How to eFile and ePay Sales and Use Tax (Form DR-15)

1. Introduction

1.1 How to eFile and ePay Sales and Use Tax

F bosids
fDEPARTMENT OF REVENUE

How to eFile and ePay Sales and
Use Tax
(Form DR-15)

Notes:

Welcome to Sales and Use Tax: How to eFile and ePay. In this course, we will be discussing how to use the eFile and
ePay system.
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1.2 Navigation

The following tabs and buttons are available to help you navigate through this
tutorial.

E Menu Tab

This tab displays by default when the tutorial is viewed on a desktop computer. It allows you
to navigate through the tutorial by clicking the topic name on the menu. When viewing this
tutorial on a tablet or smart-phone, the menu does not display by default and must be
accessed using the menu symbol.

Resources  Resources Tab

This tab is found to the right side of the top bar. When clicked, it displays a list of links to
useful forms and documents.

<prev  nexts  Previous and Next Buttons

Previous and Next buttons are located at the bottom right corner of your screen.
These buttons allow you to move either back or forward.

Notes:

This tutorial will take approximately 15 minutes to complete. A transcript of the audio is available by clicking on the
Transcript tab in the top-left corner of your screen.

The following tabs and buttons are available to help you navigate through this tutorial.

Menu Tab

This tab displays by default when the tutorial is viewed on a desktop computer. It allows you to navigate through
the tutorial by clicking the topic name on the menu. When viewing this tutorial on a tablet or smart-phone, the
menu does not display by default and must be accessed using the menu symbol.

Resources Tab

This tab is found to the right side of the top bar. When clicked, it displays a list of links to useful forms
and documents.

Previous and Next Buttons

Previous and Next buttons are located at the bottom right corner. These buttons allow you to move
either back or forward.
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1.3 Purpose

Llovidn
DEPARTMENT OF REVENUE

To learn how to complete a sales and
use tax return online through eFile
and ePay

v Access and navigate the eFile and ePay system

v" Complete a Sales and Use Tax Return (Form DR-15)
v' Electronically file and submit payments

v' Utilize other system options and resources

Notes:

After completing this course, you will know how to:
e Access and navigate the eFile and ePay system
e Complete a Sales and Use Tax Return (Form DR-15)
o Electronically file and submit payments

o Utilize other system options and resources
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2. Accessing the System

2.1 Accessing the System

Flovidn
DEPARTMENT OF REVENUE

Notes:

Let's go through the steps of locating the eFile and ePay system portal.
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2.2 Start on the Home Page

. mom
. Tosicd 1A =
DEPARTMENT OF/ E"YQNU =/

CHILD SUPPORT PROPERTY TAX OVERSIGHT

Pay a Bill or Make a Payment
Check 3nd Crean Card

Payments to Other State Agencies

Refund Application

Information Reporting

Notes:
To begin, we'll go to the Florida Department of Revenue’'s homepage at floridarevenue.com. Under the banner,

you will see a blue box labeled, File and Pay. Selecting that box will bring you to the File and Pay Taxes, Fees, and
Remittances webpage.

From there, scroll down to Sales and Use Tax and click on it.
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2.3 Logging In

M Com

"\ n%'%?&i%%h of Revenue

DOR Home e-Services Home Print Page Contacts

Welcome to the Florida Sales and Use Tax, Prepaid Wireless E911 Fee, and
Solid Waste Tax, Fees and Surcharge Website

Please STOP! Verify that you do not have multiple windows or tabs
open. This may cause incorrect or multiple submissions.

Enter your User ID and Password

User ID: g AF1234567220
Password: g 12285729
I Login l
Forgot User 1D andior Password

OR
Enter your Certificate Number and Business Partner Number
Centificate Number: g 1234567200123

Business Partner Number: eg 1234567850

Notes:

This is the login screen for those who wish to eFile or ePay Florida Sales and Use Tax. You may wish to bookmark
this webpage so you can access it directly, rather than going through the steps to reach it via the Department's
website. As you can see, there are two options for logging in.

The first option requires you to enter your User ID and Password, which you received when you enrolled to pay
taxes online.

The second option requires you to enter your Certificate Number and Business Partner Number. Please note that if
you choose this login method, you will not have the option to use any contact and bank account information you
have on file. You will also be unable to reprint confirmation pages.

Regardless of the option you choose, click Login after entering your information.
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2.4 Select Tax Website

% nse‘?;‘%%'%“‘é%t of Revenue
DOR Home

MODE: 2 A current Calendar of Submission
Deadlines is displayed.

RePotng | monehiy Quarterly | SemiAnausi |  Annuat Reporsno I Monthly I Quarterly | SemiAnnual

RN TN el

VAR 2021 | APR 10, 2021 | APF 10,2021
AT

Ansual

JAN 2021 | FEB 16, 2021

MAY 2021 | JUN 18,2021

Note: All Submitted AND Confirmed pricr to 5-00 PM T on the date indwated above.

File and Pay Access Menu

Select Tax Website

| Sales and Use Tax |

Waste Tax and Fees ]

Notes:

Once you have logged in, you will see a bulletin board featuring current information related to the taxes you are

going to file and pay. In this case, it will be related to Sales and Use Tax. After reviewing any new information, click
Next.

This will take you to the File and Pay Access Menu. From here, select Sales and Use Tax.
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2.5 The Main Menu

Choose Activity
File and Pay

1 DR:15 (Sakos and Use Retum) |

PavIeT Oy

(Choice does NOT include 3 1ax return)

Ofher Salos and Use Tax Payments.

Other Options

Print Kesale Cortheatels)

Roprint Conflamation Pago(s)

Cancel Subemission(s)

View Canceled Subrmessson(s)

Update o-Services Profle

Check for Rills

Change Business Addross andior Account Status.

Hope Scholarship Collection Report

C mu U EST ONOTY SO PN LT U TEY TN Ttupleted
after £:00 p. ET on the submisilon date. weekend. or boliday the cancellation must be done before
£:00 pm. ET the nest business day. All cancellations are permanently deleted from our database.

Notes:

This is the main menu. Here, you are presented with three sets of options to choose from: File and Pay, Payment
Only, and Other Options.

Under File and Pay, you are presented with the option to both file and pay a DR-15 return at the same time. Note
that the second option under File and Pay allows you to file an amended DR-15 return on a period already
submitted.

Payment Only is used by those wanting to make payments only without filing a tax return.

Finally, Other Options allows you to perform various tasks such as canceling submissions and changing your
account information.
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3. Filling Out the Return

3.1 Filling Out the Return

Fovide
DEPARTMENT OF REVENUE

Notes:

Now that you know how to access the eFile and ePay system, we'll go over how to fill out an electronic Sales and Use
Tax Return (Form DR-15).
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3.2 The Main Menu

DOR Home e-Services Home Print Page Contacts Eogout |
Sales Tax - Click for Helo

[Con-ts imsmcnons ] use

Discretionary Sales Surtax Rates

DR-15
Original Return &
Certificate Number Collection Period
082021 v

Surtax Rate: 0.0150
Location Address

([ICrcer penatios of parsy. | Geciare that | nave road the retum and the
[facts stated in t are true.
Sigature Iaformation
Signature
[Phone
Email J
| L% Check here to use Filing contact info on file with DOR. _|
Florida 1. Gross Sales 2. Exempt Sales 3. Taxable Amount 4. Tax Duz
A. Sales'Services Electricity $(2.20 sfo.o0 s[o.cc s[0.20 ]
B. Taxable Purchases $[2.00 S$[2. |
C. Commercial Rentals $[o.00 $fo.0 $|2.¢ HES |
C(a). Less Sales Tax Scholarship Credits $ /0.
D. Transient Rentals $[0.00 $[0.00 $[o.00 $|o. |
E {::::;:gaevmse $[0.00° $fe.00 sfo.ce $o. ]
5. Total Amount of Tax Due s |
6. Less Lawful Deductions $ 3|
7. Net Tax Due $ J
Notes:

We'll start by exploring the process for submitting a DR-15 return and making a payment. To do so, we will select the
first option under File and Pay.

On this page, find the Collection Period, and click on the dropdown menu. Scroll to the collection period you are
filing for. Keep in mind that the return will default to the current collection period. Using the dropdown menu, you
can go back 11 months to file a previous return or go forward one month to file a future return.

If you submit more than one return for the same collection period, a message will display to ensure you do not
submit more than one return.

For additional instructions, click on the DR-15 Instructions link on the upper-left side of the screen.

Click the checkbox to use filing contact information on file with the Department, or type your name, phone number,
and email address.

To move from field to field, press your tab button or click in the field. Next, we'll discuss these fields in more detail.
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3.3 Columns 1-4

C. Commercial Rentals [0.00 s[o.00
C@ Hover ovéreath item for an in-depth de
D. Transient Rentals [2.02 $[0.00

Food & Beverage

crip_tion.

E

[S e J Sio. :;
NE Sle. | ‘
; 3 Slc.o |$[0.06 NE Sle. | :‘
(Cla). Less Sales Tax Scholarship Crodits | sje. =
. Transient Rentals S[e.o |$[c.ue $la.c0 S[o. | =
iy, Food & Beverage — — o
b.w | S[e. |$[a.00 $a. S[e. |
Education Enhancement Truesllhreu:'t‘llobxdglf:cllzrtzeme 11. Less Collection Allowance $ [0.00 |
X below:
What is this?
12. Plus Penalty |
13. Plus Interest |
14. Amount Due with Return |
Notes:

Here you can see the DR-15 return.

In Columns 1-4, you will be entering information about the items and services that are taxed.

In Column 1, you will enter your gross sales for each category. Your gross sales equal the amount of exempt sales
plus taxable sales. Do not include tax collected in gross sales.

Column 2 is where you will fill in your exempt sales for each taxable item or service. ltems exempt from tax include
sales for resale, sales of items that are specifically exempt, and sales to organizations that hold a Florida Consumer’s
Certificate of Exemption (Form DR-14).

Column 3 is where you will enter the taxable amount for each taxed item or service. The taxable amount equals
gross sales minus exempt sales. This also includes purchases used or consumed that were not taxed by suppliers
and were not for resale entered on Line B.

Tax due in Column 4 is the total amount of tax due, including discretionary sales surtax, from each taxable sale and
the use tax due on taxable purchases.

For an in-depth description of the items in Line A-E and Columns 1-4, hover your mouse over each one.
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1 Gross Sales (Slide Layer)

[0-00

C. Commercial Rentals

Co) Hover avé

D. Transient Rentals

Gtern for an in-depth degdcription.

Food & Beverage

E . L.

$(0.00

Gross Sales equals the total amount
| of exempt sales plus taxable sales. Do
not include taxes collected in gross

o

T

Gross Sales $[o.co $[e.00
$/0.00 S[e.m0
$.0.00

$[o.co S[c.u.) I

-y $[0.00 $[c.00 ]

omate the allowance to the
Trust Fund by the

11. Less Collection Allowance

box below:
=]

What is this?

12. Plus Penalty
13. Plus Interest
14. Amount Due with Return

2 Exempt Sales (Slide Layer)

sEE_)

e —
T —
e —

C. Commercial Rentals

$[0.00

<) Hrover 5vé

D. Transient Rentals

E

.00 $10.00
1_« Slan

slg\.;g:iegth de

ate the all
Trust Fund

Exempt Sales

Exempt Sales include sales for resale, sales

of items specifically exempt, and sales to
organizations that hold a Florida

‘| Consumer’s Certificate of Exemption (Form

DR-14).

[ s[e.w
| S[o.00

$i0.00
Se.o0
o—

0 |

11. Less Collection Allowance

box below:
0

What s this?

12. Plus Penalty
13. Plus Interest
14. Amount Due with Return

Y —

Y —
N r—
O
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3 Taxable Amount (Slide Layer)

C. Commercial Rentals
Ca) Hover 6vé

D. Transient Rentals
Food & Beverage

E . L.

£ <

Taxable Amount

1o The Taxable Amount is gross sales minus
exempt sales and purchases (Line B) used
| or consumed that were not taxed by

L ppliers and were not for resale.
$[c.a0 s[o]
te the allowance t
= i 11. Less Collection Allowance S

Ts! Fund by i
box below:
0

) |
..

the
the

What is this?
12 Pis enaty s
13. Plus Interest s

14. Amount Due with Return $

4 Tax Due (Slide Layer)

C. Commercial Rentals $[e.00 | 5 Jq[0-00

Ca) Hover: dvé in-depth degcription.
D. Transient Rentals 0.00 S{0.02 0.00
0 0,00

" i i || 2 e |

Tax Due is the total amount of tax due,
including discretionary sales surtax due
from each taxable sale and the use tax
due on ble purch

Tax Due

S[e. 0 $[c.00
Sle.m $(o.00
e the i

s meme 11. Less Collection Allowance H

Tsl Fund by i
below:

0
What 15 this?
12 s el s
13. Plus Interest H

14. Amount Due with Return $
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A. Sales/Services/Electricity (Slide Layer)

C. Commercial Rentals .20
Ca) Hover: ovér in-depth degdcription.
D. Transient Rentals EEC [0-00

Food & Beverage

Florida

E

Sales/Services/Electricity

'| sales/Services/Electricity includes: S I':' 0

| v Sales, leases, or licenses to use tangible personal property -

v" Sales and rentals, admissions, amusement machine receipts, and | SC]
vending machine receipts (except food and beverage sales
reported on Line E)

Sales on taxable services

Sales and untaxed purchases of electricity

Sales and untaxed purchases of dyed diesel fuel used in vessels or s 3
off-road equipment

(| |-

»
o
o

LR

B. Taxable Purchases (Slide Layer)

C. Commercial Rentals
Ca) Hover ové
D. Transient Rentals

E ood & Beverage

1$[0.00
Taxable Purchases

(O

H Taxable Purchases include:

v' Internet and out-of-state purchases NOT purchased for resale - S

v" Out-of-state or local purchases not taxed by a supplier and NOT

purchased for resale $ [0.0
v' Taxable items, originally purchased untaxed for resale, which
were used or consumed by your business
$ [0.00
$ (0.00
14. Amount Due with Return $ [0.00
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C. Commercial Rentals (Slide Layer)

C. Commercial Rentals

C Hover Gvéreat

D. Transient Rentals

E Food & Beverage

Commercial Rentals include:

in—gle th de

$(0.00

Commercial Rentals

(O

¥' Renting, leasing. letting, or granting of a license to use or occupy real $ [0.00
property
v' For more information, download Sales and Use Tax on the Rental,
Lease, or License to Use Commercial Real Property (Form GT-800016)
from the Department of Revenue’s website. 8 [0.20
0.00

Ca. Less Tax Credits (Slide Layer)

D. Transient Rentals

E

C. Commercial Rentals

C Hover svérest

O [

Less Sales Tax Scholarship Credit

v’ E-file/E-pay only

Education Enhancl v Report the amount of any tax credit authorized by the Florida Tax

Credit Scholarship Program for Commercial Rental Property and
taken by your tenant(s) against the state sales tax on commercial
rentals.

¥" No credit is allowed for surtax.

IR
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D. Transient Rentals (Slide Layer)

C. Commercial Rentals [0.02
Ca Hoverové téin for a
D. Transient Rentals 0 S

E Food & Beverage

..

|S]u-..n:

S s - [ 2 .00
Transient Rentals

Include leases or rentals of living, sleeping, or housekeeping $[e.2

accommodations
v’ Counties may impose one or more local option taxes on transient

rentals. $ [0.00
¥v" Many counties self-administer local option taxes. s

s

E. Food/Beverage Vending (Slide Layer)

C. Commercial Rentals $[0.00

Ca) Hoverove in-depth de
D. Transient Rentals 0.00 $(0.00

" il Lcomsin ]| 2 s |
S i ¢.9 [$]e.00 $a.00
$o.00

cription.
0.00
0,00

(O |

$[c. a0 ]$[0.00 $0.00 $[c.00 ]
S$0.0
S[e. 0 |$[c.0e0 $[o.¢c0 $[e.v0 |
$[c.a0 |$[a.00 $[0.00 $[c.00
pr— |
Food & Beverage Vending

v Sales tax, plus any other discretionary sales surtax due on food,
beverages, tobacco, and other items sold through vending machines

v" Surtax due at the rate imposed by the county where the machines are
located

RIS
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3.4 Lines 5-14

S |o.c0 |

S [0.0¢ |
S [0.00 |

Il4 Amount Due with Return $ [0.00 | I

Notes:
In Lines 5 and 6, you will add up the numbers in the Tax Due column, subtracting any scholarship credits indicated

in Line C(a). Subtract any Lawful Deductions from the Total Amount of Tax Due.

In Lines 7 through 13, you will add and subtract the listed items, including adding any penalties and subtracting any
credits.

In Line 14, enter the Amount Due with your return.

For an in-depth description of the items in Lines 5-14, hover your mouse over each one.
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5 Total Amount of Tax Due (Slide Layer)

Total Amount of Tax Due ﬁ‘
v" Add the amounts in Column 4, Lines '—\
AB,CD,and E. |
v' Subtract the amount on Line C(a), ‘
Column 4, from the total and enter the
result on Line 5.

|14 Amount Due with Retum $ [0.00 ]

6 Less Lawful Deductions (Slide Layer)

Hover over each ltqﬁ%%?% F

$[e.00

Less Lawful Deductions ]
¥ Enter the total amount of all allowable s |
tax deductions. | |

¥" Do not include sales tax credit memos
issued by the Department (reported on
Line 8).

|14 Amount Due with Retum $ [0.00 ||
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7 Net Tax Due (Slide Layer)

Hover over each itery

Net Tax Due

¥" Subtract Line 6 from Line 5 and enter the
amount on Line 7.

|14 Amount Due with Retum $ [0.00 ]

8 Credit Memo (Slide Layer)

Hover over each itennt

Less Est Tax Pd/Credit Memo

v Enter amount of any sales tax credit
memo(s) issued by the Department or

d tax credit claimed from prior
periods. —
S |o.co
S |o.ve |
S |0.00 |
|14 Amount Due with Retum $ [0.00 ]
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9 Plus Est Tax Due (Slide Layer)

Hover over each it

J

Plus Est Tax Due Current Month
v Businesses that paid $200,000 or more in
state sales and use tax during the most e
recent state fiscal year are required to pay L ]
estimated tax each month.

STo.c0 |
S [o0.00 |
sfose

|14 Amount Due with Retum $ [0.00 ]

10 (Slide Layer)

Hover over each it

Amount Due

¥" Subtract the amount on Line 8 from Line 7.
Add the amount on Line 9. Enter the result

on Line 10.
v The amount entered on Line 10 cannot be
negative.
|
ST0.70 |
|14 Amount Due with Retum $ [0.00 ]
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11 Less Collection Allowance (Slide Layer)

Hover over each itery

Less Collection Allowance

v' Businesses that file and pay electronically |
and on time are entitled to deduct a |
collection allowance of 2.5% (0.25) of the —
first $1200 of the Amount Due (Line 10),

not to exceed $30. j

12 Plus Penalty (Slide Layer)

Hover over each itennt

s [6.5 ]

Plus Penalty

v’ Late returns and payments are subject to
penalty.
v’ Enter any penalty on Line 12.

SO0 . |
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13 Plus Interest (Slide Layer)

Hover over each itery

I o

Plus Interest

v’ Late returns and payments are subject to
penalty and interest.
v’ Enter any interest due on Line 13.

Hover over each itennt

Amount Due with Return

v" Enter the result on Line 10 minus collection
allowance (if you are not donating it) on

IM Amount Due with Retum Line 11 into Line 14.
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3.5 Enter Information

Need DeIp WITth ines 153 - 1507 Try our DISCrenonary Sakes Surax Viorkshest ue
A. Sales 15(a). Exempt Amoust of ltems Ovesr §5.000 (included ia Column 3) @ 15a).8 [5.53
B. Taxa 15¢ uats NOT Subject to Surtax (inciuded in Colvma 3) & 150).8 [2.2
C.Com Surtax at 2 Rate Different than Youws County Sustax Rate 150 $
C(@).Le 15(¢). Total Amount of Discretionary Sales Surtax Due (iacluded in Column 4) ¥ 5.8 [3.5
D. Tran: 16. Hope Scholarship Credits (included m Line 6) 16 $
Food 17. Taxable Sales Untaxed Purchases or Uses of Electricity 17
h cA)
Vend s Untaxed Purchases of Dyed Diesel Fuel 8 s
o Line A)
19. Taxable Sales from Amusement Machines (included in Line A) 19. $[o.28
20. Rutal o Usbaz High Crme Area Job Tax Credits 20. §[2.¢0
21(a). Scholarship Funding Tax Credit
21(b). Film and Enterainment Industry Credit Scroll down using the scroll
21(c). Ec c Energy Zone Credit .
) eomoie ~new “one Ca bar on the right of the
21(d) St milies Tax Credit
21(e). New Worlds Reading Initiative Tax Credit screen.
Wyou e 21. Ottier Authonized Credits
acol
= Line 15d (Total Surtax Amounts Collected) should be greater than zero if any
you1 tax was collectad. Your county rate is NOT zero —
Educati
Delete Back to Menu Save and Submit Later Next
Notes:
.

When you electronically file your return and payment in a timely manner, you are entitled to take a collection
allowance. The allowance is 2.5% of the first $1,200 of tax due, not to exceed $30. You can claim a collection
allowance or enter penalty and interest, but not both. For Line 12, $50 is the minimum penalty allowed.

You may choose to click the checkbox to donate your collection allowance to the Educational Enhancement Trust
Fund. This fund is used to purchase up-to-date technology for classrooms in local school districts in Florida. Please
note, if you choose to donate your collection allowance, you will leave Line 11 empty.

Once you have filled out these fields, you will scroll down the page to view Lines 15-21 of the return.

Published by Articulate® Storyline www.articulate.com



3.6 Using the Worksheet

Need help with lines 15a - 1547 Try our Discretionary Sales Surtax I Worksheet
State of Forda
” R
7\ Department of
P, Hlem e Ovid Py Comtute

Discretionary Surtax rial ]

Orscretonary Seies Sarax Worksbest

Carifienss Numher Colloesivn Priok
B

Notes:
Lines 15(a) through 15(d) are used to calculate discretionary sales surtax. If you need help with your calculations,
there is a worksheet available.

Click on the Worksheet link for assistance.

Enter your data into the Discretionary Sales Surtax Worksheet. Once you have done so, click Validate to check that
your calculations are correct.

For additional assistance concerning discretionary sales surtax, click on the link to view the Department's tutorial
How to Calculate, Collect, and Report Your Discretionary Sales Surtax, located at the top-right corner of the screen.
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3.7 Using the Worksheet

Need help with lines 15a - 15d? Try our Discretionary Sales Surtax Worksheet

15(a). Exempt Amount of Items Over $5,000 (included in Cobumn 3) L)

15(b). Other Taxable Amounts NOT Subject to Surtax (inchuded in Column 3) ®)
15(c). Amounts Subject to Surtax at 3 Rate Different than Your County Surtax Rate
(included in Column 3)

15(d). Total Amount of Discretionary Sales Surtax Due (included in Colunmn 4)
16. Hope Scholarship Cradits (included in Line 6)

17. Taxable Sales/Untaxed Purchases or Uses of Electricity

(included in Line A)

18. Taxable Sales Untaxed Purchases of Dyed Diesel Fuel

(included inLine A)

19. Taxable Sales from Amusement Machines (incloded in Line A)

20. Rural or Urban High Crime Area Job Tax Credits

21(a). Seholarship Funding Tax Cradit

21(b). Film and Entertainment Industry Credit

21(c). Economic Energy Zone Credit

21(d). Strong Families Tax Credit

21(e). New Worlds Reading Initiative Tax Credit

21. Ocher Authorized Credits

Delete |[ Backtomens || saveand submitLater | [ Next

Notes:
If there are errors, you will also have some checkbox options that you can select to indicate if you want to make any
changes to the return, changes to the worksheet, or if you want to make no changes and proceed.

Click “Back to Return” to make any additional changes or corrections to your return.

Let's look at the remaining lines of the return.
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3.8 Lines 16-21

16. Hope Scholarship Credits (included in Line 6
Taxable Sales
(included in Line A)

18. Taxable Sales Untaxed Purchases of Dyed Diesel Fuel
(included in Line A)

19 Taxable Sales from Amusement Machines (included in Line A’
20. Rural or Urban High Crime Area Job Tax Credits
21(a). Scholarship Funding Tax Credit

21(b). Film and Entertainment Industry Credit

21(c). Economic Energy Zone Cradit

21(d). Strong Families Tax Credit

21(e). New Worlds Reading Initiative Tax Credit

21. Other Authorized Credits

33 5€5 Of Electrcity

20
21().$ c.00
21(6). § [2.00
21(c). $ o.

21(d).$ (0.00
21(e). §
21. $[0.00

Delete Back to Menu || Saveand Submit Later Next

Notes:

Lines 16, 20, and 21 are used to report various credits that are included in Line 6, Less Lawful Deductions. Lines 17
through 19 are used to report taxable sales and purchases or uses of electricity, taxable sales and purchases of
dyed diesel fuel, and taxable sales from amusement machines that you previously reported in Lines A and B.

Once you have filled these in, select Next.
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3.9 Errors

152 - 1507 Try our Saies Sumax  Workshest

15(a) Exemnpt Amount of ltetus Over $5,000 (mcloded  Column 3) &

13(b) Other Taxable Amouants NOT Subject 1o Surtax (mcluded i Columa 3) 0
15(2). Amouats Subject 1o Surtax 3t 3 Rate Different than Your Courty Surtax Rate
(intioded ia Cetoma 3

15(8). Total Amovat of Discretionary Sales Surax Due (inctuded in Columa 4) O
16. Hope Scholarship Credits {inclucad in Line §)

17. Taxable Sabes Ustaxed Purchases or Uses of Elecaricity

(wmctuded :m L A)

15, Taxable Sales Ustaxed Pusckasces of Dyed Dicac Fust

(wmciuded :a Linc A)

19 Taxable Sales from Amusemient Machines (included in Line A)

20 Rural or Urkian High Crome Atea fob Tax Credits

21(3) Scholarship Funding Tax Credat

21(b) Filen s Entertamment industy Credat

21(c) Economic Eneryy Zooe Credit

21 Strong Famibes Tax Credst

21(e). New Worlcs Reading Initiative Tax Crecit

21 Other Authorized Credits

- Line 150 (Total Surtax Amounts Collected) should be greater than zero if any
tax was collected. Your county rate is NOT zero.

Dstete HacktoMeos || Save ana Subot Later E

Notes:

Some fields of the return are mandatory. If you select the Next button without completing them, error messages
will display in blue at the bottom, and it is possible that more than one error may display. You should try to correct
any errors before you proceed. If you ignore the warnings and proceed without making corrections, your payment
could be affected, causing you to underpay or overpay.
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4. Entering Payment

4.1 Entering Payment

Flovidn
DEPARTMENT OF REVENUE

Notes:

Once you've filled out your electronic DR-15 return, you may want to make a payment when you file. Fortunately,
the Department’s eFile and ePay system makes this process easy.
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4.2 Menu Options

User 1D:
ORAS
15(a). Exempt Amount of Items Over $5000 (included in Colummn 3) 15().$ 0.00
15(b). Other Taxable Amounts NOT Subject to Surtax (included in Column 3) 150).§ 0.00
15(c). Amounts Subject to Surtax at a Rate Different than Your County Surtax Rate 15().$ 000
(included in Column 3) g
15(d). Total Amount of Discretionary Sales Surtax Due (included in Column 4) 15(d).5 15.00
16. Hope Scholarship Credits (included in Line 6) 16.8 0.00
17. Taxable Sales Untaxed Purchases or Uses of Electricity 178 0.00
(included in Line A) s
18. Taxable Sales Untaxed Purchases of Dyed Diesel Fuel 188 000
(mncluded m Line A)
19. Taxable Sales from Amusement Machines (included mLine A) 19.5 0.00
20. Rural or Urban High Crime Area Job Tax Credits 20.8 0.00
21(3). Scholarship Funding Tax Credit 21Ga).$ 0.00
21(b). Film and Entertamment Industry Credit 21(). $ 0.00
21(c). Economic Energy Zone Credit 21(0).$ 0.00
21(d). Strong Families Tax Cradit 21(d).$ 0.00
21(e). New Worlds Reading Initiative Tax Cradit 21e). 8 0.00
21. Other Authorized Credits b3 B 0.00
| BacktoRewm | | Saveand Submitiater || SubmitRetumOnly ||| EnterPayment |
9. Plus Est Tax Due Current Month 000
10. Amount Due ) 7500
ToBarq CLoim st s donils Yooz oecion 11, Loss Collection Allowance $ o
12. Plus Pemalty $ 000
13. Phus Interest S 000
14, Amount Due with Ratum S 7800

Notes:
Before filing or submitting a payment, you will be able to review your completed return. By scrolling down to the
bottom of the page, you will see the following options:

e Back to Return

e Save and Submit Later

e Submit Return Only

e Enter Payment

If you are ready to schedule a payment, select Enter Payment at the bottom of your screen.
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4.3 Entering Information

Location Address

Certifis

Locati The deadline for paying electronically is 5 p.m.
ET on the last business day prior to the filing
LELEL L due date.
Debst Date: D |nov 3. 2021 =-Payment Calendar
Enter Amount for Chech: s
Check here 1o use Bank info on file with DOR.
Or complete the following informaton

Debit 0 Bank Routing Number: L]

Bank Acccunt Numzer @
Enter A

Retype Bank Account Number.

Bank Account Type: Seledd v

Compostepersonst E
Bank R Mame 0n Bank Account =——— ]

Comeet W Necosaary

Bank A

Due to federal 1 amy portion of the maney used

in e paymient you may be mating today ¢ame from 2 Rrancial inseiutien locaied Outeide of e U3 or i errhories o

this payment. pleaze do not proceed and contast the Flonida Departmeat of Revenue 3t £50-488
Retype uann-u-mny-w arrangements. By Mmmmwmmwmknd-\hmm
[ACH transacon. 1f you are unzure. piease contaet your fimanial ins

-
[hereby semectse ummuuwn-mﬁ I ACH iraasacion and 16 debk e ank sccount ideatied
by my

Bank A

Corpor

P Check here to nse Payment contact info on file with DOR.

= —
Due to Signature | ey used
in the e sries for|
the pur [Phoss Number: = b 350-488-
6800 to national
ACH tr £ Wil Adaress:
— —
Notes:
.

To schedule a payment date, click on the calendar icon on the Debit Date line. Use the arrows to move from month
to month, if necessary. The debit date is the date you want funds withdrawn from your bank account.

When scheduling a payment, you must choose a future date and cannot make a same-day payment. In addition,
you may not select any grayed-out or blue dates. However, you can file a return same day, and select a future date
to schedule your payment. For more information about this, click on the question mark icon next to Debit Date.

You have two options for entering bank information. The recommended option is to select the checkbox to use your
bank information already on file with the Department. However, you have the option to submit new or different
bank information not currently on file.

If you choose to use your bank information on file with the Department, those fields are grayed out. The bank
account number has leading asterisks and only the last four digits of the number display.

If you choose to enter bank information, the full bank account number displays in black with no asterisks. If you
neglect to provide the required information in the correct format, error messages will display in blue. You will need
to correct the errors before you can proceed. Be aware that your bank account number must be entered twice to
help prevent typing errors.

It's important to note that the deadline for paying electronically is 5 p.m. ET on the last business day prior to the
filing due date. For more details, check out the Florida eServices Calendar of Electronic Payment Deadlines (Form
DR-659) on the Department’s website.
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4.4 Entering Information

Debit Date: & [ov 8 2021 [T e-Payment Catacdar
Enter Amount for Check: s
—_— FE—
Check hore to use Bank info on file with DOR
Debit Date Or complete the foliowing information
Enter Amc | B2nk Routing Number: @ | 00123456
Bank Acoount Number: ®

Retype Bank Account Number-

nk Account T
Bank Rou fjeank Acsount Trpe

te/Personal
Bank Acct on ccount. 1] |
Retype Ba [Due to feceral security i ACH I any portion of the money used,
in the ont yml may be malhg hd:y came from a financial institution located outside of the US or its terrrories for|
funding this payment, please contact the Florida Department of Revenue at $50-433-)
ank Acce (6800 to other payment arrangements. jy continulng. yo are confirming that this payment is not an international
you are unsure, please corfact your financi:

OTPOTate | hereby sutiorize the Department of Revenud to process this ACH transaction and to dedit e baak sccount ideatifed
o 3tand thers may be service charbes 333¢32ed on bry ransastions not honored by
on

% Check here to tact info on file with DOR.

Due to fed ey used
in the pay [[gignare [ ¥ies for
the purpo! 350-488-
6800 to m [Phone Number: | i
ACH trans

EMa# Address [ —
| hereby a ‘ntified
above. | ul

Sakiormm | Save 304 Submt Late
Notes:

Once you have entered your bank account number, you will use the dropdown menu next to Bank Account Type to
indicate whether you are using a checking or savings account. After you have made an account type selection, you
will use the dropdown menu next to Corporate/Personal and indicate if you are using a corporate or personal
account. Following these selections, you will need to fill in the Name on Bank Account field.

When all of the information has been entered correctly, you must choose between selecting the checkbox to use
payment contact information on file with the Department, or type a signature, phone number, and an email
address. Please note that if you change contact information at this point, the change will display on the
confirmation page. Click Next.
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4.5 Submit Payment

D ' In€, 41 hat P oY 1641 1
Signature:
Phone Number:
EMail Address:
Florida 1. Gross Sales 2 Exempt Sales 3. Taxable Amount 4. Tax Due
A Sales/Services/Electricity $ 1000.00 S 0.00 ) 1000.00 S 75.00
B. Taxable Purchases S 000 S 0.00
C. Commercial Rentals S 0.00 S 0.00 ) 000 S 0.00
C(a). Less Sales Tax Scholarship Credits
D. Transient Rentals S 0.00 S 0.00 S Keep scrolling
E F'ood & Beverage s 000 s 0.00 s down
Vending &
5. Total Amount of Tax Dy
6. Less Lawful Deductions S 0.00
7.Net Tax Due $ 75.00
8. Less Est Tax PADOR Cr Memo S 0.00
9. Plus Est. Tax Due Current Month ~ § 0.00
10. Amount Due S 75.00
Brakare m“‘::";mm’ collaction 11. Less Collection Allowance $ 0.00
12. Plus Penalty S 0.00
13. Plus Interest S 0.00
14. Amount Due with Return S 75.00
Payment you have authorized §75.00

Notes:

On this page, you will be given another opportunity to review all of your return and payment information before
submitting.

If you are satisfied with the information displayed, click Submit.
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4.6 Confirmation of Payment

e
| hersby authorize the Department of Revenue 10 process this ACH ransaction and to detit the checking account
identified above. | there may be ges a an) not honored by my bank.
Signature:

Phone Number:
Payment you have authorized 75.00

15(a). Exempt Amount of Items Over S5000 (included in Column 3) 15@@). $ 0.00

15(b). Other Taxable Amounts NOT Subject to Surtax (included in Column 3) 15(b). 8 0.00

153(c). Amounts Subject to Surtax at a Rate Different than Your County Surtax Rate

5 )
(included in Column 3) 15(c). § 0.00

15(d). Total Amount of Discretionary Sales Surtax Due (included in Column 4) 15(d). $ 15.00
16. Hope Scholarship Credits (included in Line 6) 16.5 0.00
!‘T, Tuabl_e S;les Untaxed Purchases or Uses of Electricity 178 o
(included in Line A) :
18. Tzu;abl.e Sa.les Untaxed Purchases of Dyed Diesel Fuel 15,5 e
(included in Line A)
19. Taxable Sales from Amusement Machines (included in Line A) 19.8 0.00
20. Rural or Urban High Crime Area Job Tax Credits 20.8 0.00
21(a). Scholarship Funding Tax Credit 21(a). 0.00 >
21(b). Film and Entertainment Industry Credit 21(b). § 0.00
21(c). Economic Energy Zone Credit 21(c). $ 0.00
21(d). Strong Families Tax Credit 21(d). $ 0.00
21(e). New Worlds Reading Initiative Tax Credit 21(e). $ 0.00
21. Other Authorized Credits 21.§ 0.00
I Back to Menu I I Print Confirmation l Save as PDF I

15(d). Total Amount of Duzeretionary Sales Surtax Due (1acluded 1a Columa 4) 15(d). § 15.00

16. Hope Scholarship Credits (inchuded i Line 6) 16.5 0.00

17. Taxable SalesUntaxed Purchases or Uses of Electnicity 175 000

(included in Line A)

|teentines szove. | understana there may be service charpes asseszed on any ransaebons not honored By my bank. ]

Notes:

Your Access Source indicates how you accessed the filing application. Remember that earlier, you logged in using
either your User ID and Password or your Certificate Number and Business Partner Number.

Note: From this page, you cannot go back to make changes to the return or payment.

The survey link on this page provides you with an opportunity to give feedback on the eFile and ePay process.

If you scroll down to the bottom of the page, you will be given the options to print your confirmation and/or save it
as a PDF. You can also click Back to Menu for additional activity on the same account.
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5. Other Menu Options

5.1 Other Menu Options

Flovidn
DEPARTMENT OF REVENUE

Notes:

There are a few other system options that may be helpful for you.
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5.2 Other Payment Options

Choose Activity

File and Pay

DR-15 {Sales and Use Return)

3. Total Amount of Tax Due $[o
6. Less Lawful Deductions $ [0
7.Net Tax Due s [o
8. Less Est Tax PADOR Cr Memo & 8 [2.
9. Plus Est. Tax Due Current Month @ S [2.
10. Amount Due $ [0
If you e-file and e-pay timely, you are entitied to
take a collection allowar line 11 of your return
you ma; @ the allowanc
Educatic t Trust Fund by 11, Less Collection Allowance $ [0.00
DX below
What is this?
12. Plus Penalty $ [0.00
13, Plus Interest $ [0.00
14. Amount Due with Return $ [0.00

Amount Previously Paid

Additional Amount Due

Hope Schelarship Collecton Report

Notes:

You may want or need to make a payment without filing a return. This might be due to a notice of tax action, audit
payment, additional payments, or returned item repayment. To perform this activity, find the Payment Only
category and select Other Sales and Use Tax Payments.

To amend a return you've already submitted, select Amended DR-15 (Sales and Use Return) under the File and Pay
category. An amended return will replace your original return.

Remember, on Line 14, enter Amount Due, Amount Previously Paid, and/or Additional Amount Due.
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5.3 Print Resale Certificate

MyfFioride, com
”{/7\ ~State of Choose Activity
St File and Pay
- Stateoff :
De rt DR-15 (Sales and Use Returm)
% : .’ﬂl;#(ﬂl Amended DR-15 (Sales 3nd Use Retum| Logout
Payment Only

(Choice does NOT include 2 tax return)

| omar St s i T Fmens |

Other Options

Print Resate Corficate(s) |

Reprint Confrmation Page(s)

Cancat Submission(s)
Back to Menu l

View Canceled Submission{s)

Update e-Services Profile

claimer ]
Check for Bils S

Change Business Address andior Account Status.

Mope Scholsrship Coliection Report

SELUNREU BY

5 secTico

Notes:

To print your resale certificate, select Print Resale Certificate(s).

Click the blue link for the tax year.

Click the blue Print link.
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5.4 Reprint Confirmations

Florida 1. Grow Saler 2.ExemptSelee 3. Taxadle. 4.7 Due
A Sales Savices Electuacaty § 00 H aco $ aso $ 000
B. Taxable Puschases $ aze $ EC
N State of Florida
Department of Revenue

DORHome  e-Services Home Print Page Contacts Logout
Sales Tax - Click for Help  NODE 2

User 10: & ]

Choose Confirmation Number to Reprint
Collection Period Type Confirmation Number Amount Filing Type Return Type
042021 DRI1S 2l $0.00 File Oaly Onginal
102021 DRI1S Pl $0.00 File Oaly Original
112021 DRI1S 2 $0.00 File Only Original
1072021 DRI1S 2 $0.00 File Only Original
042021 DRIS 2 $0.00 File Oaly Original
102021 DRIS 2 $0.00 File Only Original
092021 DRIS 2 $75.00 File and Pay Original
1222020 DRI1S p $75.00 File and Pay Oniginal
[ Back to Menu
MIAMI, FL 30 =
I — ——

Notes:

If you want to reprint confirmation pages, select Reprint Confirmation Pages under the Other Options category.

Click the blue confirmation number you wish to reprint. Please note that the first six digits of the confirmation
number is the date the submission was confirmed.

You will be taken back to the confirmation you selected. Scroll down to save it as a PDF or print the confirmation.
Click Back to Menu for additional activity on the same account.
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5.5 Cancel Submissions

Choose Activity
»TN‘“— State of Florida
my ) Department of Revenue
DOR Home Print Page Contacts Logout

Sales Tax- Chick for Help  NODE 2

User ID:.

View Cancelled Submission(s)
Collection Period Type Confirmation Number Amount Filing Type Return Type
112020 DR1S 2 $0.00 File Only | Orniginal
042021 DR1S 2 $0.00 File Only Original
102021 DRI1S 2 $0.00 File Only Original
i 112021 DR1s | 2 000 | FileOnly | Original
042021 DR1S 2] $0.00 File Only | Original
092021 DR1S 2 $75.00 File and Pay Original
Back to Menu I

Notes:

If you want to cancel a submission, select Cancel Submission(s) under the Other Options category.

To cancel a submission, including warehoused payments, you must do so before 5 p.m. ET on the same day you
filed. Click a blue confirmation number to select it. Remember, when you cancel a submission, both the return AND
the payment are canceled.

To confirm the cancellation of the submission, select Yes.

Click on Back to Menu to return to the main menu.
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5.6 Other Menu Options

Choose Activity

File and Pay

DR-AS (Sales and Use Return)

Ameadec DR-15 (Sales and Use Return)

Payment Only
(Chaice does NOT include 2 tax return)

Othar Sales 300 Use Tax Payments

Other Options

Print Resale Corbificate(s)

Reprint Confrmaton Page(s)

Cancat Submission(s)

View Canceled Submission{s)

Update e-Services Profile

Check for Bills

Change Business Address andior Account Stabis

Mope Scholarship Cobection Report

Notes:

There are a few other optional tasks you can complete using the main menu.

To update your eServices profile or view your information on file with the Department, select Update e-Services
Profile.

Check for Bills will allow you to see if you have any outstanding debts to the Department. Note that to pay bills, you
have the option to use a credit card.

If you wish to make changes to your contact information, select Change Business Address and/or Account Status.
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6. Conclusion

6.1 Conclusion

Flovidn
DEPARTMENT OF REVENUE

SURVEY

Notes:

We hope that this course has been helpful in explaining the eFile and ePay system.
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6.2 Reminders

Yo vide
fDEPARTMENT OF REVENUE

1. To access eFile and ePay, go to www.floridarevenue.com.

2. To submit return and pay, click on “DR-15 (Sales and Use
Return).”

3. Fill out each field carefully and completely.

4. Review payment information and return carefully.

5. Save or print the confirmation page for your records.

Notes:

Here are a few reminders about the eFile and ePay process.

1. To access the main menu for eFile and ePay, navigate to the Department’s website at floridarevenue.com.
Select the blue box labeled File and Pay. From there, scroll down to Sales and Use Tax. Selecting it will
bring you to the eFile and ePay portal.

2. Once you have logged in, you will be taken to the main menu where you will have several options. If you
want to file a return and make a payment, select DR-15 (Sales and Use Return) under the File and Pay
category of the menu.

3. Besure tofill out each field carefully and completely. Error messages will display; however, you will be
able to proceed with or without correcting the errors.

4.  You will be given the opportunity to review your payment information and return before submitting them.

5. Once you have submitted your return and scheduled your payment, you will be taken to a confirmation
page. You may save and/or print this page for your records.
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6.3 Survey

Flovidn
DEPARTMENT OF REVENUE

Thank you for completing this tutorial. Please take a moment to
provide your comments by completing the eFile and ePay

Tutorial Survey.

Notes:

This concludes Sales and Use Tax: How to eFile and ePay. For additional resources, click the Resources link in the
upper-right corner for more information.

Please take the time to fill out a short survey pertaining to this tutorial. Your feedback is very important to us!

Thank you.
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