Pay Using the Payment Only Website

1. Introduction

1.1 General Tax Administration Program

fl;E’Ll‘;;\RTMENT OF REVENUE

General Tax Administration Program

Pay Using the Payment Only
Website

Notes:

Welcome to the Pay Using the Payment Only Website Only Website tutorial. In this tutorial, we will demonstrate
how to make a tax/fee/remittance payment only using the Florida Department of Revenue’s website.

There is an audio track that accompanies this tutorial.

To adjust the volume or mute the audio, click the Audio Button on the bottom right corner of your screen.

To view the audio transcript, click the Transcript tab on the left side of your screen.

You will also find a Resources tab on the upper-right side of your screen next to the exit button.
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1.2 Navigating This Tutorial
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Navigating This Tutorial
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 you
view this tutorial on a tablet or smartphone, the menu does not display by default and must be
accessed using the menu symbol.
Glossary tab — This tab is found to the right of the Menu tab. Clicking the Glossary tab displays
a list of the glossary content in the top half of the tab. Clicking on an individual item displays its

definition in the lower half of the tab.

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

“PREV” and “NEXT” buttons are located at the bottom-right corner of the screen. These
buttons allow you to move back or forward one slide.

Notes:

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 you view this tutorial on a tablet or smartphone, the
menu does not display by default and must be accessed using the menu symbol.

Glossary tab

This tab is found to the right of the Menu tab. Clicking the Glossary tab displays a list of the glossary content in the
top half of the tab. Clicking on an individual item displays its definition in the lower half of the tab.

Resources tab

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

“PREV” and “NEXT” buttons

The Previous and Next buttons are located at the bottom-right corner of the screen and allow you to move back or
forward one slide.
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1.3 Welcome

Yo vide
fDEPARTMENT OF REVENUE

This Pay Using the Payment Only Website tutorial helps businesses understand the
process of making a tax, fee, or remittance payment only.

After completing this tutorial, you should be able to:

> Access the Payment Only Website
> Log on to the Payment Only Website
> Make a payment on the Payment Only Website

Notes:

This tutorial has been designed to help taxpayers understand the process of making a tax, fee, or remittance
payment only.

After completing this tutorial, you should be able to:
- Access the Payment Only Website
- Log on to the Payment Only Website

- Make a payment on the Payment Only Website
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1.4 Enroll to File and Pay Electronically
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Enroll to File and Pay Electronically

The Department of Revenue encourages registered taxpayers to enroll for eServices, however,
payments can be made electronically without enrolling.

Enrollment is easy at floridarevenue.com/taxes/enrollment. The following information will be
needed:

» Federal Employer Identification Number (FEIN)

» Business Partner (BP) Number

» Contact Information (name, address, email address, phone, and fax number)
>

Banking Information (routing or transit number, and bank account number)

Notes:

The Department of Revenue encourages registered taxpayers to enroll for eServices; however, payments can be
made electronically without enrolling.

Taxpayers can take advantage of easy enrollment at floridarevenue.com/taxes/enrollment.

Be sure to have the required information available for easy access: Federal Employer Identification number (FEIN),
Business Partner (BP) Number, Contact Information, and Banking Information.
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1.5 Pay Electronically Without Enrolling
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Pay Electronically Without Enrolling

To pay electronically without enrolling, two of the following identifiers will need to
be used each time the system is accessed:

Certificate Number

Business Partner Number (BP)

>

>

> Federal Employer Identification Number (FEIN)

» Reemployment Tax Account Number (if payment is for reemployment tax)
>

Contract Object Number

Notes:

To pay electronically without enrolling, two identifiers will need to be used each time the system is accessed:
Certificate Number, BP Number, FEIN, Reemployment Tax Account Number (if payment is for reemployment tax),
or Contract Object Number.
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2. Payment Only Website

2.1 Internet Homepage

Flovidn
DEPARTMENT OF REVENUE

Florida Department of Revenue
Internet Homepage

floridarevenue.com

Flovide /
DEPARTMENT OF R

Z:

CHILD SUPPORT PROPERTY TAX

Notes:

Let's go through the steps of locating the Payment Only website. To begin, we'll go to the Florida Department of
Revenue’s homepage at floridarevenue.com.
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2.2 Internet Homepage - File and Pay

Flovidn
DEPARTMENT OF REVENUE

Florida Department of Revenue Internet
Homepage

CHILD SUPPORT PROPERTY TAX

Notes:

You will see a blue box labeled File and Pay, in the middle of the screen under the green eServices banner. Selecting
File and Pay will take you to the File and Pay Taxes, Fees, and Remittances webpage.

2.3 Payment Only Website

Plovidn
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File and Pay Taxes, Fees, and Remittances

CHILD SUPPORT PROPERTY TAX TAX OATA CONTACT

File and Pay Taxes and Fees Pay a Bill or Make 3 Payment
Conh anc Croxft Caned

@ Income Tax iz and Pa —

Payments to Other State Agencies
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Notes:

From there, you will see the Pay a Bill or Make a Payment heading in red on the right side of the screen.

Click Tax/Fee/Remittance Payment Only.

2.4 Login Options - Enrolled

Yorvida
?DEPARTMENT OF REVENUE

Payment Only Login

X State of Florida
% Department of Revenue I
DOR Home e-Services Home Print Page Contacts I
Payment Only

Welcome to the Payment Only Website

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

Please Enter your UserlD and Password

User1D:| AF00012345 . 003000123456 or KXONS01Z345
Password:|  PW9876543 e
ST e—g;
Click here

10 access using Business Partner (BP), Contract Object (CO), Certificate, FEIN or Reemployment numbers.
i ailable 10 subma payments for the Division of Alcoholic Beverages & Tobacco, the Division of

Notes:

This is the login screen.

You may wish to bookmark this webpage so you can access it directly.

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. After entering this information and clicking the Login button, you will be taken to the Bulletin Board.
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2.5 Bulletin Board

Foviden =), .
DEPARTMENT OF REVENUE

Payment Only Website

Current bulletins about the tax will display on the Bulletin Board. Click Next.

"% De&;'amnt of Revenue
Only

W

BULLETIN BOARD
What's New?
Where's The Return?
mﬁmm:&mmhbuwnaumumnmmma

'—, FLORIDA

Notes:

This is the Bulletin Board. This screen confirms your account information. To make a payment, click Next.

2.6 Choose Activity

7

Yorida S , _
DEPARTMENT OF REVENUE

Choose Activity

"% Dg?aor'tment of Revenue
DORMoms®  eSsicesMome  PnntPage  Conacts  Loow

Choose Activity

vuer upuaons
" C 0 Pogeds)

J Rogy

Update e-Services Profile
Check for Bills
Change Business Address and/or Account Status.

- busines: 5
cancellations are permanently deleted from the database. The s
cancellation option i not available for credit card payments. FLORIDA

v — rr————

Notes:
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Click the first choice under Choose Activity - Make a Payment.
Choices do not include a tax return since this site is dedicated to payment only options.

Please note that payments submitted in error must be canceled before 5:00 p.m. ET on the date of submission. If
submitted after 5:00 p.m. ET, the cancellation must be completed before 5:00 p.m. ET on the next business day. All
cancellations are permanently deleted from the database. The cancellation option is not available for credit card
payments.

2.7 Select Payment Method

Yo vide
fDEPARTMENT OF REVENUE

Select Payment Method

Select payment method, then click next.

My com

¢ ”% o%‘%’a%em of Revenue

Print Page Contacts Logout
Plylm«l Only

Hover over each question mark for

ACH-Debit (| description of payment method.

Please Select Payme Depanmem s
taxpay account upon payers request; the
ver’s account is debited.

© ACH Debit 52
O CreditCard %

LIEUILLALU 13 4 PayLUCHL LAIU I33UCU W USTES a5 d Syswead
of payment. It allows the cardholder’s to pay for goods
and services based on pre-arrangements between and the

(AL e = credit card company and the holder's promise to pay. Click here to preview
ACH Debit payment Credit Card payment
screens screens

Notes:

On this page, you will select a payment method by choosing between the ACH Debit (e-Check) or a Credit Card
payment. These payment types include Tax or Fee Payment, Bill Payment, Audit Assessment, Additional Payment-
Amended Return, and Returned Item Repayment.

Hover over each question mark for a description of payment methods.
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2.8 Login Options - Not Enrolled

{() ’2/1-(((!«
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Payment Only Login

> State of Florida
”% Department of Revenue
DOR Home e-Services Home Print Page Contacts
Payment Only.

Welcome to the Payment Only Website

ase STOP! Verity that you do not have multiple windows or tabs

If not enrolled for eServices, open. This may cause incorrect of multiple submissions.

click here to login using
alternate methods.

Please Enter your UserlD and Password

User 1D #9.009000123456 or XX030B012345

Password: g cons
Login

:cess using Business Partner (BP), Contract Object (CO), Certificate, FEIN or Reemployment numbers.

This login option is not available to submi payments for the Division of Alcoholic Beverages & Tobacco, the Division of
Pari-Mutusl Wagering, the Division of State Group Insurance, or the Florida Retirement System

Notes:

The second option, if you are not already enrolled in eServices, requires you to select the Click here hyperlink
below the Login button.
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2.9 Tax Type Selection
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Tax Type Selection Screen

Select the tax type being paid.

et
N State of Florida
A ”g;b Department of Revenue
ROH Home =-Services Home Prnt Page Contacts
Tax Type Selection

Peyment Only

Plaase select one of the following tax types:
General Taxes
& <al

Notes:

Doing so will take you to the Tax Type Selection Screen. Here, you can select the tax type you are paying for. In this
example, we have chosen Sales and Use Tax. Once you have made your selection, click Next.

On the Payment Only Login screen, you will be asked to enter two of the following: your BP Number, Contract
Object Number, Certificate Number, FEIN, or Reemployment Tax Account Number. For Sales and Use Tax, you
would need to enter your Certificate Number and BP Number. Once you have entered this information, you would
click Next. This will take you to the Bulletin Board.
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Login Without Enrolling (Slide Layer)

Yo vide
fDEPARTMENT OF REVENUE

Payment Only Login
My rkm
W,f ¢ State of Florida
Department of Revenue
DOR Home e-Services Home Print Page Contacts
Payment Only
Department of Revenue Administered Taxes and Fees

Enter your certificate
ORI L General Taxes: Sales and Use Tax
Partner number, or other
relevant identifiers. se enter Certificate Number and Business Partner Number

Certificate Number: | J
Business Partner Number: | J

3. ACH Debit Payment

3.1 ACH Debit Payment Screen

Yo vide
fDEPARTMENT OF REVENUE

ACH Debit Payment Screen

Select period end date for
payment to be applied.
Remittance or Tax Type: Sales and Use Tax
Remittance Period End Date: (01 v] [31_v] (2020 v

Payment Type: Bl Payment v

73

elect payment type:

Tax or Fee Payment

Bill Payment

Audit Assessment

Additional Payment — Amended Return
Returned Item Repayment

Y Y YAV

Notes:

An ACH Debit (e-Check) is when the Department's bank withdraws payment from your bank account. Your bank is
debited. These payment types include Tax or Fee Payment, Bill Payment, Audit Assessment, Additional Payment-
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Amended Return, and Returned Item Repayment. Select the period end date for the payment to be applied.

3.2 ACH Debit Payment Screen

é‘("bt({ﬂ
?DEPARTMENT OF REVENUE

ACH Debit Payment Screen

[ Enter debit date and payment

— amount.
Debit Date: [Nov 18, 2020 i ePovmen—

Enter Amount for Check: s 50| . [00

Complete the foliowing information
Bank Routing Number: ) (123456789 ]
Bank Account Number: %) (123412341234 |
Retype Bank Account Number:
| |Bank Account Type:
. |corporatepersonat: [Corporate |

| Enter bank account information. }
| Taxpayer Corp

Correct if Necessary. |

| @ 10 federal socurily requIrements, we can nol Process International ACH transactions. If any. of
came from a financial institution locu«ll)'o\nudc of the US or its & !

contact the F information.
Then click next.

Signature: | John Taxpayer |
Phone Number: 850 L (o990 | |1234
Email Addross: taxpayercom@aol com
Back 10 Menu [ Next
Notes:
.

Enter debit date, payment amount, bank account information and contact information. Then click Next.

Note: Due to federal security requirements, the Department cannot process International ACH transactions.
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3.3 ACH Debit Payment Review Screen

Yorida
?DEPARTMENT OF REVENUE

ACH Debit Payment Screen

Period End Date

Payment Type Tax Type
[ 13172020 Bill Payment I Sales and Use Tax ]
[Debit Date: 11192020
Enter Amount for Check: $50.00 - infi -
Bank Routing Number: Review payment information.
Bank Account Number: 123456 Then click Submit.
Bank Account Type: Checking
| Corporate/Personal: Corporate
| | Name on Bank Acct: TAXPAYER CORP

| lmnby authorize the Department of Revenue to process this ACH transaction and to debit the bank account identified
understand there may be sefvice charges assessed on any transactions not honored by my bank.

Due to federal security requirements, we can not process international ACH transactions. If any portion of the money

ummmmnlmmmmlmlmmmanmwhsnnmnmtodwumolmousumhnms

lwlmwrpouoﬂundma this wmntmudompmeedmwnmmﬂwm Department of Revenue at 850-
make other ts. By continuing, you are confirming that this payment is not an

mhmamal ACH transaction. ll are unsure, please contact financial institution.
Signature: JONN TAXPAYER

Phone Number:

Email Address: TAXPAYERCOR L.COM

Back to Payment ‘

Submit |

Notes:

Please review payment information. Then, click Submit.

3.4 ACH Debit Payment Confirmation Screen

Flovidn
DEPARTMENT OF REVENUE

ACH Debit Payment Screen

| Confirmation Number: 203230039895 — ..+, . confirmation number

" has been received before
Period End Date Payment Type Tax Type: LTI
[ 113172020 1 Bill Payment 1 Sales and Use Tax
Confirmation Date and Time 11/18/2020 11:20:41 AMET
Debit Date: 1111812020
Enter Amount for Check: $50.00
| Bank Routing Number: 063100688 Click to Print Confirmation or
Bank Account Number: 123456
| |BankAccount Type: Checking Save as PDF.
[CorporatePersonal: Corporate
| [Name on Bank Acet TAXPAYER CORP.

[above. | understand there m:

Due to federal security re

4283-6800 to make other pa,

Back to Menu

Notes:

used in the payment you may be making today came from 3 fnancislinstitution &
for the purpose of funding this payment, ple:

yment arrangements. By continuing, you are mhmlna that this pay
international ACH transaction. If you are unsure. please contac

| [ipeceby authorize e mumem of Revenue to v wucu transaction and to debit the bank account ide
by my bank.

ts, we can not process international ACH transactions. If any portion of
hd outside of the U,
o,

our financial institution.

1 Print Confirmation

Save as POF
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Itis important to verify that a confirmation number has been received after making a payment. At the bottom of the
screen, you have the option to Print Confirmation and/or Save as PDF. You can also click Back to Menu for
additional activity on the same account.

4. Credit Card Payment

4.1 Credit Card Payment Screen

Yo vda
?]DEPARTMENT OF REVENUE

Credit Card Payment Screen

Select payment type:
Tax or Fee Payment
Bill Payment

Audit Assessment
Additional Payment —
Amended Return
Returned Item
Repayment

’” % Department of Revenue

s Home Print Page Contacts

NN

Select period end date for

payment to be applied. Access |

Business Partn

Y

Remittance or Tax Type:

Remittance Period End Date. 20 ~
Payment Type ~
s | 7] a6 Enter payment amount. The
s 1 . [6 Convenience Fee and Total Amount
s 6 2 To be Paid will be automatically
calculated. Then click Next.
Note regarding the credit card
A minlmum convenience foo of $1.00 will be charged
- The depariment cannot reduce the tax revenue in order 1o absorb the credit card convenience fees
Back | Next
Notes:
.

Enter the period end date, the payment type (Tax or Fee Payment, Bill Payment, Audit Assessment, Additional
Payment-Amended Return, or Returned Item Repayment), and the payment amount. The Convenience Fee and
Total Amount to be Paid will automatically be calculated. Then click Next.
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4.2 Credit Card Payment Screen
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Credit Card Payment Screen

Remittance Period End Date

Payment Type Tax Type
[ 13112020 | Bill Payment I Sales and Use Tax ]
Payment Amount: s 74 46
Convenience Fee: s
| Total Amount To be Paid: s
!

Note regarding the credit card:
Aminimum convenlonce foe of $1.00 will bo charged

The depariment cannot reduce the tax revenus in order to absorb the credit card convenience fees
- it may take up to 72 hours for credit card payment fo be cred@ed to your tax account

- By Clicking ‘Next', you will be redirected to our Florida Credit Card Tax Payment System to continue your transaction

Back to Payment

Next

Notes:

On this page, you will be given another opportunity to review the payment details.

If you are satisfied with the information displayed, click Next.

4.3 Credit Card Payment Screen

{ﬂ ‘2/1’(((‘
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The Transaction Detail
section auto-populates.

TR

Transaction Summary
Transaction Detail

o3 and s 7446 !
SKU Descripbon Urut Price Quantey Amount TOTAL $76.32 )
222280001 s and L s 1 S |
|
22240001 G 5188 ' 185
Total 563 Need Help?

Praase compiele e Customer nformation Section
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Notes:

This page will allow you to schedule your payment. Enter your payment method in the fields required. Please note
that the total payment amount includes the credit card convenience fee.

4.4 Credit Card Payment Screen

”/(n 2 L{(ﬂ
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Credit Card 7Pa7\7/ment7$7creen

Transac!

Need Help?

Enter required fields *. Enter
the name and billing address
on record with the card

issuer. Then click Next.

Notes:

Before submitting a payment, you will need to enter a contact name, email address and daytime phone number.
Your account will not be charged until the payment is confirmed on the next page.

After reviewing the information for accuracy, select Next (Continue) to proceed.
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4.5 Credit Card Payment Screen
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Credit Card Payment Screen

Payment Transaction Summary
St Tye

CrednDenn Card

Cumtomer mrommanen Need Help?

Enter credit card details.
Then click Next.

Notes:

Here, you will enter the credit card details for the card you will use to make the required payment. Once you have
reviewed your information for accuracy, click Next (Save Changes).

4.6 Credit Card Payment Screen

Yo vide
fDEPARTMENT OF REVENUE

Credit Card Payment Screen

Payment Transaction Summary
Payment Type v
ToTAL 832

Credit/Debit Card

Customer information v

Need Help?

Coursry ol Addren If corrections are
e needed, click Edit. Once
Payment information v all information is correct,
3 click Submit Payment.
Creancare Name on Cret Care
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Notes:

This page will allow you to edit or change the payment method if necessary. Once you click Submit Payment
(confirm), the payment will be made. This will take you to the confirmation page.

4.7 Credit Card Payment Confirmation Screen

{(’ ’Z/tf(ﬂ
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Credit Card Payment Screen

[ Confirmation Numbér: 222240001181 |

Remittance Period End Date Payment Type Tax Type: Verify a confirmation
[ 113172020 I Bill Payment I Sales and Use Tax number has been
Confirmation Date and Time 08/12/2022 11:57:15 AM ET fecedbetot
continuing.

Payment Amount: $ 7446 =1

[Convenience Fee: $ 186

Total Amount To be Pais $ 7632

Note: The amount paid and convenwence Tes will be Charged 15 your 30c0unt IH1ed on your riatement Separately 1t may

take up to 72 hours for this payment to be redited 1o your tax account

Back 1o Menu Print Confirmation Save as POF

Notes:

Itis important to verify that a confirmation number has been received after making a payment. At the bottom of the
screen, you have the option to Print Confirmation and/or Save as PDF. You can also click Back to Menu for
additional activity on the same account.
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5. Conclusion

5.1 Thank You

Yo vide
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Thank you

Thank you for completing this Pay Using the Payment Only Website tutorial. We hope that you
now have a better understanding of how to make a tax, fee, or remittance payment only.

Now that you have finished the tutorial, please take a moment to provide your comments by
completing the Pay Using the Payment Only Website Survey. |

Notes:

Remember, if you still need to file a return in addition to making a payment, visit the File and Pay webpage by
clicking on the File and Pay link in the Resources tab above. You can bookmark this page for later use.

This concludes the Pay Using the Payment Only Website tutorial.

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