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Sales and Use Tax

http://www.gataxinfo.org/default.aspx?ContentId=Splash
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1. Data Entry 

2. Import 

3. Upload

Å Only available for 3rd party

4. Interactive Voice Response (IVR)

Sales Tax Online filing Methods:
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Taxpayer (Springboard) Level

ÅTo view detailed 

information for each 

account, click on the 

account ID hyperlink

http://www.gataxinfo.org/default.aspx?ContentId=Splash
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Account (Springboard) Level
ÅAll filing periods that 

require attention will be 

shown in red

ÅTo view a previously 

filed return click on the 

View Return link

ÅTo file a return click on 

the File Now link next to 

the appropriate period

ÅTo file a return not 

listed click on the File a 

New Return link

http://www.gataxinfo.org/default.aspx?ContentId=Splash
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How many counties do you file?

ÅChoose ñMultiple Countiesò if you file for more than one

county (ex: Henry, Fulton etc)

ÅChoose ñOne Countyò if you file for ONLY one county
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Single County Return

ÅAnswer ñNoò if you DO NOT report Food, Fuel, Hotel, Motor Vehicle 

Sales, Owe Use Tax or if you are not a Master Filer. (ñNoò will direct 

you to the Single County Return)

ÅAnswer ñYesò if you are reporting Food, Fuel, Hotel, Motor Vehicle 

Sales, Owe Use Tax or if you are a Master Filer (Yes will direct you to 

the Multiple County Return)
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Single County Return
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Single County Return
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Submit Single County Return
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Single County Return Confirmation 
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Multiple County - Online Return Entry
The online return was designed 

to look like the paper return to 

make the transition to electronic 

filing easier.

The blue hyperlinks will take you 

to the work sheets for:

ÅState and City of Atlanta Sales

ÅLocal Jurisdictions

ÅUse Tax

ÅMotor Fuel

ÅVendorôs Compensation
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Multiple County - Online Return Entry
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State and City of Atlanta
ÅThe first worksheet to 

complete will be the State 

and City of Atlanta Sales.

ÅThe Total Taxable Sales 

subject to the 4% State tax 

will be entered on the first 

row.

ÅThe Total Taxable Sales 

subject to the 1% City of 

Atlanta tax will be entered 

on the second row.  This 

will include both Fulton and 

Dekalb sales.

ÅClick on the Local Sales 

hyperlink to continue to the 

next worksheet. 
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Local Jurisdictions
ÅThe new local 

jurisdiction worksheet 

does not require the 

taxable sales to be 

broken out by tax type 

(Marta, Local, Education, 

Homestead, 2nd Local 

and Special).

ÅThe counties reported on 

the previous months 

return will be pre 

populated.

ÅCounties can be added 

or removed as necessary. 
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Reporting Use Tax
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Vendors Comp
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Submit Return
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Return Confirmation
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Import Method

ÅCreate using Excel template located at 

www.gataxinfo.org

ÅCreate using XML

ÅAdvantages using Import

ïSave data before you import document

ïView errors instantly before you submit return

http://www.gataxinfo.org/
http://www.gataxinfo.org/default.aspx?ContentId=Splash
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Import Template

ÅFill out the 

template

ÅSave template to 

your computer

http://www.gataxinfo.org/default.aspx?ContentId=Splash
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Import

Import is only available using the 

multiple county option
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Import

ÅChoose ñClick 

Here To Import 

Your Fileò
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Import

ÅClick the 
import button

ÅBrowse for 

the import file
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Import ïwith no errors

ÅData is imported 

with no errors



Georgia Department of Revenue

26

Import ïwith errors

ÅData imported 

with errors

ïRed indicator 

appears on the 

item that is in 

error

ÅCorrect error 

before submitting 

return
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XML Import

ÅXML import checks 

for:

ïCorrect State Tax 

Number

ïCorrect period

ÅRed indicator 

appears on the item 

that is in error
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Submit Import


