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GUIDE TO PREPARE SALES TAX FOR A GAS STATION 

 

1. Input Client's data: 

On Main screen, click New at Client Information bar. Follow each field on Client Information 

screen and enter all information accordingly. District Tax Area Code is automatically applied 

using your business city & zip code. Check box 401-G. Click "Save". 

 

 

2. Select a client to Prepare Sales Tax: 

Highlight a selected client and click Sales Tax Preparation to choose a  tax period to input 

Sales data. 
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3. Input Sales Data: 

Use Sales Tax Calculator Worksheet.   

1. Enter either your Sales including tax, Taxable Sales or Tax included in Sales.  

2. Enter Nontaxable Sales and Other Nontaxable Deductions. 

3. Enter MV Fuel Tax included Gross Sales. 

4. Enter Diesel Tax included Gross Sales & Total Diesel Gallon Sold. 

5. Enter MV Fuel & Diesel Gallons Purchased from Fuel Sellers. 

 

 

After Save & Close this window, you will return to Main Worksheet. Click "Sales Tax Calculator" 

on top of main worksheet to review data and print report. 
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Click "Print" to View/Save/Print the Sales Tax Calculator Report 

Click "Transfer to Main Worksheet" to print E-fling report or paper tax return. 
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4. File a Sales and Use Tax Return: 

 

On main worksheet, enter sales tax prepayments if you have paid for this tax period. And this is 

it, you are done. Our software will calculate and transfer all sales data and applicable sales 

taxes and tax amount due to tax forms and its schedules.  Now you have 2 options to file your 

sale tax returns: 

 

1. File online: Click E-filing Report to print a report and use it to transfer line by line to 

BOE E-filing online. 

2. File paper forms: Click View/Print Tax Return to have paper tax forms  to send it to 

BOE.  

 

-0-0-0-0-0- 

 














