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Chapter 1 - Introduction

General
Beginning July 1, 2017, the Ohio Cigarette tax returns can be filed using the Ohio Business Gateway (OBG). Attached are instructions of how
to navigate the OBG.

Ohio Department of Taxation (ODT) Contact

If you have any questions or concerns about this document, please contact the Excise and Energy Tax Division:

Phone: 855.466.3921 (option 3)
E-mail; excisecigarette @tax.state.oh.us

You may write to us at the following address:
Ohio Department of Taxation
Excise and Energy Division
P.O. Box 530
Columbus, OH 43216-0530


mailto:excisecigarette@tax.state.oh.us

Chapter 2—-Logging In To Ohio Business Gateway

Navigate to the Ohio Business Gateway web page at Ohio Business Gateway (http:/gateway.ohio.gov/).

i

3 o~ BUSINESS
Ohlo GATEWAY

Username

Welcome to the

Ohio Business Gateway

@login

By logging in, | agree to the terms of service

Save time and money by filing taxes and other

transactions with the State of Ohio online.
Trouble logging in?

Learn about the services and transactions we offer ®
Forgot username/password?

Learn how to get started ® Never used the Gateway? - Create an Account

View frequently asked questions @ 0 OH | D

¢ Sign in to OBG using your existing Username and Password
¢ If your company has never filed using OBG, click the Create a Gateway Account. Additional instructions for registering a new account on OBG
can be found on our website at tax.ohio.gov


https://gateway.ohio.gov/
http://www.tax.ohio.gov/
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Start a Transaction
e From the Home Page, use the “Start a Transaction” tab and select “Ohio Taxation — Cigarette Tax”.

T 1 ™~

= BUSINESS
Oth GATEWAY

Home History

Start a Transaction | In Progress (0) | Ready for Checkout (0)

& Ohio Taxation - Municipal Net Profit Tax - New & Ohio Taxation - Other Tobacco Products Tax
£ Municipal Taxation — Net Profit Tax £ Ohio Taxation - Master Settlement Agreement
£ Ohio Taxation - Cigarette Tax e £ Ohio Taxation - Replacement Tire Fee

& Ohio Taxation - Motor Fuel Tax




e Next, click the “Cigarette Tax — Non-Stamping Wholesaler (CIG59A)” option.

T 1 ™~

= BUSINESS
Oth GATEWAY

Home History

Start a Transaction | In Progress (0) | Ready for Checkout (0)

8 Ohio Taxation - Municipal Net Profit Tax - New Ohio Taxation - Other Tobacco Products Tax
8 Municipal Taxation — Net Profit Tax Ohio Taxation - Master Settlement Agreement
8 Ohio Taxation - Cigarette Tax Ohio Taxation - Replacement Tire Fee

= Cigarette Tax - Manufacturerfimporter (C1G28)

% Cigarette Tax - Payment

—
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Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

*

Cigarette Tax - Stamping Wholesaler (CIG58)
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Ohio Cigarette Tax — Non-Stamping Wholesaler (CIG59A)

This is the Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A) page where you will begin all your filing transactions and can view your filing
history. On the left-hand side, you will see there are several filing options available:

e File a New Return
¢ Amend a Return
e eFiling History

WELCO

STATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

i Tips
e E] File a New Return Incomplete Transactions 9

If you left the site before you filed your return, your saved draft will be listed below + Do not use the back button in your browser to navigate
Click Resume to finish it, and Delete if you don't want to keep it.
The draft returns are ordered by the most recent at the top. + Tofile a new return, make sure your account number and
2 filing period are available.
% Amend a Return *Transaction Limit - each schedule entered may not exceed 100 records. If any of your schedule records exceed this limitation, please contact the Department for alternative
filing options

+ An original return must be on file in order to file an
. amended return.

No Incomplete Transactions
No Activity Returns

|
B <Filing History + No Activity returns are unable to be submitted via file
upload. Please utilize manual form entry for filing a return
with no activity.
eFiling History
+ View and print enline filings through eFiling History.
Session Time Out

* Sessions have a time out limit of 20 minutes. If the
session time exceeds this limit, you will need to log back
into OBG.

Browser Compatibility
- For optimal browser compatibility, please see “Help”

Contact Us

o As well as these options, note the “Tips” box to the right, and the “Help” link in the upper-right corner.
o The “Tips” box will be updated for each page that you navigate to while processing your transaction and will provide useful information that
may assist your filing.
o The “Help” link will take you to more specific information regarding the tax and the filing of your transactions as seen below.
7



CIG59A Help

5703-15-14 Monthly reports by cigarette dealers receiving cigarettes in Ohio.

Each licensed wholesale cigarette dealer that receives or causes to be received in this state cigarettes shall, on or before the last day of each month, file reports on a
form and in a manner prescribed by the tax commissioner. The reports shall indicate the quantities of cigarettes received during the preceding month, the person
from whom the cigarettes were purchased, and any other information requested by the commissioner. Reports shall be filed by each dealer each month whether or
not cigarettes were actually received during the preceding month.

Return Information

The following Information will be needed to complete your tax return:

Account Number (8 digits)

Return Type (Original or Amended)

Filing Period Date

All data necessary to complete the applicable schedules

Browser Compatibility

This user interface was designed and tested using the browsers and version listed below. For the optimal browsing experience, please use a browser and version
from this list. Full compatibility cannot be guaranteed using browsers and/or versions outside of those listed.

e 1) Internet Explorer 11 - Update version 11.0.35
e 2) Google Chrome - Version 55.0.2883.87

Help

The Ohio Department of Taxation is ready to help you and offers several resources where you can get answers to your tax questions. Our website, tax.ohio.gov,
contains information on all taxes administered by the Department or you may call 1-855-466-3921.


http://www.tax.ohio.gov/

Chapter 3 — Filing a Return — Manual Entry

To file a new return, click the “File a New Return” button.

ATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

~ E File a New Return Incomplete Transactions Tips
L If you left the site before you filed your return, your saved draft will be listed below - Do not use the back button in your browser to navigate
Click Resume to finish it, and Delete if you don't want to keep it.
The draft returns are ordered by the most recent at the top. = To file a new return, make sure your account number and
D filing period are available
% Amend a Return *Transaction Limit - each schedule entered may not exceed 100 records. If any of your schedule records exceed this limitation, please centact the Department for alternative
filing options = An original return must be on file in order to file an

. amended return.
No Incomplete Transactions

No Activity Returns

No Activity returns are unable to be submitted via file
upload. Please utilize manual form entry for filing a return
with no activity.

-
Wl <Filing History

eFiling History

= View and print online filings through eFiling History.
Session Time Out

= Sessions have a time out limit of 20 minutes. IT the
session time exceeds this limit, you will need to log back
into OBG.
Browser Compatibility

» For optimal browser compatibility, please see “Help”




Select Filing Period
e Account Number (8-digit Cigarette Tax Account Number)
Filing Year
Select Filing Month
Click on the Type of Filing (default to Original)
Click on Method of Filing: Manual Form Entry
Click “Next” to continue.

WELCO

TATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

Thursday, June 22, 2017

o Select Filing Period *All fields are required Ti
ips

. Enter Information Account Number + Corrections to the account number and filing period can
be made here prior to filing the return.
. Review and File Filing Year

« The Cancel button will return you to the previous page

Filing Month Select Month - and no data entered will be saved.
. Caonfirmation . _
Type of Filing (® Original * Use the Next button to proceed to the next page.
- Amended + Only select “Upload Files” Method of Filing if 3 file has
- been generated per specifications provided by the
Method of Filing J Uplead Files Department of Taxation. Otherwise, select "Manual Form
© Manual Form Entry Eniy
No Activity Returns
Cancel Next + No Activity returns are unable to be submitted via file

upload. Please utilize manual form entry for filing a retumn
with no activity.

What You Will Need
- & Digit Account Number
- Filing Period

Contact Us

e Use the Cancel button to return you to the previous page and no data entered will be saved
Use the Next button to proceed to the next page

10



Create Schedule

Stamped Cigarette Purchases From Licensed Ohio Wholesalers (CIG59A)
e Select Wholesaler

e Click Create Schedule

HOSTATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

Wednesday, June 21, 2017

Account Number

Filing Period 01/01/2017 - 01/3122017 Original Tips

. Select Filing Period

o Enter Information + Select the Wholesaler from which you made purchases
during the filing period and click Create Schedule
. Review and File Stamped Cigarette Purchases From Licensed Ohio Wholesalers (CIG59A) + Alist of registered wholesalers can be found on our
website at tax ohio.gov.

Confirmation Select Wholesal
. elect olesaler « To edit values in the summary, click Show Schedule to
Select - Create Schedule the right of the data.

* To delete values in the summary, click Delete to the right
of the data. Please note, Delete will remove all data
entered for the selected line item

+ Use the Review button to proceed to the Review page.
This button does not submit the return.
Summary of Created Schedules + Use the Save and Exit button if you want fo save the data
entered, but are not ready to submit your retumn.
Wholesaler State Combined County
- Ifthere is no activity to report, skip entering schedule
No created schedules detail and click the Review button

What You Will Need
= Supplying Wholesaler name and account number

Back Save & Exit

A list of registered wholesalers can be found on our website at tax.ohio.gov

Use the Back button to return to the previous page

Use the Review button to render the Review page and file the return

Use the Save & Exit button to save the return and exit, at any point of the filing session. This does not file the return, and you can resume later
The schedule cannot accept more than 100 records

11


http://www.tax.ohio.gov/

Schedule Details

Date Received (MMDDYYYY)

Invoice Number

Total Stamped State

Total Stamped Combined

Total Stamped County

Cumulative Total can be negative, but cannot be zero

WELCO!

STATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

Hnesday, June 21, 2017

“Indicates required field(s)
. Select Filing Period i
Account Number ULD

Filing Period 01/0172017 - 013172017 Original + The schedule cannot accept more than 100 records. If
your schedule records will exceed this amount, please

contact the Depariment.

o Enter Information

. Review and File
Stamped Cigarette Purchases From Licensed Ohio Wholesalers (CIG59A) - #12 (94010700) What You Will Need

. Confirmation + Date Received

Add/View Record Created Records gioicolami=ag
+ Total Stamped State Sticks

9 * Date Received m mm/ddiyyyy Date Invoice Total Shipped + Total Stamped Combined Sticks
P * Total Stamped County Sticks
Invoice Number No Created Records

* Total Stamped State
Total Stamped Combined
Total Stamped County

Save Clear

Records are not permanently saved until either the "Save & Return to Summary” button or "Save & Exit” button has been clicked below.

Save & Retum to Summary Save & Exit

ContactUs

Use the Save button to add the record to the Created Records section

Use the Clear button to remove the data from all fields on the schedule

Use the Save & Return to Summary button to review all the schedules that have been completed for the current return
Use the Save and Exit button if you want to save the data entered, but are not ready to submit your return

12




Created Records

¢ Click the Save button to add the record to the Create Records section

STATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

“Indicates required field(s)
. Select Filing Period
Account Number e
© Enter information Filing Period DUO12017 - 01/312017  Original ~ The schedule camnt ccept more than 100 records I
your schedule records will exceed this amount, please
contact the Department.

. Review and File

Stamped Cigarette Purchases From Licensed Ohio Wholesalers (CIG59A) - #12 (94010700) What You Will Need
. Confirmation - Date Received
AddiView Record Created Records e + Invoice Number
+ Total Stamped State Sticks
* Date Received 5 mm/dd/yyyy Date Invoice Total Shipped * Total Stamped Combined Sticks

= e + Total Stamped County Sticks
Invoice Number 01712017 1234 2,700 Edit Delste

* Total Stamped State
Total Stamped Combined
Total Stamped County

Save Clear

Records are not permanently saved until either the "Save & Return to Summary” button or " Save & Exit” button has been clicked below.

Save & Retumn to Summary Save & Exit

Contact Us

e Use the Edit button to edit the schedule data entered in the Created Records section
e Use the Delete button to remove the data from the Created Records

13



Summary of Created Schedules

e Click Save & Return to Summary to review the schedule details under the Summary of Created Schedules

OTATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

Account Number

Filing Period 01/01/2017 - 013172017 Original Tips

. Select Filing Pericd

o Enter Information

= Select the Wholesaler from which you made purchases
during the filing peried and click Create Schedule.

. Review and File

Stamped Cigarette Purchases From Licensed Ohio Wholesalers (CIG59A) = Alist of registered wholesalers can be found on our

website at tax ohio gov.
. Confirmation Select Wholesaler
* To edit values in the summary, click Show Schedule to
Select = Create Schedule the right of the data.

= To delete values in the summary, click Delete to the right
of the data. Please note, Delete will remove all data
entered for the selected line item

* Use the Review button to proceed to the Review page.

This button does not submit the retumn.
> Summary of Created Schedules = Use the Save and Exit button if you want to save the data

entered, but are not ready to submit your return.

Wholesaler State Combined County

» Ifthere is no activity to report, skip entering schedule
#12 1,000 400 800 Show Schedule Delete detail and click the Review button.
Grand Total 1,000 900 800 What You Will Need

= Supplying Wholesaler name and account number

Back Save & Exit

Contact Us

Use the Show Schedule button to view the schedule data entered for the Wholesaler
Use the Delete button to remove the data permanently from the current return

Use the Back button to return to the previous page

Use the Review button to render the Review page and file the return

Use the Save & Exit button to save the return and exit

14



Chapter 4 — File a Return - File Upload

Filing Information

Acceptable Electronic Formats, Version, Important Tips, ASCII (text file) Field Definitions, XML Schemas, Sequencing, Stick Count Quantity, Upload
Constraints, File Validation Process and other filing instructions can be found in the CIG_OTP Upload General Guidelines VV2.docx within the file
upload documentation at http://www.tax.ohio.gov/excise/CigMSAOther.aspx.

Filing a Return

To file a new return, click the “File a New Return” button.

WELCO

STATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

Thursday, June 22, 2017

@ File a New Return Incomplete Transactions Tips
If you left the site before you filed your return, your saved draft will be listed below « Do not use the back button in your browser to navigate:

Click Resume to finish it, and Delete if you don't want to keep it
The draft returns are ordered by the most recent at the top. + Tofile a new return, make sure your account number and
S filing period are available
% Amend a Return *Transaction Limit - each schedule entered may not exceed 100 records. If any of your schedule records exceed this limitaticn, please centact the Depariment for alternative

filing options. « An original return must be on file in order to file an

. amended return
No Incomplete Transactions
No Activity Returns.

-

W <Filing History « No Activity retumns are unabie to be submitted via file
upload. Please utilize manual form entry for filing a retumn
with no activity.

«eFiling History

+ View and print enline filings through eFiling History.
Session Time Out

+ Sessions have a time out limit of 20 minutes. If the
session time exceeds this limit, you will need to log back
into OBG.
Browser Compatibility

+ For optimal browser compatibility, please see “Help”

Contact Us

15
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Select Filing Period
e Account Number (8-digit Cigarette Tax Account Number)
Filing Year
Select Filing Month
Click on the Type of Filing (default to Original)
Click on Method of Filing: Upload Files
Click “Next” to continue

WELCO

TATE OF OHIO

Thursday, June 22, 2017

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

o Select Filing Period “All fields are required
. Enter Inforgapdy Account Number
. Review and File Fiing Year
Filing Month Select Month 4
. Confirmation - .
Type of Filing ® Original
O Amended
Method of Filing © Upload Files

O Manual Form Entry

Cancel Next

Tips

« Corrections to the account number and filing peried can

be made here prior to filing the return.

= The Cancel button will return you fo the previous page

and no data entered will be saved.

+ Use the Next bution fo proceed fo the next page.

= Only select “Upload Files" Method of Filing if a file has

been generated per specifications provided by the
Department of Taxation. Otherwise, select "Manual Form
Entry™.

No Activity Returns

* No Activity retums are unable to be submitted via file

upload. Please utilize manual form entry for filing a retum
with no activity.

‘What You Will Need

* 8 Digit Account Number
+ Filing Period

Contact Us

e Use the Cancel button to return you to the previous page and no data entered will be saved
e Use the Next button to proceed to the next page

® Use the “Upload Files” selection under Method of Filing to upload a file

17




Enter Information

Enter email address

Click Browse to locate the file to be uploaded
Click on the file to be uploaded

Click on Open to add the file

Ohio.govi =
STATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG58A)

. * Indicates required field(s)
@ select Filing Period

Account Number

o Enter Information Filing Period 02/01/2017 - 02/28R2017 Original

Tips

@ Reviewand File

S © IR

Upload files An email is Go to Check files
for validation sent when Incomplete for errors
the validation Transactions
process is to link to the
complete next step

* Email Address (required)

E An email will be sent to this address when the file(s) have been processed for errors:

Click Browse to search for the file(s). Maximum upload is 6 files with a maximum of 5,120 KB (5 MB) each.

Browse

File Name

N files uploaded

Cancel

If you Cancel, or if you exit before you click Send for Processing, the uploaded files will not be saved

Q

Review the
Summary

Size

Click File to

complete the

process

Tips

Action

* If you have more than cne file, the files must be uploaded

all at the same time, in the same transaction. Additional
files cannot be added at a later time or date

+ File validation occurs nightly. The file(s) will be ready for

the next step within 24 hours of initial upload.

- Only text (ASCII) fles (), XML fies (* xm), or

compressed files (* zip) format will be accepted for
upload.

+ File{s) larger than 5,120 KB (5 MB) must either be split

into two or compressed to reduce the file size

- Compressed file(s) (*Zip) may only contain a single file

type of either * tit or *xml only. Compressing more than
one file in the same archive will cause file validation to
fail

+ Use the Cancel button to cancel the upload transaction

and return to the Main Menu

+ Use the Send for Processing button to submit the

uploaded file(s) for validation.

+ If you have more than one file, the files must be uploaded

all at the same time, in the same transaction. Additional
files cannot be added at a later time or date

+ File validation occurs nightly. The files(s) will be ready for

the next step within 24 hours of initial upload.

+ Only text (ASCII files (*.txt), XML files (*xml), or

compressed files (*.zip) format will be accepted for
upload.

+ Files larger than 5,120 KB (5 MB) must either be split into

two or compressed to reduce the file size.

+ Compressed files (*.zip) may only contain a single file

type of either * t«t or * xml only. Compressing more than
one file in the same archive will cause file validation to
fail

* Use the Cancel bution to cancel the upload transaction

and return to the Main Menu

» Use the Send for Processing butten to submit the

uploaded file(s) for validation

If you have more than one file, the files must be uploaded all at the same time, in the same transaction

Additional files cannot be added at a later time or date

Only text (ASCII) files (*.txt), XML files (*.xml), or compressed files (*.zip) format will be accepted for upload
File(s) larger than 5,120 KB (5MB) must either be split into two or compressed to reduce the file size
Compressed file(s) (*.zip) may only contain a single file type of *.txt or *.xml only

Compressing more than one file in the same archive will cause file validation to fail

18




Send for Processing

WELCO

STATE OF OHIO

Ohio Cigarette Tax - Non-S5tamping Wholesaler (CIG59A)

y . ~ Indicates required field(s)
. Select Filing Period

Account Number Tips
o Enter Information Filing Period 02/01/2017 - 02/28/2017 Original + Ifyou have more than one file, the files must be uploaded

all at the same time, in the same transaction. Additional
files cannot be added at a later ime or date.

» File validation occurs nightly. The fila(s) will be ready for
the next step within 24 hours of initial upload.

Only text (ASCII) files (*.xt), XML files (*.xml), or
compressed files (*.zip) format will be accepted for
[ upload.

» File(s) larger than 5,120 KB (5 MB) must either be split

. Review and File

. Confirmation

Upload files An email is Go to Check files Review the Click File to into two or compressad to reduce the file size

for validation thseml"';h:in T"'“’"'P'_"‘e for errors Summary complete the + Compressed file(s) (* zip) may only contain a single file
e vali alon rﬂl_macmons process type of either * txt or * xml only. Compressing more than
process is to link to the one file in the same archive will cause file validation to
complete next step fail.

= Use the Cancel button to cancel the upload transacfion
and return to the Main Menu

* Email Address (required) » Use the Send for Processing button to submit the

An email will be sent to this address when the file(s) have been processed for errors: uploaded file(s) for validation

Tips
email@address.com P
+ Ifyou have more than one file, the files must be uploaded
Click Browse to search for the file(s). Maximum upload is 6 files with a maximum of 5,120 KB (5 MB) each all at the same time, in the same transaction. Additional
files cannot be added at a later ime or date.

* B * File validation occurs nightly. The files(s) will be ready for
rowse the next step within 24 hours of initial upload.

Only text (ASCII) files (*.xt), XML files (*.xml), or
compressed files (*.zip) format will be accepted for

File Name Size Action upload
+ Files larger than 5,120 KB (5 MB) must either be split into
ClG58_SampleFile. TXT B KB Delete two or compressed to reduce the file size

Compressed files (*.zip) may only contain a single file
type of either * txt or * xml only. Compressing more than

Cancel Send for Processing e ane file in the same archive will cause file validation to
fail.

If you Cancel, or if you exit before you click Send for Processing, the uploaded files will not be saved » Use the Cancel button to cancel the uplead transaction
and retun fo the Main Menu

Use the Send for Processing button to submit the
uploaded file(s) for validation

—

e Use the Cancel button to cancel the upload transaction and return to the Main Menu
e Use the Send for Processing to submit the uploaded file(s) for validation

19



Return to Main Menu

OSTATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

. Select Filing Period Account Number

g . Filing Period 020172017 - 027282017 Original
Enter Information * If you made a mistake and need to add/delete or edit files,

start a new transaction and uplead the required files
again.

Tips

. Review and File

- File validation occurs nightly. The file(s) will be ready for
~ 9 the next step in processing within 24 hours.
. Confirmation “ C (‘

Upload files An email is Go to Check files Review the Click File to
for validation sent when Incomplete for errors Summary complete the
the validation Transactions process
process is to link to the
complete next step

° File(s) successfully uploaded for validation
The file(s) below were uploaded for validation processing on Thursday, June 22, 2017 at 08:58 AM

File Name Status
ClG55_SampleFile TXT Waiting for Processing
An email will be sent to this address when the validation process is complete:

email@address com

If the email address is incorrect™® you do not get an email, the Status column on Incomplete Transactions will change when the files have been processed
Check back the day after uploading to see if the Status has changed from "Processing”

Return to Main Menu

Contact Us

¢ File validation occurs nightly
o The file(s) will be ready for the next step within 24 hours of initial upload
e Use Return to Main Menu to return to the mail menu and log out
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Vali

dation Email Confirmation

You will receive an email confirmation the following day indicating that file validation has occurred.

Tue 6/20/2017 3:05 PM

no-reply@tax.state.oh.us
Ohio Cigarette or Other Tobacco Products Tax - file upload status

To

This notification is to advise you that the file(s) you uploaded on_Tuesdayv, June 20, 2017 at 02:54:20 PM EDT have been
validated. Please visit the Ohio Business Gateway at http://ohiobusinessgateway.ohio.gov/OBG/ to view the validation results

and complete the tax filing or correct file errors.

Please do not reply to this email since the address from which it was sent is not monitored. Should you have any questions,
please contact the Ohio Department of Taxation - Excise and Energy Tax Division, Tobacco Tax Section at 855.466.3921 or
visit us online at http://www.tax.ohio.gov/excise/CigMSAOther.aspx

Thank vou,

The Ohio Department of Taxation

Once you have received the email confirmation, you can log back into OBG and resume the transaction.
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Incomplete Transaction Page
e After file validation occurs, the user will see an updated status reflecting one of the following, under the “Status” column located on the
“Incomplete Transaction” page:
0 Processing
= Status indicates that the file is still processing
= |f processing status does not change within 24 hours, please call the ODT Tobacco unit at 855-466-3921, option 3
0 Ready
= Status indicated successful file validation against prescribed header validation and business rules
= The file is ready for review and/or final submission
o0 Show Errors
= Status indicates unsuccessful validation against prescribed header validation or business rules
= The user can click on the “Show Errors” to be directed to the upload status page
= On this page, each file uploaded will contain:
e Bad File
0 Status contains header validation errors
o Dates (received, ship, invoice, destroyed, approval granted) are outside the filing period being reported, the file
will be considered a bad file and will not be accepted
e FErrors
0 Status contains business rule errors
e No Errors Found
o0 Status has passed validation and is ready for processing
= Based on the file(s) uploaded, the user can click on “Download Error File” underneath the “Action” column to see the error(s)
within the file(s)
= Correct errors within each file(s), and delete the original transaction on the “Incomplete Transactions” page
= Start a new transaction using “File a New Return” to upload corrected files. If you uploaded more than one file, files without
errors can be re-used, but must be uploaded again
= The newly uploaded files will again be processed through nightly validation
o0 Delete
= Status allows the user to remove the entire transaction for the filing period
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Chapter 5 - Review and File (both Manual Entry and File Upload)

Review
e Click Review to check the return for accuracy
e The system populates the return details by compiling entered or uploaded schedules

OSTATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

Thursday, June 2

. Select Filing Period Account Number

. Filing Period 01/01/2017 - 01312017 Original
. Enter Information + Please review Total Shipped per wholesaler to ensure all
schedule details are accurate.

Tips

o Review and File Schedule Review

@ confmation

+ Use the BACK DUTtON to FEtUM 0 the Previous page 1o
e — Total Shipped make any needed corrections.

#12 2,700 - Enter your email address and check the box to confirm

the aceuracy of the return
Grand Total 2,700
+ Use the File button to submit your completed return

* Email Address (required)

Please provide an email address for any further i regarding the p g of this . i?sr:vteu%{gehmm [DSavelvourieixp Mot mnglnd

[name@abccompany com

*Check to confirm the statement below before submitting the return (required)

I declare under penalties of perjury that this return or claim (including any and ) has been by me and to the best of my
knowledge and belief is a true, correct, and complete return and report

Back Exit

Contact Us

o If you disagree with the summarized values, review and/or edit the schedule details by clicking the “Back” button and making the appropriate
corrections.
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File

When you are satisfied that the summarized values are correct.
o Enter your email address
e Check to confirm the accuracy of the return
e Click File to submit your completed return

OSTATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

. Select Filing Period Account Number

Tips
Filing Period 01/01/2017 - 01/3172017 Original

. Enter Information

+ Please review Total Shipped per wholesaler to ensure all
schedule details are accurate.

: : Schedule Review
o Review and File + Use the Back bution fo return to the previous page fo
Wholesaler Total Shipped make any needed corrections.
. Confirmation
#12 2,700 + Enter your email address and check the box to confirm
the accuracy of the return.
Grand Total 2,700

+ Use the File button to submit your completed return
* Email Address (required)

E Please provide an email address for any further communication regarding the processing of this transaction * Use the Exit bution to save your return without filing and

return to OBG.
|emai\2&ddress com

“Check to confirm the statement below before submitting the return (required)
| declare under penalties of perjury that this return or claim (including any accompanying schedules and statements) has been examined by me and to the best of my

knowledge and belief is a true, correct, and complete return and report.

Contact Us

e Use the Back button to return to the previous page to make corrections
Use the Exit button to save your return without filing and return to OBG
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Confirmation

e A confirmation acknowledging that your return for the period stated has been filed with the Ohio Department of Taxation
¢ A Filing Confirmation Number will be provided. Use this number when contacting the Excise and Energy Tax Division

:)hio' 0 WELCO! O T
J STATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG5%A)

une 22, 2017

. Select Filing Period ° Your report has been successfully received.
Tips

) Please refer to the Filing Confirmation Number when contacting the Excise and Energy Tax Division regarding this transaction.
. Enter Information

* Record your Filing Confirmation number for your records.

. Review and File

* Refurn to Main Menu will return you to the landing page.
Date Filed 06/22/2017 09:09 AM
= Use the Exit button to be redirected to the OBG Home
O confirmation Confirmation Number 341245135768 gane

Account Number . L\USIE‘O?SH print electronically filed returns from eFiling
Filing Period Start Date 01/01/2017 Original

Filing Period End Date 0173172017

Return to Main Menu Print View Exit

Contact Us

¢ Use the Return to Main Menu button to return to the landing page
e Use the Print View button to get a print of the return filed
e Use the Exit button to be redirected to the OBG Home Page
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Print View

£ Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG594) - Internet Explorer

State of Ohio
Cigarette Tax

Non-Stamping Wholesaler Report

Company Name:

Please print this page for vour records.

Account Number:
Date Filed:

Filed By:

Email Address:
Confirmation Number:
Filing Period:

Tvpe of Filing:

Report Review
Wholesaler

#12

Grand Total Sticks

06/22/2017

email@address.com
341245135768

01/01/2017 to 01/31/2017
Original

Total Shipment
2,700
2,700

e Click on the picture of the printer to send to the printer
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Chapter 6 — Amend a Return

Amended returns must be filed in the same manner as the original return. Original returns that were filed electronically must be amended
electronically. Amended returns will wholly replace the original filing.

NOTE: If the filing of an amended return indirectly affects ANY element of subsequently filed returns, (i.e., beginning inventory, etc.) then each
affected, subsequent filing must also be amended.

File Upload

0 ASCII: The “Return Type” field must specify an “A” (as referenced in position 6 of the Ohio Cigarette ASCII Layout or Ohio Other Tobacco
Products ASCII Layout document) to assure the file will be treated as an amended return

o0 XML: The <AmendedReturnindicator> element must specify a value of <true> as contained within the ReturnHeader section of the XML

Filing an Amended Return
e To file an Amended return, click the “Amend a Return” button

Ohio'go WELCO! )
OSTATE OF OHIO

Ohlo Cigarette Tax - Mon-Stamping Wholesaler (CIG38A)

EI File a New Return
arved drafl will be listed bebow. * Do fiol se: Ther Btk DUIION in YOUF Browwser 10 Rdrvigate
heep il

= To e a new retu
#ing penod are

ﬁ Amend a Return

9 il eFiling History

= An criginal retum must be on Ske in order ko fle 3n
amencen retum

manyal form antry for fling @ resum

i crling flings through aFiling Hissory
ime Out

v 3 Bme out ime of 20 minutes. e
ets INis It you will need 10 log back




Select Filing Period

e Account Number (8-digit Cigarette Tax Account Number)
Filing Year
Select Filing Month
Click on the Type of Filing (default to Original)
Click on Method of Filing: Upload Files or Manual Form Entry
Click “Next” to continue.

Ohio.go

WELCO

STATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

0 Select Filing Period ~All fields are required o
ips
. Enter Inf; : Account Number + Corrections to the account number and filing period can
be made here prior te filing the retum.
y N Filing Year
. Review and File + The Cancel button will return you to the previous page
. Filing Month Select Month - and no data entered will be saved.
Confirmation ,_
Type of Filing ® Original + Use the Next button to proceed to the next page.
O Amended
mende - ©nly select “Upload Files” Method of Filing if  fle has
-~ been generated per specifications provided by the
Method of Filing -} Upload Files Department of Taxation. Otherwise, select "Manual Form
O Manual Form Entry Entry".
No Activity Returns
Cancel Next * No Activity returns are unable to be submitted via file

upload. Please utilize manual form entry for filing a retum
with no activity.

What You Will Need
+ 8 Digit Account Number
+ Filing Peried

Contact Us

Use the Cancel button to return to the previous page and no data entered will be saved

Use the Next button to proceed to the next page

Use the “Manual Form Entry” selection under Method of Filing to enter schedule details or “Upload Files” to upload a file

Follow the guidelines for “Filing a Return - Manual Entry” or “File a Return — File Upload” to enter schedule details or upload a file
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Chapter 7 — File a Zero Activity Return

Log in to the Ohio Business Gateway, see chapter 2 for instructions.

To file a new return, click the “File a New Return” button.

WELCO

STATE OF OHIO

Ohio Cig Tax -N ping (CIG59A)
; Tips
@ File a New Return Incomplete Transactions
If you left the site before you filed your return, your saved draft will be listed below.
Click Resume to finish it, and Delete if you don't want to keep it.
The draft returns are ordered by the most recent at the top
»
ﬁ‘ Amend a Return “Transaction Limit - each schedule entered may not exceed 100 records. If any of your schedule records exceed this limitation, please contact the Department for alternative

filing options.

No Incomplete Transactions

-
Wl <Filing History

Do not use the back button in your browser to navigate.

To file a new return, make sure your account number and
filing period are available.

An original return must be on file in order to file an
amended return

No Activity Returns

No Activity retums are unable fo be submitted via file
upload. Please ufilize manual form entry for filing a return
with no activity.

eFiling History

View and print oniine filings through eFiling History.
Session Time Out

Sessions have a time out limit of 20 minutes. If the
session time exceeds this limit, you will need to log back
into OBG.

Browser Compatibility

For optimal browser compatibility, please see “Help”

Contact Us
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Select Filing Period
e Account Number (8-digit Cigarette Tax Account Number)
Filing Year
Select Filing Month
Click on the Type of Filing (default to Original)
Click on Method of Filing: Manual Form Entry
Click “Next” to continue.

WELCO

TATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

o Select Filing Period “All fields are required
. Enter Infc i Account Number
. Review and File Fiing Year
Filing Month Select Month 4
. Confirmation - -
Type of Filing ® Original
O Amended
Method of Filing © Upload Files

O Manual Form Entry

Cancel Next

Tips

Thursday, June 22, 2017

= Corrections to the account number and filing peried can

be made here prior to filing the return.

= The Cancel butfon will return you fo the previous page

and no data entered will be saved.

+ Use the Next bution fo proceed fo the next page.

= Only select “Upload Files" Method of Filing if a file has

been generated per specifications provided by the
Department of Taxation. Otherwise, select "Manual Form
Entry”.

No Activity Returns

* No Activity retums are unable to be submitted via file

upload. Please utilize manual form entry for filing a retum
with no activity.

‘What You Will Need

* 8 Digit Account Number
+ Filing Period

Contact Us

e Use the Cancel button to return you to the previous page and no data entered will be saved
e Use the Next button to proceed to the next page
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ATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG53A)

A t Numbs
. Select Filing Period ceount Number

Filing Period 03/01/2017 - 03/31/2017 Original
o Enter Information

. Review and File Stamped Cigarette Purchases From Licensed Ohio Wholesalers (CIG59A)

. Confirmation Select Wholesaler

Select hd Create Schedule

Summary of Created Schedules

Wholesaler State Combined County

No created schedules

Back Save & Exit

Tips

= Select the Wholesaler from which you made purchases

= Alist of registered wholesalers can be found on our

* To edit values in the summary, click Show Schedule to

= To delete values in the summary, click Delete to the right

» Use the Review button to proceed to the Review page

+ Use the Save and Exit button if you want to save the data

« Ifthere is no activity to report, skip entering schedule

= Supplying Wholesaler name and account number

during the filing period and click Create Schedule.

website at tax_ohio.gov.

the right of the data_

of the data. Please note, Delete will remove all data
entered for the selected line item

This button does not submit the return.

entered, but are not ready to submit your retumn.

detail and click the Review button.

What You Will Need

Contact Us

Use the Back button to return to the previous page

Use the Review button to render the Review page and file the return
Use the Save & Exit button if you want to save the data entered, but are not ready to complete the return
Go to Chapter 5 — Review and File (both Manual Entry and File Upload) to Review and File your tax return
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Chapter 8 — eFiling History

To view eFiling History, click the “eFiling History” button.

@ File a New Return

ﬁ\‘ Amend a Return

|
W eFiling History

fE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

Incomplete Transactions

If you left the site before you filed your return, your saved draft will be listed below.
Click Resume to finish it, and Delete if you don't want to keep it.

The draft returns are erdered by the most recent at the top

*Transaction Limit - each schedule entered may not exceed 100 receords. If any of your schedule records exceed this limitation, please centact the Department for alternative

filing options.

No Incomplete Transactions

Tips

Do not use the back button in your browser to navigate

To file a new return, make sure your account number and
filing period are available

An original return must be on file in order to file an
amended return.

No Activity Returns

No Activity returns are unable to be submitted via file
upload. Please utilize manual form entry for filing a return
with no activity.

eFiling History

View and print online filings through eFiling History
Session Time Out

Sessions have a time out limit of 20 minutes. If the
session time exceeds this limit, you will need fo log back
into OBG.

Browser Compatibility

For optimal browser compatibility, please see “Help”

Contact Us
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eFiling History

Available Information
e Date Time Filed
e Account
e Type
e Filing Period Start
e Filing Period End
e Filing Conf#
o \View

OSTATE OF OHIO

Ohio Cigarette Tax - Non-Stamping Wholesaler (CIG59A)

Thursday, June 22, 2017

eFiling History

Tips
Date Time Filed Account Type Filing Period Start Filing Period End Filing Conf #
+ This page lists only the returns filed through OBG. It has a
R limit of 200 fransactions.
06/22/2017 09:09 AM Qriginal 01/01/2017 0173172017 341245135768
* Use Cirl+F to search for a confirmation number.
Showing 1to 1 of 1 entries Previous 1 Next
Back

ContactUs

e This page lists only the returns filed through OBG. It has a limit of 200 transactions
e Use Ctrl+F to search for a confirmation number
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