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Withholding Tax

http://www.gataxinfo.org/default.aspx?ContentId=Splash
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Account (Springboard) Level
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Two ways to submit a payment 

through GTC

ÅMake a payment anytime

ÅMake a payment directly after you 

file a return
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Make a Payment Anytime
ÅClick the Pay link for 

the quarterly filing 

period (regardless of 

your payment 

frequency)

ÅEffective with 
payments required to 
be made on or after 
April 8, 2011, the 
Department will allow a 
taxpayer using the ACH 
debit method to initiate 
the payment request on 
or before the statutory 
due date
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Make A Payment

ÅEnter the amount of 

the payment in the 

first green box

ÅThe payment date will 

default to the next 

business day

ÅYou may store a 

payment up to the 

due date 

(warehousing)
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Submitting Payments for Monthly Payers

Å Payments are due by the 15th

of every month following the 
end of the period

Å Click the Pay link to submit 
your monthly payment

Å Click the Requests link to view 
submitted payments

Å Payments will not show as a 
credit until the return is filed
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Submitting Payments for Semi-Weekly Payers
Å If payday is on Wed, Thurs or 

Friday remit payment on or before 
the following Wednesday

Å If payday is on Sat, Sun, Mon or 
Tues remit payment on or before 
the following Friday

Å Click the Pay link to submit your 
semi-weekly payments

Å Click the Requests link to view 
submitted payments

Å Payments will not show as a credit 
until the return is filed
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Pay after submitting G-7
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Withholding Online filing Methods:

1. Manual Entry

2. Import

3. CSV Upload

4. IVR
Å Only for Quarterly filers and payers

5. FSET 
Å File transmitted via secure FTP server

Å Must be approved to submit through FSET
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Online Return Entry - Quarterly

ÅClick the Amended check box if 

this is not an original return

ÅQuarterly payers should enter 

the amount of Tax Withheld in 

the first box

ÅIf there are qualified 

adjustments, click the 

Adjustment to Tax link

ÅEnter the Tax Paid in the last 

box
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Adjustments to Tax
Å Choose the appropriate 

adjustment type from the drop 

down box 

Å The Job Tax Credit, Headquarters 

Credit, and Film Credit must be 

approved by the Department 

before they can be claimed on the 

G-7

Å For the Overpayment Adjustment, 

enter only the amount that is being 

claimed 
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Return Confirmation
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Online Return Entry ïMonthly

Å A Monthly Payer will enter the 

amount of tax withheld each 

month on the first line

Å Click the Adjustment to Tax link to 

go to the adjustment worksheet

Å The amount of Tax Paid each 

month will be entered on the last 

line
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Online Return Entry ïSemi-Weekly

Å A Semi-Weekly Payer will click 

the Tax Withheld link to go to 

Schedule B

Å Click the Adjustment to Tax link 

to go to the adjustment 

worksheet

Å The amount of Tax Paid each 

month will be entered on the 

last line
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Å Semi-Weekly payers must indicate 
the date and amount withheld for 
each payroll during the quarter

Å The tax withheld for the month will 
be totaled and displayed in the 
Total Tax Liability box for that 
month

Å After all payroll information is 
entered, click the Done button to 
return to the G-7 screen

Å The information from this screen 
will be populated in the Total Tax 
Withheld box for each month

Schedule B
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Online Return Entry ïSemi-Weekly

Å Info entered on Schedule B will 

automatically be added to the G-7
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Import Method

ÅImport Excel templates are located at 

www.gataxinfo.org

ÅImport XML files can be created by 

approved software vendors

ÅAdvantages of using the Import Method:

ïSave data before you import document

ïView errors instantly before you submit return

http://www.gataxinfo.org/
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Creating the G-7 Import File

ÅEnter data and 

save

ÅImport file into 

GTC.

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

ÅClick Here To 

Import Your File

ÅBrowse for the 

import file

ÅClick the import 

button
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Import

ÅData imported 

with no errors
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Import

ÅData imported 

with errors

ïRed indicator 

appears on the 

item that is in 

error

ÅCorrect error 

before submitting 

return
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Submit Import
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Online Entry - G1003

ÅTo file G1003:

ïClick on Return List

link for the December 

31 period
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Online Entry- G1003

ÅChoose the File Now link for Form G1003
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Online Entry - G1003
Å This form will be populated based 

on the information entered on the 

W2, 1099, and G2A screens

Å Place a check mark on the 

appropriate form type(s)

Å To enter the individual forms click 

the associated hyperlink(s)
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Online Entry ïW2
Å The W2, G2A and 1099 

screens work the same

Å Click the corrected box if a 

form has been previously 

submitted

Å Enter the required information

Å Scroll to the right and click the 

add button when done

Å Continue until all forms of this 

type have been entered then 

click done
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Online Entry - G1003

Å Info entered on the W2s, 1099 

and G2As will automatically be 

counted and the total number 

of forms will be populated

Å If you do not finish all of your 

entries, you can click the Save 

and finish later button to store 

your information 

Å Click Next to continue 
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Submit G1003 Return

ÅClick Yes to submit

ÅThe confirmation 

page will be displayed 

and you will be given 

the opportunity to 

print your return


