myVTax Guide: How to Submit a PACT Act Report

Submitting your PACT Act Report is easy when you follow these steps.

STEP 1: Log in to your account

Go to www.myVTax.vermont.gov. On the MyVTax homepage, log in to your myVTax account
using your Username and Password. Click Log In.
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For the 4th quarter of 2017, form WHT-436 is temporarily not able to be filed due to changes to the form. Please check back after November 6, 2017 to file.
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STEP 2: Select the tax type
Under the Accounts tab, click Cigarette and Tobacco.

= Home & Logom
ﬁ' Home
a Logen F Alerts @ 1 Want To
Fake123456 o There are no alerts Add Another Account
Fake
fake@gmail.com Grant Accountant or Third Party Access

Last logged on Oct-04-2017
Manage returns
Balance: $0.00
File a Real Estate Transaction Tax Return

Send us a message

Submissions Comrespondence Names and Addresses Logons
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Page 1 of 5
L O T
/\ B
® A

Iss. 10/2017  Pub. GB-1157
.

DEPARTMENT OF TAXES


http://www.myvtax.vermont.gov/

STEP 3: Select the filing period for your report

Under the Recent Periods tab, select the filing period for your report by clicking the date.

= Cigarette and Tobacco 0 Legon
ﬁ Home » Cigarette and Tobacco
Iﬁ\ Account P Account Alerts @ | Want To
Fake123456  There are no alerts Close Account
DR. KATY L. MCMILLAN
wos v 5547
Cigarette and Tobaceo
CTT-10173488
Balance: $0.00
Submissions COI’FBSDGHG&HM Names and Addresses Logons Account Paymenla
Recent Periods
# N
Oct-31-2017 S0.00
Sep-30-2017 $0.00
Aug-31-2017 50.00
Jul-31-2017 $0.00
Jun-30-2017 $0.00
May-31-2017 $0.00
Apr-30-2017 $0.00
Mar-31-2017 $0.00
Feb-28-2017 $0.00
Jan-31-2017 $0.00
Dec-31-2016 50.00
Nov-30-2018 0.00
STEP 4: Upload your PACT Act Report into myVTax
Under the | Want To column, click the Upload PACT Act Report.
= May-31-2017 & Logof

ﬁHome » Cigarette and Tobacco »  May-31.2017

Cigarette and Tobacco
CTT-101734589

May-31-2017
Balance: $0.00

Summary p Period Activity

m Period F Period Alerts E] | Want To
Fake123456 & There are no alerts l Upload PACT Act Report ]
DR. KATY L. MCMILLAN
w247

There has been no financial activity There has been no activity
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STEP 4 (cont.): Upload your PACT Act Report into myVTax
myVTax will prompt you to attach your report as a .CSV file. Note: myVTax will not accept other

file formats.

Click the Add button and follow the steps listed below.

= PACT Act Report Upload

ﬁ Home *» Cigareite and Tobacco 2 Jun-30-2017 *» PACT Act Report Upload

UPLOAD YOUR PACT ACT REPORT

+* Click here for Pact Act Upload Specifications

@ Attachments
Type Name Description Size

Instructions: Click the add button, select your file type and attach the file. If your file is listed under the "Attachments’ section, then your file has passed validation. If your file fails
validation, you will receive an error message describing the problem and your file will not appear in the list of attachments

1. Type field: The system will default to PACT Act Upload. Do not change the field from the default.
2. Description field: Enter a description such as “PACT Act Upload” as shown below.
3. Choose File button: Click the button to browse your files and find your PACT Act Report

.CSV file.

4. You will know you’ve uploaded your report successfully when the title of your report appears in
the Choose File field. Click Save.

Select a file to attach

Type

Description

PACT Act Upload

PACT Act Upload

Choose File | PACT Validation Final Test File.csv (

=

You have successfully \
uploaded your report when

you see the title of your PACT
Act Report appear in this
field.

The title shown here is just
an example—please name
your report as appropriate
for your business.
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STEP 5: Submit your PACT Act Report
You should see the title of your attached PACT Act Report added to myVTax. Click Submit.

= PACT Act Report Upload & Legon

ﬁiﬂome » Cigarette and Tobacco *  May-31-2017 »  PACT Act Report Upload

UPLOAD YOUR PACT ACT REPORT

Instructions: Click the add button, select your file type and attach the file. If your file is listed under the "Attachments’ section, then your file has passed validation. If your file fails
validation, you will receive an emgr message descriping the problem and your file will not appear in the list of attachments,

= Click here for Pact Act Upload Specifications

Your attached PACT Act Report —

& Attachments

Description

PAGCT Act Upload PACT Validation Final Test File.csv PACT Act Upload 20 Remove

==

STEP 6: Complete the upload
After you've submitted your Pact Act Report, myVTax will bring you to the Confirmation page.

You may click Print to print a copy of the confirmation for your records. Click OK to proceed to

certification and summary.

= Confirmation & Logof

ﬁ-Home » Cigarette and Tobacco » Jun-30-2017 *» PACT ActReportUpload »> Confirmation

(& confirmation

You have successfully submitted PACT ACT Report.
Your Confirmation number is: 1-567-719-424

Questions or concerns? Contact us:

Vermont Department of Taxes Call: (802) 828-6802

133 State Street Or Email: myVTax Support
Montpelier, VT 05602-3667

Click "OK' to proceed.

L e
[« ]
\ J

Page 4 of 5



STEP 7: View certification and summary
myVTax will take you to the Period page which once again confirms you have successfully

uploaded and submitted your report.

= May-31-2017 Filing Period

ﬂ- Home » Cigarette and Tobacco » May-31-2017

[ Period |® Period Alerts B 1 want To
Fake123456 ﬂ There is 1 unread message Upload PACT Act Report
DR. KATY L. MCMILLAN
wo_vr.S54T
Cigarette and Tobacco
CTT-10173489
May-31-2017
Balance: $0.00 .
Submitted The attached PACT Act Report
Summary o Period Activity P
Y ‘at
There has been no financial activity Oct-D4.2017 Submitted PACT Act Report Upload
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