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File Original /Amended Return and Remit Payment 

Material displayed in this user guide is for informational purposes only. 

This guide will show how to file an original return and an amended return for business taxes. Filing a 
business tax return should begin with Ohio Business Gateway and end with OH TAX eServices. Please note: 
Although this guide displays an example for Sales Tax, the process is the same for other business taxes 
within OH TAX eServices.  

File Original Return and Remit Payment   
File an Original Return 
 

1. Visit Gateway.ohio.gov and log in with your username and password. From the dashboard of your 
Ohio Business Gateway account, select the OH|TAX eServices transaction. 

Note: Selecting this transaction will take you to OH|TAX eServices where you will file your 
selected transaction. 
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File Original /Amended Return and Remit Payment 

 
2. From your dashboard on OH|TAX eServices, select either File now for the current period, or View 

returns and period balances to view a list of filing periods available.  
 

 
 
 

3. File Now navigates to the Getting Started page.   this page will provide a list of Ohio locations 
associated with your business that will all be filed on one UST 1 Return.  Displays the return, allowing 
you to complete the required information and submit.  Once the return has been submitted, it can be 
viewed on the dashboard. 
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File Original /Amended Return and Remit Payment 

 
4.  The Getting Started page, that provides a list of Ohio locations, which will now all be filed on one 

UST 1 return.   

 
 

5. Sales Tax File Upload  
When prompted, choose either No, if there is no file to upload, or Yes, to upload a file.   
 
The UST 1 File Format Specifications in OH|TAX eServices will only accept .xlsx file type.  For more 
details, click on the link:  UST-1 Data File Upload | Department of Taxation 
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6. County Information page will include the current county information on file.  To add additional 
counties, place cursor in blank row and either type the county you are adding or use the drop-down 
arrow to scroll through the available counties.   

 
7. Input taxable sales and the tax liability.  Select Next.                       
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8. Taxable Sales page requires the Gross Sales totals, and Exempt Sales totals.  The Reportable 
Taxable Sales row will auto populate.   
Note:  Clerk of Courts is generally applicable to Motor Vehicle Dealers and/or 
Watercraft/Outboard/Motor Dealers/Sellers. If this does not apply select No. 

 

 

9.  Accelerated Payment page prompts you to apply payment to the following period.  If not making 
an accelerated payment, select Next.   
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File Original /Amended Return and Remit Payment 

10.  Review page requires the review of the information to make sure all figures are accurate and 
correct.  Once reviewed, select Next.   

 
11.  Payment Options page will prompt the options available to remit payment.   
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Electronic Check 
This option allows ACH payment, with NO fees applied. 

 
 
Credit/Debit Card  
This option allows credit/debit card payment, any applicable fees will be charged. 

 
Pay Later 
This option allows you the ability to pay any outstanding balance(s) at a later time. 
Amounts will be subject to additional interest and penalties as needed. 
Note:  Payment vouchers are no longer available. If remitting payment by check/money order, you 
must be sure to include the Ohio Vendor License number and the period you wish to apply payment 
towards. 
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File Original /Amended Return and Remit Payment 

 
12.  Confirm Submission page will prompt confirmation of submission of payment and submission of 

return.  Review declaration statement and select File My Return.   

 

13.  Confirmation page confirms the submission and allows the ability to print.  If not printing, select 
OK, to exit.   
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File an Amended Return 
1. From your dashboard on OH|TAX eServices, there are options to View or amend for the current filing 

period or View returns and period balances to view a list of filing periods available. View returns 
and period balances navigates to view returns, and the status, and offers the ability to either view 
the submission, file now, or view and amend return.   
       

            
 

2. Select Amend to amend the return. You will follow the same steps as filing an original return and can 
remit payment if needed.  Once the return has been submitted, it can be viewed on the dashboard.          
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3. View returns and period balances navigates to view returns, and the status, and offers the ability to 
either view the submission, file now, or view and amend return.   
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4. View Period Balances lists any outstanding balances due, and alerts of what action needs to be 
completed to complete the obligated period. 

 

 


