ESA — Michigan Treasury Online (MTO) April 22, 2016

Essential Services Assessment
SOM - Local Government

Michigan Treasury Online (MTO) Detailed Instructions

» Toaccess MTO, use URL.: https://mto.treasury.michigan.gov
» The following browsers have the most compatibility with MTO:
1. Firefox 42.0 and higher
2. Chrome 46.0 and higher
3. Safari 8.0 and higher
4. Internet Explorer 9.0 and higher (10 and 11 are most compatible)
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Important Access and Log In Information

<@Michiqan gov HELP CENTER CONTACT US
o’

Michigan Treasury Online

Welcome to Michigan Treasury Online (MTO)

MTO is a convenient, secure way to file, pay, and manage your business tax account online.

Log In (Existing MTO User) Create User Profile (new To MTO)

* Required

* Username Forgot Username? Sign up to file, pay, and manage your
business tax account online.

M !

* Password Forgot Password? Visit help center link on the top right
bar for FAQs and tutorials outlining
how to register and navigate MTO.

LOG IN 4 CREATE USER PROFILE 4

> 0]
sowereay - MILOGIN

» [Existing MTO users: Follow the steps below to log in to MTO.
1. Toaccess MTO, use URL.: https://mto.treasury.michigan.gov.
2. Enter your Username (1)
3. Enter your Password (2)
4. Select LOG IN (3)
» New MTO users, follow the steps below to create a new user profile.
To Access MTO, use URL: https://mto.treasury.michigan.gov
Select the CREATE USER PROFILE (4) button
Enter required Profile Information and agree to the terms & conditions
Select the Next button
Select and enter your Username and Password
= Passwords must follow these rules:
Minimum 8 characters, no more than 30
Passwords must contain both letters and numbers
Passwords must be mixed case (both uppercase and lowercase letters)
Select Confirm

akrwnE
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Resetting Passwords

Users are able to reset their own passwords. Follow these actions to reset your password:

HELP CENTER CONTACT US

%Michiqan.gov

Michigan Treasury Online

Forgot Password @ 2 3 4 5
B Enter Receive Werify New Confirmation
Provide your username to proceed. Username PIN PIN Password

Enter Username

* Required

* Username

NEXT BACK

Select the Forgot Password? link from the log-in page
Enter your Username
Select the Next button
Select the Email radio button to receive a Personal Identification Number (PIN) to reset
your password
Select the NEXT button
Access the email to retrieve the PIN to reset the password
7. Enter the PIN sent to the user into MTO
a. Note: The PIN expires 5 minutes after it is delivered to the email address
8. Select the NEXT button
9. Enter your new Password using the password requirements as stated on Page 2 of
this document

M wbh e

o o
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Forgot Username

A taxpayer may follow the below instructions to receive a reminder of his or her account username.

HELP CENTER CONTACT US

%Michiqan.gov

Michigan Treasury Online

@«
Forgot Username @ 2
Provide your email address to proceed. EmaiEIr::;ress confmener

Enter Email Address

* Required

* Email Address

* Verification Question: What is the 2nd digit in 2179037

SUBMIT CANCEL

1. Select the Forgot Username? Link from log-in page
2. Enter the user’s Email Address
a. The user must enter the email address that was registered with the account
3. Enter the answer from a verification question.
4. Select the SUBMIT button
5. The username will be sent to the email address listed in the user profile
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Navigation of MTO Home Page

Upon successful log-in, the user's home page appears.

MILP CENTIR CONTACT US

" Michigan.qov

Michigan Treasury Online

Michigan Treasury Online Home

Select a business card to perform transactions on behalf of the selected business. 10 establish access rights 1o a business
not listed, select "Create 3 New Business Relationship®, If you would like to file SUW now without creating a business

relationship, click the "Fast File SUW Now™ button

' SANANA BUCKS INC. BULLS

Lssential Servee £3sential Service Essential Service
A NEW §
VEW

7 ton Rermiove 8 7 (o emive B Z ton Remave O
CAVS CAVS f CLIPPERS
8 . 6 i
Essentiyl Serve. ' Essential Service » Essential Sevvne Essential Serwvwie
r Reerne 8 r 4 Zerine @ rd Rernove 8 7 fon Ry =3 -
# Item Description
1 | (House Image) Return user back to Home page
2 | HELP CENTER | Get Help regarding ESA & SUW taxes and navigating MTO
3 | CONTACT US Obtain website contact information
4 | USER NAME Name of the individual logged into MTO
CREATE A
5 NEW Allow a new business relationship to be created
BUSINESS
RELATIONSHIP
6 | EDIT Allow the user to edit their access rights with the business
7 | REMOVE Allow the user to remove a business from their Home page
BUSINESS . . .
8 NAME/CARD Allow the user to access business information
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Create a New Business Relationship

The first time a user establishes their (first) relationship to any business, the user is emailed a
one-time access code. The user will not have to enter an access code if and when establishing a
relationship to other businesses in the future. A User Role must be selected anytime a user
establishes a relationship to a business.

MHELP CENTER CONTACTUS

A CONTACT L
. ’Michigan.gov - J

Michigan Treasury Online

#

Michigan Treasury Online Home

Select a business card 1o perform transactions on behalf of the selected business, To establish access rights 1o a business

not listed, select "Create a New Business Relationship®

Your Businesses Q
EATE A NEW BUSINE
ELATIONSHIP

MTO HOME | CC TUS | POLICIES

e
{'»Michigan.cov

1. Selectthe CREATE A NEW BUSINESS RELATIONSHIP business card on the MTO
home page.
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Michigan Treasury Online

L.
Verify Business Relationship o E 3
Fill in all of the information below to verify & business relabonship = i Fmeal

Basic Business Details

* FEIN or Treasury Mumbser (TR)

I o hawse an FEIN

=2
{5 Mich igan.gov

2. Enter the FEIN of the business.
3. Select the NEXT button.
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',;“M'chmno WILPCINTIR | CONTACT US

Michigan Treasury Online

~

Verify Business Relationship (%] 2 ] 3

v e Firmg Verty
Fill in all of the information below to verify a business relationship ot Indormation Suune

Filing Information

* Which tax related functions and/or filings will you perform for the business? (select all that apply)

Manage Registration Information

B Essential Services Assessment (ESA)

e

4. Select a User Role based on the transactions you want to perform for the business.

a. Manage Business Account Information — Manage rights for business registration
function only. This role allows a user to electronically add and update business
registration information

b. Essential Services Assessment (ESA) — This role allows user to file, pay, amend,
print and view current and previously filed ESA tax returns.

5. Select the NEXT button.
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Michigan Treasury Online

@«
Verify Business Relationship 1 o ;]
. . . ¥ Business v Filing Verlfy
Fill in all of the information below to verify a business relationship. Details Information Business

Security Questions

Answer all of the following questions.

* Required
Please provide the following information from ANY ESA affidavit you have filed for your company.
* The Personal Property Parcel Number from the Affidavit
* The Fair Market Value Reported for Any Year for the Above
Parcel's Affidavit (Zero Will not be Accepted)
5 | 0.00

* Acquisition Year for Which This Fair Market Value was
Reported

BACK CANCEL

You must answer all 3 of the questions to access your ESA account
e The Personal Property Parcel Number from the Affidavit (Form 5278) must be
entered exactly as it appears on Form 5278, including special characters (Example
33-2222-10A)
e The Fair Market VValue reported for any year for the personal property parcel’s
Affidavit
e Acquisition year for which this Fair Market Value (from Question #2) was reported
Once the security questions have been answered, select VERIFY.
o Ifall questions are answered correctly, you will see the new business listed on a
business card on your MTO Home page.
e The first time a user adds the initial (first) business account to his or her profile, the
user will receive an email for an access code, which they will enter into the Access
Code filed. (An access code will be e-mailed to a first time MTO user)
1. Enter the Access Code
2. Select Submit

If a user didn’t receive the access code email from Department of Treasury, please
user’s Spam folder or request another code in the Verify Access Code Page.

check the

Note: A user is allowed three attempts to answer the security questions before being locked out of

the system for 60 minutes. If a user selects one or multiple user roles, he or she wil
to answer security questions to authenticate each business.
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Business Card

A Business Card is created after a user establishes a business relationship. By clicking on the
business card, a user has access to perform all related transactions based on their access rights to

the business.

=%,

_-?’;chhlqnn.gov

HELP CENTER | CONTACT US . -

Michigan Treasury Online

#

Michigan Treasury Online Home

Select a business card to perform transactions on behalf of the selected business. To establish access rights to a business
not listed, select "Create a Mew Business Relationship®. If you would like to file SUW now without creating a business
relationship, click the "Fast File SLUW Now”™ button.

Your Businesses Q  sear ¥ FAST FILE SUW NOW
Click the Business Card
I BANANA BUCKS INC, BULLS
FEIM ACCESS Rights FEIN ALCESS RIENCS 5 RIgMS
BEATE o B EeE Essential Bervice.. Essential Service... Essential Service...
CREATE A MEW BL
RELATIONZHIP @ Edit Remave & & Eci Remove @ (& Edin Remove B
CANVS CANS CELTICS CLIPPERS
Access Rights FEIM Acoess Rights FEIM Arcess Rights cess Rights
Esgential Service. Essential Service.. Esgential Service... Esgential Service..
@ Edint Remove B ] Remove B @ Edi Remove B & Edit Remoyve B

Page 10 of 29



ESA — Michigan Treasury Online (MTO) April 22, 2016

Navigating the Business Information Page

By clicking on the business card, a user has access to perform all related transactions based on
their access rights to the business.

Michigan Treasury Online

MAVS

Business Information Avallable Actions

DETROIT. M 43226

Current Year ESA Filing & Mk & Fay

(VTS L

# Item Description

File and Pay ESA Statement/ Current Click the business card or link to begin filing and paying the

1 Year ESA Filing Information ESA current year tax return for this specific business or just
to view the statement.
An MTO user is able to view correspondence from the

2 ESA Letters Michigan Department of Treasury- Essential Services

Assessment.

MTO can produce an account summary for a taxpayer. This
letter is an account statement allowing users to view all
account category within a defined range of dates covering a
single or multiple filing periods.

3 Summary of Account

4 Make a Payment Taxpayers can make electronic payments using this link.

This function routes the user to the main menu of the
payment site. A user can add, edit, or delete an eCheck
account. He or she may also view, edit, or delete any
pending payments and view previous payment history.

5 Manage Payment Profile
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File ESA Statement

Once a taxpayer clicks File and Pay ESA Statement under Available Actions or the current year
Business Card, he or she may begin to certify an ESA Statement.

Michigan Treasury Online

. XS x
Tax Year - 2016 ESA © 2 ) ‘
Basic Dotalls
T A ned i)
Ma 2, | |

Contact for ESA Correspondence

* Emad A ess

1. On this page, a user can verify the Basic Details information. Information can be edited,
modified, or updated.

o Required fields
1. Taxpayer’s Name
2.Mailing Address, City, State, Zip Code, and Country

3.Email address and telephone number for Contact for ESA Correspondence
2. Click NEXT to continue
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Michigan Treasury Online
o x

Tax Year - 2016 ESA o © 3

Parcel SUMMAary o saes

{5Michigan.gov

Parcel Summary Page
o This is the summary for all of the parcels on this account:
= County
= Local Unit
o City, Township, or Village
= Parcel Number
e Personal Property Parcel Number
= Exemptions
o IFT (Y or blank)
e PA 328 (Y or blank)
e RenZone% (Renaissance Zone Reduction Percentage)
o 25%, 50%, 75%, or 100%
e MSF% (Michigan Strategic Fund ESA Resolution Percentage)
o 50% or 100%
= ESA Liability
e ESA liability for the specific parcel
e Total ESA liability for this account (bottom right of the table)
1. Click the Parcel Number for Parcel Information
a. Verify, modify, or remove parcel
2. Adding a Parcel
a. Toadd a parcel, click ADD PARCEL
Click NEXT to proceed to Filing Summary Page
4. Click SAVE PROGESS to save this return
a. The user can come back to this saved return at any time before the filing due date.

o

Note: If you see a next to the parcel, it means some required information is missing in that
parcel. You cannot continue to the Filing Summary Page until all required information is entered.
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Michigan Treasury Online

ESA Return Parcel Detail

Basic Parcel Infarmation

oy Lescad Ui Bypr Lemcad 1
EATORM W A T
Paror T ] Faraed { parmaoon @ [ Hasmer
P
¥ Froger pin At ey
TLE
r peraty P el Mumteriy
Recond Informmation
o ool F g Flrpaee -
K d Lo Al

Select exemption(s) applicable for this parcel:
IFT (P.A. 198) Exemption
Michigan Strategic Fund (MSF) Resalution
P.A. 328 Exemption

Renaissance Zone Reduction Exemption

Parcel Line Item Details

i Market X
200,000 50,000 20,000 0 o o o a [ o 2,500,000
Value (5) ’ ’ ’ N N

PA 198 $0 $0 $0 $0 $0 s0 50 $0 50 $0 50
Acquisition Cost
After Retuczon

Millage Rate 24 24 24 24 24 125 125 125 125 125 0.3
MSF Resohution
Milage fata

Tax Gefare $480 $120 $48 $0 $0 s0 $0 $0 $0 $0 $2.250

Ren Zone

Reducuon

Total ESA Liability for Parcel: $2,898

UPDATE CANCEL REMOVE PARCEL

ESA Return Parcel Detail

April 22, 2016

1. Once a user click ADD PARCEL or Parcel Number in the Parcel Summary page, the site

2.

o

will direct the user to this page.
The user can edit, add, or remove information on this page

* means this field is a required field

Page 14 of 29

b. A user cannot continue until he or she fills out all of the required information
Click UPDATE to save this Parcel Information
Click REMOVE PARCEL if this Parcel Information is not associated with this FEIN, if the
affidavit was filed in error, or any other reasons.
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Reason Code

Select a reason why this parcel is being removed from
the return,

Not My Parcel
Affidavit Filed in Error

Other

CONTINUE

Removing Parcel
1. The user must select one of the reasons in order to continue
a. Not My Parcel
b. Affidavit Filed in Error
c. Other
i. Ifauser clicks “Other,” they are required to enter an explanation.
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Verification Page

o s v | ot :

[ FLTTE-—H

o b sl s

e P v e, [

Parcel Summary

The liability in this section includes the total tax for adjustments made to your current ESA filing including added parcels and
updated exemption information, This total does not include payment(s) or penalty previously received by the department

County Local Unit Parcel Number IFT  PA328  RenZone% MSF%  ESA Liability

otal ESA Liability: $7,200

Financial Summary

This section reflects totals based on information previously submitted to the department. It may include a return, amended
return(s), or payment{s) previously submitted.

Note

If a return has not yet been submitted, the Total ESA Liability shown will be an estimated total based on the affidavit(s)
received.

0811572016 &

50 $7.20004

Paid Preparer

Is this return prepared by a paid preparer?
Yes
* No

Authorized Representative

Authorized Representative Name Authorized Representative Title

Certification

1, 1certify that | own, lease or y the real property @ property is located, of | am the sole
proprietor, partner, officer, managing member or the duly authorized agent of the owner, lessee or occupant

2. 1 certify that the personal property for which an exemption is claimed pursuant to this Statement is Eligible Manufacturing Personal Property as
defined by MCL 211.9m and the personal property for which an exemption is being claimed meets the more than 50% requirement of being
predominately used in industrial processing or direct integrated support and therefore qualifies or will qualify for exemption under MCL 211.9m
or MCL 21190,

3. I certify my understanding that according to Public Act 92 of 2014, as amended, | am required to provide access to the books and records, for
audit purposes, relating to the location and description; the date of purchase, lease, or acquisitions; and the purchase price, lease amount, o
value of all personal property owned by, leased by, or in the possession of that person or a related entity f requested by the assessor of the
township or city, county equalization department, or department of treasury for the year in is filed
preceding 3 years.

4. | nereby certify that all the information containied within this Statement is true and accurate to the best of my knowledge, information and belief.

1. Verify all of the information on this page. Click SUBMIT

Page 16 of 29
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Final Check - Is Everything Correct?

SUBMIT

Final Check
1. By clicking SUBMIT, the ESA filing will be transmitted to the Department of
Treasury for processing
2. By clicking CANCEL, the user will go back to make changes or further review
the parcel details

Michigan Treasury Online

Tax Year = 2016 ESA o o 4] '

Filing Sammary

Return Confirmation Page
1. Once return has been submitted, you will receive a Confirmation Number with the date
submitted. The taxpayer may then select one of the following options:
a. PAY NOW- To make a payment
b. PRINT CONFIRMATION- To print this Confirmation Page
c. VIEW SUBMITTED RETURN- To view and/or print ESA return
d. GO TO MTO HOME- Return to Home Page
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Michigan Dept. Of Treasury <donot-reply@michigan.gov> 12:04 PM (3 hours ago) - v
to me [~

Michigan Treasury Online

Tax Return Complete

Your return has been successfully submitted. Below is your confirmation number. Retain this number for your records.

Confirmation Number: - 500000000124 :
Return Period: Annual - 2016
Last Four Digits of FEIN/TR: 8079

Email Confirmation
1. Once areturn or amended return has been submitted, the MTO user will receive a
confirmation email within 15 minutes after the submission of the return
2. The email will come from the Michigan Department of Treasury (donot-
reply@michigan.gov)
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ESA Letters

April 22, 2016

Under Available Actions, MTO users have the ability to view correspondence from the Essential
Services Assessment (ESA) unit. Click ESA Actions, then ESA Letters.

Click VIEW PDF to view the specific letter.

7" Michigan.qov

Michigan Treasury Online

ESA Letters

{ ested on thes pape. contact Michigan Deparntment of Treasury at 51

Letter(s) List Available Actions

Type Date Sent View PU0

e  There are 11 types of letters:

Form #5339- Audit Determination Summary

o  Processing of Audit return informing taxpayers about Audit Determinations
Form #5340- Notice of Incorrect Certificate Filing

o Lists all the parcels that have an invalid certificate

Form #5341- Notice of Recommendation for Rescission

o  Sent to a taxpayer when full payment is not submitted by October 15,
Form #5342- Notification of Audit Letter (Manual)

o Informs taxpayers when their account is selected for Audit
Form #5343- Notice of Account Status

o No Return and/or No Payment notice
Form #5344- Notice of Non-Sufficient Funds
Form #5345- Notice of Refund
Form #5346- Request of Additional Information

= Request addition information from taxpayer
Form #5347- Summary of Account
Form #5348- Statement/Payment Reminder

o Letters sent to taxpayers who have not filed return (via MTO or E-file) and/or have not made

sufficient payments by August 1%
Form #5349- Summary of Changes

o Inform the taxpayer about the system changes (math corrections, exemption denials, denial of

parcels) on their certified ESA statement.
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Summary of Account

This page allows a taxpayer to produce an account summary for the ESA account of a specific
business. The summary of account provides a taxpayer with a synopsis of the taxpayer’s account.

" Michigan.qov

Michigan Treasury Online

7" W p— X

Generate Summary of Account

Summary of Account Date Range Available Actions

Y
Y
{_?Michiqan.gov

Enter the From Date (MM/DD/YYYY format)

Enter the To Date (MM/DD/YYYY format)

Click GENERATE

Summary of Account letter generated in PDF format.

ropbdE
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Making a Payment

This feature allows the user to make an electronic payment by having the user input the payment amount.

Warning: Some financial institutions offer a “Debit Blocking” or “Debit Filtering” service to prevent
unauthorized debits (withdrawals) from an account. If an account has a debit block or filter, any
unauthorized debit transactions will not be processed. The taxpayer needs to contact their financial
institutions and have the ACH transaction identified with the Company ID 9037133001 authorized to
debit the account. Failure to make these arrangements may result in payment request being rejected by
the financial institution.

1. Click Make a Payment under ESA Actions
2. Select the type of payment
a. If the user selects Annual Payment
i. Enter Annual Payment Amount
ii. Enter Penalty Payment Amount
1. Any amount paid after 08/15 is subject to late-payment penalty.
Penalty accrues on the unpaid portion of the tax liability at 1% per
week, up to a maximum of 5 weeks (5%).
b. If the user selects Audit Payment
i. Enter Audit Payment Amount
ii. Enter Audit Interest Payment Amount
1. Audit interest accrues at 1.25% per month, including fractional
months
iii. Enter Audit Period From (YYYY) and Audit Period To (YYYY)

Make a Payment

Electronic Payment Available Actions

Use this screen to make payments to your account

What type of payment would you like to make?

Annual Payment

* Annual Payment Amount

$ | 0.00

Penalty Payment Amount (See Table Below)

$ | 0.00

Penalty Instructions

Payment Date

08/16 - 08/22
08/23-08/29
08/30 - 09/05
09/06 - 09/12
09/13 or Late:

Any amount paid after
August 15 is subject to late-
payment penalty. Penalty
accrues at 1% per week up
to a maximum of 5 weeks.

Total Payment Amount
$ | 0.00

! CANCEL
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3. Click PAY NOW button

Leaving Michigan Treasury Online

Warning

If you continue, you will be being transferred to our
payment center, powered by J.P. Morgan Chase.

You must select "Continue” within 1 minute or you will
time out and will not be routed to the payment center.
Once this happens, you will have to select "Cancel" and
re-enter your payment information.

CANCEL CONTINUE

4. The website times out after 1 minute.

Exeacy Help
m Make a Payment - Exsential Services Assessient
: Bold Belds with * are requived.
Peodony Paymmete
T0 005U Droge Dayent, please verfy T Daymant Womaton bekom, bebire Chching
oyt Fhatory Corcirve.
Note. Paumment My ke L 10 Three Dusiness Savs 19 a008 0N the accownt weed for
Pyt
A e
Paymeent Amocrt ® Payment Date®
$138,000.00 ~ 1=

« I3

Soeane L4_B304 © 2000 - 3096 Wolorgen Chase Bank, NA. Sresier Sacuremanty

At this point, the user has been routed to the Payconnxion pay site powered by JP
Morgan Chase. Verify the payment amount and payment date listed. E-Check is the only

payment option for ESA. Complete the required payment information fields and select
Continue.

Payments can be made via EFT credit. Please refer to Form 2329 for further instructions.
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m Verdly Payment - Essentisl Services Assessment
=" ekl b it # sre sood

B R ]
Dacyonic chack (echack) ymes s govwried by the Netirel Automened Cwirng Mouse
Pogment uatery Apanianer (NAD L Fr yowr grimecion NADHA “aRares Wer S o hubice Maatng
» vanacton. Beter you il Se aaked 1 erter the et four dgms of B PN umber S
VAR O e AR § Severt.

D e Poymwrt warg
Ty cwtirnm marg warter sw perert. grent Condem
Byt 0 0 L T e WO s e, reid Caniel

Our recorcs Phow e on M~ 14 2006 pou sbmmed § 5300.00 parymwre b Braercel
Servcen Mpamimet Vs pryewt fete o Me 13- 004

For your aem PAItECTON. Peview e detals of pour BByt NS oot v Lant feur dgms of
T TED ot Swon. betore chooe vy Conflem

Your Payment Dutad

Porwy Ammat $5.90

Sehadad Pugowdt Datm Mar-37-2010

At Dem 9090

Your Accowst Datad
bon bty e

Bk ACCourt Mot

Bas Ainet Trpw Ohonbimg
B Aciount Camugary Camamavens
lt =
Sod mu o el coferamee -

Lt Lot o gty of Bhe PN |

Taems And Conditians

PLEASE READ AND APPROVE Thl FOLLOWING AUTHORIZATION
Do Chching T Actas’, L stiree Wohgen Dapermact of “ontry b s oly duit sy
Sk 3000t o e BP0 ] bat S Bbive. Tha athoranon & valkd G T Temacten
e

10 T 0eect e 3 et & remamed 08 rpad T undenand W Desavrer o
Trentury Swy therge 8 retes tee e up B e e iemoant slnend By e

PLEASE PRINT A COPY OF THES AUTMORIZATION FOR YOUR RECORDS
1 acopt the Tocwm sl Combtamns

5. Verify payment detail, account detail, and enter the last four digits of the FEIN of the
business. Select the “I accept the Terms and Conditions” checkbox and click Confirm.
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No Raply <norepypayconneston coom Mar 14 (2 days 0901 -

T Michigan.gov

sury Online Secure Payments

" PLEASE 0O NOT RESPOND TO THS BMAR, ™
TRaNK you A SeDMEn) your Dayment 10r ES4enial Services Assestment Thes emad 15 10 CONMM AL ON Mar-14-2014 you JUNNDe] MChgans Depanment of Theasury 10 Oede
e DANK 20C0UNE IKI0D Delow ON e SCREDSGS DIy ment Giie

Coatemation Number XFAESADOOO0YS22
Contymaton Date (ET): Ay 14-2016 00 0200 PM
Payer Name:

Amount Due: 3200 00

Payment Amount. $200 00

Schaduled Payment Date: Mar-15-20168

Bank Rostng Number:

Bank Account Nomber:

Bank Account Type: Cheching

Bank Accosnt Catepory. Consumer

I 500 Rve QUEstions about e SOy ment Of feed assntance. pledse Call Customes Senvice a8 (2371 241 0010
TRank you R0 LG e MENGAN Department of TISIsLTy SICVINI HIyment Sysien

The user will receive a payment confirmation number after submitting the electronic payment.
The user will also receive a payment confirmation email from Payconnexion within 15 minutes
after the payment submitted.

Page 24 of 29



ESA — Michigan Treasury Online (MTO) April 22, 2016

Manage Payment Profile

Under ESA Actions, click Manage Payment Profile, a user can add, edit, or delete an eCheck
account. The user can also view, edit, or delete any pending payments and view previous

payment history.

Warning

If you continue, you will be being transferred to our
payment center, powered by J.P. Morgan Chase.

You must select "Continue” within 1 minute or you will
time out and will not be routed to the payment center.
Once this happens, you will have to select "Cancel" and
re-enter your payment information.

CANCEL CONTINUE

1. Once a taxpayer clicks Manage Payment Profile, he or she will only have 1 minute to
select CONTINUE before the website times out.

L] L]
Michigan
Powered by J.P. M
Privacy Help
CHASE o | Manage Accounts | 1 nd Delete your accounts.
I Pending Paynients | : 2 and Delete your pending payments.
| Payment History | 3 payment history.

Release 14_8384 @ 2002 - 2016 JPMorgan Chase Bank, N.A. wEer Reguirsm

# Item Description

1 Manage Accounts Add, Edit, and Delete your saved electronic accounts
2 Pending Payments View, Edit, and Delete your pending payments

3 Payment History View the payment history
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Filing an Amended Return

A taxpayer may amend a return for the current year from the date of filing up to September 15th.

Michigan Treasury Online

[ it b}
BAMNAMA
Buginess Information Avallable Actions
BOAT. R SO0 o

Current Year ESA Filing

» There are 2 ways to file amend a return on MTO
1. Click the AMEND button on the current year business card
2. Click Amend Return under Available Actions
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View/Print Return

Once the user has submitted a return or amended return, he or she will be able view and print the

return, a summary of the return, an individual parcel from the return, or an export of the return
data.

Michigan Treasury Online

A s I X

BULLS

Business Information Available Actions

W ESA Actions
Legal Address FEIN _

Amend Return
ESA Letters

Summary of Account

Current Year ESA Filing Make a Payment

Manage Payment Profile

Tax Year- 2016 Print Returns and Parcels
Taxpayer Name Total ESA Liabllity

BULLS 50

Filing Due Date Last Saved Date

0B/15/2016

Last Submltted Date
09/10/2016

WVIEW PRINTING OPTIONS AMEND

1. Click the VIEW PRINTING OPTIONS button in the specific Tax Year
Business Card to view/print a specific year return or click Print Returns and
Parcels under ESA Actions

a. Taxpayer can view and print information from both current and prior
year ESA returns.
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t‘:r’i\ Mlchman gOV HELP CENTER COMNTACT US -
J »

Michigan Treasury Online

A | suus- X

Printing Statements and Parcels

Taxpayers can print information from both current and prior year ESA returns. Enter a four-digjt return year to select which
year to print. Return Summary includes taxpayer information and a list of all parcels for which the return was filed. Individual
Parcel includes the portion of the ESA return for a specific parcel. Complete Return includes the ESA return of the selected year
in its entirety. NOTE: A copy of the Complete Return may not be available for up to 1 hour after submitting the return. Export
Return to Excel generates the full ESA return in a spreadsheet format for download.

Print Statements Available Actions

Return Year )
P ESA Actions
Print Options File Type

Return Summary
Individual Parcel VIEW PDF
Complete Return
Export Return to Excel

1. Enter a four-digit return year to select which year to print.
2. Select the file type to view and print
i. Return Summary includes taxpayer information and a list of all parcels for
which the return was filed.
ii. Individual Parcel includes the portion of the ESA return for a specific parcel.

iii. Complete Return includes the ESA return of the selected year in its entirety.
NOTE: A copy of the Complete Return may not be available for up to 1 hour
after submitting the return.

iv. Export Return to Excel generates the full ESA return in a spreadsheet format for

download.
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Logging out

» A user can log out of MTO manually, or
» After 60 minutes of no activity, MTO will logout the user automatically

Note: Any unsaved information will be lost.

P CONTER | CONTACTUS [ v Chick the wser ‘

[ ’Michigan.gov T ———

Michigan Treasury Online

L

. . .
Michigan Treasury Online Home
Select a business card to perform transacnons on behalf of the selected business. To establish access rights to a business
not listed, select "Create a New Business Relationship®. If you would like to file SUW now without creating a business
relatonshap, click the “Fast File SUW Now™ button

Q & FAST FILE SUW NOW

Your Businesses

| BANANA BUCKS INC BULLS

Essennial Service Essential Servce Lssennal Service

RELATIONS S w—— , g a — a
JEn Rermove @ ZEn ernerve B Z fon Remow 8

1. Click the USER NAME at the top-right corner
2. Click Log Out

Logout Confirmation

You are choosing to log out. If you click continue, you will

lose any unsaved work.
CANCEL CONTINUE

3. Click the Continue button
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