myVTax Guide: How to Make an e-Payment

Whether you are an individual or a business, submitting tax payments online can save labor and time. This
guide provides step-by-step instructions on how to make an e-Payment at www.myVTax.vermont.gov, the

Vermont Department of Taxes online tax portal. We also have an instructional video available on our website.

Payments may be made by ACH debit, ACH credit, or by credit card. Please note that credit card payments
will include a 3% convenience fee to reimburse the state for fees the credit card companies charge the State of
Vermont. The fee is calculated on the amount of the transaction and is added to that same transaction.
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Go to www.myVTax.vermont.gov to access the

Department’s portal for online services. There [= wm # Home

are three options to access the e-Payment page: T oo S B Y T3 a5, S TR O 88 Log i to your myVTax account
o File returns securely # File an Extension .
e Click Make Payments in the top section. o o Hake payments o Check the status of your retun e
[Roquies ]
-OR- ,’ Return Filing Verification ,’ :;s:;n:rt:‘:::is;?;sl:z-: el:m Forget password?
e Select the Business tab, then click Make a Al e o el e il Hoae hangs, ek =l

Not yet signed up for myVTax? Click Here to Sign up today.

Payment below.
Businesses ‘ Individuals
-OR- 2 3
e Select the Individuals tab, then click Make il Femgondiofimes =
Grant myVTax Access to my Tax Practitioner File an Extension
a Payment below.
Make a ent Access a Saved myVTax Request
il

AGENCY OF ADMINISTRATION

Payment Selection Department of Taxes

To have funds withdrawn from your

financial institution, select Pay by ACH |
Debit_ = Menu @ Home » Home

SELECT WHICH PAYMENT OPTION TO USE [ Exit |
'OR' Paying with ACH Credit? Click Here for Full Instructions Credif

Click Here for Quick Start Guide

Pay By ACH Debit ACH debit payments can take mutiple days for payments to be resolved due to bank
b st « processing times. Your payments wil be shown as pending, not as compisted. Unti the
transaction has cleared your bank and the money has been deposted to the department, your

To have funds charged to a credit card,

select Pay with a Credit Card. Please note ety wh v s o Ot e et i
your payment wilf be considered made as of the day you initiated the payment in
o . myVTax, #ot the day the money was deposited to the Department.
that a 3 A) Charge Wlll be added tO the Paying by credit card will inmediately affect your balance. Any liabiity on your accourt can
e immediately resolved by a credt card paymert. Credt card payments willinchide a 3%
payment. St o Vrmort. T e s cliteonthe oo e ravgaston.
lacidacuments/ACH Creditinstructions.odf
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Gather Information for ACH Debit

Before you begin, collect the following

information:

e Business or Individual Name

E Menu

# Home » Home » Make a Payment

WELCOME TO MYVTAX QUICK PAYMENT SCREEN

If you are paying using ACH Debit, proceed to the next screen to fill out the necessary information. ACH Debit payments will deduct funds directly from your bank
account. You will be required to have the following to complete this request.

» Business Name

o Taxpayer ID Type and D

« Account Type

« Filing Period end date of the debt you are paying off

(the example shown here is for a

Paying with ACH Credit? Click Here for Full Instructions

business)

Click Here for Quick Start Guide

e Taxpayer ID Type and ID: FEIN or
SSN

e Account Type: i.e. Sales & Use Tax
e Filing Period

If you would rather pay using ACH credit, click on the instructions shown on this screen.

<D

Enter Tax Account Information

= Menu @ Home » Home » Make a Payment

1. myVTax Quick Paymaent

2. Idantifying Infor mation

ACCOUNT INFORMATION

Name: [

-

Required '

D Type:

0 Nurmber- ‘Recuirad

Account Type: Required

You are only making a payment. This does not constitute submiting a return. If you have not yet fled, please log into myVTax and submit the required return.

——Clicking Next saves your entries

and moves you to the next step.

m

In this section, enter your tax payment account

information as follows:

e Name—Enter the name of the individual or

business that is paying the tax.

e ID Type—Click the drop down arrow and choose
the tax ID Type from the list. Select either a
Federal Employer Identification Number (FEIN)
or a Social Security Number (SSN).

o ID Number—Enter the number. The dash(es) will

auto fill for you.

e Account Type —Click the drop down arrow, and a
list will appear showing the tax account types
that can be paid on myVTax. Select the Account
Type from the list.

Note: all fields marked with an orange caret are

required fields.
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Payment Information

Enter the following information:

« Select a Payment Type—You may |-

pay taxes you owe on a return, a
tax bill, or make a payment on a

payment plan.

¢ Payment Information Enter the
Amount to be paid and the
Payment Date using the

calendar. The calendar will

AGENCY

Department of Taxes

F ADMINIS

TRATION

1. myVTax Quiok Payment 2. Idartifying information 3. Paymant Information

SELECT A PAYMENT TYPE

| want to pay taxes for a return that | recently filed, or will file soon

| want to pay a bill | recaived

| want to make a payment for an already established payment plan
PAYMENT INFORMATION

g Required |

Amount

Payment Date Require:

fill in the date using the correct format. You may authorize a payment on the current—or future—date.

G

Payment Details

Bank Account—Enter the

information as follows:

e Bank Account Type e Click the

drop down arrow to choose

1. myVTax Quck Payment 2. ldertitying Information 3. Payment Information

Paying with ACH Credit ? Click Here for Full Instructions

Click Here for Quick Start Guide

Warning: If you have an ACH fiter block on your accourt, please note the new originator number is BO36000264|to be used as of November 2015,

Want to schedule your ACH Debit payment for later ? Change the payment date below to your preferred date

either Checking or Savings

account from the list.

¢ Routing Number and Account

17} BANK ACCOUNT ol PAYMENT
Type Payment Date
Domestic Bank Account Sep-30-2017 E
Bank Account Type o Amount
‘ 500.00

. Routing Number
Number—Find these numbers on dequired

the @ bottom of your check, or pocoun Number
you can obtain this information ‘

from your bank. Enter your
account number again into

Confirm Account Number to make

Required ’

Confirm Amount

Bacnnrad
equired

Confirm Account Number

© :i23usc7as: 0%a?esLILe eloDRe

¥

sure you have entered it

accurately.
Payment —Enter the information as follows:

The Payment Date and Amount are auto filled for you
from the entries you made previously in Step 5. Enter
or select a different payment date if you need to

make a change. Enter the amount again in Confirm

Amount to make sure you have entered it accurately.

Note: ACH Debit payments can only be made from a
domestic (USA) bank account.
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Payment Confirmation

E Menu ¢ Home » Home » Make a Payment

1. myVTax Quick Payment P 2. identifying Information 3. Paymert Information 4. Payment Datails

CONFIRM YOUR PAYMENT

By cheking the Submit button you are authorizing the Vermont Department of Taxes to deduct a payment in the amount of $500 from your bank account ending in 2345,

w
Read the confirmation statement. If it is correct, the Home screen. (If canceling, you will be
click Submit to submit the payment, or click prompted to be sure you want to cancel the

Cancel to cancel the entire payment and return to  request.)

+ » Make a Payment

[Hartifying |

Entering a valid email address will allow you to access this request at a later date.

Email | T

Confirm Email 1 Required .
ok

are authorl; bank accoy

After clicking Submit, a pop-up window will appear ~ You will also need this email address and the

and ask you to enter a valid email and then re-enter ~ Verification Code (we will show you this code Step 8)
that email. The Department will use this address to to access your payment status later.

send you an email to confirm your payment.
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Confirmation

= Menu # Home » Home » Make a Payment » Confirmation

@v COHFIRMATION 0

Thank you for your payment to the Vermont Depadment of Taxes. Your request has been submitted and your confirmation number is 1-872-201-728.

Payment Information:

Taxpayet Name GOOD BUSINESS
Account Type: Sales and Use

Filing Period: Sep-30-2017

Paid From: TO BANK NA ***22345
Payment Amount: 50000

Payment Date: Sep-30-2017
Submitted Date: Sep-15-2017

Please allow 1-2 days for processing before this payment i reflected in your account balance,

You can access your payment request at any time using the following: .
e Email Address: test@vermont.com Be sure to write down the
Verification Code: §s9ghx. —_— 9/ S
Verification Code for future access.
Questions or concerns? Cortact us
Vermont Depatment of Taxes Call; (802) 828.6802
133 State Straet Or Email bx\ﬂax Suppory
Ll i The Confirmation page provides the following:

Click ‘OK ed. . . . . .
=i « Confirmation Number € You will need the confirmation

W number if you contact the Department about this e-Payment.

« Verification Code e Write this code down as you will only

see it here once, or you may print the screen. You will use
the code and the email address if you want to access this

e-Payment later.

 Printable View e Click to print a copy for your records.
e OK 0 Click to return to the Home screen for myVTax.

= Menu @ Home Changes or cancellations may be made to this e-Payment if it

has not been processed by the Department, which occurs at 4:00
myVTax is a convenient and free service that allows you to . .
p-m. on business days. To access your e-Payment again, go to

o Flls ot sicurely +Fiel  the myVTax homepage and click © Access a Saved myVTax
o M of Request. Enter your email address and Verification Code.
.’ Return Filing Verification ,, Res

Assess or other correspondence

A myVTax has a new look. For help with these changes, click here.

Not yet signed up for myVTax? Click Here to Sign up today.

Businesses ’ Individuals Tax Professionals Property

File a Return Respond to Correspondence from the Department

Grant myVTax Access to my Tax Practitioner File an Extension

Make a @yment e Access a Saved myVTax Request
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