
How to File a Sales Tax Return for the First Time. 

The following pages show the screens likely to be encountered 
when filing a quarterly return online through eFile & Pay.  
 
The pages shown are for illustrative purposes only and may not 
match exactly to the screens seen when actually filing.  
 



This screen will always be your point of entry.   Enter your 8 digit 
Business eFile Number (BEN).  
 



A pop up message will appear to double check your BEN and name. 
 



The first time you enter the system, the information on the Your 
Profile screen must be completed.  Note:  you cannot have any 
punctuation, symbols, or numbers in the Business Name field; 
you must spell it out.  This screen will only be required on your 
initial entry into eFile & Pay.  Once you hit Continue you will have 
the ability to print out your User ID and Password. 
 



Enter in the assigned 4 digit User ID and 8 character Password you 
created from the Your Profile screen.  
 



Select the tax type you wish to file. 
 
Note the other areas of the Main Menu.  These are valuable tools 
you will eventually want to utilize. 
 



Select the sales tax permit number you wish to file by using the 
drop down arrow.  
 



Select the tax period you want to file by using the drop down arrow. 
 



Answer the question for E911 Surcharge.   
 



If you did answer “Yes” to the E911 Surcharge Question, you will 
be prompted to enter in the number of transactions subject to the 
E911 surcharge.  If you answered “No” to the E911 Surcharge 
Question you will not see this screen.   
 



Enter in the Gross Sales.  Gross sales are ANY bills or invoices you 
charged any of your customers.  This includes both taxable and 
nontaxable sales.  Do not include sales tax.  
 
* You will only see line 6c if you answered “Yes” to the E911 
Surcharge Question and is shown for illustrative purposes. 

* 



Enter in the Goods Consumed.  Goods Consumed are anything 
you purchased exempt from sales tax, but you ended up using 
yourself rather than reselling.  You can also pay your consumer's 
use tax by entering the purchase amount on this line.  



Enter in Exemptions.  Exemptions are sales you had that were 
not subject to sales tax.  Hit the Calculate button.  
 



Enter the exemption(s) into the appropriate catergory(ies).  
This total must match the amount of exemptions on line 4 
Exemptions This Quarter. 
 



Hit Calculate.  You will see the return calculates the 6% 
state sales tax on line 6a State Sales Tax.  To calculate 1% 
local option sales tax on 6b Total Local Option Tax, click on 
the Local Option Entry Schedule bar.  
 



Check mark the Counties in which you have taxable sales. 
 



Taxable Sales Local Option are the sales within that specific 
county that are subject to the 1% local option sales tax.  Since 
all of Johnson county does not have the 1% local option sales 
tax, it will not allow for entry.  Enter the amounts for each 
county which are subject to Local Option Sales Tax.  Hit 
Calculate and hit Continue. 
 



Hit Calculate.  You will see line 6b Total Local Option Tax will 
carry over and the rest of the return is calculated as well.  
Hit Continue.  
 



Verify your return.  If you need to change any information 
hit Edit.  If not, hit Submit.  You may save and finish later, 
however the return will only be saved for seven days.  
 



Select a payment method by clicking on the appropriate circle.  
ePay is recommended.  It is free, safe, and the eFile & Pay 
system keeps a record of payments made thru ePay.  
 



Answer the question, yes or no.  
 



Enter your payment information:  Select Checking or Savings, 
enter the routing and account number.  The amount due will 
carry over.  If your payment is late, you do not have the option 
of post-marking the payment date.  
 



Verify your payment information.  If you need to change 
information hit the Edit button.  If not, hit Submit.  
 



You may print out this confirmation screen for 
your records.  However, the eFile & Pay system 
will keep an electronic copy of the return.  You can 
view it by going to View “e” History from the Main 
Menu.  Hit Exit.  
 



Thank you.  Hit Exit.  
 


