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Filing and Paying an Additional Amended SUW Tax Return

Users who have the Sales, Use and/or Withholding Tax user role will be able to file and pay a SUW tax return.

The Additional Amended Tax Return function is available on the Amend and Pay Processed Returns page. It
should be used when the tax return a user wishes to amend is not listed under the Returns and Amendments
listing on Amend and Pay Processed Returns page.

1. From their MTO homepage, a user will select the business card of the business they wish to file an
additional amended SUW tax return for.
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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 New Business Relationship". If you would like to file SUW now without creating a business relationship,
click the "Fast File SUW Now" button.
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2. Select “Amend and Pay Processed Returns” under the SUW Actions drop-down menu.
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Amend and Pay Processed Returns

Displayed are the sales, use, & withholding (SUW) tax returns processed for tax year 2015 and forward for this business. You
have the ability to view, amend, or make a payment on the processed returns displayed

Returns and Amendments Available Actions
ol ﬂ e M
Tax Type Period Date Received Flle & Pay Options

File and Pay a Tax Return
Additional Amended Returns Amend and Pay Processed I -
Returns

Choose "Additional Amended Returns” to amend a liability previously reported for a return
period. The figures reported on the Amended Return will be the new acrtual liability for the Other Payment Options
period

view and Print Filed Returns

Make a Payment
Manage Payments

ADDITIONAL AMENDED RETURNS Payment History




3. Select “Additional Amended Return” if the period return you wish to amend is not displayed under the
Returns and Amendments list on the page.
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Amend and Pay Processed Returns

Displayed are the sales, use, & withholding (SUW) tax returns processed for tax year 2015 and forward for this business. You
nave the ability to view, amend, or make a payment on the processed returns displayed

Returns and Amendments Available Actions
N e M - M
Tax Type Period Date Received File & Pay Options

File and Pay a Tax Return

Additional Amended Returns Amend and Pay Processed
Rerurns

View and Print Flled Returns
Choose "Additional Amended Returns” to amend a liability previously reported for a return
period. The figures reported on the Amended Return will be the new actual liability for the
period

ADDITIONAL AMENDED RETURNS —

4. Select the “Return Type” (Monthly/Quarterly), “Month” and “Year” of the return you are filing then
select “Continue.”

Other Payment Options

Make a Payment
Manage Payments

Payment History

Additional Tax Returns

To file a return which is not listed, please select the return
type, month, and tax year of the return you wish to file.

Select a Return

* Return Type * Month
Monthly/Quarterly E February E

- CANCEL CONTINUE




5. Select the tax types you wish to file for and then select “Continue.”

Select Which Taxes to File

Choose Tax Types (Check All That Apply)
Sales Tax

Use Tax

Withholding Tax

CANCEL CONTINUE

6. Complete the applicable fields on the SUW tax return you have selected to file then select “Submit.”

Note: You can print a PDF draft of your return prior to submitting by selecting the print draft button at
the bottom of the return. The PDF will be displayed in a different window or tab that can be closed to
route you back to the return in MTO. The “Print Draft” button must be selected prior to selecting
“Submit.”
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2016 Sales, Use and Withholding Taxes mantniy/Quarterly Return

Selected Taxes
-
Chack the box(ss) for the taxes you are filing today. By checking & box you are specifylng the tax you are filing and
you will only be presented with informartion for that tax
o Sales Tax B Lise Tax 1 Withholding Tasx
Warning
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Sales Tax

1. Gross sales @ * | 500000
2 Sales Tax Due & & | 300.00
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Use Tax

1, Grogs Usa @ » 1000000
2 Total Use Tax © 8 BO000

3 Total of Allowable Descournts Calcubats CHacount I

4 Toral Use Tax Due § 0000

Use Tax on ltems Purchesed for Business or Personal Use
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Summary
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3 Armount of Tax Due i 1,50000
4 Penaity Paid With This Returmn Caculate Panainy o M

5 interest Paid With This Return Calculate interest N

6. Payment Due + 100000
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7. Select the “l declare under penalty of perjury...” checkbox and select “File” in the “Final Check-Is

Everything Correct?” box.

You are about to 5ave and File this tax return.

Make sure that all fields have been filled out correctly. Once
this is successfully submitted, you will be able to see this
filed return on the "Amend and Pay Processed Returns”
page. In order to go back to make any changes or view one
last time click "Cancel".

Allow 48 hours for returns made with payment to display
and up to seven days, if received without payment, to allow
time for the payment to be received separately.

B % | declare under penalty of perjury that this return is
true and complete to the best of my knowledge.




8. You will receive a confirmation humber indicating your return has been filed. Select “Print” to print a copy
of your confirmation number.

Tax Return Complete

Success
Thank you for your submission for account number

ending in 5402. Your confirmation number is
300000005412

- PRINT CONTINUE

& Note: The tax return confirmation number will also be emailed to the email listed in your user
profile.

9. Select the “Print” button on the print window. Your confirmation screen will print to your specified
printer and then you will be routed back to the return screen with confirmation number displayed.
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Success

Thank you for your submission. Your confirmation number is 30000000

- Print

General | Options

Select Printer

« ; 1 | »
Status: Ready [ |printto fle | Preferences
Location: Treasuny\7285 Parsons Drive\Operations Centes
Comment: 10.33.155.243 sEndSrntar

Page Range

@ Al Mumber of copies: 1 =

Selection Current Page

) Pages: 1 | ] collate

12! |
Enter either a single page number or a 1j| 2j2l| 513

single page range. For example, 5-12

10. Select “Continue” to move forward to make a payment.

Tax Return Complete

Success

Thank you for your submission for account number
ending in 3402. Your confirmation number is

300000005412




11. Confirm the payment amounts listed for each tax in the “Would you like to make a payment” box. If
the payment amounts by tax are correct, select “Pay.”

If the payment amounts are incorrect due to a credit resulting from prepaid sales tax, select the
“Redistribute Payment/Make Partial Payment checkbox and enter the payment amounts you wish to
pay by tax.

Would you lilke to make a payment?

Displayed are the amounts due based on your returm. Ary
credit resulting from prepaid sales tax will not be reflected in
your total payment due.

Select the "Redistribute Paymeni/Make a Partial Payment"”
checkbox to manually enter the total payment due after you
have subtracted amy credit resulting from prepaid sales tax.

Payment Due

Sales Payment

Use (Sales/Rentals) Payment
Use Purchases Payment
Withholding Payment
Penalty Payment

Interest Payment

Total Payment s | 1,900.00

O Redistribute Payment/Make a Partgal Payment

12. Select “Continue” on the “Leaving Michigan Treasury Online” box

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.

CAMNCEL CONTINUE -




13. You have now been routed to the pay site powered by JP Morgan Chase. Verify the payment amount
listed, select eCheck or Credit/Debit card to indicate the type of payment you wish to make, complete
required payment information fields and select “Continue.”
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Privacy Help St

Make Payment

Make a Payment - Sales, Use, Withholding Taxes

Manage Accounts
Bold fields with * are required.

Ing

To ensure proper payment, Fieass werlfy the payment Information belaw, befors clicking
Cantinue.

i
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This paymenit may taks Up ta Swe business cays to show on yaur Sales, Use, Withhalting
aaaaa t at the State of Michigan and may take up to thres Buziness days to appear on
yeur Bank ar cradit cand statement.

CHASE O

2 you are paying by sCheck the payment cabe must be of least the next business cay.

PAYMENT DETAILS

Fayment Amount=: Payment Date™:
$1,900.00 7S |

PAYMENT METHOD

New Account=:
® eChack
O Credit/ Debit Card

VISA @2 e

ECHECK ACCOUNT INFORMATION

Bank Routing Mumber<: Bank Account Typer:
| — O cnecxing O savings
Bank Account Categary=:
- O consumer O Business
1 Sae ti accaurtr:
Re-gnter Bank Account Number=: O ves @ No
Sank fccount Nickname:

Cresit enc desit card poyments will be charged a conwvenlence fee [2.75% aof the total
Paymenit far crecit cards and a flat fes of $5.55 for Cebit cards). The faz will be dispiayes
oapartunity ko canced this paymant.
£he fee Is charged. The fes will appear parate transaction on your cand
statamant and is paid directly ta the payment processing vencar.

Rsizass 14_2334 T 2002 - 2016 JPMargan Crase Sank, NA.

14. Verify payment detail, account detail and enter the last four digits of the FEIN or TR number of the
business. Select the “l accept the Terms and Conditions” checkbox and “Confirm.”
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Duplicate Feyrmant Werning
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neal.
Our resords show thot om Jun-15-2018, you subevited o $7,380.00 peymant for
Salus, Uns, Withheidog Texas Tour peymant dabs wes: Jun-185-2018

FPor your cwn protoction, rovicm the detois of your payment ond oniter your Loat foor Sigita
= the PEIN or TR Mumber Bodow befors chocaing Condirm.

Your Peymant Dateil
Bayrmenl Armmunt: $1,900.00
mzheduled Peyment Ozte: Jun-17-2018

Armounk Duc: $1,900.00

¥our Account Detsil

Eonk Rouling Fumicr: 021110807

S S e

Zark Account Colcgery: Duminess
£l Addrem®: [ ties e cen

m=mid oz 2n mmel mznfemaen: (3]
Entar Last four digits of the PEIN Br [
TR Numbwr®:
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15. You will receive a confirmation number indicating your payment has been received. A copy of the
confirmation number will be emailed to the email listed under your user profile. You may also select to print
this page for your records by selecting the printer icon on the page.

Click “Continue to the Main Menu.”
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Privacy Help Exit

Manage Accounts Payment Cenfirmation - Sales, Use, Withholding Taxes
Pending Payments
Payment Hiskory Thank you for your payment. Please allow two business days for your payment to be

credited to your Sales, Uss, Withhalding Taxes account.
To return to MTO simply close this window.

CHASE O

Pleas= keep 2 record of your Confirmation Number, or print this page for your L":‘Ll
records, =

Confirmation Number: XF4BUSD00004934

Confirmation Date (ET): Jun-15-2016 08:20:21 PM

Your Payment Detail
Payment Amount: $1,000.00
Scheduled Payment Date: Jun-17-2016

Amount Due: $1,900.00

Your Account Datail

Bank Routing Number: 02111
Bank Account Number: X00000000000M6780
Bank Account Type: Chedking

Bank Account Category: Business

E-mail Address *: j1234blu@yahoo.com

Plaazz keep 2 record of your Confirmation Number, or print this page for your h':‘[_l
records, =

Contire bo Main Meéru
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After selecting continue, you will be routed to the pay site main menu. On this menu you can add, edit, or

delete an eCheck or credit/debit card accounts, view, edit or delete any pending payments and view previous
payment history.

WeEll THIS IS A TEST SITE

Transactions will NOT be processed.

Powered by 1.P. M

Erivacy Help | Exit

CHASE O | Manage Accounts | Add, Edit and Delete your accounts.
| Pending Payments | View, Edit and Delete your pending payments.
| Payment History | View your payment history.
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To return to MTO, select the “Exit” link.



VA Contact Us

If you have additional questions that were not answered using this Learning Series, please call the Michigan
Department of Treasury at 517-636-6925.

The MTO Business website is currently being revised to include updated information on MTO. The website can
be accessed here: www.michigan.gov/mtobusiness.




