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Introduction

Welcome to Pay.gov, the Alcohol and Tobacco Tax and Trade Bureau’s (TTB’s) System for
electronic form filing and payment of excise taxes.

What Does This Guide Cover?

This guide shows you how to:
e Log into the Pay.gov system;
e Navigate the Pay.gov system;

For information about using this system and how to obtain technical support, please visit the
pay.gov web site: http://www.ttb.gov/epayment.htm.

What Does This Guide Not Cover?

This guide does not contain information regarding enrollment. For enrollment information,
please go to http://www.tth.gov/epayment/gettingstarted.htm. Also, the guide does not contain
all the specific instructions for completing each form. If you have any questions about
completing or filing any form, contact your TTB Specialist at (513) 684-3334 or toll free at 1-
877-882-3277. All of the applicable forms can be viewed or printed at
http://www.ttb.gov/forms/index.htm.

For information regarding other Pay.gov functions and forms, please refer to separate User

Guides, including:

- TTB Pay.gov Excise Tax Return and Payment Electronic Submission User Guide

- TTB Pay.gov Brewer’s Report of Operations Electronic Submission User Guide

- TTB Pay.gov Brewpub Report of Operations Electronic Submission User Guide

- TTB Pay.gov DSP Report of Denaturing Operations Electronic Submission User Guide

- TTB Pay.gov DSP Report of Processing Operations Electronic Submission User Guide

- TTB Pay.gov DSP Report of Production Operations Electronic Submission User Guide

- TTB Pay.gov DSP Report of Storage Operations Electronic Submission User Guide

- TTB Pay.gov Monthly Report -Tobacco Products Importer Electronic Submission User
Guide

- TTB Pay.gov Proprietor of Export Warehouse Electronic Submission User Guide

- TTB Pay.gov Report — Manufacturer of Tobacco Products or Cigarette Papers and
Tubes Electronic Submission User Guide

- TTB Pay.gov Report of Wine Premises Operations Electronic Submission User Guide

How Do | Access Pay.gov?

If you have problems accessing Pay.gov, including password or connection problems, please
contact Pay.gov Support at 1-800-624-1371 EXxt. 2 or pay.gov.clev@clev.frb.org.
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Follow these steps to log into the Pay.gov system (Please note that there may some wait time in

between pages):

1. Open your web browser (Internet Explorer 6.0 — recommended, Internet Explorer 5.5 or
higher and Netscape 4.2 or higher are supported).

2. Type in the following URL: http://www.ttb.gov/epayment.htm. Then click on Connect to

No gk ow

Pay.gov. The following screen appears:

aPay Gov - Home - Microsoft Internet Explorer

File Edt View Favorites Tools  Help

=)

J Back Furward Stop

Refresh

A

Home:

Q &= @

Search Favarites  History

B 9 @

Mail Print Edit

B @

Discuss  Real.com

JAddrEss I@ https:fiqa.pay. govipaygov]

J Links @Yahno‘ @Pay Goy Praduction @ Pay.gov Q& @OraclaAS Discoverer @Track It! Web @Pay goy eRoom

Paygov”

Provided by the Depariment of the Treasury.

Lagin |

Forgot Your
Passwiord?

Find Public Forms
by Form MName
by Agency Name
Search Public
Forms

—

Searching Help

Public Resources
Resources
Accessibility Statement
MNotices & Agreements

Erivacy & Security
Eaolicy

Home
Login
Username: 10/04/2005
=/ Pay.govwersion 3.3 will be loaded into our QA environment on Friday,
Password 10/742005. FPlease be sure to note any difficulties experienced with the

new version of Pay gov. If you have any questions please contact Pay gov

Customer Service at 1-800-624-1373 Thank you

For Business and the General

Public

"Re-Inventing Government Collections”
Developed by the U5, Department of
the Treasury, Pay.gov enables
individuals and businesses to securely

For Government Agencies

For Government Agencies

"Maximizing Collections / Minimizing
Costs”

Launched in October 2000, Pay.gov is
a secure government-wide collection

Public Reports and easily send electronic payments to  portal, developad to meet the US.
Siternap the Federal Government. Pay.gov's Treasury's commitment to process
Help service allows you to pay by debitfcredit  collections electronically using Internet
Contact Us card or to authorize an ACH debit of technologies. Pay.gov satisfies the
Frequently Asked Your savinas or checking account demands of agencies by providina their
& l_gla Internet

Place the cursor in the USERNAME box and type in your username.

Press the tab key.
Type in your password.
Click the Login button.
The following screen appears:
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JEiIe Edit  Yiew Favorites Tools Help

a Pay.Gov - User Center - Microsoft Internet Explorer

=1 x|

L. @ B A QA @RS B, E @
Back Farward Stop Refresh  Home Search Favarites  History Mail Print Edit: Discuss  Real.com

j @GU

Jngdrass I@ https:)iqa.pay govipaygoy fuserCenter, html

Links @&]Yshon! @&]Pay Gov Production & ]Pay.gov Q& & OraclsdS Discoverer & | Track-Ttl Web & ]Pay.qov eRoom

SM
Provided by the Depariment of the Treasury.

-

/ \Welcame, Donald. Logout ||

%ym / User Center

Hide Menu & User Center

Administration

Application

List Applications Forms

Resource Complete and save or submit your forms
Search Bill Instances on Pay.gov.

Search Form Instances Forms Lists

= Private Forms

= Reassigned Forms
= Saved Forms

= Submitted Forms

Collections =
Caontrol Panel
Search Transactions

Forms 2

Form Lists Find Forms

Private = By Agency
Reassigned = By Form MName
Saved = By Advanced Search
Subrmitted

Find All Forms

h}f Form Mame
by Agency Mame
Search Forms

R

Searching Helpy
Advanced Search

Pending ACH Payments List
View a surnrnany of your pending
payrments on Pay gov

» Pending Payments List

Your connection to Pay.gov will logoff in 30 minutes. | Request more time

Helpful Links

= Mawigating the site
= Searching and browsing
Forms

= FAQS
= Agencies only - how to —
request docurmentation

My Account
Manage vour profile, saved payment
gocolnts, and password

= My Profile
= Manage Payment Accounts

= iChange Password

Application
Manage your applications.

Fayments 2

Pending Paytments List Reports = List Applications
e —— | AFRETP TR ENCENT FAUTO S Y areey LI
&7 pone |_|—é—|e Internet

8. You are now logged into the Pay.gov User Center. The session is secure at this point.

How Do | Change or Reset My Password?

Changing or Resetting Your Password:

(NOTE: Once you enroll in TTB’s Pay.gov program, you will be given a username and initial

password. You will then be asked to change your password. )
1. Gotothe TTB - Pay.gov site: http://www.ttb.gov/epayment.htm
2. At this link, click on Connect To Pay.gov. The User Login screen will then be displayed.

3. Enter your username and password (which are case sensitive) in the specified fields and click
on Login.

4. Once you are in, select Change Password under the “My Account” Section of the screen.

5. On the following screen, please enter your old password and your new password twice. After
you enter the information, click on Change Password.
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Note: Your password must be at least eight characters long and it must contain both letters and
numbers.

How Do | Create/Update a User Profile?

1. Under USER CENTER, click on My Profile. The following screen appears:

3 Pay.Gov - Edit User Profile - Microsoft Internet Explorer -8l

File Edit ‘ew Favorites Tools Help

Q A QA G DI | B . @
Eack Furward Stop Refresh  Home Search Favorites  History Mail Print Edit: Distuss  Real.com
Jnddress I@ https:ffqa. pay gov/paygoy) accountsfIhEditUserProfile, hitrl j @Go

JLlnks @ Y¥ahon! @Pay Gov Production @ Pay.goy O @Oraclens Discoverer @ Track-It! Web @Pay gov efloom

sM =
%ym Provided by the Depariment of fhe Treasury. / Welcome, Donald. Logout
/" User Center Your connection to Pay.gov will logoff in 30 minutes. | Request more time.
Hide Wenu @ | Edit User Profile
Administration ES
Application
List Applications System Message
Resource )
e = Your profile was successfully saved.
Search Form Instances

Collections =
Control Panel
Search Transactions

Required Fields are marked with an asterisk”.
Name : Donald James o
Login name ; DonaldJames

FFormsL_ - % Address 1 : [550 Main Street .
orm Lists
Privats Address 2 : [Room 8002
Reassigned City :[Cincinnait *
Saved n . -
=L bmitied StatelProvince: [ohio-oH [
Find All Forms ZIPIPostal Code :|452E|2 ®
by Form Mame Country :[United States Bl
2y Agency Name Phone :[s773323277 *
Search Forms ’
G°| Fax :|
Searching Hela Primary Bank Account :|Bank-BusinessChecking .. 3456 |

sctvaneed S2ah Primary Credit Card : Please create a Credit Card Payment Account

Payments E3

Pending Payments List ¥ Enter Company Address

— Company Name : [Name * =
|#] Done ]_|—§|Q Internet

a. Complete this screen and/or carefully review this screen for accuracy.
Information from your User Profile will be used to populate fields on each of your
forms. If you do not complete this information accurately, it will not be accurate
when you submit the forms to TTB.

b. Verify that your name is accurate, as it will appear in the signature block of all of
your forms. Your name should be approved for signature authority on file with
TTB for your company.

c. Complete your business address as it appears on your current permit/registration.
If you have more than one location, leave the address information for your
business blank, so that you can fill it in on each form. IF THE CURRENT
INFORMATION ON YOUR PERMIT/REGISTRATION IS NOT CORRECT,
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YOU MUST CONTACT YOUR TTB SPECIALIST AT (513) 684-3334 OR
TOLL FREE AT 1-877-882-3277 IMMEDIATELY.

d. All taxpayers using Pay.gov to pay excise taxes electronically via ACH should
have their account information completed in the non-required fields.

e. Click the Save button.

How Do | Complete a New Form?

1. Fromthe USER CENTER SCREEN, click on Private Forms under the Forms Listing.
2. The following screen should appear:

3 Pay.Gov - Private Forms List - Microsoft Internet Explorer =18 5‘

J File Edit Wiew Favorites Tools  Help

J = . ® B 4 Q@ @ f B 59 ®H EH @
Bark Frriard Stop Refresh  Home Search Favorites  Histary Mail Print Edit: Discuss  Real.com
Jnddress I@ httpsi/fqa. pay gov/paygoylistPrivateForms, htmlznc=1131133100678 j @Go
JLlnks a\r'ahuu‘ @Pay Gov Production @Pay oY QA @Oraclens Discoverer @Track Tt web @Pay qov eRoom
sM - = |
mym Provided by the Department of the Treasury. / Welcome. Donald. Logout
/ User Center Your connection to Pay.gowv will logoff in 30 minutes. | Reguest mare time.
Hide Menu @| Private Forms List
Administration A
Applicat_ion Results: 1-10 of 14 Results Page 12 Next Show All Results
List Applications Sort By, Form Name | Eorm Mumber | OMB Mumber | Agency Name Hide Details
Resource
seachBilinstances | Brewers Report of Operations View PDF
Search Forrm Instances
Form MNumber: TTB F 5130.9 OMB MNumber: 1513-0015 L |
Collections = g R " )
Control Panel rewiers Report of Operations
e R G Department of the Treasury
Forma = https:/fga pay.govipaygowformsforminstance html?agencyFormld=2615
Form Lists Brewpub Report of Operations Vigw PDE
Reassigned Form Number: TTB F 5130.26 OMB MNumber: 15130015
%ﬁ ) Erewpub Report of Operations
LIamILe
SR Department of the Treasury
Find All Forms

b Eorm Mame hittps:/figa pay.govipaygowformsforminstance html?agencyFormld=2616

by Agency barme

Search Forms Excise Tax Return View PDF
El Form MNumber: TTB F 5000.24 OME Mumber: 1512-0467

Eeaishhgl Excise Tax Return

Advanced SEATh Departrnent of the Treasury

Payments 2 https:ifga. pay.govipaygowformsiforminstance html?agencyFormld=2621

Pending Payments List

p—y X Evimnmet W Alaraliaiima Deameiat e ool 4 fimas O LI
|&] Done [ |5 [ mtemet

3. Carefully review the list of form names and determine which form you need to complete.
4. Click on the Name of the form you need to complete. (Note: You may need to advance to the
second page to find the form you want.)
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