2% REVENUE

Bulk Filing for lowa Sales Tax

The following pages demonstrate the sequence of screens likely to
be encountered when bulk filing online through eFile & Pay.

The pages shown are for illustrative purposes only and may not
match exactly to the screens seen when actually filing.

NOTE: Starting 11/01/13, the E911 surcharge rate increases and
retailers will be required to collect 51 cents per retail transaction on
sales of prepaid wireless telecommunication service with 2 cents
being kept by the retailer and the remaining 49 cents being paid on
the lowa sales/use return.

Prior to 11/01/13, the E911 surcharge rate is 33 cents per retalil
transaction, with 32 cents paid on the sales/use return, and the
retailer is allowed to retain the remaining 1 cent.

Effective 10/01/2014 the Sales by County will no longer be used for
periods beginning on or after 07/01/2014.
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Welcome

|AII error and informational messages will display at the top of the screen, below the title.

Login

Business Taxes:
Enter your BEN, select Business Taxes, and press CONTIN

Business eFile Number (BEN): 88770655 | (8 digit numbear

@ PBusiness Taxes{Withholding, Sales, Use, LPG Fuel, and Motor Fuel)

Individual Income/ Corporation Income/
Consumer's Use (no permit) ePayments:

Not enrolled? Click here.

Enrolled? Enter your BEN, select Individual Income/Corporation Income
ePayments, and press CONTINUE.

Business eFile Number (BEN): (8 digit number mailed to you)

) Individual Income/Corporation Income ePayments
(IA1040/TA1040ES;IA1120/IA1120ES)

CONTINUE

The Welcome screen will always be the point-of-entry for eFile &
Pay. Enter in your Business eFile & Pay Number (BEN), not your
client BEN.
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r B
Message from webpage |, & J

Please check the Business eFile Mumber (BEM) and Legal Name shown
for accuracy before entering the User ID and Web Password,

Please double check your BEN and Legal Name.
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Your Profile

Please complete all fields. Then press CONTIMUE.

MNote: You will need your Business eFile Number(BEN), User ID, and Password every time you access eFile & Pay.

Create a user profile

BEN: 88770655

User ID: 0001 (Be sure to write this down for future access to the system)

Business Name: Service Provider Inc

. Password must be 8 characters. It may be all numbers or a
Create a Web Password: esessees combination of letters and numbers.

Confirm Web Password: ssssssss

Select a Passwurlfl Hint What color was your first car or truck?
Question 1:

Answer Password Hint

Question 1: Blue

Select a Password Hint  what was the name of your childhood pet?
Question 2: pmyct be different than the hint in Question 1.

Answer Password Hint Barky
Question 2:

Contact Name: Amanda Administrator

* Contact E-mail amanda.admin@serviceproviderinc.com
Address: = =

Contact Telephone . )
Number: 2225551212  (Example: 2225551212)

payment has been received.

# Dptional: Our Department will e-mail reminders of upcoming due dates and confirmation that your return and/or

EET CONTINUE

IMPORTANT! Do Not use your browser's BACK button. To return to a previous page
within this application, use the navigation buttons at the bottom of the page.

The first time you enter the system, the Your Profile

screen must be completed. This will only be required on

the initial entry into eFile & Pay.



owa Department ol

I
REVENUE

Business eFile Number: 88770655 Legal Name: LEGALNM-324 FAQs | Help | IDR Home

Log In

Please enter vour User ID and Password, then press LOG IN. If yvou accessed eFile & Pay system by telephone for
the first-time, before you used the web, please enter vour 8 digit telephone password to gain access.

User Authentication
Business eFile Number: gsz7o655

Legal Name: LEGALNM-324

Enter User ID: 0001

Enter Web Password: ssssssss

e oo

The Log In screen will appear immediately after the Welcome
screen. Enter the 4 digit User ID and 8 character password
from the profile you created.
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M d | N M enu > | Press this button to demo system.

Select an Option

Select a tax type to file a return and make a payment.

m Consumer Use
» Motor Fuel Tax
m Sales

s Withholding

Select an administrative function to perform.

n Add/Edit Users s Make 3 Payment (You must efile Return first)
s Change a Profile m Cancel a Payment
» File for Your Clients » Cancel a Payment For Your Client

View "e” History

» View Returns "e" History s View Cancelled Payments "e"History
» View Payments "e" History

EXIT I

Click the File for Your Clients link.
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Third Party Main Menu» Instructions

If you have an upload file containing 100 or more records, please review the information on the help
screen for tips on efficiently uploading your file.

If you are filing online, please enter the client e-File Number and Permit Number for whom you
are filing:

Select an Option

Third Party Filing

= File Online

Client e-File Number:

Tax Type: Select... -

Client Permit Number:

FILE ONLINE I

Bulk Filing Menu

= Upload a File

Select a Return to file from the list below:

7 lowa Withholding (Monthly, SemiMonthly)

& Iowa Withholding (Quarterly, Annual)

@ Iowa Withholding (VSP)

& Iowa Sales (Monthly, SemiMonthly)

@ lowa Sales [Quarterly, Annual) _
= lowa Retailer's Use (Monthly)

7 lowa Retailer's Use (Quarterly, Annual)

7 lowa Consumer Use (Quarterly, Annual)

UPLOAD I
BACK I EXIT

Click the radial button on the return type
you wish to upload. Hit upload.
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Bulk Sales Tax File Type Instructions

File Type
FPlease select the type of file you will be sending. In a fixed lenagth file, each field has a
specified size that remains constant throughout the entire file. In a delimited file, all fields in a

record are separated by a specified charactgr.
SKip the first 1 lines of the file.
i Fixed Length

[T File contains no line feeds
i@ Delimited File:

Field Delimiter: -
[C] Other;
String Qualifier: ™ -

[] other;

Actions

Press the MAIN MENU button if you do notwish to send a file or define your file layout.
Otherwise press the CONTIMUE button to define your file layout.

MAIN MEN  conminue |

You can make adjustments to the file. In this
example we will upload a CSV file (excel file saved
as csv). You will need to enter “1” to skip the
header line of the CSV file. Keep as Delimited and
set the number of lines skipped to one.



Bulk Sales Tax Quarterly / Annual File Layout Instructions

File Layout

Describe the fields in your file using thiz section. Use the numbers on the left side to reorder the field (you can use any numbers you want - the fields will be
automatically renumbered when you click the refresh button). When using a fixed-length file, specify the length of each field in your file. For numbers, if there is
an implied decimal, specify how many decimal places are implied. ¥ou may remove any non-mandatory fields that are not in your file by checking the box in the
right-hand column.

Repeatable Fields Description

The repeatable fields area of the format allows entry of data fields grouped together into a repeatable field segment for reporting Local Option Tax Information
and Congolidated Locations. There may be 0-99 repeatable field segments for sales in counties with Local Option taxes. There is no limit to the number of
consolidated locations that may be reperted in the "CL" consolidated repeatable field segment.

Local Option Tax Layout

LS - Identifier

02 - 2 digit county code

Local Option Taxable Sales Amount (10) - The first character must be either blank or negative to accommodate negative values.

Example of 3 counties (Comma delimited):
L502 000000345 LS04 000004050 L5083 000000200

Example of 2 counties (Fixed format - add spaces as filler for total length of 64):
L502 000000345 L504 000004050

Consolidated Location Information Layout
CL - Identifier

194060104 - 8 digit Permit number

Gross Sales amount (11}

Goods Consumed amount (11}

Exemption amount (11}

Taxable Sales amount (11}

State of lowa Sales Tax (3)

Example of 2 locations (Comma delimited):
CL18406010400000200001000000009930000000021500000200785000012047 CL15600020400000010005000000001030000000000000000010102000000808|

Example of 2 locations (Fixed format):
CL1%406010400000200001000000009930000000021500000200785000012047CL156000204000000100
05000000001030000000000000000010103000000606

To report both Local Option Taxes and Consolidated locations,the following iz an example of how it would look (Comma delimited):
L502 000000345 LS04 000004050, L5083 000000200, CL194060104
00000200001000000009920000000021500000200785000012047,CL1550002040000001000500000000

1030000000000000000010103000000606

|Fixed format):

LS02 000000345 LS04 000004050 CL1%408010400
000200001000000009930000000021500000200785000012047CL1560002040000001000500000000103
0000000000000000010108000000508

Field Max Size Format Remaove

On the file layout screen you will select the fields for your bulk
filing.




Continuation of previous page

Field Max Size Format Remove
Client Business eFile Mumber g Text Field Required

8]

Client Permit Mumier g Text Field Required
Feriod End Date [MM/DDMAYYY Y] 10 Text Field Required
Return Type 1 Text Field Required
Gross Sales 11 Text Field Required
Goods Consumed 11 Text Field

Exemptions 11 Text Field Required
Taxable Amount 11 Text Field Required
State Sales Tax [Ga]

Total Local Qption Tax [60]

Text Field Required
Text Field Required
Prepaid Wireless Question

9

g

1 Text Field Required
Total Transactions 9 Text Field

g

9

9

9 5 D D2 D D DS
EEEEEEEREEEE Y

13 Taotal E911 Surcharge Due Text Field

14 Total Tax and Surcharge Text Field Required
15 Deposits/COverpayment Credits Text Field Required
18 Balance Due 10 Text Field Required
17 Penalty 10 Mo Implied Decimal -~ #of Places: 2 Required
18 Interest 10 Mo Implied Decimal - # of Places: 2 Required
19 Total Amount Due 13 Mo Implied Decimal - #of Places: 2 Fequired
20 Payment Amount 11 Mo Implied Decimal + #of Places: 2

21 Payment Date [MM/DDMAYYYY] 10 Text Field

22 Payment Method 1 Text Field Required
23 Bank Account Type 1 Text Field

24 Bank Routing Mumber 9 Text Field

25 4 % BankAccount Mumber 17 Text Field

Repeating Fields {These are fields that may be repeated many times at the end of each record)
2 & ¥ |LOST-Location Info G4  TextField

Unused Fields
Below is a list of the fields that are not in your import file. If any of these fields appear in your file, check the
"Restore to Position™ checkbox and specify the position of the field in your file.

In this example, certain fields have been removed for a non-
schedule A sales tax return. If you need to remove a field,
checkmark the box to remove; if you need to restore a field,
checkmark to restore and enter the position number to
where you would like the field to be restored to. Hit the
Refresh button at the bottom of the screen to update the
fields.




A B C D E F G H | ]
1 |Client BEr Client Permit Period Date [MM/DD/Y¥YY] Return Ty|Gross Sale Goods Cot Exemptiol Taxable A State sale Local Opti

2 BB7T1388 177150812 06,/30/2014 O 1000 1000 1] 2000 120 20
3  BB7T1475 162055134 06/30/2014 O 2000 1000 ] 3000 180 30
4
5

Continued from above for illustration purposes.

K L M N 0 P Q R 5 T U
Prepaid Q Total Tran Total E911 total tax a Deposits ¢Balance D Penalty Interest Total amt Payment s Payment Date [MM/DD/YYYY]
Y 100 49 189 0 189 0 1] 189 189 07/31/2014
N 0 0 210 0 210 0 1] 210 210 07/31/2014

Continued from above for illustration purposes.

W W X ¥ £ A AB
Paymnt M Bank Acct Bank Routi Bank Account # Local Option Repeating
E C 073911061 000C0000000000007E LSY7 000002000

A

This is an example of a bulk file for two different clients. Note:
the first line of the this CSV file is header information. This is
why we set bulk file type to skip the first line. The sequence has
to be precisely as stated from the prior screen and must be
started on the second line. It is recommended you upload as a
CSV (Excel) file as shown in this example.

For the Bank Routing and Bank Account fields, the cells have to
be set for 9 digits for the bank routing number and 17 digits for
the bank account number. You may have to format the cells
within the CSV file to do so.
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Bulk Sales Tax File Upload Instructions

Send File

Usethe browse button to search for the file on your computer that you wish to upload to the
server for processing.

@ Send File How:

 Save Configuration for Batch Send:

H:\Efile\Testing\Bulk Sales‘\Bulk File no Sale by Cou
Actions

Press the MAIN MEMLU button to go back to the Bulk Filing Main Menu. Press the BACK button
to madify the layout of your file. Press the CONTIMNUE button to preview your file.

| MAIN MENU | |_<BACK ]| I

Find the bulk (csv) file you wish to file on your computer by
clicking Browse. Insert the file and hit Continue.
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File Preview

Actions
Press the MAIN MEMU button if you do notwish to send a file now. Press the BACK button to specify a different file to send. Press the COMTINUE button to send your file.

IMAN ME | <BACK ] CONTRWE |
g:m\'rt?s a sample of your file showing the first 10 records. Verify that this information is correct.
Result Client Business eFile Number |Client Permit Number | Period End Date [MM/DD/YYYY] | Return Type Gross Sales Goods Consumed Exemptions | Taxable Amount
1|Record is Valid |88771388 177150812 06/30/2014 0 1000 1000 0 2000
LOST-Location Info
LS77 000002000

2 |Record is Valid | 88771475 162055184 06/30/2014 0 2000 1000 0 3000

Continued from above for illustration purposes.

State Sales Tax [6a] Total Local Option Tax [6b] Prepaid Wireless Question |Total Transactions | Total E911 Surcharge Due Total Tax and Surcharge | Deposits/Overpayment Credits Balance Due
120 20 Y 100 49 189 0 189

180 30 N 0 0 210 0 210

Continued from above for illustration purposes.

Penalty |Interest | Total Amount Due Payment Amount | Payment Date [MM/DD/YYYY] Payment Method Bank Account Type Bank Routing Number Bank Account Number
0 0 189 189 073112014 E C 0739110861 00000000000000078

0 0 210 210 07312014 A

In the Result column, an error message will appear if there are any
errors for the layout. If you do not receive any error messages, hit
Continue. If you do receive an error message, correct the layout
issue on your bulk (csv) file and upload again.
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Bulk Sales and Use Tax Processing » Instructions

Processing
The Dmamic Weab Import system is processing your file. Please leave your browser window
open. The progress will automatically updaie every few seconds.

100% Complete

2 Records Processed

Eor Aanisterce, Comiaet £ 5003571048 5152842004 Mﬂ.‘}_‘f
(® Iswn; Cemaha; Quiad Cltan) [etnady [oma) Rhat R S il

Mpndyy-Frdmy, § ot 405 pm CT

Frll.'a:,:. ¥ Srcurll:x

Your file will process.
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Actions

Press the MAIM MEMU button to return to the Bulk Filing Main Menu. Press the BACK button to
specify another file to send.

EXIT | <BACK |
Results
These are the results ofthis upload.

The DWlwas able to import 1 records from the file you uploaded.

Click on the "View” links below to see results from the file you just sent. Right-click on the
"Save” links below to save results on your computer.

Results

Total Records: 2 fiew

Successful Records: 1 fiew Save®

Failed Records: 1 fiew Save* Save Failed Only*

You will see the results. Of the two files, one is

successful and one failed. Click View on total
records.



View All Results Instructions
Actions
Press the MAIN MEMU button to return to the Bulk Filing Main Menu. Press the BACK button to go to View Results page.
Result Client Business efile Number |Client Permit Number |Period End Date [MM/DD/YYYY] Return Type Gross Sales | Goods Consumed Exemptions Taxable Amount
1 Confirmation: 4153000007 |88771388 177150812 06/30/2014 o] 1000 1000 o 2000

ReturnT5: 20140602163112
Total Amount Due: $189.00

LOST-Location Info
LS77 000002000

2 88771475 162055184 06/30/2014 0 2000 1000 0 3000
[ MAIN MENU]]_ <BACK ]|

Continued from above for illustration purposes.

State Sales Tax [6a] Total Local Option Tax [6b] |Prepaid Wireless Question | Total Transactions |Total E911 Surcharge Due |Total Tax and Surcharge DepositsiOverpayment Credits | Balance Due
120 20 Y 100 49 189 0 189

180 30 N 0 0 210 0 210

Continued from above for illustration purposes.

Penalty | Interest | Total Amount Due Payment Amount | Payment Date [MM/DD/YYYY] | Payment Method Bank Account Type Bank Routing Number Bank Account Number
0 0 189 189 071312014 E c 073911061 00000000000000078

0 0 210 210 07312014 A

Notice the first file uploaded correctly as evident by the
confirmation number. However, a filing error code appears for
the second file. Error code 390: Local Option Tax does not
match calculated tax from repeating fields. The bulk file for
the second file needs to be corrected for this error. Note: the
second file has location option sales tax, but it was not
included in the file.



A B C D E F G H | 1
Client BEF Client Permit Period Date [MM/DD/YYYY] Return Ty|Gross Sale Goods Cot Exemptiol Taxable A State sale Local Opti
BRT71475 162055184 06/30/2014 O 2000 1000 o 3000 180 30

TS I

K L M M o P a R S T u
Prepaid Q Total Tran Total E911 total tax a Deposits ¢Balance D Penalty  Interest Total amt Payment s Payment Date [MM/DD/YYYY]
M 0 0 210 0 210 0 0 210 210 07/31/2014

W W hd Y Fil AR AB

Paymnt M Bank Acct Bank Routi Bank Account # Local Option Repeating
A L562 000003000

Correct the second file. In this case the local option information
was missing from the file. Since the first file uploaded correctly,
upload only the second file.
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Bulk Sales and Use Tax Processing Instructions

Send File

Use the browse button to search for the file on your computer that you wish to upload to the
semnver for processing.

@ Send File Now:
) Save Configuration for Batch Send:
H:\Efile\Testing\Bulk Sales\Bulk File no Sale by Cou

Actions
Press the MAIMN MEML button to go back to the Bulk Filing Main Menu. Press the BACK button
to modify the layout of your file. Press the CONTIMUE button to preview your file.

[ MAIN MENU | | <BAcK ]| I

You will re-file, just like what you did before, but
only the second file.



File Preview

Actions

=
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Press the MAIN MEMLU button if you do not wish to send a file now. Press the BACK button to specify a different file to send. Press the CONTINUE button to send your file.

[ MaNMENU[] <Back [ conTiNuE

Results
Below is a sample of your file showing the first 10 records. Verify that this information is correct.
Result Client Business eFile Number [Client Permit Number | Period End Date [MM/DD/YYYY] | Return Type (Gross Sales Goods Consumed |Exemptions Taxable Amount
1|Record is Valid | 88771475 162055184 06/30/2014 o] 2000 1000 0 3000
LOST-Location Info
LS62 000003000
Continued from above for illustration purposes.
State Sales Tax [6a] Total Local Option Tax [6b] Prepaid Wirels Question Total Tr: i Total E911 Surcharge Due Total Tax and Surcharge | Deposits/iOverpay t Credits | Bal: Due
180 30 N 0 0 210 ] 210
Continued from above for illustration purposes.
Penalty | Interest | Total Amount Due |Payment Amount | Payment Date [MM/DDIYYYY] Payment Method|Bank Account Type Bank Routing Number | Bank Account Number
0 0 210 210 07/312014 A

You will check for layout issues again.
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Bulk Sales and Use Tax Processing > Instructions

Processing
The Dynamic Web Import system is processing your file. Please leave your browser window
open. The progress will automatically update every few seconds.

100% Complete

1 Record Processed

For Assistance, Contact 1-800-367- 3188 S15-281-3114 idri@iows. gov
{im lowa; Omaha; Quad Citees) [ ouiside [owa) {=mai address)

Mzndgy«Friday. Sam o L3 pm CT

Privacy/Security

The file will process just like before.
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View RESLI”:S Instructicns

Actions
Press the MAIM MEMU button to return to the Bulk Filing Main Menu. Press the BACK button to
specify another file to send.

EXIT < BACK I

Results
These are the results of this upload.

The DWIl was able to import 1 records from the file you uploaded.

Click on the "View” links below to see results from the file you just sent. Right-click on the
“Save” links below to save results on your computer.

Results
Total Records: 1 —

The file was successful. Click View just like before.



View All Results

Actions
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Instructions

Result

Client Business eFile Number

Client Permit Number

Press the MAIN MEMU button to return to the Bulk Filing Main Menu. Press the BACK button to go to View Results page

1 |Confirmation: 4153000009
ReturnT5: 20140602164913

88771475

162055184

Period End Date [MM/DD/YYYY]
06/30/2014

o

Return Type |Gross Sales Goods Consumed

Exemptions Taxable Amount

Total Amount Due: $210.00

LOST-Location Info

2000 1000

3000

L5362 000003000

MAIN MENU I < BACK I

q

Continued from above for illustration purposes.

State Sales Tax [6a]

a0

Total Local Option Tax [6b]
30

Prepaid Wireless Question

Total Transactions

M

0

Total E911 Surcharge Due Total Tax and Surcharge

0 210

0

Deposits/Overpayment Credits | Balance Due

210

|Penalt3r

Continued from above for illustration purposes.

Interest

Total Amount Due | Payment Amount

Payment Date [MIM/DDYYYY]

0

0

210

210

071312014

Payment Method | Bank Account Type

A

Bank Routing Number

Bank Account Number

Your confirmation will appear if there are no
additional filing errors.
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Thank You

Thank you for using eFile & Pay!

Click here to apply for a tax permit, if needed.

Want to know about changes in tax law or eFile & Pay?
Subscribe to elists to receive free e-mail news!

Fleaze help us improve eFile & Pay by taking this short survey.

If vou hawve reached this page before completing yvour return, please try
again using your mouse to click on the navigation buttons rather than
the "Enter” key on your keyboard.

EXIT

Hit the back button on the application until
you can exit. You have completed your bulk
file. Thank you.
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