Relevant Informant from User Brofile

Location Entar the name for this Lecation [this

Name: o o All RetoreT WILL 2ppear on tax returns).,

Phone: (Ex: 123-456-7830)
Fax: (Ex: 123-456-7830)
Email:
StateTox [Japplied For

Business Location Address

Line 1:

Line 2:

City:

State: | Louisiana b

21 |

Country: | LISA A

Mailing Address

[] szme 2= Location Address [ | Szme 2= User Address [ ] Same 2= Company Address
Line 1: |
Line 2: |
City:
State: | Louisiana B

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.

Home | File Return | Mv Returns | Account Center | LOOKUP | Suppor‘t
Signed in as Test

Business Location Information
Choose Location: | <Please Choose alocations v

To Add a MEW BUSINESS LOCATION click below
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3.

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

Signed in as Test [ L0G OFF |
Business Location Information
Choose Location: | Main Location b’
To Add 3 NEW BUSINESS LOCATION click below
To make changes to your account information, edit the appropriate field below, and click 'Save'.
Import m:
[ mark this Location as Closed(all Parishes satup for this location will be notifiad)
All Fields except Address Line 2's are required
[ copy Relevant Informant from User Profile
. B B Enter the name for this
LQ::::': Main Location Location (this WILL appear on
* *This Appears On All Returns*

tax returns).

phone: | 2252150100

(Esx: 123-456-7850)
(Esx: 123-456-7850)
Email:

State Tax
1D: [¥] applied For

Business Location Address

tine 1: | 7117 Flonda Bivd
Line 2:
city: | Baton Rouge
state: | | guisiana v
zip: | 10806
Country: | JSA b

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.

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

Signed in as Test
Business Location Information
Choose Location: | <Flease Choose a Location> (v

To Add a MEW BUSINESS LOCATION click below

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

page appears.
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Signed in as Test

Business |l ocation Information

Choose Location: |Mﬁi|'| Location v

To Add a NEW BUSINESS LOCATION click below

L ADDS

To make changes to your account information, edit the appropriate field below, and click 'Save'.

Import m:

[ mark this Location as Closed(all Parishes satup for this location will be notifiad)

All Figlds except Address Line 2's are required

[ copy Relevant Informant from User Profile

. i B Enter the name for this
'-°::::‘°e" Main Location | Location (this WILL appear on
" *This Appears On All Returns* tax returns).

phone: 12252150100 |

(Esx: 123-456-7850)

Fax: | | (Esx: 123-456-7850)

Email: | |

State Tax
ID:

| [7] applied For

Business Location Address

tne 1: [7117 Florida Bivd |

Line 2: | |

City: |Balon Rouge |

State: | Louisiana b |

zip: | 70806 |

Country: |USA 3 |

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

r

Windows Internet Explorer

\?/" Are wou sure you wolld ke to close this Location?

I QK. l l Cancel l

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.
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Chapter 10
Managing User Accounts

Editing User Account Information

V¥ To edit user account 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 User Information on the right drop-down menu. The User Information

page appears.

Signed in as Test | L0G OFF |

User Information
To make changes to your account information, edit the appropriate field below, and

click 'save'.
First Name: |First Name (Enter your first name.)
Last Name: |Last Name (Enter your last name.)
Phone: 2252150100 (Ex: 123-456-7890)

Fax: (Ex: 123-456-7850)

Email:

Contact Address
une 1: | /117 Florida Bivd

Line 2:
city: |Baton Rouge
state: | | puisiana ke
zip: | 70806
country: | USA v

[ rlease chack this box if you would like to receive a-mail notifications of farm/rate changes.

[Jrleass chack this box if you would liks to receive remindars if your returns sre not filad.

15 |+

Flease select the day of the month to receive the reminders,|

‘:’1‘:“? (g' li\l I’s’ gb

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

Editing User Contact Information

V¥ To edit user contact 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 User Information on the right drop-down menu. The User Information

page appears.
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Signed in as Test | L0G OFF |
User Information
To make changes to your account information, edit the appropriate field below, and

click 'save'.
First Name: |First Name (Enter your first name.)
Last Name: |Last Name (Enter your last name.)
Phone: 2252150100 (Ex: 123-456-7890)
Fax: (Ex: 123-456-7850)
Email:

Contact Address
une 1: | /117 Florida Bivd

Line 2:
city: |Baton Rouge
state: | | puisiana ke
zip: | 70806
country: | USA v

[ rlease chack this box if you would like to receive a-mail notifications of farm/rate changes.

[Jrleass chack this box if you would liks to receive remindars if your returns sre not filad.

Please select the day of the month to receive the reminders.| 15 |«

‘:’1:“3 Q.E\I Iﬂ gb

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

Editing Company Information

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 Company Information on the right drop-down menu. The Company
Information page appears.
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4.
5.

Signed in as Test | L0G OFF |
Company Information

To make changes to your account information, edit the appropriate field below, and
click 'Save'.

. (Enter the name of your company as it
company: | Company appears on your tax returns.)

ohone: |225-215-0100

(Esx: 123-456-7830)

Fax: (Es: 123-456-7830)

Email: |COMpaNy@company_com

Mailing Address
une 1: |7117 Florida Blvd.

tine 2: |Suite306
city: |Baton Rouge
state: | Louisiana hd
zip: | 70806
Country: | USA v

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

Changing Your Password

¥ To change your password:

1.
2.
3.

vt

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

Place your mouse-pointer over Account Settings on the drop-down menu.
Click Change Password on the right drop-down menu. The Change Password

page appears.
Home | File Return | My Returns | Account Center | Lookup | Support
Signed in as Test

Change Password

Enter your Current Password: | sssssssss
Choose a New Password:
Confirmn your Nevwr Password
To Reset your Secret Question/answer click here,

In the Current Password field, type your current password.

In the New Password field, type a new password. In the Confirm New Password

tield, 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.

Click Save. A success message appears.
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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.
Home File Return My Returns Account Center Lookup Support
Sigrned in as Test | L0G OFF |

Change Password

Enter your Current Password: Sesssssss
Choose a New Password !
Confirm your New Password !
To Reset your Secret Questionfanswer click here,

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

Home | File Return My Returns Account Center |- Lookup Support
Signed in as Test

Set Your Login Secret Question and Answer

If you forget password or must reset an expired password, you will be asked the question below and provide the ansuer. The
anzwer should be sormething that you will always be able to answer. Here are a faw suggestions for quastions:

= What is your city of birth?
= What is your pet's name?
.

secret [¥What is the capital of Louisiana
Question:

secret Answer: [Baton Rouge (20 Characters Max)

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.
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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 My Returns Account Center Lookup Support

Signed in as Test [ L0G OFF |
New 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 persenal information collected is used within ParishE-File. revanue.la. gou to authenticate your account with the appropriate

Taxing Authorities. This infarmation will not be disclosed or shared in any way with any outside entities without your explict
permizsion.

Type of Account: (select the coract Account Type.)

First Name:

" |file and pay
Last Name: | = 1M Efiler Taxpayer
file anly

Phone: |pay onl

(Enter your first name. )

(Enter your last name.)

(Ex: 123-456-7890)

Fax: (Ex: 123-456-7890)

Email:

Contact Address

Line 1:
Line 2:
City:
state: | Louisiana N
Zip:

Country: | LUSA v

Usermame:

TE9 GEL -

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.

6. In the User Name field, type a user name for the clerical user.
7. Click Next. See Assigning Clerical User Locations, Step 4.

Assigning Clerical User Locations

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

Signed in as Test
Choose User : User Location Permissions
SecondaryUser v
Locations Available: Locations Permitted For User:
Other Location <No Locations Selected>
Main Location

Another Location - Hotel .

User Info

First Name: Secondary Standard

Last Name: |Jser

phone: | 2252150100

Email: |USer@secondary.com

Contact Address
une1: /117 Florida Bivd

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

Uncheck ta Deactivate this User,

4. 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.

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

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

Un-Assigning Clerical User Locations

¥ To un-assign a clerical user location:
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 | L0G OFF |
Choose User : User Location Permissions

SecondaryUser v

Locations Available: > Locations Permitted For User:
<No Locations Available> > Other Location
Main Location
Another Location - Hotel

User Info

First Name: |Secondary Standard

Last Name: ||Jser

phone: | 2252150100

Email: (User@secondary.com

Contact Address
Line 1: | 7117 Florida Bivd

Line 2:
city: |Baton Rouge
state: | | puisiana v
zip: | 70806
Country: | USA -

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 [ 1LOG OFF |
Choose User : User Location Permissions

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

=)

Usar Info

First Name: | Secondary Standard

Last Name: |Jser
phone: 2252150100

Fax:

Email: User@secondary.com

Contact Address
Line 1: 7117 Florida Bivd

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

Uncheck ta Deactivate this User.

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.

6. Click Save.

Deactivating Clerical Users

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

Choose User : User Location Permissions

SecondaryUser v

Locations Available: Locations Permitted For User:

=)

Usar Info

Other Location Main Location
-3
Another Location - Hotel

First Name: | Secondary Standard

Last Name: |Jser

Phone: 2252150100
Fax:

Email: User@secondary.com

Contact Address
Line 1: 7117 Florida Bivd

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

Uncheck ta Deactivate this User.

["BACK“ M CANCEIL"]

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.

D 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.
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 [ L0G OFF ]

Choose User : User Location Permissions

SecondaryUser v
Locations Available: Locations Permitted For User:

Other Location Main Location
-3
Another Location - Hotel

Usar Info

First Name: \Seoondary Standard |

Last Name: ‘User |

Phone: | 2252150100 |

Fax: | |

Email:

user@secondary.com |

Contact Address
tine 1: 7117 Florida Bivd |

Line 2: ‘ |

City: ‘Baton Rouge |

State: ‘ Louisiana v ‘
2+ (70806 |
country: | USA v

Uncheck ta Deactivate this User.

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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Chapter 12
Customizing Your Account

Setting Email Notifications

V¥ To set email notifications:
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 User Information on the right drop-down menu. The User Information

page appears.

Signed in as Test | L0G OFF |
User Information
To make changes to your account information, edit the appropriate field below, and

click 'save'.
First Name: |First Name (Enter your first name.)
Last Name: |Last Name (Enter your last name.)
Phone: 2252150100 (Ex: 123-456-7890)
Fax: (Ex: 123-456-7850)

Email:

Contact Address
une 1: | /117 Florida Bivd

Line 2:
city: |Baton Rouge
state: | | puisiana ke
zip: | 70806
country: | USA v

[ rlease chack this box if you would like to receive a-mail notifications of farm/rate changes.

[Jrleass chack this box if you would liks to receive remindars if your returns sre not filad.

15 |+

Flease select the day of the month to receive the reminders,|

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

5. 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.

6. Click Save.
7. To undo any of these settings, click the checkbox so that the checkbox is blank.
Click Save.
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User Privileges Table

Lookup Parish Information and
Tax Rates

Manage Company Information

Manage Business Locations

Set up New Returns

Import Return Files

File Returns

S RE R Bl Rl Rl e
<IN Il el Il
< Rl Rl e

Un-file Returns

>
<
<!
>

View and Print Returns

Delete Existing Returns X X X X

Manage Payment Accounts
(Including ACH Set up)
Make Payments/

Pay Pending Returns

s
s
i

Manage Personal User
Information

Manage Personal Password

Activate email notifications and
reminders

Create Clerical Users

M= =R
s
i
i

Manage Clerical Users

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 to a location you will
remember. Refer to the File Structure guide on Page 64 to ensure your file is formatted correctly and meets
the specifications for the return and period.

Move the cursor over File Return on the menu bar.
Click Import Return on the drop-down menu.

GBS ¥ File Return | My Returns | Account Center |- Lookup | Support |
i i

File Retum

Import Return

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

To find the import file, click Browse.

Home | File Return |- My Returns | Account Center |- Lookup | Support |
Signed in as ramware
Select Import Return Values File | |[Browse.. ]

[CANCELCX™Upload'File

Instructions

1. Click to Print Taxpayer Import Instructions.

2, Print Return Import Templates.

Returns: | [All Returns] ¥ | File Period: | July 2008 M

Select the file. Then click Open.

G

Choose file

Lock ir: ‘L’jlmporl j - eF B
; 2 I Tmport File
My Recent )
Documents
(L
Desktop

My Documents

9

tdy Computer
by Metwork File name: |Takpayer|mpart j Open
Places
Files af type: |A\I Files [*7] j Cancel
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Click Upload File.

Home | File Return My Returns

Account Center |- Lookup |  Support |
Signed in as ramware
Select Import Return Values File | Impart Fies |(Browse.. ]

LCANCELRUPIoat Files

Instructions

1. Click to Print Taxpayer Import Instructions.

2. Print Return Import Templates.

Ret.,,,,s,|[AII Retums] V|File Periad: | July 2008 i

A summary of import file information, sorted by Return, Location, and File Period appears.

The column labeled Import Status shows any errors detected. 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.

Home | File Return My Returns Account Center | Lookup = Support |
Signed in as ramware
Select Import Return Values File | |[(Browse..

Import | Return

Location File Period Import Status

Ascension Parish Sales Tax Location 1

Ascension Parish Sales Tax Location 2

Rapides Parish Sales Tax

LTMPOTT= R CANCELLRUpIoat Files)

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.

Home | File Return } My Returns f Account Center | Lookup | Support |
Signed in as ramware LOG OFF
Select Import Return Values File | |(Browse... ]
Import Return Location File Period Import Status
Ascension Parish Sales Tax Location 1 07/2008 OK
Ascension Parish Sales Tax Locatien 2 07/2008 OK
Rapides Parish Sales Tax 07/2008
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Revisit the original file to reconcile the error:
ASCENS,7/2008,2

Line1,1000

Line2,50

Line8,100

Line8_Exemption,New Computer
/111111717

ASCENS,7/2008,3

Line1,1000

Line2,50

Line8,100

Line8_Explanation,New Computers
/171111717

RAPIDE,7/2008,19

Line1,600

Line3,600

/117111177

The correct Location Identifier for this return is 18, not 19. See page 9 for more information about
Location Identifiers.

Edit the information and save the file. To upload the new file, click Browse.

Select the file. Then, click Open. Click Upload File.

No Errors:
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.

To import the checked returns, click Import.

Home File Return | My Returns | Account Center | Lookup | Support |
Signed in as ramware | L0G OFF ]
Select Import Return Values File | |(Browse__

Import Return Location File Period el

Status

Ascension Parich Sales Tax Location 1 07/2008 oK

Ascension Parish Sales Tax Location 2 07/2008 oK

Location 4
Rapides Farish Sales Tax B 07/2003 QK

[(STmport™ FCANCEL T Upload File

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.
*A successful import DOES NOT mean that the return has been filed. *

Home | File Return My Returns Account Center |- Lookup | Support |
Signed in as ramware | LOG OFF |
Select Import Return Values File | | Browse._
Location File Period Import Status
Aszcension Parish Sales Tax Location 1 07/2008 Success
Aszcension Parish Sales Tax Location 2 07/2008 Success
Rapides Parizh Sales Tax Location 4 change 07/2008 Success

CANCEL Upload File
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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), and the Location
Identifier.

The Short Name for each return is listed on Page 66.
The Location Identifier is a numeric ID unique to a business and its location. To find the Location Identifier,

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 | Luakup | 5upp0r1
Signed in as ramware [ LOG OFF |
Business Location Information
Choose Locstion: | Location 2 v
To Add a NEW BUSINESS LOCATION click below
| “ADD™]

To make changes to your account infarmation, edit the appropriate field below. and dick 'Save'.

Impert ID:

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

Example Header:
RAPIDE,5/2008,11

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. To access the templates, move the cursor over File Return on the menu bar. Then, click
Import Return on the drop-down menu.

Select a Return and File Period from the drop-down menus. Then, click Print.

Home | File Return | My Returns | Account Center | Lookup | Support
Signed in as ramware | LOG OFF |
Select Import Return Values File

[CANCEI"X*Upload'File

Instructions
1. Click to Print Taxpayer Import Instructions.

2. Print Return Import Templates.

Returns: | [All Returns] ¥ | File Period: | July 2008 b
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This is part of the Rapides Parish sales tax return for July 2008:

ORCEE SALES OF TANOIELE PERSCMAL PROPERTY_LEAEES, RERTALS s R
" AND SERVICES AS REPOATED TO THE STATE OF LOUISARA e — | 19 SALES AND USE TAX REPORT
ALLOWAELE DEDUCTIONS T ——
T A LT3 PO RESA LT OR FORTHER FROCES! SRTFCATE O TLE] ez f coMmENMTS # To awold penaftes your envelope must have an effcial pesimart dat=d on o ‘\1
3 cASH DICOUNTS SALTS RETURNE ARD ALLCWANCTS Line3 . before he 20th Tolowing the perod Covered By the relum. S
4 SALES CELNEAED R HPPED DUTSOE ACADH PARSH Tnes -
£ 5AL0S OF GASTLIG AND MOTOR FUTLS Ling| g PRI BAATE A SHAREE BIROVE ™,
|==%rs To e Lo GeA T, THE STATE OF LA, TS POLITICAL SUBGTISIONS Lineg {
CATE DUSIMESS 504D MAME AND ADDRESS OF PURDHASER
[7 EALES OF FOOD FAID FOR WTH USDA FOOD STANES OF WE YOUDHERS TH
STHER DEDAICTIONS ALTHORIZED B Lo {DXFLAR: SRITFLYE
— DATE BLUSREDS CASCORTHIED DUERTSE LODATICR SHAMGE
m \
Lneg y \\ = s -/f
CreT— S  CHOANGE ¥ MAME OF U NESS WALING ADDADES CIAaE
11 TOTAL ALLCANASLE DEDUCTIONS [UNE 2 THRU LIRE 18} 11 | CONSOLIDATED SALES & USE TAX REPORT FOR ACADLA PARISH
13 ACOUETED GROSE SALES [ 5 7] COMPLETE O8LY COLUMNSE IN WHICH TAXABLE ACTIITY DCCUR
a] sovs B soowe [of 4so% |of <50w [E] sco | F| 400% @ £00% W[ 3s0%e | 1] 200%
Alazandra Ptk Glarmem Lazzmzin Eal Beyon Wissdmstlh Fusesl Hil Farish (7.}
FARISH WADE TAX — = Pariss [F.0) Pasish B0 ) Pasisiy (P} Patis® (P4 Patish jP.0) Parish (.} Patis® (P4 Patish jF.d) Shonl Board
FARISH WIDE TAX — = Cofyagyl Bouidd Seheol Bowd o] Basird Setvza! Bonid Seheal Bowsd actons| Binid Stz Bonaid Sebaol Bowsd Cralint &2
NI VBTN ==l Ciatect &3 Coeadrict 83 Chatect 43 Coeatrict &% Dl 82
COMPUTATION OF SALES & K TAX CISTRICT #3 TAK —»
2 e i T R LMt 15 Lrza_t13 Lnac_12 un=a_13 Un=E_1 Un=sF_t3 L1z Line=_13 Lirel_13]
14 ;I_‘-;'I‘g‘t_,‘:;'-;c"”:-' TP TAXN BN 14 Lirma_14 LineC_14| LinaDi_1d LineE_t UnsF_14] Lined_14 Lins_14 Licel_14|
15 TOTAL LINE 73 PLUS UNE 14} 15,
m IRE LIIE - Nulisly Lisa Th by S shod if piogaes 18
sdurnn
17. EXCES3 TAX COLLECTED 17 Lines,_17 Unes_17] Lnec_17 LineD_17 UneE_17] uneF_t7| Lines_17 Lines_17 Linei_17]

Any field without a line label cannot be imported because it is a calculated field.

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. 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

/111177177

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 locations. This file indicates a Louisiana State return
for July 2008, location ID 55 and a Rapides Parish sales tax return for July 2008, location ID 54.

Example:
1LA,7/2008,55
Line1,1000

Line2,50
/111111117
RAPIDE,7/2008,54
Line1,1100
Line8,100
Line8_Explanation,Special Deduction
LineA_13,1000
/111111717
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Short Name List
Short names for all returns will be available October 1, 2008.

Short Short
Return Name Return Name
Acadia Parish Sales Tax LaSalle Sales Tax LASALL
Allen Parish Sales Tax Lincoln Parish Sales Tax
Ascension Parish Sales Tax ASCENS Livingston Parish Sales Tax
Assumption Parish Sales Tax ASSUMP Madison Parish Sales Tax
Avoyelles Parish Sales Tax Morehouse Parish Sales Tax
Beauregard Parish Sales Tax Natchitoches Parish Sales Tax
Bienville Parish Sales Tax NO Exhibition Hall Authority
Bossier City Hotel/Motel Otleans Parish Hotel Tax
Bossier Parish Sales Tax Orleans Parish Sales/Parking Tax
Caddo-Shreveport Sales Tax CADDO Ouachita Parish Sales Tax
Calcasieu Parish Sales Tax CALCAS Plaquemines Parish Sales Tax
Caldwell Sales Tax CALDWE Pointe Coupee Parish Sales Tax
Cameron Parish - NO PARISH SALES
TAX COLLECTED Rapides Hotel/Motel Sales Tax
Catahoula Sales Tax CATAHO Rapides Parish Sales Tax RAPIDE
Claiborne Parish Sales Tax Red River Parish Sales Tax
Concordia Sales Tax CONCOR Richland Parish Sales Tax
DeSoto Parish Sales Tax Sabine Parish Sales Tax
East Baton Rouge Hotel/Motel Tax St. Bernard Parish Sales Tax
East Baton Rouge Parish St. Charles Parish Sales Tax
East Carroll Sales Tax ECARRO St. Helena Parish Sales Tax
East Feliciana Parish Sales Tax St. James Parish Sales Tax
Evangeline Parish Sales Tax St. John Parish Sales Tax
Franklin Parish Sales Tax St. Landry Parish Sales Tax
Grant Parish Sales Tax St. Martin Parish Sales Tax
Iberia Parish Sales Tax St. Mary Parish Sales Tax
Iberville Parish Hotel/Motel St. Tammany Parish Sales Tax
Iberville Parish Sales Tax State of Louisiana Sales Tax
Jackson Parish Sales Tax Tangipahoa Parish Sales Tax
Jackson Parish Hotel/Motel Tensas Sales Tax TENSAS

Jefferson Davis Parish Sales Tax

Terrebonne Parish Sales Tax

Jefferson Davis Hotel / Motel Tax

Union Parish Sales Tax

Jefferson Hotel/Occupancy East Bank

Vermilion Parish Sales Tax

Jefferson Hotel/Occupancy West Bank

Vernon Parish Sales Tax

Jefferson Airport Tax District

Vernon Parish Hotel/Motel

Jefferson Airport Tax Food/Drug

Washington Parish Sales Tax

Jefferson Parish Food and Drug

Washington Rolling Paper Tax

Jefferson Parish General Sales

Webster Parish Sales Tax

LA Hotel/Motel

West Baton Rouge Sales Tax

LA Hotel/Motel (Otleans & Jefferson
Parish)

West Carroll Parish Sales Tax

Lafayette Parish Sales Tax

West Feliciana Parish Sales Tax

Lafourche Parish Sales Tax

Winn Parish Sales Tax
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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 ParishE-File.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 to a location you will
remember. Refer to the File Structure guide on Page 70 to ensure your file is formatted correctly and meets
the specifications for the return and period needed.

Click Import Returns on the menu bar.

To find the import file, click Browse.

Home | Practitioner Account Import Returns Account Center | Lookup | Support |
Signed in as pract22
Import Return Values File | | Browse.. ]

Upload 'File“'CANCEL]

Instructions
1. Click to Print Practitioner Import Instructions.

2. Print Return Import Templates.

Returns: | [,".‘.|| Returns] * | File Period: JU'S" 2008 ]

Select the file. Then, click Open.

Choose file E|®
Look in |‘.i)Tesl|mpUrt Files ﬂ & B
2 E] ImportTesterdl
5 E L nerImportTest
My Recent
Documents
=
Desklap

My Documents

tdyw Compuiter
9

Iy Metwork File name: |F’ractilione|lmportTest j Open
Places

i

Files of type: |AII Files (%] j Cancel
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Click Upload File.

Home | Practitioner Account Import Returns Account Center | Lookup | Support |
Signed in as pract22

Import Return Values File [PractitionerimportTest [ Browse.. ]

L ~Uploat Fie= I CANCEL]

Instructions

1. Click to Print Practitioner Import Instructions.

2. Print Return Import Templates.

Returns: | [All Returns]

¥ File Period:

A summary of import file information, sorted by Return, Business, Location, and File Period appears. The

column labeled Import Status shows any errors detected. If there are no errors detected, move to the section
below labeled No Etrors.

Etrors:

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 | Practitioner Account Import Returns Account Center | Lookup = Support |
Signed in as pract22
Import Return Values File | |[(Browse.. ]

Import Return

Business |Location

File Period
- Secondary
Farish Sales Tax Testco e 07/2008 OK
. Testing
Parish Sales Tax T 06/2003

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 |
Signed in as pract22
Import Return Values File | |[ Browse.. ]
Import Return Business | Location |File Period Import Status
. Secondary

Parish Sales Tax Testco Location 07/2008 OK
. Testing

Parish Sales Tax T 06/2008
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Revisit the original file to reconcile the error:
Rapide,6/08,57 joeblowl

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 joeblow1.
Edit the information and save the file. To upload the new file, click Browse. Select the file. Then,

click Open. Click Upload File.

No Errors:
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.

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

Farish Sales Tax Testco E;;:t?::rv 07/2008 OK

Parish Sales Tax ramware _T?SI‘J_IPEVILLE 06/2008 oK

Upload File® X *Import™ X CANGEL

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 file the imported returns.
*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
Import Return Values File | |[Browse..]

Business | Location File Period EETOEk

Status

Parich Sales Tax Testco Secondary 07/2008 Success
Location

Parish Sales Tax ramware _TJ?SI\]TDEVILLE 06/2008 Success

Upload 'FileS ' CANCE T NEXT
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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.

The Short Name for each return is listed on Page 66.

The Location Identifier is a numeric ID unique to a business and its location. To find the Location Identifier,
select a 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.

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. To access the Templates, click Import Returns on the menu bar. Select a Return and File
Period from the drop-down menus. Then, click Print.

Home . Practitioner Account Import Returns Account Center | Lookup | Support
Signed in as pract22
Import Return Values File

pload File“X'CANCEL]

Instructions
1. Click to Print Practitioner Import Instructions.

2. Print Return Import Templates.

Returns: | [All Retums] | File Pariod: | July 2008 v
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This is part of the Rapides Parish sales tax return for June 2008:

ES, RENTALE 1
Line | (L SALES AND USE TAX REPORT )
DEDUCTIONS

2 SALESFOR RESALE GR FURTHER PROGESSING (GERTIFGATE ON FILE) Tinez COMMENTE I.ﬁr: avoid penallies your envelope must have an cfMisial postmars daled on ar \I
S CASHGIECOURTS, BALES RETURS AD ALLGWATIES Tines \ betarz tne 20ih fatowing tha pericd cavared by the refum. y,
e T ACADIA PARISH Tined| -

[= =i or orscine aro woTon FUELE Tines| / PLEASE INDICATE ANY CHANGES BELCW, ~
=, e e or m re roLTIGR e eE Cines S e a0 neEsOF punchasER |
== oA oo oo Cine

ALITHORIZED 7 LA SR LA BREFLY)
| DATE ELSNESS DISCONTIMUED BUSINESS LOCATION CHANGE

£ Lrms Expnsion Cines \
Cin=g p e = —
T - L=l CH HUSINESE MAILING ADIDR: A

7. TOTAL ALLOWABLE DECUCTIONE IUNE 2 THRW LINE 10)_11. | | CONSCLIDATED S8ALES & USE TAX REPCRT FOR ACADIA PARISH
T WINUG LINE 117 [ES I T COMPLETE ONLY COLUMNS IN WHICH TAXABLE ACTIVITY OCCUR:

"2_ADJUGTED GROGE SALER
TOTALLOCAL RATE ——-=| A | 500% |B| 500% |G| 450% D] 450% |E| 500% |F]| 400% [&] 400% [H]| 230%
B meanara Pinevile Lecomate a1 Woodwarn Fareat bl
PARISH WIDE TAX —>  parign (P.J.} Parish (P.0) 5 Parish {P1.} Parish (P.l) Parish {P.d.} Farish (F.L)
PARISHWICE TAX —>| arnogzeary | GerooiBoard | SchooiSoant | GcnooiScers | SereciBoers acnoolScard | Sohool Boans
PR WIDE TAK, = 2| et #3 Dlsict 3 Disrict 23 Destrict #3
COMPLUTATION OF SALES & USETAX  [WSTRICT 40 TAX — >
AT T L OF COLTWE = e 5 —r =FE - s
. o L 13 Lines,_i3| Lines_13 LineC_13| LineD_i3| Lines_13 Liner_13| Lned_12 Linet_13 Linel_13]
[ o = == , g =r = = F
4. yREnICTION | Lines_14 LingE_14 LineC_14] Lin=0_14 LineE_sd LingF_14] Lned_14 LineH_14 Linel_14]
15, TOTAL (LINE 13 FLUS LINE 141 15
e T .
" column !
17. EXCEBE TAX CO 17| Linea_{7 Lineg_17 LineC_17| LineC_17 LineE_17 LineF_17| LneG_17 LineH_17 Linel_17|

Any field without a line label cannot be imported because it is a calculated field.

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. 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

/111117777

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 ID 55, MyClient1, and a Rapides Parish sales tax return for June 2008, location ID 54,
MyClient2.

Example:
LLA,6/2008,55,MyClient1
Line1,1000

Line2,50

/111111117
RAPIDE,6/2008,54,MyClient2
Line1,1100

Line8,100
Line8_Explanation,Special Deduction
LineA_13,1000

/111771117
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