Create IDR P/C File from Tax Lines

Chapter Four

CREATE IDR P/C FILE FROM TAX LINES

1Purpose

The purpose of #3. Create IDR P/C File from Tax Lines is to create a separate file
from your data, but one in the approved formats of the IDOR. These files are named for
the corresponding tax reporting period in the following format:

YYMM. TXT

where YY is replaced with the two digit year of the reporting period and MM is replaced
with the two digit month of the period. For example, 1if creating a file for the May,
2000 reporting period, the P/C file would be named 0005.TXT. Corresponding to each
YYMM.TXT P/C file is another file named YYMM.LBL which contains the information for the
necessary transmittal label to accompany your IDOR diskette. This main menu option
produces a copy of this form if you permit it to do so.

4.
2Procedure for #3. Create IDR P/C File from Tax Lines

Before starting this option, be sure that you have entered all tax line
transactions for the tax reporting period for which you are making the P/C file.

To invoke this option, choose #3. Create IDR P/C File from Tax Lines at the
JobR/LITE Main Options Menu. You first will see a screen with the message:

Enter the tax reporting period (MMYY)

Type the four digits that represent the month and year of the desired reporting
period (leading zeros are important for single digit months). Press [ENTER]. The default
value here is the last month worked on. Respond appropriately to the ANY CHANGE °?
prompt.

Next you will see the prompt: Send totals to MFT Worksheets?

Respond Y (es) to this prompt if you wish to have the computer do the calculations
and print worksheets of the results for you to transfer to the preprinted IDOR Forms RMFT-
5 and RMFT-5-US.
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CAUTION: The IDOR WILL NOT accept facsimile reports for the RMFT-5 and
RMFT-5-US forms. So, you MUST NOT submit the computer generated worksheets
to the IDOR (even though they may look surprisingly similar). You MUST
transfer the data to the IDOR supplied, preprinted forms.

Next is the printer selection screen. All printers that are defined on your system
will be listed, along with a choice to print the report later together with the file name
where the report will be saved. Make your choice and press [ENTER].

Depending upon the size of your master file, vyou may briefly see a screen that says
the file is being sorted, followed by a screen with the message:

Processing Occurring ... Please wait

After a few moments, the bottom of the screen will display the following
information:

File: (name) .LBL Printer: (name) Display to SCREEN? N

The .LBL file contains the IDOR transmittal sheet that ALWAYS must accompany the
diskette you send to the IDOR. The left most piece of information is the name of the file
in which the transmittal form has been saved for future reference by the JobR/LITE system.
The name is the YYMM of the tax reporting period, the extension .LBL has been added to
distinguish it from the .TXT file that eventually will contain the actual tax data to be
sent to IDOR. The middle piece of information is the choice of printer to produce the
transmittal form. At the right is a prompt to permit you to preview the report on the
screen. If you choose to preview the report on the screen, press [ESC] to resume when
you are finished.

When you respond N(o) to the Display to SCREEN? query, you next are shown a
prompt at the lower right of the screen that asks:

Print file? Y

The default here is Y(es). Pressing only [ENTER] selects this default and initiates
printing of the report. If you wish not to print the report, press "N" (for No).

You will be returned to the JobR/LITE Main Options menu.
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4.

1Sample Transmittal Form

REPORT FILE NAME: YYMM.LBL
month of the report.)

(where YYMM is replaced by the year and

Filing Agent Name:

Filing Agent Address:
Filing Agent City,State,Zip
Filing Agent Phone:

JOBR/LITE TEST DATA
P.O. BOX 98
WEST UNION, IL 62477
217-279-3304

Liability Period: 03/00
Creation Date: 01/07/00

Filer's License: 05374 JOBR/LITE TEST DATA

License Schedule # of Transactions

05374 c 4
05374 sSD 1
05374 SD1 1
99999 'S’ 3
v 1
'zt 1
Total Records 11

Volume (File) Name: 0003.TXT

Software provided by: Codesmiths, Inc.
407 W. Springfield Ave.
Urbana, IL 61801
(800) 352-5510
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3RMFT-5 and RMFT-5-US Worksheets Instructions

PURPOSE :

The MFT worksheets are used to calculate the Illinois Motor Fuel Tax [MFT],
the Illinois Underground Storage Tank Tax [IUST] and the Illinois
Environmental Impact Fee [IEIF].

The MFT worksheet attachments are the IDOR supporting schedules A through SE.
The supporting schedules list the individual transactions that are included in
the totals on the worksheets.

PREPARATION:

1. The totals from the Illinois Department of Revenue [IDOR] supporting schedules
are posted to the MFT worksheets using Main Option #3. Make IDR File. These steps are
described earlier in this chapter.

2. Option #8. RMFT-5 Worksheet and Option #9. RMFT-5-US Worksheet allow you to
finish the worksheets by entering inventory quantities and taxable gallonages.

The calculated worksheet totals are used to fill out the preprinted MFT-5 AND
MFT-5-US forms that are provided by the Illinois Department of Revenue.

TRANSFER THE CALCULATIONS TO THE IDR FORM. Do not submit the computer
generated worksheet.

1Procedure for RMFT-5 Worksheet

1. From the JobR/LITE Main Options screen, choose #8. RMFT-5 Worksheet.
2. You may see the message:

The worksheet has # unsorted entries.
Do you want to sort the file before you begin?

Respond Y (es) to have the file sorted.
Respond N (o) or just press [ENTER] alone to NOT sort the file.
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3.

You come to the Worksheet Selection Screen:

RMFT-5-US Worksheets Your Company Name
JL JobR/LITE 3.0 04/01/2001 04/30/2001 105.64
JL JobR/LITE 3.0 05/01/2001 05/31/2001 167.32
[2] 1-ADD 2-CHANGE 3-DELETE 4-WORKSHEET 5-IDR FORM
Select a mode. [ENTER] to select a line.
1-ADD Use this option to create a blank worksheet. Worksheets

created by the 1-ADD mode will NOT have the IDR Schedule totals inserted
automatically. You must enter all of the worksheet values.

2-CHANGE Use this option to edit a previously created worksheet.
Each month's worksheet is created using Main Option #3. Make IDR File.
In CHANGE mode, you must enter the beginning inventories, the ending
inventories, and the taxable gallonages.

The [TAB] key recalculates the tax due totals.

3-DELETE Use this option to erase a worksheet. The worksheet
databases are configured for 200 worksheets (l6+ years). You can delete
a worksheet and recreate it by selecting Main Option #3. Make IDR File a
second time.

4-WORKSHEET Use this option to print a copy of the worksheet
calculations. The worksheet is designed to follow the IDOR preprinted
format. TUse the worksheet to transfer the calculations to the IDOR
preprinted form.

DO NOT SUBMIT THE COMPUTER WORKSHEET TO THE IDOR.
5-IDR FORM Use this option to attempt to get your printer to "fill in
the blanks" on the preprinted IDOR form. This option is a bit tricky.

Before trying this option:

a) WARNING: Make a copy of the preprinted IDOR form. Use
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the copy, not the original form. The ink on the preprinted
IDOR form can damage laser printers.

b) Set aside at least a half hour to experiment with the
placement of the form in your printer. You will need to
adjust the "left shift" and the "up/down shift" to match the
blanks to the proper numbers.

Don't waste too much time on this. Frequently, it is
easier to handwrite the calculations on the preprinted form
than it is to get the form aligned properly on the printer.

Select the worksheet by entering the line number to the left
The selected worksheet is displayed.

4. After choosing a worksheet, you come to the MFT-5 Worksheets Editing screens.
RMFT-5 Worksheet Change JL-CODESMITHS INC 04/01/2001 TO 04/30/2001
(Your Company Name) Col 1 Col 2 Col 3
1. Inventory Beginning 26154 | 44535 | 750
2. Receivings a. Tax Free A/SA/DA 13368 | 22760 | 9200

b. Tax Paid E/SE 0 | 0 | 117171771177
c. CNG, 1-K GAl/GAl 0 | 0 | /171171177
3. Begin Inv+Receipts 39522 | 67295 | 9950
4. Inventory Ending 24316 | 41402 | 1496
5. Net gallonage 15206 | 25893 | 8454
STEP 3: FIGURE NONTAXABLE GALLONAGE | |
6. Sales-Fed Govts D/SB/DB 0 | 0 | 0
7. Sales-Exported c/sc/DC 3129 | 5327 | 1231
8. Tax Free Gal a. Dist/Sup D/SD/DD 3231 | 5501 | 200
b. Other DD-1  /////////] | 1171777777 1 7023
c. dyed you used 117171777777 1 1117777777 | 0
9. Losses (Fire) F 0 | 0 | 0
10. Loss/Gain a. Loss <=1% of 5 0 | 0 | 0
b. Gain 0 | 0 | 0
11. TTL Nontaxable 6360 | 10828 | 8454
[L] LOSS >1% OF LINE 5 0 | 0 | 0
12. MFT Billed 8846 | 15065 | 0
Subj to MFT (Billed+[L] Loss>1%) 8846 15065 0
[#]=CHANGE # [ENTER]=save [ESC]=abort [TAB]=recalc [PgDn] I_
FILL IN: Line 1 - Beginning inventories
Line 4 - Ending inventories
Line 9 - Loss Due to Fire
Line 12 - Taxable gallons
NOTE: Screen 1 of this form is where you enter/change the taxable
gallons. This field is repeated (in a different color) on the top of
Screen 2 for your reference, but MAY NOT be changed there.
5. CALCULATE: [TAB] will recalculate all of the worksheet totals.
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6. "PLUG FACTOR": Lines 10a and 10b show the gallons lost or gained. These
lines reconcile the net gallonage (Line 5) with the sum of the taxable gallons (Line 13)
and the non-taxable gallons (Line 11).

The IDR allows for a variance of 1% of the net gallonage shown on Line
5. A larger loss/gain affects the taxable gallons in Line 13.

You cannot edit Lines 10a and 10b. If you wish to adjust the worksheet
calculations, you must use the other worksheet lines (e.g. ending
inventory or taxable gallons).

7. EDITING: You may change the worksheet values as many times as you wish.
The [TAB] key recalculates the tax liability.

8. To see the second RMFT-5 screen, press [PAGE DN] or [NEXT SCREEN].

NOTE: Field 12 (for taxable gallons) has been repeated at the top of Screen 2
for your convenience. But, you CANNOT CHANGE field 12 here on Screen 2 - you
must (if necessary) go back to Screen 1 to make such a change.

RMFT-5 Worksheet Change 04/01/2001 TO 04/30/2001
STEP 4: FIGURE GROSS TAXABLE GALLONS Col 1 Col 2 Col 3
12. Subj to MFT (Billed+[L] Loss) 8846 | 15065 | 0
13. Sales-Taxable 8846 | 15065 | /111777777
14. Your Use on Highways 0 | 0 | /111777777
15. Your Use - Non highway 0 | 0 | /1771771777
16. Gross Taxable Gallons 8846 | 15065 | /1771771777
STEP 5: FIGURE NET TAXABLE GALLONS | |
17. Tax Pd Purch 0 | 0 | /111177777
18. Net MFT Gals 8846 | 15065 | /177177777
STEP 6: FIGURE YOUR TAX | |
19. Gross tx a 8846 x 19.000 | |
b 15065 x 21.500$% 1680.74 |s 3238.98 | 1177177777
20. Coll Dis a 1680.74 x 2.000 |
b 3238.98 x 2.000$ 33.61 |$ 64.78 | /111177777
21. Net Tax $ 1647.13 | 3174.20 | /1771771777
22. Tax Due $ 4821.33
STEP 7: FIGURE AMOUNT YOU OWE
23. TTL MFT Credit 0.00
24. Amount 4821.33
[#]=CHANGE # [ENTER]=save [ESC]=abort [TAB]=recalc [PgUp] I_
FILL IN: Line 14 - Your highway fuel usage not reported elsewhere. If your

company fuel is "sold" to the company on an invoice, these gallons will already be
included in the taxable gallons (Line 12).

Line 15 - Your non-highway fuel usage not reported elsewhere. If your
company fuel is "sold" to the company on an invoice, these gallons will
already be included in the non-taxable gallons (Line 11).

Line 19a - the Gasoline Motor Fuel Tax Rate (.190/gal)
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Line 199 - the Diesel Motor Fuel Tax Rate (.215/gal

CALCULATE: [TAB] recalculates the worksheet totals.
SAVE: Pressing [ENTER] saves the current worksheet.

PRINT: From the worksheet selection screen, choose: 4-IDR WORKSHEET
Select the appropriate worksheet line. The worksheet is
formatted. You will see the message:

The worksheet has been stored for printing.

Press [ESC] to exit from the selection screen. The worksheet is spooled to
the printer.

TRANSFER: Copy the information from the worksheet to the IDOR pre-printed

form. Be sure to sign the form.

2Procedure for RMFT-5-US Worksheet

From the JobR/LITE Main Options screen, choose #9. RMFT-5-US Worksheet.
You may see the message:

The worksheet has # unsorted entries.
Do you want to sort the file before you begin?

Respond Y (es) to have the file sorted.
Respond N (o) or just press [ENTER] alone to NOT sort the file.

You come to the Worksheet Selection Screen:

RMFT-5-US Worksheets Your Company Name
1 JL JobR/LITE 3.0 04/01/2001 04/30/2001 105.64
2 JL JobR/LITE 3.0 05/01/2001 05/31/2001 167.32
MODE: [2] 1-ADD 2-CHANGE 3-DELETE 4-WORKSHEET 5-IDR FORM
LINE

Select a mode. [ENTER] to select a line.
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MODE :

1-ADD Use this option to create a blank worksheet. Worksheets

created by the 1-ADD mode will NOT have the IDR Schedule totals inserted
automatically. You must enter all of the worksheet values.

2-CHANGE Use this option to edit a previously created worksheet.
Each month's worksheet is created using Main Option #3. Make IDR File.
In CHANGE mode, you must enter the beginning inventories, the ending
inventories, and the taxable gallonages.

The [TAB] key recalculates the tax due totals.

3-DELETE Use this option to erase a worksheet. The worksheet
databases are configured for 200 worksheets (16+ years). You can delete
a worksheet and recreate it by selecting Main Option #3. Make IDR File a
second time.

4-WORKSHEET Use this option to print a copy of the worksheet
calculations. The worksheet is designed to follow the IDOR preprinted
format. Use the worksheet to transfer the calculations to the IDOR
preprinted form.

DO NOT SUBMIT THE COMPUTER WORKSHEET TO THE IDOR.

5-IDR FORM Use this option to attempt to get your printer to "fill in
the blanks" on the preprinted IDOR form. This option is a bit tricky.
Before trying this option:

a) WARNING: Make a copy of the preprinted IDOR form. Use
the copy, not the original form. The ink on the preprinted
IDOR form can damage laser printers.

b) Set aside at least a half hour to experiment with the
placement of the form in your printer. You will need to
adjust the "left shift" and the "up/down shift" to match the
blanks to the proper numbers.

Don't waste too much time on this. Frequently, it is
easier to handwrite the calculations on the preprinted form
than it is to get the form aligned properly on the printer.

LINE: Select the worksheet by entering the line number to the left
of the worksheet description. The selected worksheet is displayed.
4. After choosing a worksheet, vyou come to the MFT-5-US Worksheets Editing

screen.
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RMFT-5-US Wksht Change JL-CODESMITHS INC 04/01/2001 TO 04/30/2001
(Your Company Name) Col 1 Col 2 Col 1 Col 2
1. Inventory Beg 70689 750 COMPUTATION
2. Receipts,etc. 12. Tax Pd Purch 0 0
a. Tax Free 36128 9200 13. Net gallonage 9800 0
b. Tax Paid 0 0
3. Inventory+Rec 106817 9950 14. Total UST/EIF Gals 9800
4. Inventory End 65718 1496 15. Gross Tax/Fee Due
5. Net to be Acc 41099 8454 a. UST Tax ( 0.300) 29.40
NONTAX SALES/LOSSES b. EIF Fee ( 0.800) 78.40
6. Exempt in IL c. TTL Gross Due 107.80
a. Railroads 7632
b. Air Carrie 6481 7023 16. Prompt Filing Ded 2.16
c. Ships 0 (2.000)
7. Sales-out IL 8456 1231
8. Tax Free Sale 8732 200 17. Net Tax/Fee Due 105.64
9. Losses (Temp) -2 0 18. TTL UST/EIF Credit 0.00
10. TTL Tax Free 31299 8454 19. TTL minus credit 105.64
[L] LOSS >1% 0 0
11. UST/EIF Bild 9800 0
Gross Taxble 9800 0
[#]=CHANGE # [ENTER]=save [ESC]=abort [TAB]=recalc b
FILL IN: Line 1 - Beginning inventories
Line 4 - Ending inventories
Line 11 - Taxable gallons

Line 15a - IUST Rate (.003/gal)

Line 15b - IEIF Rate (.008/gal)
5. CALCULATE: [TAB] will recalculate all of the worksheet totals.
6. "PLUG FACTOR": Line 9 shows the gallons lost or gained. This line

reconciles the net gallonage (Line 5) with the sum of the taxable gallons (Line 11) and
the non-taxable gallons (Line 8).

The IDR allows for a variance of 1% of the net gallonage shown on Line
5. A larger loss/gain affects the taxable gallons in Line 11.

You cannot edit Line 9. If you wish to adjust the worksheet
calculations, you must use the other worksheet lines (e.g. ending
inventory or taxable gallons).

7. EDITING: You may change the worksheet values as many times as you wish.
The [TAB] key recalculates the tax liability.

8. SAVE: [ENTER] saves the current worksheet.
9. PRINT: From the worksheet selection screen, choose: 4-IDR WORKSHEET
Select the appropriate worksheet line. The worksheet is

formatted. You will see the message:
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The worksheet has been stored for printing.

Press [ESC] to exit from the selection screen. The worksheet is spooled to
the printer.

10. TRANSFER: Copy the information from the worksheet to the IDOR pre-printed
form. Be sure to sign the form.
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