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Introduction

Welcome to the North Dakota Motor Fuels Tax E-file service! E-file is a secure web based
application for submitting your monthly electronic fuel tax reports. E-file uses Secure Socket Layer
(SSL) encryption to ensure your information is secure and protected. The purpose of this guideline is
to instruct users how to register on-line and use the web application.

Eligible Users

Any company or individual that has completed the registration process and conducted a successful
application test will be able to submit monthly fuel tax reports using E-file.

Registration Process

Registration for E-file is a quick three-step process: (Step 1) Each person (user) who accesses E-file
must create a North Dakota Login ID and password. (Step 2) An E-file Registration Application for
each company, with the applicable FEIN and state assigned suffix, must be completed and submitted
to obtain an authorization code to allow users access to information regarding that company. (Step 3)
The registration is completed by entering the FEIN with the state assigned suffix and an authorization
code provided by the Tax Commissioner. If you submit reports for multiple companies you must
complete Step 2 and Step 3 for each company.

After a registration application has been submitted in Step 2, the Tax Commissioner will mail an
authorization code to the individual who completed the registration at the mailing address the Tax
Commissioner has on file for that company. This prevents an unauthorized user from registering and
gaining access to a company’s account. When the registration is completed in Step 3, only the user
who registered the company in Step 2 may use the authorization code mailed by the Tax
Commissioner’s Office. Any authorized user may obtain another authorization code on-line so that an
additional user can complete a registration (Step 3) and obtain access to that company’s account.

In addition, any authorized user may terminate another authorized user’s access to a company account
by selecting the View Authorized Users option on the main menu. This option allows for the removal
of access to the system for outside professionals or employees that no longer should have access.



North Dakota Office of State Tax Commissioner

E-File Instruction Guideline

Step 1: Obtain North Dakota Login ID and Password

(Go to www.nd.gov/tax/fuel/elecfiling/ and click Access E-file.)

Click Reqgister Now .

Complete
Registration page.

Click Create Account.

You will receive a
confirmation e-mail,
usually within a few
seconds.

You must respond to
the e-mail by clicking
on the link provided
and entering your
password.

Your North Dakota
Login ID is now
ready to use. Go to
Step 2.

North Dakota

nd.gov| Official Portal for
North Dakota State Government

North Dakota
login

7

Registration

Account Details

Business/0Organization Account Details

Business/Organization accounts should only be used for online services related to the business or organization you represent

Login Details
*North Dakota Login:
“Password:
*Confirm Password:
*Business Email:

*Confirm Business Email:

Business/Organization Details

*Business Name:

*Contact Name: First MI Last

*address 1:
Address 2:
Address 3:
*City, State, Zip v
*Country: | United States of America A

Telephone: (22233334444) Ext.:

Security Questions
*Question 1: v

*Answer 1:

*Question 2: w

*Answer 2:

Terms of Use:

North Dakota Login Requirements:
+ at least 3 characters long
+ cannot be an existing ID

Password Requirements:
+ at least 6 characters long
+ 1 upper case character
+ 2 lower case characters
* 1 number

Suffix

(555554444)

Security questions
+ used to verify your identity
+ used to reset forgotten passwords

Please read the following Terms of Use carefully before creating your Morth Dakota Login. By registering for a North Dakota
Login, you agree to be bound by and comply with the Terms of Use governing the use of your Morth Dakota Login.
« You agree that the password you use to access Morth Dakota Online Services using your Morth Dakota Login will be kept
confidential. If you forget your password, you may reset your password online. You understand that you have sole

responsibility for the security of your password.

* You agree that you are fully responsible for all activities that occur under your Morth Dakota Login and password. You
agree to immediately notify North Dakota Login Support of any unauthorized use of your North Dakota Login or password

or any other breach of security.

* You agree to utilize your business/employer representative North Dakota Login for North Dakota Online Services related
to business information or business services, You agree to create a separate North Dakota Login to access your personal
information such as North Dakota Game and Fish; Child Support Enforcement Parent Access, or other personal use Morth

Dakota Online Services.
[ 1 Agree

Cancel Create Account

For assistance with this online service, contact the Service Desk.

Disclaimer® | Privacy Policy® | Security Policy#

[T We use Secure Sockets Layer (SSL) encryption technology to ensure your information is secure and protected.

B will open a new window (pop-up).
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Step 2: Complete E-file Registration Application — Login to Main Menu

If you have submitted an application and received an authorization code go to Step 3 and complete your
registration.

If you have not submitted an application, go to http://www.nd.gov/tax/fuel/elecfiling/, select E-File
Forms and Instructions, then Fuels E-File Registration Application. Complete and submit the form by
regular mail.

Registration Application for Electronic Filing
Office of State Tax Commissioner/Motor Fuel Tax Section

SFM 22984
Taxpayer Information

Taxpayer Mame FEIM Fa Murnbes
Street or Uliher Mailing Addreas Ly Stale Lap Code
Busmess Contact Mame and Telephons Number Busmess Contaet E-mal Address

L :'
Lechmical Contaet Mame and IL'IJ|.'|'||'II.|I'IL' it lechnical Contact E-raal Addeess

[ »

Electronic Filing

Electronie Filing Fuel Tax Reports and Schedules (Check all that apply)
[ Aviation Fuel O Liguefied Petrolewm Gas O mtotar Vehicle Fuel [ Special Fuel I Tenminal Cpesatos

Agreament to Electronically File

This agresment is enterad into by the Tax Commissioner and the above named taxpayver for purposes of authorizing the axpayer 1o
electronically il the fuel tax reports and schedules; as requined under North Dakota Century Code cha. 57-43.1, 37-43.2, and 37-43.3,

T ANPAYEr agroes as ferllovvs

I The signature of the taxpaver affixed to this agreement shall be deemed to appear on such electronically filed reports and
schedules, as if actually 2o appearing. All reports and sehedales Oled electromically pursuant to this agreement are deeimed by
the tax payer o be truthfl, aceurate and complete satements made under penalty of perjury

2 IWany person, whose signature appears as the authorized agent of the taxpaver, leaves the employiment of the taxpaver or
Fecomes no longer authorieed o sign schedules or returns for the taxpayer, the Tax Conmissiomner must be immediately notified
af this faet. Mo taxpayver lable for tax, penalty, or interest shall be relieved of lability with respect to any retum or schedule
required to be lled prior to the Tax Commissioner s nodification. Taxpayer must execute a new agreeiment o inelude the signature
of another authorized agent.

s

Taxpayer's electronically fled reports and schedules shall be ina form compatible with the Tax Commissionar s equipiment,
soltware, and faeilities.

4. '|.i|:\i'|'k.|'|'L".|":i L'l!.‘l."lfi:ll:li\.'u“:-' filed reporls and sehedules shall be submitted in accordance with the Tax Commissioner™s males and
clectronie Miling standards

5 Taxpayer shall be responsible for the costa o (e itg reports and schedules electronically to the Tax Commisaioner

G Ay electronic filing not in conformity with the requircments specified hesein shall be deemed a Failure o file such reports and
schedules and taxpaver shall be subject to all applicable penalties prescribed by law,

T The place of performance of this agreement shall be Bismarek, Morth Dakota, and the agreement shall be governed by Morth
Diakeoita law

Sign

Here mm

Autharized Signature Date

Title Telephaone Mumber

Please return this form to: Motor Fuel Tax Section, North Dakota Office of State Tax Commissioner, 600 E. Boulevard Ave., Dept. 127,
Bismarck, ND 38505-0599. If vou have any questions, please call (701)328-3382.
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Step 3: Complete E-file Registration Process — Login to Main Menu

Enter the FEIN with suffix and the assigned authorization code to complete the registration; this will
be a one time process. Click on Continue to access the E-file main menu.

nd.gov| Official Portal for nég %‘4&
N OI'th Da kOta 9 North Dakota State Government fufmztat -
North Dakota Office of Tax Commissioner
Motor Fuels File Transfer System

Main Menu User: Fuels User Logout

Request Access to the Office of Tax Commissioner File Transfer On-Line System

In order to use this online service, you must request access on behalf of a company. This access is controlled through the use of an Office of Tax
Commissioner authorization code.
+ If you already received an authorization code for your company, please enter your Federal ID# and Authorization Code to complete your
registration and select "Continue”.
e If you do not have an authorization code for the company and the company is not already registered for this on-line service, please complete,
sign, and submit a registration application to the Tax Commissioner. The application, which you can fill in and print, is available at Fuels E-File
Registration Application. If you have questions please contact the Tax Commissioner's Office at (701) 328-3382.

MNote: If the company is already registered to this on-line service, you must obtain the authorization code from a registered individual of that
company.

Federal ID# (with Suffix): | |
Authorization Code: |:|

Continue

If you do not wish to request an authorization code, you can logout now.

[Tl We use Secure Sockets Layer (S5L) encryption technology to ensure yvour information is secure and protected.

Privacy Policy | Contact Information war WAI-AA r XHTML V\GF *
[=2-1-]
Copyright 2003 Work Order System All rights reserved. ~ _WCAG 1.0 ~1.0 o ~
& Internet H100% -
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E-file Main Menu

(Direct access to this main menu will be accomplished in the future by entering your State Login ID
and password.)

From the Main Menu you will be able to perform the following options:
e Upload electronic fuel tax reports
e Select other companies for which you have received a filing authorization
e Maintain access for other company personnel

nd.gow| Official Portal for
N Orth Da |<O ta 9 Morth Dakota State Government Wﬁ}é&
North Dakota Tax Department
Motor Fuels File Transfer System
Main Menu User: Fuels User Logout
Faderal ID#:
Main Menu

Current Details Selected

Process Company Access

Uslozd Tax Return to D Tax Dest for Croceszing Somolete Comoany Authorization Process

Maintzin Access for this Company

Feguest Access to 3 Different Company

Please provide feedback regarding this site by completing a short survey.

Contact Us# Disclaimer® | Privacy Policy ™ | Security Policy &

[T We use Secure Sockets Layer (SSL) encryption technology to ensure your information is secure and protected.
A will open a new window (pop-up).

€ Internet # 100% -
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Submit (Upload) Electronic Fuel Tax Report File

Click on Upload Tax Return to ND Tax Dept for Processing on the Main Menu and enter the location
of the file or click Browse to locate the electronic file you are submitting.

N Drth Dakota nd.gov|Official Portal-fbr WW

MNorth Dakota Stite Government LESTSBAER

North Dakota Office of Tax Commissioner ™
Motor Fuels File Transfer System

Hain Menu

User; Fuels User Leogout

Upload Tax Return to ND Tax Dept for Procé"_"'sjng

Please specify the location of the file:

| |[ Browse.. |

| Main Menu || Upload |

Disclaimer® | Privacy Policy® | Security Palicy &

Contact Us#™
[Tl We use Secure Sockets Layer (SSL) encryption technology to ensure your information is secure and protected.
A Will open a new window (pop-up).

I & Internet F 100% -
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Upload Confirmation Message:

The uploaded file is re-named by the Tax Commissioner using your FEIN, suffix, report period,
time stamp and report type.

Please record the file name or print this page for your records.

If you do not receive a confirmation message, please contact our office.

N D r t h D a k 0 ta nd. gov m:ﬁfnmar;ﬁi fSctrate Government

North Dakota Office of Tax Commissioner
Motor Fuels File Transfer System

Main Menu User: Fuels User  Logout

Tax Return Upload Confirmation

¥our tax return was successfully uploaded Apr 21, 2009 12:27!

File Information
Name: ND123435678970200501_200%04211237 255F.xls
Size: 201036 bytes

Main Menu

Contact Us A Disclaimer® | Privacy Policy® | Security Policy &

[Tl We use Secure Sockets Layer {S5L) encryption technology to ensure your information is

secure and protected.
A Will open a new window (pop-up).

& Internet & 100% -

Need Assistance

Phone: (701) 328-3382
Fax: (701) 328-1942
E-mail: fueltax@nd.gov

Office of State Tax Commissioner
Motor Fuels Tax

600 E. Boulevard Ave.

Bismarck, ND 58505-0599
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