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2 Appendix Manual Filers - Quick Start Guide

General Information

¢ In order to file a tax return log into Tennessee Motor Fuels Electronic Filing System. If you have
not received a user id and password to access the system, please contact the Department of
Revenue, Mike Ingram (615) 532-6916 or Rodney Pendley (615) 532-6124.

® This quick start guide assumes you have already logged into and set up proper access into
Tennessee Motor Fuels Electronic Filing System.

® The intent of this Manual Filers quick start guide is to assist users with manually filing a tax return in
Tennessee Motor Fuels Electronic Filing System.

® A complete user guide will be available once successfully logged into the application by selecting
the help link from the main menu.

Getting Started

To manually enter and file a tax return for a selected company, from the Tax Filing menu select Tax
Sessions as shown below.

GOVERNOE.

Department of Revenue N f
@ Richard H. Roberts, Commmissioner B Bill Haslam

MR d Vi BTs WerSi
—
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I Add New Record Dec 2014

Tax session details are listed in a standard grid that provides the capability to filter and group as

necessary to view the desired data. The Tax Sessions grid is shown below.

Scheduled Task Status
Add New Record | Open Tax Sessions v I Columns | % Group By | Y Fitier | z Refresh
Critical
Schedule
Company Name Taxpayer Description ~ Terminal Code Start Date End Date Sequence Due Date Erors | Retum Generation Needed Return Status Session Locked
QA-OII TN Gov Annual Terminal Operator T62TN2201 12015 12312015 0| 1152014 0| Yes Warnings No e
QAOII TN Gov Blender 121112013 12312013 0 | 1212014 Yes No
QACII TN Gov Blender 112014 1312014 0 | 22202014 Yes Ne
QA-OIITN Gov Blender 8112014 83172014 0 | 9220014 Yes No
QA-OII TN Gov Blender 10112014 10312014 0 | 11202014 Yes No
QA-OII TN Gov Blender 1112014 11302014 0| 1202272014 0| Yes Passed No e
QACII TN Gov Blender 112015 13172015 0 | 22202015 0| Yes Failed No 3
QA-OII TN Gov Blender 212015 22872015 0| 3202015 0| Yes Failed No e
Add New Record W Columns | 7 Group By | ¥ Filter | 2 Refresh
w M 2[34]5]6[7 ][] Page: | 1 |of 7 [2Y| Page Size: | 5 Item 1 to 8 0f 52
Export as scheduled task - Excel ¥

The Tax Sessions grid provides the capability to create tax sessions as well as to perform operations
and view data associated with a tax session. A drop-down option to view only open tax sessions,
all tax sessions, or historical sessions is provided.

Create New Tax Session

From the Tax Sessions grid a new Session (Return) can be created by selecting
button. Key in new Tax Session information in the screen as shown below.
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Appendix Manual Filers - Quick Start Guide 3

Avalara - Create Session

Country
Jurisdiction
Taxpayer Type
Terminal Code
Begin Period Date
End Period Date

Sequence

United States
Tennessee

TRN - Transporter

2112013

2/28/2015

Original session

Copyright @ 2005 - 2014 Avalara

Fill in the following fields:

® Taxpayer Type - Select the type of return to be created.

® Terminal Code - If Taxpayer Type is a Terminal Operator or an Annual Terminal Operator

select a Terminal Code.

¢ Begin Period - Key in or select the beginning period of the tax return being created.

The other fields on this screen will be automatically populated by the system.

Click on the button to create the tax session.

Click on the &4 button to close the Create Session window. A row will appear on the Tax Session
grid. Select 'Open Tax Sessions' from the drop down on top of the grid to display all open tax

sessions.

Scheduled Task Status

Py Add New Record | Open Tax Sessions v
Company Name Taxpayer Description Terminal Code Start Date
Training Oil 005 Transporter 21112015

P4y Add New Record

Rl ' B
Export as scheduled task - Excel v

End Date Sequence

2/28/2015 0 | 3/25/2015

Due Date

Critical
Schedule
Errors

Page: | 1 of1 PageBize 1

Retum Generation Needed Retum Status Session Locked

Yes

M Columns | *= Group By | 'Y Filter | 2 Refresh

No
I Columns | T+ Group By | ¥ Filter | = Refresh

ltem 1101 of 1
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Schedule Transactions

Click on an open session and a context menu will appear as shown below.
Scheduled Task Status

Add New Record | Open Tax Sessions - I Columns | %: Group By | Y Filter | 2 Refresh
Critical
Schedule
Company Name | Taxpayer Description = Terminal Code | Start Date End Date Sequence | Due Date Errors Relum Generation Needed Retum Status | Session Locked
g Y S N L
Add New Record Senedule Transactions W Columns | %+ Group By | Y Filter | 2 Refresh
| Transaction Validation E
W« NS 1| ot 1 [[2Y) Page Size: [ 1 liem 110 1 of 1
n Session Details E

Export as scheduled task - Excel v

Select 'Schedule Transactions' from the context menu to begin the process of creating tax return
Schedule Transactions. The Schedule Transactions grid is shown below.

Add New Record | 1A° Gallons Loaded at a Tennessee Terminal and Delivered to another state v I Columns | £. Group By | Y Filter | 2 Refresh

Product Code Consignor Seller Mode Origin Buyer Destination Bill of Lading Date Document Number Billed Gallons Net Gallons Gross Gallons

No records retumned

Add New Record W Columns | %= Group By | Y Filter | 2 Refresh
|« n L Page:| 4 |of 1 Page Size: | 2p ltems 0 to 0 of 0.

Export as scheduled task - Excr v

Select a Schedule from the drop down menu, then select button to add schedule
data. The Schedule Transaction screen is shown below.

Avalara - Schedule Transaction X
Schedule Code 1A: Gallons Loaded at a Tennessee Terminal and Delivered to another state
Product Code v
Consignor v
Seller v
Mode v
QOrigin v B
Buyer v
Destination v
Bill of Lading Date
Document Number
Billed Gallons
Net Gallons
Gross Gallons
=

Enter all fields for the schedule transaction. Drop downs are available to select individual fields. The
drop downs are also designed to search the list of available fields by typing in part of the field name

desired. Once all the fields are entered select button to add the transaction.

Upon selecting button the system performs schedule validation. Iferrors are found, error
messages are displayed; the schedule transaction is not saved until corrections are made and
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is pressed again. The screen below shows a schedule transaction with validation errors:

Avalara - Schedule Transaction %
Record could not be inserted.

3809: Critical: Seller legal name is required.
35815 - Bill of lading date must be a valid date within the filing period (or jurisdiction's grace period)
3824: Critical: Seller FEIN or SSM is required
Schedule Code
Product Code 065 - Gasoling v
Consignor Training Oil 005; 612|123450005; 123450005; , NONE; 123430005 v
Seller asdfal v
Mode J - Truck v
Origin TN, USA;::;TN:; ML
Buyer Training Oil 005; 612|123450005; 123450005; *; NONE; 123450005 v
Destination CITGO - Tampa; ; T99FL2133; Tampa; FL: HILLSBOROUGH; v B
Bill of Lading Date 1/5/2015 i
Document Number 987456
Billed Gallons 400
Net Gallons 400
Gross Gallons 400

Ifno errors are found, the schedule transaction is saved and the isert page is redisplayed with
several pre-filled values from the previously saved schedule. This functionality is designed for ease of
data entry. Any pre-filled value can easily be modified by selecting another value from a dropdown
list or keying in a new entry.

As schedule transactions are inserted, the saved records will appear in the schedule transactions
grid.
Schedule Entry Fields

Schedule Entry drop down lists are populated by the system. The Tennessee Department of
Revenue provides and maintains a list of valid data for each drop down list. Filers have the option to
add additional selections to the drop down lists if the current information in the lists do not pertain to
the transaction.

Business Entities in the system are individuals and firms a company does business with. Buyers,
carriers, consignors, position holders and sellers are considered Business Entities. A filer can add
business entities for a company using the maintenance screens, for detailed instructions on how to
enter additional business entities, refer to the maintenance section of the help manual.

Locations in the system are points of origin and points of destination. Initial entries for terminal
locations have been provided by the Tennessee Department of Revenue using the Federal TCN list.
A filer can add locations for a company using the maintenance screens. For detailed instructions on
how to enter additional locations, refer to the maintenance section of the help manual.

Date Fields are populated in the following manner:

Copyright © 2015 Avalara Avalara Government User Guide
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Using the calendar control to select a date
Typing in a date using a mmddyy, mmddyyyy, mm/dd/yy or mnvdd/yyyy format

Schedule Transactions Grid

After inserting transactions, a list of transactions by schedule code for the specified tax session can
be viewed in the Schedule Transaction Grid as shown below.

Add New Record | 1A° Gallons Loaded at a Tennessee Terminal and Delivered 1o another state v M Columns | *: Group By | Y Filter | 2 Refresh
Product Code Consignor Seller Mode | Origin | Buyer Destination Bill of Lading Date Document Number Billed Gallons Net Gallons Gross Gallons
085 Training Oil 005 ASELLER J TN Training Oil 005 TH9FL2138 2112015 123 500 500 500
065 Training Oil 005 ASELLER J TN Training Oil 005 TE9FL2138 2112015 456 400 400 400
065 Training Cil 005 ASELLER J TN Training Oil 005 TS9FL2138 2/112015 798 700 700 700
Add New Record I Columns | '+ Group By | 'Y Filter | 2 Refresh

o n [ Page:| 1] of 1 Page Size: | 3 ltems 110 3 of 3.
Export as scheduled task - Exce v

Transactions in the grid can be updated or deleted by selecting a record in the grid.

Generate Return

Returns must be generated before being viewed or filed. From the Tax Sessions grid click on a
return to generate, a context menu will appear, select 'Session Details' from the menu as shown
below.

Scheduled Task Status

Add New Record | Open Tax Sessions v Il Columns | %« Group By | Y Filter | z Refresh
Critical

Company Terminal Schedule | Refurn Generafion Return Session

Name Taxpayer Description Code Start Date End Date Sequence | Due Date Errors Needed Status Locked

Training Ol 005 | Sovernmental Seies 2112015 282015 o | 3310015 Yes No

Add New Record Schedule Transactions Il Columns | T+ Group By | Y Filter | 2 Refresh

oA n AR Transaction Validation Page: | 1 |of 1 Page Size: | 2 Item 110 2 of 2

-|  Session Defails
Export as scheduled task - £

Delete All Transactions

Delete Tax Session

Query Session

The Tax Session Details screen allows generation of the tax return. The Tax Session Details screen
is shown below.
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Session Details

Country: USA
Taxpayer Type: TRN
Start Period: 2/1/2015

Jurisdiction: TH
Terminal Code:
Sequence: ORIGINAL

Tracking Number

Include Schedules
Tax Session Options

Frepared by

Form Settings Form Manual Entry Filer Intent History Log Comments
Country United States v
Jurisdiction
Taxpayer Type v

Begin Period Date 2/1/2015 ]
End Period Date 2/28/2015

Seguence 0

Filed Date

default_admin v

Save & Regenerate I

If schedule data is to be viewed in a pdf format, select 'Include Schedules' and generate the tax
returns by selecting button. Information about the other tabs on this screen can be

found in the help manual.
View Tax Return

The View Tax Return option is available for a tax session that has been generated and does not have
any Critical Errors and has a value of ‘No’ for the Return Generation Needed column. From the
Tax Sessions grid click on a return to view, a context menu will appear, select 'View Tax Return'
from the menu as shown below.

Scheduled Task Status

Py Add New Record | Open Tax Sessions v M Columns | = Group By | 'Y Filter |  Refresh
Critical
Schedule

Company Name | Taxpayer Description Terminal Code | Start Date End Date Sequence | Due Date Errors Return Generation Needed Return Status | Session Locked

Training Qil 005 Governmental Sales Claim 21205 2/28i2015 0 | 3731712015

s TR

P4 Add New Record Schedule Transactions I Columns | 1 Group By | 'Y Filter |  Refresh
Il 4“ > Page: | 1 nf1 -Pageswze 2

Export as scheduled task - Excel ¥

Transaction Validation Item 1102 of 2

Session Details I

View Tax Relurn

File Tax Return
Delete All Transactions
Delete Tax Session

Query Session r
ey | Web Policies | Accessibility | Web Awards | Survey | TNRecovery.gov | Ti T

TN.qo..

Copyright © 2015 Avalara
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View Tax Return displays the generated tax return and schedules in PDF format. The return can be
downloaded or printed using standard PDF functionality.

Tracking Rumisar
TEMMESSEE DEPARTMENT OF REVENUE

FETROLEUM PRODUCTS TRANSPORTER RETLIRM Postmarked Dabe: 13260014
Fling Agzasrt b =M el FEM
PET | fozor-20s —
373 | 52 | o 123450005

Locaarmie MNufmised

Gresni Bay, W 52311

Compieteall Ines and schedules. I pen-

Training Oil 005 aity = applicabie, make your check out to
the Termesses Depatment of Revenueand
o AME o and mall to:
Tennessee Depariment of Revenus
Gresn Bay, W1 54311 Anvdnew Jackson State Ofice Biog,
500 Deadarnck Siraat

Masmilie, TH 37242

Fior asslstancs, you may call In-s1ate 10l
Tree 1-500-342-1003 o (B15)253-0600.

REMIWDERS
1. Faed e |l ceafully wieh corgeling D (alsir
P - ¥ihia man AMENDED RETURN, |
3. Trarifer ioteks from echedubes D sppropiate I e check Te Do al dght
4. Sgh and SEle your TRk i D ekgretune Do

- Total net gallons produds Inaded at 3 Tenmessae temminal, bulk plant, or refinery and deldvered

to anotheT s1ate | SHEeH SRR 1A e 30
2. Told net gallons produd loaded at an out-of-stans i2minal, bulk plant, or refinery and deilversd
to Tennedsss (aach SehedUle 2A) . 0
3. Totl netgallons product loaded &1 3 Tennesses refinery and dallveradin Tennesses (atizch
e T o
4. Tota gallans of petmieum product iransporied (1ol of 126 1 HMUgn3) oo 30
5. Penalty - I fied l3e, DEr@ily OF 515 B HLB e eeece e e ceses e eem e e enee s oo
E. Toial remitance - Ling 5 peraity B remum 15 T I32 ..o ceceees e eem e eseeessneesesens oo
FORCFRICE
UISE ONLY

Ureder panairss of porry [decles fur | beve soumsad fi e, and w0 tha S of Evy knosbindpe anad balar’ 708 s, 0ofTecr, b oo plame.

13260014
Tarprree s S T

12262014
Tar Framees fogemrs T T

e ok =Ty T —

Frv-PEID0EH NTTRRCT | 19085

Page 1of2

File Tax Return

The File Tax Return option is available for a tax session that has been generated and does not have
any Critical Errors and has a value of ‘No’ for the Return Generation Needed column. From the
Tax Sessions grid click on a return to file, a context menu will appear, select 'File Tax Return' from
the menu as shown below.
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Scheduled Task Status

Add New Record ‘ Open Tax Sessions

d

Group By | Y Filter | 2 Refresh

Critical
Schedule
Company Name Taxpayer Description Terminal Code Start Date End Date Sequence | Due Date Errors Return Generation Needed Return Status Session Locked
Training Qil 005 Governmental Sales Claim 2172015 2/28/2015 0 | 3/31/2015 Yes No

Training Oil 005 Transporter 2112015 212812015 0 | 372512015
Schedule Transactions

Ei Add New Record
B
Export as scheduled task - Ex

I Columns | T+ Group By | 'Y Filter | 2 Refresh

T

Page: El of 1

Item 1 fo 2 of 2
Session Details

View Tax Return

File Tax Retum

Delete All Transactions

Delete Tax Session

Query Session

Selecting File Tax Return will provide a status screen that shows the details of the tax session that is
being filed. An Electronic Acknowledgment must be checked i order for the tax return to be
submitted for filing. The screen to allow the tax return to be filed is shown below.

Filing Status:
Tax Return
Terminal:
Tax Session Date:
Filing Due Date:

Return Status

Open

Transporter

2/1/2015 - 2/28/2015
3/25i2015

Passed

Electronic Acknowledgement
By checking the agreement and pressing 'Submit, | acknowledge
this submitial is treated as an official submittal to the State of
Tennessee. Submitting this tax return shall constitute the
signature of the submitter as if the tax return were actually signed.

11 agree to the conditions of this submittal.

After checking the electronic acknowledgment, select
message.

Verify Tax Return Filed

button to get a Record updated

Check filed tax returns by going to the Tax Sessions grid and selecting 'All Tax Sessions' as shown
below.

Scheduled Task Status

Add New Record ||AI\ Tax Sessions x v

M Columns | “ Group By | ¥ Filter | 2 Refresh

Company Name ~ Terminal Code Tracking Number Start Date End Date Sequence Due Date Filed Date

Training Oil 005 Historical Sessions v 2172015 212812015 0| 33172015

Training Oil 005 Transporter 20141226373001 20112015 2i28/2015 0 | 372572015 1212612014 [
Training Oil 005 Transporter 20140915373001 1112015 113112015 0 | 272572015 9/15/2014 4
Training Oil 005 Transporter 20141120373001 10/1/2014 10/31/2014 0 | 11/25/2014 11/20/2014 (]

Py Add New Record

KL -]

| Export as scheduled task - Excel ¥

I Columns | T+ Group By | ¥ Filter | 2 Refresh

Item 110 4 of 4

Page Size. E

Copyright © 2015 Avalara Avalara Government User Guide



10 Appendix Manual Filers - Quick Start Guide

Selecting 'All Tax Sessions' changes the columns in tax session grid. A return has been filed if the
'File Date' column is populated with a date and the '"Tracking Number' column is populated with a
tracking number. Additional information about a tax session can be viewed by clicking a session.

Create Amendment

When selecting a filed tax session from the Tax Sessions grid, the Create Amendment option is
available for sessions that do not already have an open amended session. Selecting this option will
display a confirmation screen that allows the amendment to be created. The following screen is
displayed.

Company
Country
Jurisdiction
Taxpayer Type
Begin Period Date
End Period Date
Amended session
Sequence

Filed Date

Create Amendment

Create and file an amendment using the same steps as discussed in this guide. More information can
be found in the help manual
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