
Semi-Monthly Sales Tax Deposit 

The following pages show the screens likely to be encountered 
when filing a semi-monthly deposit 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 Welcome 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 the 4 digit User ID and 8 character Password you created 
from the Your Profile screen.  
 



Select the tax type you wish to file. 
 
Not 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 to file by using the drop down arrow.  
 



Enter in the actual 6% sales tax, not the gross sales, but the actual 
sales tax for this period.  Do this for both the 6% State Sales Tax 
and the 1% Local Option Tax.   Click Calculate and Continue.  
 



Verify the Semi-Monthly Deposit.  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.  
Late payments do not have the option of post-marking the 
payment date.   
 



Verify your payment information.  If a change of information is 
needed, hit the Edit button.  If not, hit Submit.  
 



You may print the confirmation page, however, the eFile & Pay 
system will keep and electronic copy of your return.  You can view 
it by going to View “e” History from the Main Menu. Hit Exit.  
 



Thank you.  Hit Exit.  
 


