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Chapter 1 - Introduction

General
Beginning February 5, 2018, the Ohio Other Tobacco Products 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

NOTE: Information Release, XT 207-03 Other Tobacco Products Tax — Premium Cigars — Issued July, 2017,
http://www.tax.ohio.gov/excise/information releases/index excise/XT2017-03.aspx, requires that premium cigars be reported separately
from other tobacco products and little cigars. Purchases or sales of any premium cigars during the filing period require that you continue
to report via paper returns. Updated forms are available at http://www.tax.ohio.gov/forms.aspx.



mailto:excisecigarette@tax.state.oh.us
http://www.tax.ohio.gov/excise/information_releases/index_excise/XT2017-03.aspx
http://www.tax.ohio.gov/forms.aspx

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

e 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/

My Business | Dashboard

B>

- e D-

» New Transaction = Progress ~/Ready for Checkout giRecent [lHistory @ Payments ggReminders .ﬂAnnouncementso

Quick Links

Has Something Changed?

Request Business Access

Favorites

Show Favorites

Service Area

Other Tobacco Products Tax
Cigarette Tax

Other Tobacco Products Tax

Other Tobacco Products Tax o
Cigarette Tax
Cigarette Tax



Start a Transaction
¢ From the Home Page, use the “Start a Transaction” tab and select “Ohio Taxation — Other Tobacco Products 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 e
£ Municipal Taxation — Net Profit Tax £ Ohio Taxation - Master Settlement Agreement
£ Ohio Taxation - Cigarette Tax £ Ohio Taxation - Replacement Tire Fee

& Ohio Taxation - Motor Fuel Tax




Next, click the “Other Tobacco Products Tax — Out-of-State Distributor (OTP6)” option.

T 1 I~

= BUSINESS
Oth GATEWAY

Home History

£ Ohio Taxation - Municipal Net Profit Tax - New
8 Municipal Taxation — Net Profit Tax
Ohio Taxation - Cigarette Tax

& Ohio Taxation - Motor Fuel Tax

—

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

& Ohio Taxation - Other Tobacco Products Tax

-

-

+

-

-

-

Other Tobacco Products Tax - In-State Distributor (OTP2)

Other Tobacco Products Tax - Out-of-State Distributor
(OTPG)

Other Tobacco Products Tax - Manufacturer (OTP92)

Other Tobacco Products Tax - Payment

Other Tobacco Products - Request for Consent to
Transport{QTP99)

Other Tobacco Product Tax - Refund Request (OTP12)

Ohio Taxation - Master Settlement Agreement

Ohio Taxation - Replacement Tire Fee




Ohio Other Tobacco Products - Out-of-State Distributor (OTP6)

This is the Ohio Other Tobacco Products - Out-of-State Distributor (OTP6) 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

r  Monday, June 26, 2017

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP6)

i Tips
9 @ 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. + Tofile a new return, make sure your account number and
The draft returns are ordered by the most recent at the top. filing period are available
> .
%\ Amend a Return *Transaction Limit - each schedule entered may not exceed 50 records. If any of your schedule records exceed this limitation, please contact the Department for alternative + An original return must be on file in order to file an
amended return.
filing options.
+ Payment may be made with a checking or savings

No Incomplete Transactions account using ACH debit

-

- eFiling History No Activity Returns

+ No Activity retumns 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 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 to log back
into OBG.

Payment History

+ Find historical payments paid online through OBG by
clicking on the “Home" link at the top of this page.
Browser Compatibility

« For optimal browser compatibility, please see “Help”

Contact Us

As well as these options, note the “Tips” box to the right, and the “Help” link in the upper-right corner. 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.

The “Help” link will take you to more specific information regarding the tax and the filing of your transactions as seen below.
6



OTP6 Help

5743.52 Filing of Returns

Each distributor of tobacco products subject to the tax levied by section 5743.51 of the Revised Code, on or before the twenty-third day of each month, shall file with the tax
commissioner a return for the preceding month showing any information the tax commissioner finds necessary for the proper administration of sections 5743.51 to 5743.66 of the
Revised Code, together with remittance of the tax due. The return and payment of the tax required by this section shall be filed in such a manner that it is received by the
commissioner on or before the twenty-third day of the month following the reporting period.

Return Information

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

e  Account Number (8 digits)

e  Return Type (Original or Amended)

e  Filing Period

e All data necessary to complete the applicable schedules

Payment Information

The following information will be needed to initiate and complete your payment via ACH debit on OBG:

e 1.) Checking or savings account routing number
e 2.) Checking or savings bank account number

Payments may also be made through the Treasurer of State using the ACH credit option.

Additional Services

Taxpayers may target a payment to a specific filing period, filing confirmation number, billing notice or assessment notice.

PLEASE NOTE: You should not perform a "Payment" transaction unless you have already filed the corresponding return.



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

Resolution
This user interface was developed to a resolution of 1024 x 768 dpi and above. If you are unable to view the full information throughout this site, please check your resolution

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

e Tofile a new return, click the “File a New Return” button

ATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTPS8)

= Incomplete Transactions Tips
E] File a New Return P

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.

= To file a new return, make sure your account number and
The draft returns are ordered by the maost recent at the top.

filing period are available.

» - .
%\ Amend a Return *Transaction Limit - each schedule entered may not exceed 50 records. If any of your schedule records exceed this limitation, please contact the Department for alternative + An original return must be on file in order to file an
filing options amended return.
+ Payment may be made with a checking or savings
No Incomplete Transactions account using ACH debit.

i eFiling History No Activity Returns

+ No Activity returns are unable to be submitted via file
upload. Please ufilize 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 to log back
into 0BG.

Payment History

Find historical payments paid online through OBG by
clicking on the “Home" link at the fop of this page.

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

Contact Us



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

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

o Select Filing Period “All fields are required -
ips
. Enter Infcrmé Account Number + Corrections to the account number and filing period can
only be made here prior to clicking Next.
. Review and File Filing Year * Ifa comection to an account number or filing period needs
to be made after this screen has been passed, the
Filing Month Select Month = incomplete filing must be deleted and a new filing will
. Confirmation - need to be started.
Type of Filing ® Original + The Cancel button will return you to the previous page
) Amended and no data entered will be saved.
) + Use the Next bution fo proceed to the next page.
Method of Filing J Upload Files + Cnly select “Upload Files” Method of Filing if a file has
O been generated per specifications provided by the
- Manual Form Entry Department of Taxation. Otherwise, select "Manual Form
Entry".
Cancel Next 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.

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

10



Schedules

Click the relevant tabs to select which schedules will need to be completed for your return.

e Sales to OH Retailers (H)
e Sales to OH Distributors (1)
o Returned (F)

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

Account Numbe
. Select Filing Period Hnt SUmoer

Filing Period 12/01/2017 - 12/31/2017 Original

e Enter Information

. Review and File
Sales To OH Retailers (H) Sales To OH Distributors ()

. Confirmation Sales to Ohio Retailers or Consumers (H)

Select Product Type

O Other Tobacco Products (OTP)
O Little Cigars (LC)
O premium Cigars (PC)

Summary of Created Records

Product Type Total Wholesale Cost

No created records

Back m Save & Exit

Returned (F)

Create Schedule

Quantity of Premium Cigars

Tips

- To navigate through the schedules, click the

corresponding tab.

= Only complete the schedules that are applicable to

your filing.

- For each schedule to be completed, enter the

required information in the top section and then
click Create Schedule.

- A complete list of all licensed distributors can be

found on our website at tax ohio.gov

- Hovering over a name in the Schedule Summary

will display the full name.

= To edit values in the summary, click Show

Schedule to 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 Back button to return to the previous page.

= Use the Review button to proceed to the Review

page. This button does not submit the return.

= Use the Save and Exit button if you want to save

the data entered, but are not ready to submit your
return.

= [f there is no activity to report, skip entering

schedule detail and click the Review button.

What You Will Need

- Transaction Detail to complete applicable

schedules

Contact Us

Use the Back button to return to 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
Only complete the schedules that are applicable to your filing

11



Sales to OH Retailers (H)

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP6)

. Select Filing Period

o Enter Information

. Review and File

. Confirmation

Account Number
Filing Peri 12/01/2017 - 12/31/2017 Original

Sales To OH Retailers (H) Sales To OH Distributors (1)

Sales to Ohio Retailers or Consumers (H)

Select Product Type

) Qther Tobacco Producis (OTP)

O Little Cigars (LC)

O Premium Cigars (PC)

Summary of Created Records

Product Type Total Wholesale Cost

No created records

Back m Save & Exil

Returned (F)

Create Schedule

Quantity of Premium Cigars

Tips

» To navigate through the schedules, click the

corresponding tab.

- Only complete the schedules that are applicable to

your filing.

+ For each schedule to be completed, enter the

required information in the top section and then
click Create Schedule.

- A complete list of all licensed distributors can be

found on our website at tax.ohic.gov

* Hovering over a name in the Schedule Summary

will display the full name.

- To edit values in the summary, click Show

Schedule to 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 Back button to return to the previous page.

+ Use the Review button to proceed to the Review

page. This button does not submit the return

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

the data entered, but are not ready to submit your
return.

- If there is no activity to report, skip entering

schedule detail and click the Review button.

What You Will Need

- Transaction Detail to complete applicable

schedules

Contact Us

To navigate through the schedules, click the corresponding tab

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

Go to Chapter 5 — Review and File to complete your filing

12



Create Schedule
e Select Product Type
e Click Create Schedule

OTATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP6)

Account Number
Filing Period 12/01/2017 - 12/31/2017 Original Tips

. Select Filing Period

9 Enter Information

To navigate through the schedules, click the
corresponding tab.

. Review and File

Only complete the schedules that are applicable to

Sales To OH Distributors (1) Returned (F) your filing.
. Confi i + For each schedule to be completed, enter the
onnrmation . - . - P "
Sales to Ohio Retailers or Consumers (H) relqulred information in the top section and then
click Create Schedule.

+ A complete list of all licensed distributors can be

Select Product Type found on our website at tax ohio.gov

— + Hoveri in the Schedule S

© Other Tobacco Products (OTP) e overing over a name in the Schedule Summary

will display the full name

O Little Cigars (LC) To edit values in the summary, click Show

© Premium Cigars (PC) Schedule to 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 Back button to return to the previous page.

Use the Review button to proceed to the Review
page. This button does not submit the return

- Use the Save and Exit button if you want to save
the data entered, but are not ready to submit your
return.

Summary of Created Records

Product Type Total Wholesale Cost Quantity of Premium Cigars

If there is no activity to report, skip entering
schedule detail and click the Review button
No created records What You Will Need

Transaction Detail to complete applicable
schedules

Back m Save & Exit

13



Schedule Details

Buyer Name
Buyer Address 1
Buyer Address 2
Buyer City

Zip Code
Invoice Date (MM/DD/YYYY)

Invoice Number

OTP or LC or PC Wholesale Cost (must be greater than zero)
Quanitity of Premium Cigars

Ohio'go WELCOMN THE
“CTATE OF OHIO

Home

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTPE)

“Indicotes required field{s)

. Select Filing Pericd
Account Number L

o Fntar Information Fiing Penod QUNENT - 0URIR0T Original = Havering over e texd for Buyer will cispiay e full name.

check in the box labeled “On Save, copy

@ Revewand Fie .
QeSpEryRd in grary 10 D USed on e nexd

Other Tebacco Products (OTP) Sales to Ohio Retailers or Consumers (H)

. Confrmation = Usk the Save buticn 1 8dd the record ke the selected
AddView Record Creatod Recards Sehacue
* Uise the Clear bution to remave the data from al fekds on
. i Schdule
Buyer Name. Buyer Invoice Number Cost
o © Chek EOE If 3 COMBCHON NoHaAS 10 Be Mads 10 a Created
Buyer Addrass 1 Mo Created Recoeds Riecord
Buyer Address 2 - Lise o Sawh ana Feturm 59 Summary Bumion 10 v al
e Schedules it have been completed for the current
* Buyer City retum.
- Buyer Stale O + Uisa the Save and Exi bution f you wart 30 save the data
S werered, DUl ang oL eady 50 SUDMA your returm.
e = Tha schadusé tannot ACcent more than S0 reconds. If your
* Invwicar Dater ) meisatyyyy :;mm:—.;n. Wil RO VS SMOUNL CHdSE CoNtacL

*Invvdice Numbar What You Will Nesed

“OTP Wholesale Cost 3 * Buyer Name and Address
» kevoice Date
Save Clear * lervoice Numiber

+ Product Wholesale Cost
On Save. copy hghhghted fields 1o nex blank record

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

Save & Feturn 1o Summary

Use the Save button to add the record for the selected schedule

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

Check the option “On Save, copy highlighted fields to next blank record” in order to retain the data elements displayed in gray
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

This schedule cannot accept more than 50 records

14



Created Records
e Click the Save button to add the record to the Created Records section

. Select Filing Pericd
o Enter Information

. Review and File

. Confirmation

TATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP6)

“Indicates required field(s)

Account Number gles
01/01/2017 - 01/3172017

Filing Period Original

Other Tobacco Products (OTP) Sales to Ohio Retailers or Consumers (H)

AddiView Record Created Records e

*Buyer Name Buyer
*Buyer Address 1
Buyer Address 2

*Buyer City
“Buyer State OH
*Zip Code

Invoice Number Cost

Buyer Name 1234 §200.00 Edit Delete

“Invoice Date H mm/dd/fyyyy

*Invoice Number

*OTP Wholesale Cost 3
Save Clear

On Save, copy highlighted fields to next blank record

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

« Hovering over the text for Buyer will display the full name.

+ By placing a check in the box labeled “On Save, copy
highlighted fields to next blank record”, you can retain the
data elements displayed in gray to be used on the next
new record.

+ Use the Save button to add the record for the selected
Schedule.

* Use the Clear button o remove the data from all fields on
the Schedule.

+ Click Edit if a correction needs to be made to a Created
Record,

+ Use the Save and 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.

= The schedule cannot accept more than 50 records. If your
schedule records will exceed this amount, please contact
the Department.
What You Will Need

= Buyer Name and Address

* Invoice Date

+ Invoice Number

+ Product Wholesale Cost.

Contact Us

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

Check the option “On Save, copy highlighted fields to next blank record” in order to retain the data elements displayed in gray
Hovering over the text for the Buyer will display the full name
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Summary of Created Records
o Click Save & Return to Summary to review the schedule details under the Summary of Created Records

OSTATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP6)

. Select Filing Period unt Number

Filing Period 12/01/2017 - 12/31/2017 Original Tips

o Enter Information + To navigate through the schedules, click the

corresponding tab._

. Review and File + Only complete the schedules that are applicable to
Sales To OH Retailers (H) Sales To OH Distributors (1) Retumned (F) your filing.

. Confi . » For each schedule to be completed, enter the
onnrmation N " i il ion i i
Sales to Ohio Retailers or Consumers (H) rc‘l’l“ck”'g[‘:_g:g”s"c‘:ggzlg‘ the top section and then
- A complete list of all licensed distributors can be
Select Product Type found on our website at tax.ohio.gov
“~ + Hovering over a name in the Schedule Summary
() Other Tobacco Products (OTP) Create Schedule will display the full name
O Little Cigars (LC) + To edit values in the summary, click Show
) Premium Cigars (PC) Schedule to 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 Back button to return to the previous page.

+ Use the Review button to proceed to the Review
page. This button does not submit the return.

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

Summary of Created Records the data entered, but are not ready to submit your
return.
Product Type Total Wholesale Cost Quantity of Premium Cigars + Ifthere is no activity to report, skip entering

schedule detail and click the Review button
Premium Cigars $1,000.00 100 Show Schedule Delete What You Will Need

+ Transaction Detail te complete applicable
schedules

Back m Save & Exit

Contact Us

Use the Show Schedule button to view the schedule data entered

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
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Sales to OH Distributors (1)

OSTATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP6)

Account Number
. Select Filing Period

Filing Period 12/01/2017 - 12/31/2017 Original

o Enter Information

. Review and File
Sales To OH Retailers (H) Sales To OH Distributors (I} Returned (F)

@ confimation Sales To Ohio Licensed Distributors (1)

Select Product Type Enter Buyer's ODT Account Number

O Other Tobacco Products (OTP)
O Little Cigars (LC)

© Premium Cigars (PC)

Summary of Created Records

Buyer OTP Total Wholesale Cost LC Total Wholesale Cost

No created records

Back m Save & Exit

Create Schedule

Quantity of Premium Cigars

Tips

- To navigate through the schedules, click the

corresponding tab_

= Only complete the schedules that are applicable to

your filing.

= Faor each schedule to be completed, enter the

required information in the top section and then
click Create Schedule.

- A complete list of all licensed distributors can be

found on our website at tax_ohio.gov

= Hovering over a name in the Schedule Summary

will display the full name

= To edit values in the summary, click Show

Schedule to 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 Back button to return to the previous page.

= Use the Review button to proceed to the Review

page. This button does not submit the return

- Use the Save and Exit button if you want to save

the data entered, but are not ready to submit your
return.

= If there is no activity to report, skip entering

schedule detail and click the Review button.

What You Will Need

- Transaction Detail to complete applicable

schedules

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 to save the return and exit

Go to Chapter 5 — Review and File to complete your filing
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Create Schedule
e Select Product Type
o Enter Buyer's ODT Account Number
e Click Create Schedule

°STATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP6)

Account Numbel
. Select Filing Period L BUMOSt

Filing Period 12/01/2017 - 12/31/2017 Original Tips
o Enter Information

= To navigate through the schedules, click the
corresponding tab.

= Only complete the schedules that are applicable to
Sales To OH Retailers (H) Sales To OH Distributors (1) Returned (F) your filing.

. Confirmati = For each schedule to be completed, enter the
onfirmation Sales To Ohio Licensed Distributors (1) required information in the top section and then

click Create Schedule.
= A complete list of all licensed distributors can be
Select Product Type Enter Buyer's ODT Account Number found on our website at tax.ohio.gov

~ » Hoveri in the Schedule Si
() Other Tobacco Products (OTP) Create Schedule overing over a name in the Schedule Summary

. Review and File

will display the full name
O Little Cigars (LG) = To edit values in the summary, click Show
O Premium Cigars (FC) Schedule to 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 Back button to return to the previous page.

Use the Review button to proceed to the Review
page. This button does not submit the return

Use the Save and Exit button if you want to save
Summary of Created Records the data entered, but are not ready to submit your

refumn.

Buyer OTP Total Wholesale Cost LC Total Wholesale Cost Quantity of Premium Cigars If there is no activity to report, skip entering

schedule detail and click the Review button
No created records

What You Will Need

Transaction Detail to complete applicable
schedules

Back m Save & Exit
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Schedule Details

¢ Invoice Date (MM/DD/YYYY)

e Invoice Number

e OTPor LC or PC Wholesale Cost
e Quanitity of Premium Cigars

OTATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP8)

“Indicates required field(s)
. Select Filing Period

Account Number LS
o Enter Information Filing Period 01/01/2017 - 01/31/2017 Original - gsﬁ th‘Save button to add the record for the selected
chedule.
. Review and File - ;se;hﬁ (t}l\elar button to remove the data from all fields on
P - 2 Schedule
Other Tobacco Products (OTP) Sales to Other Ohio Licensed Distributors (1): Click Eait " i 1o be made [0 & Crested
o » Click Edit if a correction needs to be made to a Create
. Confirmation Record
+ Use the Save and Return to Summary button to review all
AddiView Record Created Records trlétlau?“chedules that have been completed for the current
PR : = Use the Save and Exit button if you want to save the data
Invoice Date B mmiddlyyyy Date Invoice Cost entered, but are not ready to submit your return.
* Invoice Number Mo Created Recards = The schedule cannot accept more than 50 records. If your
schedule records will exceed this amount, please contact
* OTP Whelesale Cost $ the Depariment.
What You Will Need
Save Clear - Invoice Date

* Invoice Number
= Product Whaolesale Cost

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

Use the Save button to add the record for the selected schedule

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 EXxit button if you want to save the data entered, but are not ready to submit your return

This schedule cannot accept more than 50 records
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Created Records

e Click the Save button to add the record to the Created Records section

TATE OF OHIO

iOhio Other Tobacco Products Tax - Out-of-State Distributor (OTP8)

*Indicates required field(s)
Select Filing Period

Account Number =
Enter Information Filing Pariod 01/01/2017 - 01/31/2017 Original - Use the Save button to add the record for the selected
Schedule.
Review and File o Il'JTszeSthﬁ ?e‘ar button to remove the data from all fields on
P - e Schedule.
Other Tobacco Products (OTP) Sales to Other Ohio Licensed Distributors (1):
+ Click Edit if a correction needs to be made to a Created
Confirmation Record
» Use the Save and Return to Summary button to review all
AddiView Record Created Records Irg?u?:hedu\es that have been completed for the current
T ] + Use the Save and Exit button if you want to save the data
Invoice Date 5 mmiddiyyyy Date Invoice Cost entered, but are not ready to submit your return.
* Invoice Number 011712017 1234 $150.00 Edit Delete + The schedule cannot accept more than 50 records. If your
. schedule records will exceed this amount, please contact
* OTP Wholesale Cost $ the Department.
What You Will Need
Save Clear

Invoice Date

Invoice Number
Product ‘Wholesale Cost

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

Save & Retumn to Summary Save & Exit

Contact Us

o 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
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Summary of Created Records

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

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP6)

Account Numbe
. Select Filing Period Hnt SUmBEr

Filing Period 12/01/2017 - 12/31/2017 Original Tips

o Enter Information - To navigate through the schedules, click the

corresponding tab.

. Review and File * Only complete the schedules that are applicable to
Sales To OH Retailers (H) Sales To OH Distributors (I) Returned (F) your filing.

- For each schedule to be completed, enter the
. Confirmation

Sales To Ohio Licensed Distributors (1) Lﬁqdcuigi :;;ﬂgg':g;zlg‘ the top section and then

- A complete list of all licensed distributors can be
Select Product Type Enter Buyer's ODT Account Number found on our website at tax.ohio.gov.
* Hovering over a name in the Schedule Summary
will display the full name.
O Little Cigars (LC) - To edit values in the summary, click Show
) Premium Cigars (PC) Schedule to 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.

O Other Tobacco Products (QTP) Create Schedule

= Use the Back button to return to the previous page.

= Use the Review button to proceed to the Review
page. This button does not submit the return

= Use the Save and Exit button if you want to save
Summary of Created Records the data entered, but are not ready to submit your
return.

Buyer OTP Total Wholesale Cost LC Total Wholesale Cost Quantity of Premium Cigars » lithers is na activity to report, skip entering
schedule detail and click the Review button.

$0.00 $0.00 100 Show Schedule Delete What You Will Need
Grand Total $0.00 $0.00 100 » Transaction Detail to complete applicable
schedules

Back m Save & Exit

Contact Us

Use the Show Schedule button to view the schedule data entered

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
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Returned (F) Tab

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTP6)

Account Numbe
@ scicct Filing Period it Bumber

Filing Period 12/01/2017 - 12/31/2017 Original

e Enter Information

. Review and File
Sales To OH Retailers (H) Sales To OH Distributors (1) Returned (F)

. Confirmation Returned from Ohio Customer (F)

Select Product Type

O Other Tobacco Products (OTP) Create Schedule
O Little Cigars (LC)
O Premium Cigars (PC)

Summary of Created Records

Product Type Total Wholesale Cost Quantity of Premium Cigars

No created records

Back m Save & Exit

Tips

To navigate through the schedules, click the
corresponding tab.

Only complete the schedules that are applicable to
your filing.

For each schedule to be completed, enter the
required information in the top section and then
click Create Schedule.

A complete list of all licensed distributors can be
feund on our website at tax.ohio.gov.

Hovering over a name in the Schedule Summary
will display the full name.

To edit values in the summary, click Show
Schedule to 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 Back button to return to the previous page.

Use the Review button to proceed to the Review
page. This button does not submit the return.

Use the Save and Exit button if you want to save
the data entered, but are not ready to submit your
retumn.

If there is no activity to report, skip entering
schedule detail and click the Review button

What You Will Need

Transaction Detail to complete applicable
schedules

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 to save the return and exit

Go to Chapter 5 — Review and File to complete your filing
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Create Schedule
e Select Product Type
e Click Create Schedule

WELCO!

STATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

Account Numbe
. Select Filing Period unt BUmost

Filing Period 12/01/2017 - 12/31/2017 Original

9 Enter Information

. Review and File
Sales To OH Retailers (H) Sales To OH Distributors (l) Returned (F)

. Confirmation Returned from Ohio Customer (F)

9 Select Product Type

O Other Tobacco Products (OTP) Create Schedule
O Little Cigars (LC)

O Premium Cigars (PC)

Summary of Created Records

Product Type Total Wholesale Cost Quantity of Premium Cigars

No created records

Back m Save & Exit

Tips

To navigate through the schedules, click the
corresponding tab.

+ Only complete the schedules that are applicable to

your filing.
For each schedule to be completed, enter the

required information in the top section and then
click Create Schedule.

A complete list of all licensed distributors can be
found on our website at tax.ohic.gov.

Hovering over a name in the Schedule Summary
will display the full name.

To edit values in the summary, click Show
Schedule to 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 Back button to return to the previous page.

Use the Review button to proceed to the Review
page. This button does not submit the return.

Use the Save and Exit button if you want to save
the data entered, but are not ready to submit your
return.

If there is no activity to report, skip entering
schedule detail and click the Review button

What You Will Need

Transaction Detail to complete applicable
schedules

Contact Us
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Schedule Details

Date Returned (MM/DD/YYYY)
Credit Memo Date (MM/DD/YYYY)
Credit Memo Number

Quantity

Product Description

OTP or LC or PC Wholesale Cost
Quanitity of Premium Cigars

Ohio' 0 WELCO T
J STATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

Tuesday, June 27, 2017

*Indicates required field(s)
’ Select Filing Period

Account Number s
0 Enter Information Filing Period 010172017 - 01312017 Original . gsg thISave button to add the record for the selected
chedule.
@ reviewand Fie * Uss 1o Clear buton o ramave the data from al felds on
. e Schedule.
Other Tobacco Products (OTP) Returned From an Ohio Customer (F)
) - Click Edit if a correction needs to be made to a Created
. Confirmation Record
Add/View Record Created Records * Use the Save and Return to Summary button to review all
the Schedules that have been completed for the current
* tum.
Date Returned (% mmiddryyyy Date Returned Credit Memo Cost rem
+ Use the Save and Exit button if you want to save the data
= Credit Memo Date m mmiddlyyyy No Created Records entered, but are not ready fo submit your retum.

+ The schedule cannot accept more than 50 records. If your
schedule records will exceed this amount, please contact
* Quantity the Department.

= Credit Memo Number

‘What You Will Need
+ Date the product was refurned
" Product Description - Date of the Credit Memo issued
+ Credit Memo Number issued
« Quantity of product returned
+ Description of product retumed
+ Product Wholesale Cost

“ QTP Wholesale Cost §

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

Use the Save button to add the record for the selected schedule

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

This schedule cannot accept more than 50 records
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Created Records

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

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Out-of-State Distributor (OTPE)

“Indicates required field(s)
. Select Filing Period

Account Number U=
o Enter Information Filing Period 01/01/2017 - 0173172017 Original . gs? thISave button to add the record for the selected
chedule.
. Review and File a Il'J_ISeSThﬁ %Ielar button to remove the data from all fields on
. e Schedule.
Other Tobacco Products (OTP) Returned From an Ohio Customer (F)
+ Click Edit if a correction needs to be made to a Created
. Confirmation Record
AddiView Record Created Records + Use the Save and Return to Summary button to review all
the Schedules that have been completed for the current
* Date Returned B mm/dd/yyyy Date Returned Credit Memo Cost =
* Use the Save and Exit button if you want to save the data
= Credit Memo Date m mm/dd/yyyy 011772017 1234 $250.00 Edit Delete entered, but are not ready to submit your retumn.
- * The schedule cannot accept more than 50 records. If your
Credit Meme Number schedule records will exceed this amount, please contact
* Quantity the Department

What You Will Need
Date the product was refurned
Date of the Credit Memo issued

* Preduct Description

Credit Memo Number issued

Quantity of product returned
Description of product returned
Product Wholesale Cost

* OTP Wholesale Cost ]

Save Clear

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

Save & Return to Summary Save & Exit

Contact Us

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

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

OCTATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

ne 27, 2017

Account Number

Filing Period 01/01/2017 - 01/31/2017 Original Tips

. Select Filing Period

g Enter Inf

+ To navigate through the schedules, click the
cormesponding tab.

. Review and File * Only complete the schedules that are applicable to your
Sales To OH Retailers (H) Sales To OH Distributors (I) Returned (F) filing
) + For each schedule to be completed, enter the required
. Confirmation Returned from Ohio Customer (F) ié\é(;ggil‘:n in the fop section and then click Create
+ A complete list of all licensed distributors can be found on
Select Product Type our website at tax.ohio.gov.
~ + Hovering over a name in the Schedule Summary will
() Other Tobacco Products Create Schedule i "

display the full name.

+ To edit values in the summary, click Show Schedule to
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 Back button to return to the previous page.

* Use the Review button to proceed to the Review page
This button does not submit the return
Summary of Created Records
+ Use the Save and Exit button if you want fo save the data

entered, but are not ready to submit your retum.

+ Ifthere is no activity to report, skip entering schedule
detail and click the Review button.

O Little Cigars

Product Type Total Wholesale Cost

Other Tobacco Products $250.00 Show Schedule Delete -
What You Will Need

+ Transaction Detail to complete applicable schedules

Back Save & Exit

Use the Show Schedule button to view the schedule data entered

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
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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

e Tofile a new return, click the “File a New Return” button

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP8)

, June 26, 2017

5 Tips
9 @ File 2 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.

+ 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

» - .
%\ Amend a Return *Transaction Limit - each schedule entered may not exceed 50 records. If any of your schedule records exceed this limitation, please contact the Department for alternative + An original return must be on file in order to file an
filing options. amended return
- Payment may be made with a checking or savings
No Incomplete Transactions account using ACH debit

i. eFiling History 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 to log back
into OBG.

Payment History

- Find historical payments paid online through CBG by
clicking on the “Home" link at the top of this page.

Browser Compatibility
= For optimal browser compatibility, please see “Help®

Contact Us
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http://www.tax.ohio.gov/excise/CigMSAOther.aspx

Select Filing Period

Account Number (8-digit Other Tobacco Products Tax Account Number)
Filing Year

Select Filing Month

Click on the Type of Filing

Click on Method of Filing: Upload Files

Click “Next” to continue

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

o Select Filing Period “All fields are required -
ips
. Enter Infcrmé Account Number + Corrections to the account number and filing period can
only be made here prior to clicking Next.
. Review and File Filing Year * Ifa comection to an account number or filing period needs
to be made after this screen has been passed, the
Filing Month Select Month = incomplete filing must be deleted and a new filing will
. Confirmation - need to be started.
Type of Filing ® Original + The Cancel button will return you to the previous page
) Amended and no data entered will be saved.
) + Use the Next bution fo proceed to the next page.
Method of Filing J Upload Files + Cnly select “Upload Files” Method of Filing if a file has
O been generated per specifications provided by the
- Manual Form Entry Department of Taxation. Otherwise, select "Manual Form
Entry".
Cancel Next 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.

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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Enter Information
e Enter email address
o Click Browse to locate the file to be uploaded
e Click on the file to be uploaded
e Click on Open to add the file

WELCO

TATE OF OHIO

June 27, 2017

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

* Indicates required field(s)
. Select Filing Period

o Enter Information Account Number

Filing Period 02/01/2017 - 02/28/2017 Original
. Review and File

. Confirmation

O = & @ Q ©
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 validati T i process
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 & files with a maximum of 5,120 KB (5 MB) each.
Browse
File Name Size Action
No files uploaded

Cancel

If you click "Cancel” or close the window before clicking "Send for Processing,” the uploaded files will not be saved.

Tips

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

all at the same time, in the same {ransaction. Additional
files cannot be added at a later ime 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) files (*.txt), 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

into two or compressed fo reduce the file size

« Compressed file(s) (*.zip) may only contain a single file

type of either *tt or *xmi 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.

Contact Us

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(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 with *.txt or *.xml only
Compressing more than one file in the same archive will cause file validation to fail
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Only text (ASCII) files (*.txt), XML files (*.xml), or compressed files (*.zip) format will be accepted for upload




Send for Processing

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

* Indicates required field(s)
. Select Filing Period

Tips
o Enter Information Account Number » If you have more than one file, the files must be uploaded
all at the same time, in the same transaction. Additional
Filing Period 01/01/2017 - 01/31/2017 Original files cannot be added at a later time or date.

. Review and File

. Ceonfirmation

+ File validation occurs nightly. The file(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
v 9 upload.
u ( [ + File(s) larger than 5,120 KB (5 MB) must either be split
into two or compressed to reduce the file size

Upload files An email is Goto Check files Review the Click File to + Compressed file(s) (* zip) may only contain a single file
for validation sent when Incomplete for errors. Summary complete the type of either *.bxt or *.xml only. Compressing mere than
the validation Transactions rocess one file in the same archive will cause file validation to
! - P fail.
process is to link to the
complete next step » 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

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

email@address.com

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 Size Action
QOTP2_SampleFile. TXT 3KB Delete

Cancel Send for Processing

If you click "Cancel” or close the window before clicking "Send for Processing,” the uploaded files will not be saved.

Contact Us

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

ATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

. Select Filing Period Account Number
Tips
o : Filing Period 01/01/2017 - 01/31/2017 Original
Enter Information « If you made a mistake and need to addidelete or edit files,
start a new transaction and upload the required files
again.

. Review and File

+ File validation occurs nightly. The file(s) will be ready for
v the next step in processing within 24 hours.
. Confirmation u 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 Tuesday, June 27, 2017 at 11:33 AM

File Name Status
QOTP2_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 or 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

¢ File validation occurs nightly
e 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 Errors
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 upload 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
¢ Click the Review button to check the return for accuracy
¢ The system populates the return details by compiling the entered or uploaded schedules
¢ It will then return the calculated totals for add date, and if applicable, the “Total Tax Due”

Ohio.go

WELCO!

STATE OF OHIO

v ________________________________________________________________________________________________________________| uesday Januan 30.2013

Ohio Other Tobacco Products Tax - Out-of-State Distributor (QTP6)

Account Numb
@ select Filing Period count Humber

Filing Period 120012017 - 12/31/2017 Original Tips
@ enter ntomation - Please review Totsl Tax Due to ansure il schedule details sre
Return Review socurete.
e Review and File Other Tobaces Products . Umser;elgne{js:ck buttan to retum ta the previous page to make
. Confirmation Wholesale Cost of Tobacco Products Sekd Inte OH 50.00 . 5"&3:;’:‘.““ sddrass and check the box to confirm the sccuracy
Credits $0.00 + Use the File button to submit your completed raturm
Net Taxable Valus 5000 . gsaeé.ne Exit button to save your return without filing and return to
Other Tabaceo Products Tax 50.00
Little Cigars
‘Wholesale Cost of Little Cigars Sold Into OH 30.00
Credits 50.00
Net Taxable Value $0.00
Little Cigars Tax $0.00
Premium Cigars
Quantity of Premium Cigars Sold Into OH o
Credits o
Net Quantity of Premium Cigars 0
Premium Cigars Tax $0.00
Totals
Total Tax 50.00
Less Discount (if applicable) $0.00
Total Tax Due $0.00

* Email Address (required)
Please provide an email address for any further ion regarding the ing of this

[name@abccompany.com

*Check to confirm the below before itting the return

| declare under penaliies of perjury that this return or claim (including any g and ) has been examined by me
and to the best of my knowledge and belief is a frue, correct, and complete return and report.

Back Exit

e Review button total Tax Due to ensure all schedule details are accurate

e [f 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.
Enter your email address
e Check to confirm the accuracy of the return
v Click File to submit your completed return

. Confirmaticn

Ohio.go
w6 |

Ohio Other Tobacco Products Tax - In-State Distributor (OTP2)

. Select Filing Period
@ Enter information

o Review and File

—>
—

WWELCO!

STATE OF OHIO

Account Number

Filing Period 01/01/2017 - D1/31/2017 Original

Other Tobacco Products
Total Purchasss 50.00
Sales in Inferstate Commerce $0.00
Returned to Manufacturer £0.00
Destroyed with Prior Approval 50.00
Total Credits 50.00
Met Taxable Value $0.00
Other Tobacco Products Tax £0.00

Little Cigars
Total Purchasss 50.00
Sales in Inferstate Commerce $0.00
Returned to Manufacturer £0.00
Destroyed with Prior Approval 50.00
Totsl Credits 50.00
Met Taxable Valus 50.00
Little Cigars Tax 50.00

Totals
Total Tax 50.00
Less Discount (if applicable) 50.00

Tax Paid Transactions Purchases of Tax Paid Other Tobacco Products and Little Cigars 50.00

Sales of Tax Paid Other Tobacco Products and Little Cigars to other Ohio Licensed Distributors $0.00
Total Tax Due $0.00
* Email Address (required)
email@address.com
* Check to confirm the below before the return

qp

| declare under penalties of perjury that this retum or claim (including any accompanying schedules and statements)
has been examined by me and to the best of my knowledge and belief is a frue, comect, and complete return and

report

Exit

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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+ Please raview Totsl Tax Due to ensure all schedule detsils sre accurste

- Use the Back button o retum to the previous page to make comections.
- Enter your email scdress snd check the bax to confirm the scourscy of the

+ Use the File button to submit your completed retum.
- Use the Exit bution to ssve your return without fiing and return to OBG,

retum.




Confirmation

You will see 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.

Ohio.gov/ =

STATE OF OHIO

Ohio Other Tobacco Products Tax - In-State Distributor (OTP2)

. Select Filing Period ° Your return was successfully received: Date and Time of Filing 06/26:2017 03:07 PM
Tips
. This confirmation acknowledges that your OTP2 Return for the period stated below has been filed with the Ohio Department of Taxation.
Enter Information « Recard the Filing Confirmation number for your records.
Please refer to the Filing Confirmation Number when contacting the Excise and Energy Tax Division. * Use the Send to Checkout button iz add your payment io the Checkout in
@ RreviewandFie OBG. Youwil be redirected to the OBG Home Psge.
- Use the Exit button to pay later or to make your payment ACH Credit via the
o Confirmat Filing Confirmation 502753337876 Ohio Treasurer of State. You will be redirecied to the OBG Home Page,
onfirmation - *You can print alectronically fied retums from eFiling History.
Account Number
Filing Pericd 01/01/2017 - 01/21/2017 Original
Total Tax Due $0.00
Less Payment / Credits $0.00
Interest $0.00
Penalty $50.00
Total Balance Due
$50.00
as of 067262017 *
Payment Amount el 50.00) Send to Checkout Brint View Exit

* If paid later than today, the balance may change to include any applicable interest and penalties.

Contact Us

Enter value in the Payment Amount

Use the Send to Checkout button to add your payment to Checkout in OBG. You will be redirected to the OBG Home Page

Use the Print View button to get a print of the return filed

Use the Exit button to pay later or to make your payment ACH Credit via the Ohio Treasurer of State. You will be redirected to the OBG
Home Page
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Print View

State of Ohio
Other Tobacco Products Tax
Out-of-State Distributor Tax Return

Company Name:

Please print this page for your records.

Account Number:

Date Filed:

Filed By:

Email Address:
Confirmation Number:
Filing Period:
Type of Filing:

Total Tax Due:

Less Payment/Credits:
Interest:

Penalty:

Total Balance Due:

07/25/2017

309732007367

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

$0.00

$0.00

$0.00

$0.00

$0.00
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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 Other Tobacco Products 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

Home
Ohio Other Tobacco Tax - In-8tate D (OTP2)
§ " Tips
@ File a New Return Incomplete Transactions
1 you Il the site before you filed your return, your saved draft will be isbed below. + D ot use the Beck button In yoer browser 12 navigste

Chick Resume to finish it. and Delete if you don't want 1o keep it + To fie & new refum, make sure your DEcount number and

The draft retums are crdered by the most recent at tha top. filing peviod are avalable
f Amand a Return 1 Lt - Schedule A and B o W0 o » Seherdule ©, 0 F and 03 records ety not excend 50 reconds RRAT SRl WAUTE R s o0 B 1 oTIAT K B A Aesandect
e + typiee 18 el s brnutation pa 1 for allerritbeae Bing opbions [

. * Payment may be made whh 8 checking or savings actount
No Incomplete Transactions wsing ACH debil

-
W =riling History

- Mo e, calibe s o subsmitlid vis e plind
Please utikze manusl form entry 1or flng & refum with no
nclivily
eFling Histary

* e mnd print eeling filngs through eFBing History

Seasion Time Out

* Seasions kave 8 tme out it of 20 minuies If the sessisn
Hime dteeds this imA, you will need to log back inta OIS,
Payment History

+ Find historical payments paid coline through 0BG by chicking
o the ‘Home’ ink nt the ton af this age
Browser Compatibiliy

* For sptimal beowaer eompatibiity, plese 30e Help’.

Contact Us
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Select Filing Period
e Account Number (8-digit Other Tobacco Products Tax Account Number)
Filing Year
Select Filing Month
Click on the Type of Filing
Click on Method of Filing: Upload Files or Manual Form Entry
Click “Next” to continue.

TOSTATE OF OHIO

Ohio Other Tobacco Products Tax - In-State Distributor (OTP2)

Friday, June 23, 2017

0 Select Filing Period *All fields are required )
Tips
. Enter Informati Account Number + Corrections to the filing period can only be made here prior to
clicking Next
@ Review and Fils Filing Year « If 5 correction ic a filing period nesds to be made after this
screen has been passed, the incomplete filing must be.
Filing Month Select Month | = deleted and a new filing will need to be started.
. Confirmation + The Gancel button will return
N N you to the previous page and no
Type of Filing ® Original data entered will be saved.
© Amended + Use the Next button to proceed to the next page

. + Only select “Upload Files” Method of Filing if & fils has been
Method of Filing ) Upload Files generated per specifications provided by the Department of
O Manual Form Entry Taxation. Otherwise, select “Manual Form Entry”.

No Activity Returns

* Nao Agtivity returns are unable to be submitted via file upload
Please utilize manual form entry for filing a retum with no
activity.

Cancel Next

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

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

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

OSTATE OF OHIO
-]

Ohio Other Tobacco Products Tax - In-State Distributor (OTP2)

g File 2 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 Delste if you don't want to keep it
The draft retumns are ordered by the most recent at the top

No Incomplete Transactions

-
W <=Filing History

)
2 Amend a Return *Transaction Limit - Schedule A and B records may not exceed 100 records per schedule type. Schedule C, D, E, and G records may not exceed 50 records
per schedule type. If any of your schedule records exceed this limitation, please contact the Department for alternative filing options
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Tips

Do not use the back button in your browser to navigate

To file @ 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.

Payment may be made with a checking or savings account
using ACH debit.

No Activity Returns

o Activity returns are unabls to be submitted via file upload
Please utilize manual form entry for filing a retum with no
activity.

&Filing History

View and print enlins 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.
Payment History

Find historical payments paid online through 0BG by clicking
on the *Home" link at the top of this page

Browser Compatibility

For optimal browser compatibility, please ses “Help”




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

EOTATE OF OHIO

Ohio Other Tobacco Products Tax - In-State Distributor (OTP2)

Friday, June 23, 2017

0 Select Filing Period *All fields are required .
ips
@ Enter information Account Number + Corections to the filing period can only bs made hers prior to
clicking Next
@ RoviewandTie Filing Year + if a comrection to a filing period needs fo be made after this
streen has been passed, the incomplete filing must be
Filing Month SelectMonth | = deleted and 2 new filing will need to be started
. Confirmation + The Cancel button will return
,__ you to the previous page and no
Type of Filing ® Original data entered will be saved.
O Amended + Use the Next button to proceed to the next page
. + Only select “Upload Files™ Method of Filing if s file has been
Methed of Filing U Upload Files generated per specifications provided by the Deparment of
O Manual Form Entry Taxation. Otherwise, select “Manual Form Entry”.
No Activity Returns
Gancal Next + Mo Activity retums are unabls 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

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

Use the “Manual Form Entry” selection under Method of Filing to enter schedule details
Follow the guidelines for “Filing a Return - Manual Entry” to enter schedule details
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Schedules
Click the relevant tabs to select which schedules will need to be completed for your return.
e Sales to OH Retailers (H)

e Sales to OH Distributors (1)
o Returned (F)

WELCO

STATE OF OHIO

Ohio Other Tobacco Products Tax - Qut-of-State Distributor (OTP6)

A t Numb
. Select Filing Period ceount Humber

Filing Period 01/01/2017 - 013172017 Original Tips
o Enter Information

- To navigate through the schedules, click the
comesponding tab.

. Revisw and File = Only complete the schedules that are applicable to your
Sales To OH Retailers (H) Sales To OH Distributors (1) Returned (F) filing

. Confi . + For each schedule to be completed, enter the required
onfirmation Sales to Ohio Retailers or Consumers (H) gﬁzgal‘fn in the top section and then click Creaie

* A complete list of all licensed distributors can be found on

Select Product Type our website at tax.ohio.gov.

- = Hovering over a name in the Schedule Summary will
() Other Tobacco Preducts Create Schedule display the full name.

« To edit values in the summary, click Show Schedule to
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 Back button to return to the previous page.

O Little Cigars

« Use the Review button to proceed to the Review page
This button does not submit the return
Summary of Created Records
+ Use the Save and Exit button if you want to save the data
entered, but are not ready to submit your return.
+ Ifthere is no activity o report, skip entering schedule
detail and click the Review button.

Product Type Total Wholesale Cost

No created records
What You Will Need
« Transaction Detail to complete applicable schedules

Back Save & Exit

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 to save the return and exit, at any point of the filing session. This does not file the return, and you can resume later
Go to chapter 5, Review and File, to complete the filing of a zero activity return
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Chapter 8 — eFiling History

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

OTATE OF OHIO

Ohio Other Tobacco Products Tax - In-State Distributor (OTP2)

: Tips

@ File a New Return Incomplete Transactions
If you left the site before you filed your return, yeur 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 + Tofile a new return, make sure your sctount number and
The draft retums are crdered by the most recent at the top. filing period are available.

> N £ . i i
@\ Amend a Return *Transaction Limit - Schedule A and B records may not exceed 100 records per schedule type. Schedule C, D, E, and G records may not exceed 50 records A': original retum must be on file in order to file an amended
retum.

per schedule type. If any of your schedule records exceed this limitaticn, please contact the Department for alternative filing options.
* Payment may be made with & checking or savings account
No Incomplete Transactions using ACH debit.

Bl cFiling History No Activity Returns
* No Activity retums are unable to be submitted via file upload
Please utilize manual form entry for filing & retum 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

Payment History

+ Find historical payments paid online through OSG by clicking
on the *Home" link st the top of this page

Browser Compatibility

For optimal browser compatibility, please see “Help”
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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

WELCO

STATE OF OHIO
e ] T T

Ohio Other Tobacco Products Tax - In-State Distributor (OTP2)

eFiling History

Tips
Date Time Filed Account Type Filing Period Start Filing Period End Filing Conf # - This pege lists only the returns filed through OB, It has & hmit of 200
tr ctions.
06/26/2017 03:07 PM Original 01012017 01312017 502753337876 Vien rosactens. X
- To view peyment history, click the “Home” link 2t the top of this screen
Showing 1 to 1 of 1 entries Provious | 1| Ned - Use Cii+F 1o saarch for & confirmatin number.
Back

Contact Us

e This page lists only the returns filed through OBG. It has a limit of 200 transactions
e To View Payment history, click the Home link at the top of this screen
e Use Ctrl+F to search for a confirmation number
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Chapter 9 — Make a Payment Only

e This option is only available for making ACH Debit payments through OBG
0 Return is filed

0 The correct payment amount is not in the Ready for Checkout zone on the Home page
¢ Navigate to the Ohio Business Gateway web page at Ohio Business Gateway (http://gateway.ohio.gov/).

OSTATE OF OHIO
[ Meme

Ohio Business Gateway

«)) Gateway Modernization Project
Stay informed on our efforts to update the Ohio Business Gateway.

Existing Users New Users
Usemame: l:l Create a Gateway Account Service Providers

If you are starting a new business in Ohio, you may need more than just a Gateway account. Learn more about

Password: Login additional reqistrations.

By logging in, | agree to the terms of service

Eoraot your usemname or 4 Having frouble logaing in? Review System Requirements

For addifional topics, please visit our Help and Support Page.

For mere information about the services
vh io Business Gateway,, available through the Ohio Business Gateway.

. Electronic Filing / please visit our home page.

e Sign in to OBG using your existing Username and Password.

e If you are a new user to OBG, but an account for the entity already exists on OBG, you must contact the OBG Administrator within your

company to have them add you as a user.

e If your company has never filed using OBG, click the Create an OBG Username. Additional instructions for registering a new account on OBG

can be found on our website at tax.ohio.gov.
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https://gateway.ohio.gov/

STATE OF OHIO

Ohio Business Gateway

ﬂ,) Gateway Modernization Project
Stay informed on our efforts to update the Ohio Business Gateway.

Existing Users New Users
Username: Create a Gateway Account Service Providers
If you are starting a new business in Chio, you may need more than just 2 Gateway account. Learn more about
Password: PP Login additional registrations.
By logging in, | agree to the ferms of service
Forgot vour username or password? Having trouble logging in? Review System Requirements

FEor additional topics. please visit our Help and Support Page.

< For more informatien about the services
vh io Business Gateway, available throt the Ohio Business Gateway
Electronic Filing / please visit our home page.
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From the Home Page, use the “Start a Transaction” tab and select “Ohio Taxation — Other Tobacco Products Tax”.

WELCO

STATE OF OHIO

Home History Administration Logout

Ohio Business Gateway Home

Ohio Cigarette Tax
Company 1D : ****5123

Start a Transaction In Progress (0) Reaﬁ for Checkout ‘OI Announcements

Oppertunities for Ohioans with Disabilities-BSVI/BEP Ohio Taxation - International Fuel Tax Agreement

Ohio Job & Family Services - UC Tax Ohio Taxation - Kilowatt Hour Tax

Municipal Taxation - Net Profit Tax Ohio Taxation - Kilowatt Hour Tax - Self-Assessing Purchaser

Municipal Taxation - Withholding Tax Ohio Taxation - Natural Gas Distribution Tax

Ohic Deferred Compensation Ohio Taxation - New Account Registration and Fuel Permit

Ohic Dept. of Commerce - Unclaimed Funds Ohio Taxation - Motor Fuel Tax

Equal Oppertunity Division Ohio Taxation - Other Tobacce Products Tax e Enr e s e
InvestOhio Ohio Taxation - Petroleum Activity Tax

Ohio Development Services Agency Ohio Taxation - Replacement Tire Fee

Ohic Taxation - Cigarette Tax Ohio Taxation - Sales and Use Tax

Ohic Taxation - Commercial Activity Tax Ohic Taxation - Severance Tax

Ohio Taxation - Employer Withhelding Ohio Taxation - Wireless 811 Charges A
Ohie Taxation - Financial Institutions Tax Ohio Taxation - Master Settlement Agreement

Ohie Taxation - Gross Casino Revenue Tax Helpful Links

Ohie Taxation - Horse Racing Tax Service Provider Hel
aervice Provider Help

Bulk Filing Help
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Next, click the “Other Tobacco Products Tax — Payment” option.

Dhio.go

HOSTATE OF OHIO

Home History Administration Logout

Ohio Business Gateway Home

Start a Transaction In Progress (9) Ready for Checkout (1) Announcements
A

Opportunities for Ohioans with Disabilities - BSVI/BEP Ohio Taxation - International Fuel Tax Agreement

Ohio Job & Family Services - UC Tax Ohio Taxation - Kilowatt Hour Tax

Municipal Taxation - Net Profit Tax Ohio Taxation - Kilowatt Hour Tax - Self-Assessing Purchaser

Municipal Taxation - Withholding Tax Onhio Taxation - Natural Gas Distribution Tax

Ohio Deferred Compensation Onhio Taxation - New Account Registration and Fuel Permit

Ohio Dept. of Commerce - Unclaimed Funds Onhio Taxation - Ohio Motor Fuel Tax

Equal Opportunity Division © Onhio Taxation - Other Tobacco Products Tax Favorite Transactions

InvestOhio # Other Tobacco Products Tax - In-State Distributor (OTP2)

Ohio Development Services Agency # Other Tobacco Products Tax - Qut-of-State Distrib {OTPE)

Ohio Taxation - Cigarette Tax # Other Tobacco Products Tax - (OTP38)

Ohio Taxation - Commercial Activity Tax ) + Other Tobaceo Produsts Tex - Payment

Ohio Taxation - Employer Withholding

# Other Tobacco Products - Reguest for Consent to TransportiOTP33) b User Preferences

Ohio Taxation - Financial Institutions Tax

% Other Tobacco Products Tax - Application for Renewal

Ohio Taxation - Gross Casino Revenue Tax Helpful Links
Ohio Taxation - Horse Racing Tax #* Other Tobaceo Products Tax - Refund Request (DTP12) ) )
Ohio Taxation - Petroleum Activity Tax

Transaction History
Ohio Taxation - Replacement Tire Fee
See OBG Tutorials

Ohio Taxation - Sales and Use Tax
Ohio Taxation - Severance Tax
To exit (logoff) without submitting any transactions, click "Logout” at the

Ohio Taxation - Wireless 911 Charges top of the page.

Ohio Taxation - Master Settlement Agreement hd
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Make a Payment
e Account Number
e Check the box for Filing Period, Filing Confirmation Number, Billing Notice, or Assessment Number
e Click Next

OTATE OF OHIO

Ohie Other Tobacco Products Tax - Make a Payment

cember 15,

Make a Payment
Tips
* All fields are required
* Do not use the back bution in your

browser to navigate.
Account Number
* To make an ACH debit payment via the

. Chio Business Gateway, please have your
Search By () Filing Period checking andior savings account and

P . routing numbers available. Payments may
') Filing Confirmation Number be future dated up to the due date of the
O Billing Notice return being filed.

() Assessment Notice + ACH credit payments will also be accepted
through the Treasurer of State. For more
information, please visit their website at

Exit www.eft tos.ohio.gov.

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.

Compatibility

* For optimal browser/resolution
compatibility, please see "Help".

Do not use the Back button in your browser to navigate
To make an ACH debit payment via the Ohio Business Gateway, have your checking and/or savings account and routing numbers available
Payments may be future dated up to the due date of the return being filed
ACH credit payments will also be accepted through the Ohio Treasurer of State
0 Details can be found at www.eft.tos.ohio.gov
Tips will update for each page you are currently on
e Help link is in the upper right corner
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Make a Payment — Searching by Filing Period
e Filing Year

Filing Month
e Payment Amount

Ohio.go

OSTATE OF OHIO

Ohio Other Tobacco Products Tax - Make a Payment

- Thursday, D

Make a Payment - by Filing Period

Tips
* All fields are required

* Click Send to Checkout to place your
payment in the Ready for Checkout tab.
Account Number *ou must complete the checkout process
for your payment to be made.

* Click Cancel to cancel the fransaction and
> Filing Year yyyy return to the selection page.

: + Do not use the back button in your
Filing Month Select Month | = browser to navigate.

Payment Amount 3 0.00

Cancel Send To Checkout

A

e Use the Cancel button to return to the previous page
e Use the Send to Checkout button to take you to the OBG home page to process your payment
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Make a Payment — Search by Filing Confirmation Number
e Account Number
e Filing Confirmation Number

OSTATE OF OHIO

Ohio Other Tobacco Products Tax - Make a Payment

Make a Payment - Search by Filing Confirmation Number

Tips
* All fields are required

+ The filing confirmation number is the
Account Number confirmation number you received when

filing your return.
Filing Confirmation Number I:I J9

+ Click Next to proceed.

+ Click Cancel to cancel the transaction and
Back returmn to the selection page.

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

e Use the Back button to return to the previous page
e Use the Search button to search by Filing Confirmation Number
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Make a Payment — Search by Filing Confirmation Number (continued)
o Prepopulated are the:
o Account Number
o0 Filing Confirmation Number
o Filing Period
o Amount Due
o Enter the Payment Amount

WELCO

TATE OF OHIO

Ohio Other Tobacco Products Tax - Make a Payment

Make a Payment - Search by Filing Confirmation Number

* All fields are required

Account Number

Filing Confirmation Number 971413276107
Filing Period 06/01/2016 - 06/30/2016
Amount Due §2,334.96
Payment Amount $ 2834.96

If payment is made later than 24 hours from the date and time of filing, the balance may have changed to include
any applicable interest, penalties, or partial payments.

Back Send To Checkout

e Use the Back button to return to the previous page
Use the Send to Checkout button to send the payment to checkout
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Thursday, D r 15, 2016

Tips

* The filing confirmation number is the

confirmation number you received when
filing your refurn.

= Click Next to proceed.
= Click Cancel to cancel the transaction and

retumn to the selection page.

» Do not use the back button in your

browser to navigate.



Make a Payment — Billing Notice

e Select the billing period you wish to pay from the dropdown menu

OSTATE OF OHIO

Ohio Other Tobacce Products Tax - Make a Payment

Make a Payment - Billing Notice

Tips
* All fields are required

+ Only one billing period may be selected at

atime.
Account Number

= Click Next to proceed.

Billing Pericd 08/01/16 - 08/31/16 $10,238.06 - » Click Cancel to cancel the transaction and
return to the selection page.
The balance listed in the drop-down menu reflects the balance as of the last financial update in our system ot hac hos Iy oy

. - X X browser to navigate.
Please select the period or billing notice that you would like to pay and select next to see an updated amount due.

¢ Use the Cancel button to cancel your selection
e Use the Next button to proceed to the payment page
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Make a Payment — Billing Notice (continued)

o Prepopulated are the:

o0 Account Number

o0 Period Selected

o Billing ID

0 Updated Amount Due (includes interest and penalty calculations)
e Enter the Payment Amount

WELCO

TATE OF OHIO

Ohio Other Tobacco Products Tax - Make a Payment

Make a Payment

Tips
* All fields are required

Account Number

Period Selected 08/01/2016-08/31/2016
Billing ID

Updated Amount Due $10,238.06
Payment Amount 3§ 10238.06

The Updated Amount Due includes up to date interest and penalty calculations; however, it may not include payments or filings made within the last 48 hours.

Back Send To Checkout

e Use the Back button to return to the previous page
Use the Send to Checkout button to send the payment to checkout
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+ You may enter a payment amount less

than or equal to the amount due. The
system will not accept payments larger
than the amount due.

+ If the updated amount due shows

*Certified” please call 1-8358-246-0488 to
obtain current payment information.

+ Click Back fo return to the previous page.
+ Click Send to Checkout to place your

payment in the Ready for Checkout
tab.You must complete the checkout
process for your payment to be made.

+ Do not use the back button in your

browser to navigate.



Make a Payment — Assessment Notice

o Select the assessment period you wish to pay from the dropdown menu

Chio.go R
J STATE OF OHIO

Home Thursday, Dec

Ohio Other Tobacco Products Tax - Make a Payment

Make a Payment - Assessment

Tips

* All fields are required

= If the amount due shows "Certified” please

call 1-8588-246-04388 to obtain current
Account Number payment information
Assessment 07/01/16 - 07/31/16 $3,249.63 e * Cnly one assessment period may be

selected at a time.
= Click Next fo proceed.

The balance listed in the drop-down menu reflects the balance as of the last financial update in our system . Click Cancel to cancel the transaction and

Please select the essment notice that you would like to pay and select next to see an updated amount due return to the selection page.
Certified: denotes that the assessment has been certified to the Attorney General's Office + Do not use the back button in your
Please call 8868-246-04885 to obtain current payment due information for certified periods browser to navigate

e Use the Cancel button to cancel your selection
e Use the Next button to proceed to the payment page

o If the assessment listed says Certified, you will need to contact the Ohio Attorney General’s Office at 888-246-0488 to obtain the
current payment due information for all certified periods
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Make a Payment — Assessment Notice (continued)
o Prepopulated are the:
0 Account Number
0 Period Selected
0 Assessment number
0 Updated Amount Due (includes interest and penalty calculations)
o Enter the Payment Amount

TOSTATE OF OHIO

Thursday, December 15, 2016

Ohio Other Tobacco Products Tax - Make a Payment

Make a Payment

Tips
* All fields are required
* You may enter a payment amount less
than or equal to the amount due. The
Account Number system will not accept payments larger
. than the amount due.

Period Selected 07/01/2016-07/31/2016
+ |fthe updated amount due shows

Assessment Number Rl *Certified” please call 1-833-246-0485 to

obtain current payment information.
Updated Amount Due $3,249.64 « Click Back to return to the previous page.
+ Click Send to Checkout to place your
Payment Amount 5 3249.64 payment in the Ready for Checkout
tab.You must complete the checkout

The Updated Amount Due includes up to date interest and penalty calculations; however, it may not include payments or filings made within the last 48 hours. process for your payment to be made.

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

Back Send To Checkout

e Use the Back button to return to the previous page
¢ Use the Send to Checkout button to send the payment to checkout
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Payment Selection
Ready for Checkout
e Check the Checkout (File and Pay) button to complete the transaction

Start a Transaction In Progress (0) Ready for Checkout (1) Announcements

Transaction Total Due ACH Credit Card

Flease click on Transaction name, ACH, or Credit Card amount to make any changes.

o $960.00 $960.00
Click "Checkout™ to submit any or all transactions that are ready for checkout. You will be able to select the transactions to submit and then print copies of
submitted transactions (including licenses, coupons, etc., a5 applicable) once the checkout process is complete. Please have your bank account number Checkout (File and Pay)
ready if you are filing any transactions that include an online payment

To exit {logoff) without submitting any transactions, click "Logout” at the top of the page.

o Select the radio button Yes to select the transaction for which you would like to make payment
e You must select either Yes or No for each transaction listed

—

Click the Continue button to proceed

Ready for Checkout (Ready to File and Pay)

Ohio Department of Taxation

Checkout? Transaction Defer Date ACH CC Amount Total Paying |

®ves U No Other Tobacco Products Tax - Payment __ _____, 06/30/2016

$960.00) sssu.uo"

| Cancel | | Continue |

A
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Step 1 — How would you like to pay?
o Select the first option: Make a payment online, via the Ohio Business Gateway, as part of the checkout process (Recommended)

OF ORI0
PMT-SLN Home History Administration Logout

Specify Payment Selections for Checkout
Other Tobacco Products Tax - Payment 06/30/2016

Payment Selection Company Name Tobacco Test LLC

Company ID EEXEEX0166
Total Due $960.00 |
If your transaction includes an amount due, please specify how you intend to make payment to the agency. The payment selaections will be used during the checkout process. Please note that
the agency being paid determines the payment options available.
Payment Notes :
| e The agency does not accept Credit Card payments for this report. |
+ The agency does not accept split payments for this report.
& Step 1: How would vou like to pay?
For the amount due, I will:
_)Make a payment online, via the Ohio Business Gateway, as part of the checkout process. (RECOMMENDED)
ake a payment, but NOT online via OBG. After I complete the checkout process on 0BG, I will pay the amount due directly to the agency via an alternative payment method accepted by the
agency, e.g. ACH credit or paper check. {(Before choosing this option, please check with the agency being paid to insure the method is accepted.)
(01 do not intend to make any payment for this transaction at this time. When I complete the checkout process, T want the transaction to be sent to the agency without payment. Failure to make
timely payment may be subject to penalties and/or interest as per the agency's rules.
The transaction will not be submitted to the agency until you have completed the checkout process. Once payment selections have been provided and accepted, the transaction will be in the "Ready
for Checkout" area on the home page.
Decide My Payment Selections Later Accept My Payment Selections
If you need assistance with this page, please view our help.
——
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Step 2 — When would you like your payment to be processed?

o Select the first option: Immediately, as soon as | have confirmed the transaction during checkout
e Select the second option: to set a future date for the payment.

¢ Payments may be future dated up to the due date of the return being filed

Ohio.go

PMT-SLN Home History Administration Logout

- oy
i

Payment Selection

Specify Payment Selections for Checkout
Other Tobacco Products Tax - Payment 06/30/2016

Company Name Tobacco Test LLC
Company ID **xEX£0166

Total Due $960.00 |

If your transaction includes an amount due, please specify how you intend to make payment to the agency. The payment selections will be used during the checkout process. Please note
that the agency being paid determines the payment options available.

Payment Notes

» The agency does not accept Credit Card payments for this report.
» The agency does not accept split payments for this report.

=

& Step 2: When would you like your payment to be processed?

I would like the payment to be processed:

(O Immediately, as soon as I have confirmed the transaction during checkout.

(DAt a future date, after I have confirmed the transaction during checkout. Future dating only applies to ACH Debit payments (not available for credit card payments). The ACH Debit payment
will not be processed until the date I specify.

MNote: Ensure that you know your payment due date. Payments deferred beyond the due date may incur interest and penalties.

The transaction will not be submitted to the agency until you have completed the checkout process. Once payment selections have been provided and acceptad, the transaction will be in the
"Ready for Checkout" area on the home page.

Decide My Payment Selections Later Accept My Payment Selections
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Step 3 — What method will you use to pay?
e Select the first option: ACH Debit from a checking or savings account (Note: this is the only option available)

Vlllv-av v

-
PMT-SLN Home History Administration Logout

Specify Payment Selections for Checkout
Other Tobacco Products Tax - Payment 06/30/2016

Company Name Tobacco Test LLC
XX E%%0166

Company ID

Total Due $960.00 |

If your transaction includes an amount due, please specify how you intend to make payment to the agency. The payment selections will be used during the checkout process. Please note
that the agency being paid determines the payment options available.

Payment Notes

+ The agency does not accept Credit Card payments for this report.
» The agency does not accept split payments for this report.

& Step 3: What method will vou use to pay?

I would like to pay using: Bank account number will be collected during the checkout process.

) ACH Debit from a checking or savings account
Credit Card
Both ACH Debit and Credit Card (split payment)

The transaction will not be submitted to the agency until you have completed the checkout process. Once payment selections have been provided and accepted, the transaction will be in the
"Ready for Checkout" area on the home page.

Decide My Payment Selections Later Accept My Payment Selections

If you need assistance with this page, please view our help.
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Step 4 — How much would you like to pay?

The ACH Debit transaction is pre-populated with the amount from your original filing transaction
You are given an option to alter the amount of the ACH Amount
Use the Accept My Payment Selections to advance to the next page

b~ A WELCOM 0 TH
A OF ORIC)

Home History Administration Logout

Specify Payment Selections for Checkout

: ‘ Other Tobacco Products Tax - Payment 06/30/2016
Company Name Tobacco Test LLC
Company ID EXXEE0D166
[ Total Due [ $960.00 |

If your transaction includes an amount due, please specify how you intend to make payment to the agency. The payment selections will be used during the checkout process. Please note
that the agency being paid determines the payment options available.

Payment Notes

= The agency does not accept Credit Card payments for this report.
s The agency does not accept split payments for this report.

[¥]

5|

&)

& Step 4: How much would you like to pay?

T will pay the following amount. I understand that failure to make timely payment for ACH Amount: § 960.00
the full amount due may be subject to penalties and/or interest as per the agency's

rules. Total to pay: %$960.00

The transaction will not be submitted to the agency until you have completed the checkout process. Once payment selections have been provided and accepted, the transaction will be in the
"Ready for Checkout" area on the home page.

Decide My Payment Selections Later ‘ ‘ Accept My Payment Selections

If you need assistance with this page, please view our help.

You will be returned to the Home Page ¢
The payment is now in the Ready for Checkout zone
YOU MUST COMPLETE CHECKOUT IN ORDER FOR THE PAYMENT TO BE SUBMITTED

A payment can be Deleted from the Ready for Checkout zone (Note: The return has been filed and payment must be made either by using the

Payment Only option on OBG or via ACH Credit through the Ohio Treasurer of State
The ability to Edit the payment amount is available. You will be redirected through the payment selection screens
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Payment Account Information (Enter)

e Account Type (Select)

Company Name (No special characters)
Routing Number

Account Number

Confirm Account Number

2 QOF ORI0O

PMT-INS Home History Administration Logout

X E‘m R Payment Account Information

e m = Mld‘hml I Company Mame Tobacco Test LLC

. Company ID *EkxEk%0166
Payment Selection

Report Selection

i Please complete the account details based on your selections.
Payment Instruction

For transactions with a payment, you may enter information for enly @NE checking account and/or @NE credit card account per checkout. If you want to make payments for certain
transactions from different checking or credit card accounts, you must submit those transactions on separate checkouts.

ACH Account Information

e T
Account Type: Business Checking ~ 1 ;""r: ﬁ::::"sﬂ!” = C@j!-
I Wilmington, DE 18801 =
Company N — |
1

Shon o First USA

(omit special characters)

Routing Number: — | wamues
§ Aoy usa

|
i
g
i
I

Caty, L
; 298765432102 23456789 101
Confrmn Account Number: [ ] :
The routing number The checking The check numbes

acoount number
In some cases. the chedking account number
and the check number may be reversed

| Back | | Cancel | | Continue

If you need assistance with this page, please view our help.

e Use the Back button to return to the previous payment
e Use the Cancel button to cancel the transaction
e Use the Continue button to advance to the Final Confirmation of Transactions
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Final Confirmation of Transactions

Review the information on the Final Confirmation of Transactions page
Click the Confirm Transactions button to submit payment

Final Confirmation of Transactions

| - —.
lt_tt - U.UJ A Company Name Tobacco Test LLC
Payment Selection

Report Selection

Payment Instruction

acH | cc |

CC Fee

Total

Ohio Department of Taxation

Other Tobacce Products Tax - Payment , 06/30/2016 | NIA|

$960.00]

n/al

n/a

$960.00

ACH Account Information

Account Type: Business Checking
Company Name: Tobacco Test LLC
Routing Number:

Account Number: R - 1<}

To make any changes to transactions or payment instructions, select "CANCEL" to return to the home page.

If multiple agencies are being p
account(s).

terms of service, including penalties of perjury as applicable. Click here to view acknowledgements.

‘ Back ‘ ‘ Cancel | | Confirm Transactions

If you need assistance with this page, please view our help.

astructions will be processed separately so you will see multiple entries on your account statements. Please insure you have sufficient funds in your

By confirming the transaction(s), you are authorizing the agency (or agencies) being paid to initiate debit entries or charges to your account(s) as per your instructions above. Once confirmed,
OBG can not alter, delete, or stop a payment instruction. Additionally, you are indicating that you are authorized to submit the transaction(s) and that you acknowledge OBG and agency-specific

Payment is now complete
Print this page for your records (also available in the History section of OBG)
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Chapter 11 — Electronic Payment History

e To view the history of payments that have been submitted through the OBG, click the “History” link at the top of the Home page.

WELCO

STATE OF OHIO

Home History Administration Logout

Ohio Business Gateway Home

Ohio Department of Taxation
Company ID - ==0003

Start a Transaction In Progress (0)

ﬁﬂ for Checkout IDI

This will display the payments made through the OBG. Click on “View Receipt” to see the confirmation and receipt

WELCO

STATE OF OHIO

Home History Administration Logout

History
Tobacco TestLLC
Company D : ***** 0166

View eFiling History

You can search o filter history by specifying a service area, date range or confirmation number.

Service Area: Filing Date Range: 0BG Confirmation Number:
[Any [v] \ | To: \ | | | searcn
Recent transactions may not be immediately available for viewing via History.
Past Activity
Transaction Payment Confirmation # Filed
ACH Debit : $2,000.00)
Other Tobacco Products Tax - Payment 06/3012016 T 121152016 5:00 AM




Transaction Confirmation and Receipt

e You can obtain further details of the confirmation, by clicking “View.”

_ Ohio Business Gateway
il | Transaction Confirmation and Receipt
T ) P

Company Name Tobacco Test LLC
) Company ID **%%%X0166
Report Selection

Payment Instruction

The following transactions will be sent to the respective agency that administers the service. Please note the session confirmation number when calling the Ohio Business

Gateway Help Desk (866-644-6468).

If your transaction(s) includes payment, please note that this confirmatien acknowledges that payment instructions have been received, but it does not acknowledge that
funds have been transferred from your ac~~'~* P~wenant instructions may not be processed for reasons that include insufficient funds and prohibited or blocked payments.

You should review your account statemer*® =~ "=~ = -~at funds have been transferred (settled). For ACH debit payments, settlement is projected to be two business days
after the date of this confirmation (or the rred payment date, if applicable). If the date falls on a weekend or holiday, settlement is projected to be two business
days after the next business day. The actua sewueiment date is dependent upon the processing timelines of the agency and their bank.
If multiple agencies are being paid, payment instructions will be processed separately so you will see multiple entries on your account statements.
Date/Time 12/15/2016 9:00 AM
Confirmation #
Receipt #
ACH Routing
ACH Account # RERERERRXEEEHTEO
Transaction Defer Date Payment Type Amount Fee
Other Tobacco Products Tax - Payment . 06/30/2016 MN/A ACHDebit $2,000.00 N/A|| View
| Home ‘ | Print This Page
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Transaction Confirmation and Receipt (Continued)

The below screen is displayed.

History Administration Logout

Transaction Confirmation and Receipt

Company Name Tobacco Test LLC
Company ID *EEE20166

Report Selection
Payment Instruction Other Tobacco Products Tax Summary

Payment Confirmation

Account Number
Session Confirmation ID

Date Report Filed :12/15/2016
Report Filed By :  Tobacco Test
Filing Period ¢ 06/30/2016
Account Type :  Ohio Other Tobacco Products Tax
Total Amount Due : %£2,000.00
Print || Done £ Save as PDF
If you need assistance with this page, please view our help.

e Use the Print button to print a copy of the Transaction Confirmation and Receipt
Use the Done button to complete this process
o Use the Save as PDF button to save a PDF copy of the Transaction Confirmation and Receipt to your computer
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