DISTRIBUTOR SYSTEM USER MANUAL
For EDI Filers

Welcome: EDI filers must log into MDT’s system to submit your EDI report.
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Click “Reporting
How Do 1? ~ Instructions ~

Fuel Taxes _
A service of the Montana Department of Transportation Please I°g 1o
Distributor Reporting User Name

‘ Company Taxpayer ID#

Internet and EDI
Please call MDT’s Motor Fuel Section at 406 444-6027 to receive or
‘ First password assigned by MDT

reset a login and password. After receiving your login credenti
/ Login
EDI file.

Password

login to file your monthly fuel tax report by either enterin

information directly on the website, or by submittin

andards will be

n/ PRIVACY & F-rr‘,/ ACCESSIBILITY CONTAGT US

Enter your company’s tax id # and the password issued to you by MDT. Select “Login”.
Your first log-in will require you to reset your password (between 8-36 characters).
Forget your password? Contact MDT at MDTFUELTAX@MT.GOV to reset it.

Only those EDI files using nationally accepted
accepted.

ONLINE SERVICES

ONTANA.GOV

OXFICIAL STATE WEBSITE



http://www.mdt.mt.gov/
http://www.mdt.mt.gov/
mailto:MDTFUELTAX@MT.GOV

Home 9

Account Settings @

Your password was reset by MDT. You must create a new password before continuing. Enter the password given to you by

MDT in the Current Password field.

Current Password

New Password New Password
Confirm New Password Confirm New Password
4= Home X Save New Password

Enter your information and select “Save New Password” Button to continue.

“Save Successful” message will display in top right corner and then take you to the next screen.

% Home / Validate Contact and Address

[

Validate Contact and Address @

A Please take a moment and validate your Mailing Address and Primary Contact and make any necessary changes. Press the Contact
— and Address Validated button to continue.

SUCCESS
Primary Tax Payer Contact Mailing Address Save successult
Contact Name MICKY MOUSE Address Line 1 270, vt e
Department TAX DIVISION Address Line 2 ADDRESS LINE 2
Phone Number (406)444-4444 Zip Code 59620
Q Begin typing to search...
Fax Number (406)444-4443
Zip Plus 4 1001
Email Address MMOUSE@ROADRUNNER.C
City HELENA
Postal Code MONTANA
Country UNITED STATES

X Contact and Address Validated

AT T A T

T T 1T T T 1T T 1T

Verify that all information is correct/ Please make any changes and then validate information by

pressing “Contact and Address Validated” button.

“Save Successful” message will display in top right corner before going to the next screen.



Home 2] Page Help How Do I? ~ Instructions ~

& Message of the Day: October 2015 Fuel Tax Reports are due November 25, 2015; Payment by check must be postmarked 11/25/15; and Electronic payments are
due 11/30/15 (ACH Credit and ACH Debit)

Fuel Tax Reporting My Account

4 Create New Fuel Tax Report Bi Assessment Notices
@ Upload EDI File B Fuel Tax Balance Summary
In-Procgss Fuel Tax Report List $ Fuel Tax Account Activity
i= Filed Fiel Tax Reports #' Change Password
Montania Licensed Fuel Distributors © Address Information

W Contact Information

Tax: $0.00 Interest: $0.00 Penalty: $0.00 Account Balance: $0.00 Credit: $0.00 |

ONLINE SERYIGES MDT MT GOV PRIVACY & SEGURITY | AGCESSIBILITY CONTACT US MONTANA.GOV
H i OFFICIAL STATE WEBSITE

Click Upload EDI File.
The following screen will display.

Home / Upload an EDI File

Upload an EDI File ()]

4 Home X Save EDI File

I'I'ax: $0.00 Interest: $0.00 Penalty: $0.00 Account Balance: $0.00 Credit: $0.00

Upload an EDI File

To upload EDI files containing fuel tax report data, choose the EDI file and click the Save EDI
File button.

1. Click Choose File to find the EDI file. The file must be a text file (*.txt).
2. Browse for the EDI file.
3. Click Save EDI File.

Clicking on Browse will search for your file.



« Systems P Distributor-System » User Manuals v| +y U Search User Manuals §ol
New folder =~ 1 e
Name Date modified Type Siz
I
i | w1 DISTRIBUTORS USERS GUIDE 11/13/2015 10:07 ...  Microsoft Word D..
MT150CT081283 11/17/2015 7:34 A... Text Document
AE
| Va
choose your file must be a text file (*.txt)
v 4 n 3
File name: MT150CT081283 | Al Files () -|
Open | Cancel ‘

Upload an EDI File

EDI File K:\Systems\Distributor—S

< eme
Select your file and click on “Save EDI File” _——

Home © Page Help How Do |? ~ Instructions ~

Upload an EDI File

+ Home | [E JEEVRSNZS

N

Fax: $0.00 Interest- $0.00 Penalty: $0.00 Account Balahge: $0.00 Credit: $0.00 ‘

ONLINE SERVICES MDTMT GOV PRIVACY & SECURITY ACCESSIBILITY CONTACT US MONTANA.GOV
OFFICIAL STATE WEBSITE

Upload Complete” message will display in top right corner. Click on Home button to view list of
reports “In-Process”.

Reports with no errors will automatically certify.



In-Process Fuel Tax Report List

£ Reset ® Upload EDI File = =+ Create New Fuel Tax Report
Period Type Postmark Tax Credit Tax Due Errors? AVIATION C... AVIATION G... DIESEL Credit DIESEL Gall... DYEDDI
- B - ~ M| C
@ 201510 ORIGINAL 12/2/2015 $0.00 $0.00 $0.00 0 0
(] ORIGINAL 12/2/2015 0 0
E 201508 ORIGINAL 12/2/2015 $0.00 $0.00 $0.00 0 0
& <201507 ORIGINAL 12/2/2015 $0.00 $0.00 $0. r 0 0

Files with er ill show the error box checked. E-mail will be sent to taxpayer contact with
notification of file sta

To view and correct errors, click on Pencil Icon. The following screen will display:

In-Process Fuel Tax Report ®

Report Period Postmark Filing Type Return Type No Activity?

201507 v 10/14/2015 H EDI ORIGINAL |

ISA Control ISA Date ISA Time Ready to Move? Period End Pate Database

104 08/24/2015 = 0725 PRODUCTION
Certification

[] By clicking the box | declare, under penalties of perjury, that this return (including any schedu
and belief is true, correct, and complete.

) has been examined by me and to the best of my knowledge

GASOLINE Credit AVIATION Credit DIESEL Credit DYEDDIESEL Credit

$0.00 $0.00 $0.00 $0.00

Print Period Schedules ® Delete Fuel Tax Report X Save Fuel Tax Report

4= Fuel Report List © Show Report Summary

Error indicator shows in upper right corner.

® Expand A show Errors
Origin Code Origin City State Seller Name  Seller Tax ID Buyer Name Buyer Tax ID Gross Gallons -

> (2) GALLONS RECEIVED TAX UNPAID (065) GASOLINE via Truck Gross(407,383)

> (2) GALLONS RECEIVED TAX UNPAID (124) ETHANOL BLENDED GASOLINE via Truck Gross(1,434,070)

» YT (2) GALLONS RECEIVED TAX UNPAID (160) DIESEL FUEL - UNDYED via Truck Gross(345,226)

» A EVEEETETN (2) GALLONS RECEIVED TAX UNPAID (228) DIESEL FUEL - DYE ADDED via Truck Gross(85,845)

S

L VG RORG TN (3) GALLONS IMPORTED FROM ANOTHER STATE DIRECT TO CUSTOMER (124) ETHANOL BLENDED GASOLI|

ESZZIET (<) GALLONS e

> (6) GALLONS DELIVERERQ TO MOTOR FUEL LICENSEE - TAX NOT COLLEGTED (228) DIESEL FUEL - DYE ADD
> (7) GALLONS EXPORTED (06

LIVERED TO MOTOR FUEL LICENSEE - TAX NOT COLLECTED (160) DIESEL FUEL - UNDYED

ASOLINE via Truck Gross(2,500)

Schedules with errors are marked with error indicator. Clicking on the indicator displays the bill
of lading information within the schedule.



Bill of Lading Information )

Filing Type Report Period Return Type Postmark
EDI 201510 ORIGINAL 11/17/2015

Schedule Product Mode

2 GALLONS RECEIVED TAX UNPAID 228 DIESEL FUEL - DYE ADDED Truck

Origin Terminal

Q Begin typing to search...
I HELENA MT MT

Origin City HELENA MT Origin State MT - MONTANA v
Q Begin typing to search...

Seller Name Seller Tax ID
Q Begin typing to search... Q Begin typing to search...

Buyer Name . Buyer Tax ID
Q Begin typing to search... Q, Begin typing to search...

4= Fuel Report ® Cancel A Copy Schedule ® Delete X save Bill of Lading

+ Add Row (ctri+A) @ Add 10 Blank Rows (ctrl+T) =8 Copy Row (ctrl+R) = ® Delete Row (ctri+D) JEREEVER(RUAR)) A show Errors

5 Destination City State Date BOL Number Gross Gallons
click errer button
hd v @
CLYDE PARK MT 10/30/2015 609793 501
2 WHITE SULPHUR SPRINGS MT 10/24/2015 609721 500

\

Click on Error indication to get an explanation of what is incorrect.

Q Begin typing Message from webpage . 2 & u
e 5 1 .
Origin City HELENA MT /8 Error with SCHEDULE[2] PRODUCT[228] LINE[720] BOL SEQ(720] MONTANA L

SCH SEQ[149]: 720
# Origin City is an Invalid MT city.

Q Begin typing - Ilgin typing to search...
OK
. o . 7 .
Q Begin typing . q‘#gin typing to search...

X Delete | X Save Bill of Lading
=+ Add Row (ctr+A) @ Add 10 B ¢ ow (ctri+R) | & Delete Row (ctri+D) [EAENCR(S L)) A show Errorsg

Q Begin typing

Seller Name

Buyer Name

@

4= Fuel Report Cancel A Copy Sch

# State Date BOL Number Gross Gallons
A hd @

CLY, MT 10/30/2015 609793 501

2 WHITE SULPHUR SPRINGS MT 10/24/2015 609721 500

Click OK to remove the error message and correct the error.



The following screen will display. Make corrections and click Save.

QOrigin Terminal

Q Begin typing to search...

HELENA MT M
Crigin City HELENA <4——— Origin State MT - MONTANA v
Q Begin typing to search...
Seller Name ’ Seller Tax ID
Q Begin typing to search... Q Begin typing to search...
Buyer Name Buyer Tax ID
Q Begin typing to search... Q Begin typing to search...

4= Fuel Report ® cancel & Copy Schedule X Delete 3. Save Bill of Lading

=+ Add Row (ctrl+A) @ Add 10 Blank Rows (ctrl+T) 8 Copy Row (ctr+R) @ Delete Row (cirl+D) EREENCHEGER)S
# Destination City State Date BOL Number Gross Gallons

v A4

1 CLYDE PARK MT 10/30/2015 608793 501

“Success” message will display in upper right corner when all errors are corrected.

Schedule Product Mode
2 GALLONS RECEIVED TAX UNPAID 228 DIESEL FUEL - DYE ADDED Truck

Origin Terminal

Q Begin typing to search...

HELENA MT MT

Origin City HELENA Origin State MT - MONTANA v

Q Begin typing to search

Seller Name FICKLER QIL / CONOCQ Seller Tax ID 810426137

Q Begin typing to search... Q Begin typing to search...
Buyer Name HI-NOON PETROLEUM INC Buyer Tax ID 810437013

Q Begin typing to search Q, Begin typing to search._

4= Fuel Report ® Cancel S Copy Schedule X Save Bill of Lading

w (ctr+R) | @ Delete Row (ctri+D) JE JEEVCR(HUEEY]

Date BOL Number Gross Gallons

=+ Add Row (ctri+A) | @ Add 10 Blank Rows (ctrl+T) | S Copy

# Destination City

After all errors are corrected, click on Fuel Report to certify your report.



The following screen will display.

In-Process Fuel Tax Report

Report Period Postmark Filing Type Return Type No Activity?

201510 v 11/23/2015 = EDI . ORIGINAL O

ISA Control ISA Date ISA Time Ready to Move? Period End Date Database
2548 11/03/2015 =] 1514 20151031 TEST

Certification

["] By clicking the box | declare, under penalties of perjury, that this return (including any schedules) has been examined by me and to the best of my knowledge
ief is true, correct, and complete.

GASOLINE Credit AVIATION Credit DIESEL Credit DYEDDIESEL Credit

$0.00 $0.00 $0.00

% Delete Fuel Tax Report X Save Fuel Tax Report

Click on the certification box when you are finished with your report.
The following screen will displa

4 Fuel Report List B Show Report Summary ¥4 Print Perio

A CONFIRM Certification

By certifying this file you are indicating that it is ready to be submitted to the Montana Department of Transportation. Do you want
to continue?

No, Cancel Certification Request Yes, Continue

Click on the “Yes, Continue” button.




“Success” message will display in upper right corner when return is certified.

@ Page Help

How Do,
SUCCESS

Home / In-Process Fuel Tax Report List / Schedule Edit / In-Process Fuel Tax Report

Save suc

In-Process Fuel Tax Report

Report Period Postmark Filing Type Return Type No Activity?

201510 - 11/23/2015 g EDI ORIGINAL O

ISA Control ISA Date ISA Time Ready to Move? Period End Date Database

2548 11/03/2015 = 1514 20151031 TEST
Certification

[] By clicking the box | declare, under penalties of perjury, that this return (including any schedules) has been examined by me and to the best of my knowledge
and belief is true, correct, and complete.

GASOLINE Credit AVIATION Credit DIESEL Credit DYEDDIESEL Credit

$0.00 $0.00 $0.00

4 Fuel Report List © Shoew Report Summary 2 Print Period Schedules ¥ Delete Fuel Tax Report X Save Fuel Tax Report

Click on Fuel Report List to verify tax liability.

$0.00

The following screen will display.

Home / Schedule Edit ' In-Process Fuel Tax Report /| In-Pracess Fuel Tax Report List © Page Help  How Do 17 ~

In-Process Fuel Tax Report List

£ Reset | ® Upload EDI File | % Create New Fuel Tax Report

Period  Type Postmark Tax Credit Tax Due Errors? AVIATION C... AVIATION G...

v v + n

201510  ORIGINAL 1112312015 §567,743.44 $0.00 $567,743.44 @

Verify tax liability matches your records.

Instructipns «

DIESEL Credit DIESEL Gall...

311,324

DYEDDI

Your EDI report is complete. To log out of the system, click on Logout button at top of page.




