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Registering a Business

Register a Business — Internal Revenue Service (IRS)

* Register with the IRS to obtain a federal employer identification
number (EIN), also known as a federal identification number
(FID):

Your EIN identifies your business to the IRS and DOR as a unique business.
Use it in all your communication and filings with the DOR

NOTE: An EIN is not required if you have no employees
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Register a Business — Indiana Department of Revenue
(DOR)

Indiana Businesses are required to register a tax account,
if they are conducting any activity that requires them to
report taxes to the State. Some examples of taxable
activities are listed below:
» Sell products or tangible items (sales tax)
Have employees (withholding tax)
Sell food and beverages (sales tax, food and beverage tax)

Rent accommodations for fewer than 30 days (sales tax, county
innkeeper’s tax)

Distribute gasoline or special fuel (gasoline use tax)
(refer to business tax handbook for more examples)

INDIANA DEPARTMENT OF REVENUE "N

(DOR)

Register a Business — Indiana Department of Revenue

After selecting a structure and registering with
the IRS, you are ready to register with the DOR.
Register to set up your tax types and filing
requirements.

Register by completing a Business tax
application
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Register with the Indiana Department of Revenue
(DOR)

» Business Tax Application, form BT-1:
» Set up necessary business tax accounts
+ List what the business does
+ List which taxes will be collected and paid
» Complete an application for each location
+ Pay the one-time $25 fee for each Retail location
* A TID number will be assigned within 24-48 hours

Note: Government Entities must file a paper application.

INDIANA DEPARTMENT OF REVENUE "N

Overview of Tax
Types
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Overview of Tax Types — Income Withholding Tax

» Register if you have employees or beneficiaries for income
distribution.

» Indiana businesses are required to withhold state and county
income taxes for employees, report withholding, and pay
withholding periodically.

Reporting is electronic via INtax.
Reporting frequencies are annual, monthly and early.
File WH-1, WH-3, WH-4

» Information returns that do not report withholding of Indiana
adjusted gross or local income tax should not be submitted to
the Department.

Forms 1099-B, 1099-DIV, 1099-INT, 1099-MISC, and 1099-S are not required
to be submitted if no state tax was withheld.

Overview of Tax Types — Income Withholding Tax

Indiana Individual Income Tax Rates

01/01/2015 — 12/31/2016 3.3%
Beginning 01/01/2017 3.23%
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Overview of Tax Types — Sales Tax

» If you sell goods or tangible personal property, you must register
to collect the 7% sales tax.

» A person or business engaged in retail sales, either personally
or through an agent, a salesperson, or a representative, must
register to be an Indiana retail merchant and collect sales tax as
an agent for the state.

INDIANA DEPARTMENT OF REVENUE "N

Overview of Tax Types — Sales Tax

+ All sales are taxed unless there is a specific exemption.
+ Exemptions:
* Food and food ingredients

Casual sales (garage sales)

Postage stamps

Labor charges

Items purchased for resale (inventory)

Newspapers

Lottery tickets

Gift cards
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Overview of Tax Types — Sales Tax

+ ST-105 exemption certificate for exempt purchases:
Public transportation providers
Nonprofit entities
Federal and Indiana government agencies

Overview of Tax Types — Sales Tax

+ Sales tax must be separately stated from the marked price and
be paid by the customer purchasing the tangible personal
property.

» Tax collection must be shown on the individual sales
receipt/invoice.

» Complete sales and collection records must be maintained.
» Collection allowance is based on tax liability.
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Overview of Tax Types — Use Tax

* 7% tax on property used, consumed, or stored in Indiana when
the sales tax was not collected at the time of purchase
» Examples include property:

* Purchased online or via phone and shipped to Indiana
* Purchased in another state and no sales tax

*  Withdrawn from inventory for personal use

Filing and Paying
Taxes
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Filing and Paying Taxes — Power of Attorney

» Taxpayers wanting to authorize a representative to have Power
of Attorney on their behalf must complete the POA-1 form.

» Allows the department to speak with the taxpayer's POA
representative.

» Allows the POA to file and pay on the taxpayer’s behalf.
+ Available at www.in.gov/dor/3508.htm.

Filing and Paying Taxes — Filing

» Filing regular tax returns for each type is required.
» Filing frequency is based on tax liability.

» Filing status can change after review by DOR:
Can affect due dates
You will be notified by letter in December

» Areturn for every period must be filed even when no tax is due.
« Ifareturnis not filed, the department will send estimated billings.
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Filing and Paying Taxes TAXIN-QOV

Easy - Efficient - Electronic

» Indiana’s free online tool to manage business tax obligations:
Retail sales
Withholding
Out-of-state sales
Prepaid sales
Metered pump sales
Tire fees
Fuel taxes
Wireless prepaid fees
Type Il gaming fees
Food and beverage taxes
County innkeeper’s taxes

INDIANA DEPARTMENT OF REVENUE NGy

Registering for INtax

Before you begin the INtax registration process, you'll need a
couple items:

* Your Indiana Tax Identification Number (TID). You received this
when you registered your business with the state by completing
the business tax application.

* Your previous tax return, payment amount, or an INtax Access
Code.

Note: Using your INtax Access Code is the preferred method to
verify your business.
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Registering for INtax

To register your business, go to www.INtax.in.gov. Select the
Register link in the center of the page.

TAXN.gov

Easy-Effichnt Electronc

Indiana DOR  INgov ['Home [ FAQs

Ntax

Welcome tc¢

The Indiena Tax Center gives
er coupon vouchers,
<h more.

line- tax filing program allows you to file and pay your
ind much moro.

y dual o sales count, or
pay past due sales and withhoiding taxes 1o reinstate your retail
merchant certificate.

* OrderCoupons

Order coupon voushers 1o pay your Indiana sales, withholding. and
related tax types.

INDIANA DEPARTMENT OF REVENUE @

The next page asks you to answer a brief series of questions about your
organization. Once you have answered the questions, select Next.

Indiana DOR IN.gov Home FAQs Print Contact Us

Register Your Business

x. This is where youl begin the INt

ration process. INtax supports the following tax types:

few questions about your busines tarted.

preparation service that wil fle and pay taxes on behal of business chents?

Wednesday, April 15, 2015 Page 22

10/17/2017

11


http://www.intax.in.gov/

Creating your username

This page begins your registration. Complete all applicable fields to create your
User Profile.

User Information

Create your INtax usemame below. Usemames must begin with a letter, be 6-25 letters and numbers in length and include no special
characters, sxcept an underscore or a period

Username
First Name
Middie Initial
Last Name
Suffix

Phone Number
Phone Ext.

Email Address
(Click here to test delivery)
Re-enter Email
Business Information
Flease enter the required business InforMation (o CONMNUE the regISIralion ProCEss. YOu c2n add addiional businesses 10 your user profile
after your original registration is processed.
Business Name

State Tax 1D (TID) &)

Goncer Provious

Wednesday, April 15, 2015 Page 23 INDIANA DEPARTMENT OF REVENUE

Verifying your Business
Now you must verify your business. You have four verification options from

which

to choose:
Previous tax return amount due
Previous payment amount

INtax Access Code found on your Registered Retail Merchant Certificate or department letter

Request an INtax Access Code be sent to you via the US Postal Service

Register to Use INtax

Select your desired method to verify the business.
() Previous tax return amount due
Previous payment amount

Enter your preapproved INtax Access Code for quick access to INtax

(_) Reguest a new or replacement INtax Access Code via the US Postal Service.
Legal Disclaimer

| cetify that the business for which | am registering to use INtax has granted me the authority to perform this action. | certify that all
information and statements supplied on this application are true and comect.

I slso agree fo file tax retums and make payments electronically for e tex accounts managed on this site.
Ol agree

(Ol am registering to fils WH-3s only t this time.

Cancel

s m

Wednesday, April 15, 2015 Page 24 INDIANA DEPARTMENT OF REVENUE

ou select one of the options, additional information appears on the page.
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Completing the Registration
Your registration is now complete. You're almost done!

If you chose to verify your business using a previous tax return amount due, a

previous payment amount, or an INtax Access Code, you are almost finished.

Once the department verifies the submitted information, you will receive two

emails:

» The first email confirms that your INtax registration was successful. This
email also contains the username you created for your records.

» The second email contains a temporary password to access your account.

If you requested a new or replacement Access Code or have had two or more
failed registration attempts, the department will mail you an Access Code with
specific instructions.

Wednesday, April 15, 2015  Page 25

Filing & Paying using INtax
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Log in to INtax

+ Go to www.INtax.in.gov and select Log In.

TAXIN.gov

Bany Eficient Erectronic

o file and pay you

withholding, and

Enter your username and password, and select Login

TAXIN.gov

Easy Efficiont. Electronic

Indiana DOR

Welcome to INtax

The Indiana Department of Revenue offers INtax as a means to fully n lour business About INtax
tax obligations. Take control of your tax accounts, file & pay onine, reg Electronic
Funds Transfer and more - allin one convenient place. « Register for INtax

Print

Contact Us

Username . Start Guide

Password « INtax System Requirements

Related Tools & Resources

New User? R « Retail Merchant Certificate

INDIANA DEPARTMENT OF REVENUE
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Quick Overview of INtax

In addition to filing and remitting taxes, INtax allows you to do many
things to manage taxes efficiently.

The top navigation has links to helpful resources:
* Indiana DOR takes you to the Department of Revenue homepage
» IN.gov takes you to the state of Indiana homepage

*  Home takes you to the INtax homepage, also called the Business Details or
Business List page depending on the specifics of your INtax account

* Print creates a printer friendly version of the page you are viewing.
» Contact Us displays the various ways to contact the department.

Quick Overview of INtax

The left navigation has links to various functions of INtax. Using the left
navigation, you can:

+ See a list of your businesses

+ Pay taxes

+ View payment history

* Register and manage Electronic Funds Transfer (EFT) accounts

* Send a secure message to the department

* Manage users who can see your business information (for example, if you've
changed preparers)

+ Make changes to your profile, such as adding a business account, updating contact
information, or changing your login information.

* Logout of your INtax account

INDIANA DEPARTMENT OF REVENUE
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Quick Overview of INtax

Indiana DOR IN.gov Home FAQs  Prinl  Conlact Us

PAYMENT HISTORY

EFT REGISTRATION Navigation

MESSAGES

SECURITY

MY PROFILE

LoGouT

INDIANA DEPARTMENT OF REVENUE @

File a return using INtax

Step 1: Select Businesses (see arrow #1 below) to navigate to the Business Details
page.

Step 2: For the row of the tax type account for which you want to file a return, select File
(see arrow #2 below) in the Actions column. For some tax type accounts, you will be
asked for additional information to determine which form you want to file.

TAXn.gov

Exsy - Efcient - Eloctronc

5 -~

.

Indiana DOR IN.gov Home FAQs Print Contact Us

BUSINESSES Business Details

PAY

PAYMENT HISTORY StetoTan 107 Prmary Addrmss:

perios, ik on fhe underined ecounttax ype i the fist below
<t Py f1om he menu o select Fey ¥
nt. seleet Fie n the fist below

MESSAGES
2

s Regtoradfor  Curtently - Fiing
i EFT Conoideted Frequency /’

Yee No Opan Montnly Dle Pay

EFT REGISTRATION

it below

SECURITY

MY PROFILE

LOGOUT

10/17/2017
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Step 3: The following pages may vary depending on the type of return
you are filing.
Enter the correct period end date, and then select Next.

TAXN.gov ‘ i -

Kavy. Efftont Eestronic > ELY

ndana DOR  INgov | hiome | FAGS | | prnt| | Gontact US

BUSINESSES File an ST-103 Return

FILE

TaxType:  Seke (ViwDus Datss Location Address:

FILING HISTORY

State Tax ID: Current Filing Frequency: @) Montaly

PAY

« Provide the period end date and ck

e and chck exscf on fhe period end date enfered wil autorsticaly cakubste. IFyou wouk ke
10 663 8 5t O pact and anbeipated ftur

€k the View Due Dotes Ink above

PAYMENT HISTORY

EFT REGISTRATION
MESSAGES Tax Period
SECURITY
Enter the tax period end dote of the retum (MIADDIYYYY juj
MY PROFILE QO n v 25 v O

LoGouUT

sy Mo Tu We Th Fr Sa P94

Step 4: Enter all return information.
Step 5: Check the box (see arrow #1 below) to declare that the
amounts are correct, and then select Submit (see arrow #2 below).

BUSINESSES File an ST-103 Return

FILE

TaxType:  Seles (Uiew Due Doies Location Address:

FILING HISTORY
state Tax 0: Curtent Filing Frequency: @) \ariry
PAY

Tax Pesiod: 00112015 - 033172015 Refurn Due Date: 24302015

PAYMENT HISTORY

EFT REGISTRATION

MESSAGES

SECURITY

MY PROFILE

LOGOUT

sa00

eriury that the amounts displayod o this pags are truo, comreet, and complate. if thara is a balanca dus,
10 submit payments electronically.

10/17/2017
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BUSINESSES

FILE

FILING HISTORY

PAY

PAYMENT HISTORY

EFT REGISTRATION

MESSAGES

SECURITY

MY PROFILE

LaGout

A Return Confirmation page displays after the return has been
submitted successfully. To make a payment in INtax, select Make a
Payment on the confirmation screen.

Return Confirmation

TaxType:  Seks (L Locstion Addrexs:

state Taxio: Curvent Fiing Frequency: &) Nonthly

TaX Porion  DEUTZINE - OEG0ITS Return Dus Date: TR s

Thank you! The following return has been submitted. Please print this pege for your records, A printable PF of your return will be.
availabile in the INEX iling NS0Ty OF YOUF ACCounT

DOCUMENT A0 UMD

Armount du:
Submited by:

Tax pering: 060112015 - 06302075
Rt ype. STA03

Rstum submssion date PG GABAT P

INDIANA DEPARTMENT OF REVENUE @

Make a payment using INtax

Make aPayment

ewDse Daled) Locaton Address:

Curent Filing Froquency.

neiately for procesaing. or select Schedule a Payment 1o enter the date

d Dates field, ploase contact the department at (317) 233

® Paynow

Schedueapaymentior

® ACH Debit (EFT,

cresicars  [RECIEEE] accour

please dickhere

To cance! or modity a scheduled ACH Debit payment after it has been submitted, select Payment History from the left me
and use the action inks provided. The transaction must be modified or canceled by 3:45 p.m. Eastern Time the business
before the date you requested the funds be debited from your account. NOTE: Credit card transactions may not be modit
canceled aier they have been submetted.

Contrue

INDIANA DEPARTMENT OF REVENUE
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Review the Confirm Payment page to ensure the submitted payment
information is correct. Once you have verified the information is correct, select
Submit to process your payment. If it is not correct, select Previous to edit the
information.

ConfirmPayment
TaxType:  Syss (ViewDusOgtes Locaton Addrese:
Stato TaxiD:

CumentFdmgFrequency: @M tily

willbedebited fyourbank acountisnolonger

process this transaction you must click the Submit button. If you have not already filed a raturn for this period, you

must do 80 sfter you eubmit your payment.

Account 4 1 Perioe ! Payment | BankAcrount [ ABANumb

Cajes

INDIANA DEPARTMENT OF REVENUE

A Payment Confirmation page displays after the payment has been submitted
successfully.

If you have not filed the return, select File Return from the Payment
Confirmation page.

Payment Confirmation

TaxType:

Locafion Address:

Stae Tax IO Casrent Filing Frequency

Thank you .

Paymentlocalor number
Paymentamount

Taxtype:

Location

Account period
Paymentsubmitied by
Paymentsubmitted on
Payment may be modified unti

Date payment will be withdrawn fremyourfinancial
institution:
Do youneed lo fik. A this tax period 7

INDIANA DEPARTMENT OF REVENUE
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Additional Resources

INDIANA DEPARTMENT OF REVENUE "N

Additional Resources — New and Small Business
Education Center

* The New and Small Business Education Center has information
about:
Registering or closing a business
Making changes to an account
Filing and paying taxes online
* Find answers to frequently asked questions
* Find business tax forms
» Find publications
+ www.smallbiz.in.gov

INDIANA DEPARTMENT OF REVENUE
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Additional Resources — Subscription Tool

» Subscribe to the entire website or a specific topic

» Choose when to receive emails — daily, weekly, or monthly

* Registering by clicking on the page’s “subscribe for email
updates” icon and submitting an email address

» Begin receiving emails to inform you of the website’s updates

INDIANA DEPARTMENT OF REVENUE "N

Contact Us

INDIANA DEPARTMENT OF REVENUE
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Contact Us

* Business Tax
e (317) 233-4015
¢ www.in.gov/dor/3325.htm

* INtax
e (317) 232-2337
« INtax Message Center www.INtax.in.gov

« Electronic Funds Transfer

. (317) 232-5500

Contact Us

» Like us on Facebook

« Search “Indiana Department of Revenue”
* Follow us on Twitter

*  @INDeptofRevenue
* Feedback:

* Form suggestions

* Website suggestions

« Experience with the department

« feedback@dor.in.gov

INDIANA DEPARTMENT OF REVENUE

10/17/2017

22


http://www.in.gov/dor/3335.htm
http://www.intax.in.gov/
mailto:feedback@dor.in.gov

10/17/2017

Questions?
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Thank you!
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