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Learning Series 9: Filing and Paying a SUW Tax Return

Before continuing, please spend a few minutes becoming familiar with the images used in this Learning Series:

Image Purpose

To indicate a change in process or functionally that is
expected to significantly increase the user
experience

To indicate a reminder or a relevant note within a
text

To indicate a quick tip or faster way of completing an
action

To number steps on screenshots

] To highlight any part of the screenshot, such as a
button

To draw attention to a relevant section of

information/text (not a button)
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Filing and Paying a 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.

1. From their MTO homepage, a user will select the business card of the business they wish to file a
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 “File and Pay a Tax Return” under the SUW Actions drop-down menu.
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Business Information Available Actions
- :
Legal Address FEIM SUW Actions
123 ANY STREET 21017

MASON, MI 48854 Flle & Pay Options
File and Pay a Tax Return
Amend and Pay Processed

SUW Summary Returns

View and Print Filed Returns

Other Payment Options

Mext Return Filing Due Date Last SUW Payment

April 20, 2016 MN/A Make a Payment
Manage Payments

Last Return Filed Saved Returns

Sales Tax, Use Tax, Withholding Tax You have 0 saved returns. Payment History

(March 24, 2016)

MTO HOME | CONTACT US | POLICIES

%Michiqan.gov




3. Select “File Return” for the period in which you wish to file.
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File and Pay a Tax Return

The returns that are required to be filed by this business are displayed here. Only one tax return for each registered sales, use
& withholding tax type is required based on the businesses filing frequency.

You may make multiple payments within the filing period by using the "Make a Payment” option under SUW Actions.

Required Tax Returns Available Actions

SUW Actions

—
sSuw Monthly - March 2016 04/20/2016 € FILE RETUR
I — File & Pay Options

S5uUwW Monthly - April 2016 05/20/2016 € FILE RETURN
SUW Monthly - May 2016 06/20/2016 € FILE RETURN Flle and Pay a Tax Return
SUW Monthly - June 2016 07/20/2016 Amend and Pay Processed

Returns
SUW Monthly - July 2016 08/20/2016

View and Print Filed Returns
suUw Monthly - Aug 2016 09/20/2016
suw Monthly - Sep 2016 10/20/2016 Other Payment Options
S5uUw Monthly - Oct 2016 11/720/2016 ALE RETURN Make a Payment
sSUwW Monthly - Nowv 2016 12/20/2016 FILE RETURM Manage Payments
Suw Monthly - Dec 2016 01/20/2017 FILE RETURN Payment History
sSUwW Monthly - Jan 2017 02/20/2017
SUW Annual - 2016 02/28/2017

4. 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




5. Complete the applicable fields on the SUW tax return you have selected to file. Select “ Save
Progress” if you want to save the return and submit it at another time.
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2016 Sales, Use and Withholding TaxXxes mMonthily/Quarterly Return

Selected Taxes

+ Requirea

Check the box(es) for the taxes you are filing roday. By checking a box you are specifying the tax you are filing and
wyou will only be presented with information for that tas.

B Sales Tax HE Use Tax B Withholding Tax

wwarning
IT you do not check a box for a tax you are obligated to file, you hawve not Tulfilled your obligation and you may be subject to
a computed assessment, or other action by the Department, for failure to file or pay a tax.

Click here for instructions to complete the electronic filing of this form using MTO.

Sales Tax

1. Gross sales € s | 100.000.00
2 sales Tax Duec € s | 6.000.00
2. Total Prepaid Tax
Fuel Supplier and Wholesaler Prepaid Sales Tax Schedule *
Fuel Retailer Supplemental Schedule s
Wehicle Dealer Supplemental Schedule s
s
<. Remaining Sales Eligible for Discount s 6.000.00
5. Total of Allowable Discounts Calculate Discount *
6. Total Sales Tax Due s 6.000.00
Use Tax
1. Gross Usa @ # | S5.000.00
2 Total Use Tax O s 30000
3. Total of Aliowable Discounts Calculate Discount 3
4_Total Use Tax Due 3 300.00

Use Tax on ltems Purchased for Business or Personal Use

1. Total Purchases and Withdrawals € 5 1.000.00
2 Use Liability 3 6000

Withholding Tax

1. Total Amount of Michigan Income Tax Withheld € s | 1.000.00
Summary

1. Amount of Sales, Use and Withholding Tax Due 3 7.360.00
2 Total Prior Payrnent @ 3

3. Amount of Tax Due % 7.360.00
4_Penalty Paid With This Return Calculate Penalty 3

5. Interest Paid With This Return Calculate Interest 3

6. Payment Due 3% 7360000
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Note: For all monthly filers that are completing a Fuel Supplier and Wholesaler Prepaid Sales Tax Schedule or
a Fuel Supplier Prepaid Sales Tax Schedule, new functionality has been added to both schedules.

a. Auser can add up to 99 lines at a time in the purchases and/or sales tables on the schedules.

Add Additional Purchases

How many additional purchases?

CANCEL CONTINUE

b. The supplier/purchaser name, FEIN and purchase/sale type are pre-populated on all future Fuel Prepaid Sales
Tax Schedules (Form 5083 and Form 5085) after initial completion of the schedule and associated return.

+ ADD PURCHASE

Marathon 11-1111111 R-Purchﬂse(ﬂ Gas Gallons Diesel Gallons
EP 23.2223237 R- Purchasec| | Gas Gallons Diesel Gallons
Shell 33-3333333 R-Purchﬂse(ﬂ Gas Gallons Diesel Gallons
Maobil 44-4444444 R - Purchased~| | Gas Gallons Diesel Gallons

1. Total Gallons Purchased

1a. Total Gasoline Purchased -
1b. Total Diesel Purchased -

2 Prepald Rate

2a. Prepald Gasoline Rate 11.0000 ®
2n. Prepald Diesel Rate 146000 ®
3. Prepald Tax on Gasoline 5
4. Prepald Tax on Diesel 5

Sold at Wholesale or to Another Retaller

Click the "Add Sale” button to add additional purchases to the table. Click the "Remove” bution 1o delete any Incorrect eniries
In the table.

+ ADD SALE

Joe Fuel Shop 55-5555555 Gallons Gallons




6. Select “Save and Exit.”

Bawve SLUIW Filling

Cho wos wand to save this SLAY filing™

Warning
ST = SLUWW Tllimg doss Not S0 t for processing
b returned (o e T e a Tawn Retusrmy

7. The return will be moved to the Saved Returns table on the File and Pay a Tax Return page. You can
resume filing and submission of the return by selecting “Continue.”
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File and Pay a Tax Return

The returns that are required to be filed by this business are displayed here. Only one tax return for each registered sales, use
& withholding tax type is required based on the businesses filing frequency.

You may make multiple payments within the filing period by using the "Make a Payment” option under SUW Actions.

Saved Tax Returns Available Actions

SuwW Monthly - March 2016 03/25/2016 04/20/2016 € oeeTe

Flle & Pay Options

Required Tax Returns Flle and Pay a Tax Return

Amend and Pay Processed
Retums

Tax Type Due Date
wiew and Print Aled Returns
SuwW monTnly - April 2016 05/20/2016 €8 | Fis reTuRn |
other Payment Optlons
SUW Monthly - May 2016 06/20/2016 €8
S Monthly - June 2016 O7/20/2016 | Fie reTURM | Make a Payment
SUWW Monthly - Juby 2018 08/20,/2016 | Fie reTuRm | Manage Payments
SUWW Konthly - Aug 2016 09/20/2016 Payment History
SuwW KOnTnly - Sep 2016 10/20/2016
SuW Manthly - Ot 2016 11/20/2016
SuUwW Monthly - Now 2016 12/20/2016 | s reTurm |
SuwW KMonTnly - Dec 2016 01/20/2017 | Fis reTuRn |
SUW Monthly - Jam 2017 02/20/2017
SuUwW Annual - 2016 02/28/2017 | Fis reTuRm |




8. Confirm the values on the return and add any additional figures needed then select the “Submit”
button.

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 monthly/Quarterly Return

Selected Taxes

= Required

Check the box{es) for the taxes you are filing today. By checking a box you are specifying the tax you are filing and
wou will only be presented with informartion for that tasx

B Sales Tax B Use Tax B Withholding Tax

warning
If you do not check a box for a tax you are obligared to file, you hawve not fulfilled your obligation and you may be subject to
a computed assessment, or other action by the Department, for failure to file or pay a tax

Click here for instructions to complete the electronic filing of this form using MTO_

Sales Tax

1. Gross sales & s 100, 000,00
2 Sales Tax Due € s | 6,000.00

3. Total Prepaid Tax
Fuel Supplier and Wholesaler Prepaid Sales Tax Schedule

Fuel Retailer Supplemental Schedule s
wvehicle Dealer Supplemental Schedule o
4 Remaining Sales Eligible for Discount I 5.000.00
5. Total of Allowable Discounts Calculate Discount s
6. Total Sales Tax Due s 6.000.00
Use Tax
1. Gross Lise [:] § | 5,000.00
2 Total Use Tax @ s | 300,00
3. Toral of Allowable Discounts Caloulate Discount 3
4, Tousl Use Tax Due s | 300,00
Use Tax on ltems Purchased for Business or Personal Use
1. Toral Purchases and Withdrawals @ s | 1,00000
2 Use Liability i | 50.00
Withholding Tax
1. Toral Armount of Michigan Income Tax Withiheld € ¥ | 1.000.00
Summary
1. Amount of Sales, Uise and Withholding Tax Due s | 7.360.00
2 Total Prior Payment O 5
3. Amoiunt of Tax Due 5 | 7.350.00
4. Penalty Paid With This Retwrn Calculate Penalty s
5. Interest Paid With This Return Calowdate Interest 3
6. Payment Due 1 7.360.00




9. Select “I declare under penalty of perjury” and then select “File” in the “Final Check-Is Everything
Correct?” box.

Final Check - Is Everything Correct?

You are about to Save and File this tax return.

Make sure thart all fields have been filled ourt 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.

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

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

of your confirmation number.

Success

Thank you for your submission for account number
ending in 5402. Your confirmation number is
300000005412.

FRINT CONTINUE

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

11. 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

Trusni yots for o SLEsmisssen. Your Confinmation Nuber & 300000

Success

e Print

Ganersl | Oplions |

Sabect Printer
=

= 4

£l ! " 3

Stalus Ready 71 Print 1o file | Freferences |
Location Traasun\ 7285 Parsons Dive'Operations Center i
Comment 1033155 243

| Find Pnnter. |

Fage Range
@ All Number of coplas 1 =

Solaction Curront Page

1 Collate

| Pagas
12l 32l a8

Enfer aither a single page numbar or a
single page rang| 12

Apply




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

Tax Return Complete

Success
Thank you for your submission for account number
ending in 5402. Your confirmation number is

300000005412,

13. 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 llke to make a payment?

Displayed are the amounts due based on your return. Any
credit resultung from prepaid sales tax will not be reflected in
your total payment due.

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

Payment Due

Sales Payment

Use (Sales/Rentals) Payment

Use Purchases Payment

Withholding Payment

Penalty Payment | s

Interest Payment E

Total Payment s | 7.360.00

O Redistribute Payment/Make a Partual Payment

CANCEL

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

Leaving Michigan Treasury Online

Warning

[T 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.

CAMCEL CONTINUE




15. 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.”

Ijichi_garl THIsﬂIS A TEST SITE

rarad by 1.9 M) nsactions will NOT be processed.

Make Make a Payment - Sales, Use, Withholding Taxes

Bold fields with * are required.

To ensure proper payment, please verify the payment
information below, before dicking Continue.

This payment may take up to two business days to show

n your Sales, Use, Withholding account at the State of
Michigan and may take up to tﬁree business days to
appear on your bank or credit card statement.

hid -Tou are paying by eCheck the payment date must be
at least the next business day.

CHASE O
Payment Amount®: Payment Date*:
$1,560.00 D&V18/2018 =

Mew Account™:
= aCheck
o Credit/Debit Card

VISA S5 =

Bank Routing Number®: Bank Account Tvpe*:

= » Checking » Savings
Bank Account

Bank Account Number®: Category™*:

o Consumer 4 Business

Sawve this account?

® Yes = No

Bank Account MNickname:

Re-enter Bank Account
Number=:

Credit and debit card payments will be charged a
conwvenience fee (2.75% of the total payment for credit
cards and a flat fee of $5.95 for debit cards). The fee will
be displayed on the payment verification screen. You will
hawve the opportun it'FrEto cancel this payment before the
fee is charged. The fes will appear 25 2 separate
transaction on your card statement and is paid directly to
the payment processing vendor.

mm

16. Verify payment detail, account detail and enter the last four digits of the FEIN or TR number of the
business. Select the “I accept the Terms and Conditions” checkbox and “Confirm.

chigan| THIS IS AM “.’!;TE“ST SITE

Pawared by 1P M| i

Prvzy Mol =mp

| sssnraymen: W Vertty Payment - Sales, use, Withhoiding Taxes
Manags Accomats
1 ol fialén with * arw reguired.

Fanding Faymasts
- ] The sommont you cntret ta slrmsdy amved., Aftcr you nfinm e payment, you may ackt

Paymant Wisary | | | Menogs Aoseurla ts v e bal of yeur amved
Eizctronic chesk (o-dhodk) peymenta Notznzl A

CHASE O ez faazeton (NUTHE] for ymur sralzshiam NATHA rzurza uasr sulhenlieston
befors inilioling = Eronaccticn. Sckew you will be skt 1o enter the leat four digits of the

=D ruurmiber fior which yem ars malang o peyment. This onlry i srby resire far cchesk
Feym=nta and nst for SreSebil = payment.

Por your e prot=sticn, revicm the detala of your payment oed e your Lot foor Sgts
=f the PRI 2r TR Plomier Bl Brfers shesung Candiem.

Your Peymant Dateil
Payment Amsunt: $1,380.00
Schzdudsd Payrment Dete: Jun-18-2018

Armoust Duc: $1,300.00

Bank Aouling Rumber: B21110807
Eanik Amzeunt Numier: JODDDOOOOCKCATES

‘Chacking

Sark: Ascount Cob=gory: Business

il Addremnt:

e me on amesl senfemaban: 7]
Entmr Last four digits of the FEIN ar [
TR Mumber: -
Tarma And Conditions
PLEASE RERD AND AFFROVE THE FOLLOWING AUTHORIZATION

By dlicking "1 Szzzpt”, T authenizz Michigen Dopart—cel of Trosaury fo dcdtremaly dobet
ry b szt for the smmuntls) 2L forh ckove. Th vk for this

R

£ the cverk thet @ peyment fa relumed £a unpad, § undcratand Michigan Soportment of
Tressury moy cherge 2 refum iftom foz, up b the memimum smount slowed By low.

FLEASE PRINT A COFY OF THIS AUTHORIZATION FOR ¥YOUR RECORDS

T ncowpt the Tarma and Conditiom*: (<]

D —-

e 6_§364 $ TI00 . TI08 BMogan S dave, WA rzanes Sazsnemanc



17. 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.”

s THIS IS A TEST SITE

Powered by 1.P. M| Transactions will NOT be processed.

Payment Confirmation - Sales, Use, Withholding Taxes

Pending Payments

FPayment History Thani you for your payment. Flease aliow two businass days for your payment ta be

crecitad to your Sales, Use, Withholding Taxes account.

To ratumn to MTS simply cicsa this windaw.

CHASE O

Please kzep a recard af pour Confinmation Number, ar print this page for yaur |
mmmmm

© Mumber: 29

Canfirmatian Date [ET): Jun-15-2016 03:41:27 PM

¥our Payment Detall
Fayment Amcant: $1,560.00

Scheduled Faymant Dats: Jun-18-1018

Amount Due: §1,560.00

Your Account Detall
Bank Accaunt Nickname : Grape’s Checking Acc
Bank Rauting Number: 021110607
Bank Account Number: XOCOOOOOOOOINETES
Bank Account Type: Checking

Bank Account Category: Business

E-mall Address *: ]1234blugyahoa.com

Flease kzen a recard af your Confirmation Number, ar Lot this page for yaur =l

recorzs. =

Continue to Maln Menu

Ralsaze 12 3334 T 2002 - 2018 IFMargan Chacs Sank, N4, Srowsar Racoirsmanss

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.

el THIS IS A TEST SITE

Powered by J.P. M Transactions will NOT be processed.
Privacy Help

CHASE O |

Manage Accourits | Add, Edit and Delets your accounts.

| Pending Payments | View, Edit and Delete your pending payments.

| Payment History | Wiew your payment history.

Remleaz= 14_E384 @ 200Z - 2016 JPMorgan Chese Bank, N_A. Browser Reguirements

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.




