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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 an Additional 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 Tax Return function is available on the File and Pay a Tax Return page. It should be used when
the tax period a user wished to file for is not listed under the Required Tax Returns listing on the File and Pay
Page.

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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3. Select “Additional Tax Return” if the period you wish to file for is not displayed under the Required
Tax Returns list on the page.

File and Pay a Tax Return

The retusms that are regquired o be filed by this business are displayed here. Only one tax return for each registered sales, use
8. withinolding tax type Is required based on the businesses filling freguency.

You may make muldple payments within the fillng period by using the "hake a Payment” opdon under SUWY Actions.

Required Tax Returns Avallable Actions

Tax Type Penoa Due Dare - SV ACTONS

SUW Mantnly - April 2016 OS/20/2016
Flle & Pay Optlons
=T Marntnly - May 2016 OE/20 2015 & | Foe s e |
sUW Mantniy - June 2016 OT/20M2016 [ Fie st | Flle ana Pay a Tax Rewurm
SUWY Mantnly - July 2016 OBS2OVE01E [~ Wi r=runes | Amend and Pay Processed
Returns
SUW ROnTY - AUE 2016 0S/20VZ016 T
Wlew and Print Flled Asturns
SLUW Montniy - Sep 2016 100202016 T
SUW Manthiy - Oct 2016 11/200201 6 Other Payment Options
W Manthnly - Mov 2015 1242002016 [“ i e | Make 3 Bayment
=T Mantnly - Dec 2016 01200201 7 | Foe s | Manage Payments
S Marnthiy - Jan 2017 OZ/2OFZ0 T T Payment Histony
SUW ANNUAEl - 2016 027282017 [ o v |
SLUW KMontniy - Feb 2017 0372002017 [ i v |
SUW Manghiy - March 2017 04/200,201 7
S Manthnly - April 2017 05/20/2017
W Mantniy - May 2017 06/20/2017 [~ o v |
SLUW Kontniy - June 2017 OFS2OFZ0NT [ e |
SUW KMontniy - July 2017 0B/2OVZ01T [“Wie =t |
SUW ROnETY - AUE 2017 09202017 T
SUW Maonthily - Sep 20017 1052002017
SUW Maonthiy - Oct 2017 1142002017
W Manthnly - Mow 2017 1242002017 [~ o v |
SLUW Konthiy - Dec 2017 ois200z0ME [~ o v |
SLUW Annual - 2017 oz/zarzoia [~ o e |

Additional Tax Returns

Choose "additional Tax Returns™ If the period you wish to file for s not displayed._

Do ot select "Additdonal Tax Returns” to amend a previoushy filed returm.

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

Additional Tax Returns

To file a return which is not lIsted, please seledt the return
type, monih, and tax year of the return you wish to file.

Select a Return

* Returmn Type * Month
Monthly/Quarterly [+ February

CAMCEL CONTINUE




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

select Which Taxes to Flle

Choose Tax Types (Check all That Apply)
M Sales Tax

B Use Tax
H withnolding Tax

CAMCEL

6. 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.

Michigan Treasury Online
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2016 Sales, Use and Withholding Taxes monthly/Quarterly Return

Selected Taxes

* Roquired

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

¥ Sales Tax & UseTax & winholding Tax

Warning
if you do not cneck a box for a tax you are obligated to file, you have not fulfilled your obligation and you may be subject to
a computed assessment or other action by the Department, for fallure 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  1.000.00
2 sales Tax Due @ s 6000
3. Total Prepald Tax

[Fuel supplier and wholesaler Prepaid Sales Tax schedule -

Fuel Retaller Supplemental Schedule s

Vehicle Dealer Supplemental Schedule n

s

4. Remaining Sales Eligible for Discount s 60.00
5. Total of Aliowable Discounts Calculate Discount B

6. Total Sales Tax Due s 60.00



Use Tax

1. Gross Use & 20DOO0D
2 Total Use Tax O & | S0.00
2 Total of Allcwanle CHSCOUNES CalCulate DIBCouUnT

d. Total Use Taxw Due T EOO0

Use Tax on Items Purchased for Business or Personal Use

1. Total Purchases ard Witnodrasesls O &
Z U=ze Liaoiity s

Withholding Tax

1. Total Armount of AMicrEgan inoormes Tax Witnireld & T N ]
Surmrmary

1. AMOUnE of Sales. LISe and Witnnoiding Tas Due i 111000
2 Total Prior Payment @ 5

3. Amaount of Tox Due 5 1.110.00
A Pty Pakc] WITH ThikE Rl s CRICULETE Per sty 8

5. INterest Pakd VWitn This Remunn CelCulane Imerest x

&. Paymment Due L] 1.9 100l

7. Select “Save and Exit.”

Sawe SUW Filing

Do yOU WErE D0 Sawe This SU fll-:l‘:g?

Warning

Saving this SLWW flling does not submit it for processing.
vou will be returned to the "Hile and Pay a Tax Reoum”™
SCreen




8. 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 retumns 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 muitiple payments within the filing period by using the "Make a Payment” option under SUW Actions.

Saved Tax Returns Avallable Actions

» SUW Actions

Flie & Pay Options

SUW Montnly - Feb 2016 03/28/2D16 03/21/2016 & CUAE Coros |

Flie and Pay a Tax Return

Amend and Pay Processed
Returns

View and Print Aled Returns

SUW Manthiy - April 2016 OS/20/2016 @ [ e s |

SUW Momniy - May 2016 O6/20/2016 @ | roe s o | Ot aymen O
SUW Montniy - june 2016 07/2002016 e s rum | Make a Payment

SUW Monthiy - july 2016 OB/20/2016 Manaze Payments

SUW Montnzy - Aug 2016 094202016 [ e e | Payment History

9. Check “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 monthly/Quarterly Return

Selected Taxes

= Roousrod

Cneck the box(es) for the taxes you are filing roday. By checking a box you are specifying the tax you are filing and
you will only be presented with informartion for TNat ax.

= Sales Tax # Use Tax & Withholding Tax

Warning
If you do Not cneck a box for a Tax you are obligated to file. you Nave not fulfilled your obligation and you may De Sub|ect To
a computed assecsmenl or other acton Dy the Department for fallure to Nile or pay a tax

Click nere for Insoructons to compiete the elecoronic filling of this form using MTO

Sales Tax

1. Gross sales & = 1.000.00
2 Sales Tax Due € ¥ ©0.00

2. Total BPrepaid Tax
Fuel supplier and Wwnolesaler Prepaid Sales Tax Schedule

Fuel Retaller Supplemental Sschedule

Yehicle Dealer Supplemental Scnedule
4. Remalning Sales Eliginle Tor Discount S0_00
S. Total of Allowabie DISCouUnNts Colculate Discount

R I R "

6. Total Sales Tax Due= &0.00



Use Tax

1. Gross Use i 300000
2 Total Use Tax @ 50,00

2 Total of ANCWaEIe DISCOUMTS CaLlaTe DIECOUNT

d. Total Use Taw Due s SO0

Use Tax on ltems Purchased for Business or Personal Use

1. Total Burcnasss snd Witndrasesls .
24 Usze Liabinty W

Withholding Tax
1. Total Armount of sCrigan inoomes Tas Witnireld O 1 0O000

Surmrranry

1. AFMDLURE OFf SAME. USE and WINnolding Tax Dus ¥ 111000
2 Total Brior Parymerst @ H
3. Armaount of Tex Dus W 1.1 1000
A PerEiTy Pakd WITH TS Rt Calculale Penainy '
5 irmterest Paid Witn Thnis letwn Caboulare imberest &
£ Payrnent Dues R ERTT.
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10. Select “File” in the “Final Check-Is Everything Correct?” box.

Final Check - Is Everything Correct?

You are about 1o Save and Fle tis t8x return.

Make sure that all flelds have been fliled out correctly. Once
this Is successfully submitted, you will be able to see this
filed retum on the "Amend and Pay Processed Returns"

page. In order to go back to make any changes or view one
last time dick "Cance(".

Albow 48 nours for returmns made with payment to display
and up to seven days, If recelved without payment to allow
time for the payment to be recelved separately.

R




11. You will receive a confirmation number 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. Your confirmation
numbper Is 300000002237,

PRINT COMTINUE

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

12. 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.

@ﬂps:ﬂmtoqa.treasury.michigan.gow'... | = 28

T Restunn: Compiiese

fex.html#/210175402/suv O ~ @& O || | Mic

Success

Thank you for your submission. Your confirmation numiber is 300000002237

omplete

jOr your suDmission. Your confirmation
POO00000=2237.

PRINT CONTINUE

General Options

Select Printer

=

=

=

‘ om s
Location:

Treasunyt 7285 Parsons Drive'Operations Center

Comment: 10.33.155.243 Find Printer...

Page Range
@ Al Number of copies: 1 E
Selection Current Page
() Pages: 1 [ ] collate
1 512l 513
Enter either a single page number or a —ﬂj —i’j jj

single page range. For example, 5-12




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 returm. Amy
credit resulting from prepaid sales taod will not be reflected In
wour total payment due.

select the "Redistribute Payment/Make a Partial Payment”
checkbox to manually enter the total payment due after you
hawe subtracted any credit resulting from prepald sales tasc

Payment Due

sales Payment

Use (SalessRentals) Payment

Use Punchiases Paymment

wWithnolding Payment

Penalty Payment

Intersst PayTment 5

Total Payment = 1.110.00

O redistribute Payment'Make a Partial Payment

CAMCEL

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

Leaving Michlgan Treasury Online

Warning

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

You must sefect "Continue™ within 1 minute or you swill

tirme out and will not be rnouted to the payment center.
Once this happens, you will have to select "Cancel™ and

re-emer your payment iInformation.

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.”

THIS IS A TEST SITE

Transactions will NOT be processed.
Privacy Helo
m Make a Payment - Sales, Use, Withholding Taxes
e Bold felds with * are required.
Ta ensure proper payment, please verify the payment information below, before dlicking

Payment History Continus,

This payment may take up to two business days to show on your Sales, Use, Withholding
account at the State of Michigan and may take up to three business days to appear on
wour bank or credit card statement.

CHASE O T =ym e b 2 e s s s e e (e drm s e e,

Payment Amount®: Payment Date™:

s1:110.00 e jm

MNew Account®:
@ aCheck
O Credit/Debit Card

visa @ msar=

ECHECK ACCOUNT TNFORMATION

Bank Routing Number®: Bank Account Type®:
|:|EJ O Checking () Savings
Bank Account Category™:

Bank Account Number®: () Consumer (O Business

Save this account?:
Re-enter Bank Account Number*: O Yes @ No
Bank Account Nickname:

Credit and debit card payments will be charged a convenience 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 have the opportunity to cancel this payment
before the fee is charged. The fee will appear as a separate transaction on your card
statement and is paid directly to the payment processing vendor.

=

Relzass 14_B384 @ 2002 - 2016 JFMergen Chase Bank, N.A. Srowssr Scquiczmants

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.”

et THIS IS A TEST SITE

Pawersd by 3.P. M) Transactions will NOT be
Srivesy Heio

Werify Payment - Sales, Use. Withholding Taxes

Bold Miclds with = are reguired.

I
I

CHASE O

=t Mar-2E-2016

For o own Drobscton, neviews The SSTIS O YOUr BRSNS AN SRoer wOur Lase foor Siges
of the FEIM ar TR Mumber beicw Sefore choosing Conflom.

Your Fayment oeran
Faymens amcunt: $1.110.00
Schesulss Payment Dabe: Mar-29-20415

Amoust Cue: $1.210.00

Your Accomnt Detall

Sans e an ommall esnmemeten:

Emter Last four alosts of the FEINGr [0 ]
TR NMamber=:

Terms Ana Conaltions

PLEASE READ AND Al THE FOLLD AT TTOMN

By clickmg “L ASceps . 1 authorzs MICNIGEn Dopartment of Treasury &S Slecororicsily Soms
iy Bank account far the amauntls] Set forth abows . This aathorization = wailc for this
trarazscton ool

In the swent that a Sayment Is neturned as snsald. 1 uncerstand Michigan Deaartment of
Treamury may charge = reburn l=m fee, up o the masdmum amaunt aliowesd By l=w

FLEASE PRINT A COFY OF THIS AUTHORIZATION FOR YOUR RECORDS

& the Terms and Conditions=: [Z]

Feimaze 12 B384 T TOOT - 2016 IFtiangen Chese Back WA Bogegec Ssguioscecss




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.”

Wty THIS IS A TEST SITE

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

Privacy Helo

Payment Confirmation - Sales, Use, Withholding Taxes
Pending Payments

Thank you for your payment. Please allow two business days for your payment to be
credited to your Sales, Use, Withholding Taxes account,

To returm to MTO simply close this window.

CHASE O

Please keep a record of your Confirmation Mumber, or print this page for your Tl
records. =

Confirmation Number: XF4BUSD00004184

‘Confirmation Date (ET): Mar-28-2016 10:20:06 AM

Your Payment Detail
Payment Amount: $1,110.00
Scheduled Payment Date: Mar-29-2016

Amount Due: $1,110.00

Your Account Detail
Bank Routing Number: 0211
Bank Account Number: X200000000000(6789
Bank Account Type: Checking

Bank Account Category: Business

E-mail Address *: j1224blu@yahoo.com

7

Heasrsskeep a record of your Confirmation Mumber, or print this page for your LB

recaol

Remlmaz= 14_E384 @ 2002 - 2016 JPMorgan Chase Gank, N A, Srowser Reguirements

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.

-l THIS IS A TEST SITE

FPowered by J.F. Transactions will NOT be processed.

Privacy Help

CHASE o | Manage Accaunts | add, Edit and Deletse your accounts.
| Pending Payments | wWiewe, Edit and D=lete wour pending payments.
| Payment History | WView your payment history.

Re=lma== 13 F9&65 & 200Z - 2016 JPMorgan Chese Bank. MNoA. Srowser Reguirements

To return to MTO, close the pay site by selecting the “X” at the top of the page.



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.




