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GETTING STARTED

Browser Settings

The IFTA/IRP application was built to be compatible with Internet Explorer v6.0 and higher.
However, with advancements in technology this system is now compatible with Microsoft®
Internet Explorer® (IE), Google Chrome™, and Mozilla® Firefox®. New IE versions may need to
run in the compatibility mode. It is important that your computer security settings be set to allow
the IFTA application to run.

Pop-Up Settings

The application makes use of pop-up windows to display certain documents created in a PDF
format. You will have to make some setting adjustments on your computer to allow these pop-
up windows as described in Security Settings and Pop-Ups.

Adobe Reader Software Required

The system makes extensive use of PDF-type documents and this will require you to install the
latest version of Adobe Acrobat Reader on your computer. It is free, and you can get the latest
version on the internet by following the instructions in Adobe Reader Software.

Account and Password Maintenance

If you are a new carrier, your temporary password was sent to you when your account was
processed, if you are an existing customer, you will need to email the Office of Vehicle & Motor
Carrier Services (OVMCS) at omcs@iowadot.us. You will need to include your Client ID, and we
will send you a temporary password, good for 24-hours, to the email we have on file. Once you
receive the temporary password, you will need to go to https://iowadot.gov/mvd/motorcarriers to
set up your account for online processing. Your client ID and password will be the same for both
IFTA and IRP.

If you have problems signing on after you have created your new password, you will need to
contact our office at 515-237-3268.

Validation Screens

After you have finished entering data for a particular function, the system will present a
validation screen to provide you the opportunity to validate the information before it is stored.
The following functions are available on the validation screens:

1 BACK i Select this button to return to the data entry screen and correct the information
as needed.

1 PROCEED i Select this button to continue navigation to the next logical step of the
transaction.

T QUITT Select this button to exit the validation screen and return to the appropriate
menu. The information entered on the screen will not be saved.

1 QUIT/SAVE i Select this button to save mileage and fuel that you have already entered
if you need to verify information prior to proceeding with report filing.
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Standard Button Selections

The OVMCS interface has a set of standard buttons displayed at the bottom of the various
screens.

PROCEED continues transaction processing to the next logical step in the process.
REFRESH restores all screen fields to their original values, allowing you to start over.

QUIT exits to the appropriate menu and does not save the information on the current
screen. From an inquiry pop-up, selecting the QUIT button will close the pop-up.

BACK returns to the previous screen.

CANCEL returns to the menu and deletes all information associated with the
transaction being performed.

9 HELP provides assistance regarding use of the current screen.

Sign-On Screen

Theinitial sign-on s cr e e n MMES sysieamaadn He aCcessed by going to:
https://iowadot.gov/mvd/motorcarriers .

Follow the steps below to sign in:
1. Enter your Account ID (this is the same as your Client ID)

2. Enter your password, if this is your first time signing on; use the temporary password
provided to you, once you are logged in, you will be asked to set up security questions,
and a new password.

3. If you forgot your password, click on FORGOT PASSWORD and it will guide you
through resetting your password. If you have trouble, call 515-237-3268.

Make sure the User Type i sdofirHist.t er nal Usero fro

Click Sign-In.
B  coerprisenza Create An Accorgo( 1d

Enter your Account Id and Password and press sign in to continue.

Sign In

ccount Details

External User V|

What is A&A?
Help
Report Issue to State Service Desk

Account |d Examples

Public User Account Format: State Employee Account Format:
This application uses custom accounts. Please firstname.lastname@/fowa.gov

use the format they provided you at registration “If you do not have an @iowa.gov account use your
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Once you have signed in to the system, you will be at the main menu (AKA Enterprise Level).

Iowa Department of Transportation Motor Carrier Services (PROD 134 V8.45a) - Enterprise Level

lcome mary guillaumeddot.iowa.gov .
Application » Client» Payment» Audit» User Activity Transac tion Admin® Inventory» User Management » Sign Off
Quick Links

lowa Department of Transportation, Motor Vehicle Division
6310 SE Convenience Boulevard,
Ankeny, IA 50021

Mailing address
PO Box 10362,
Des Moines, /A 50306-0362
Welcome 1o lowa 's International Fuel Tax Agreement (IFTA) processing site. The IFTA users manual and instructions for using this site are available at hitp //vww lowadot govimvdiomes! If you have any problems with this site, please call (515) 237-3268 Monday
through Friday 8:00 a.m. unti 4:30 p.m

Announcements:
**+22016 IFTA Tax Rates have now been entered

Make sure and visit our website to view our newsletter for current happenings or upcoming changes. www.iowadot.gov/iftairp Did you know that instead of calling in with questions, you may email your questions or attachments

to omcs@dot.iowa.gov

ENTERPRISE LEVEL

Licensee and Processing Agents

The Enterprise Level will look similar for both the licensee and the processing agent; however,
the processing agent will have an extra option, see the Processing Agents Only Section.

The following options are included for both the licensee and processing agent:

1. File Tax Return Quick Link i Click on the File Tax Return link and this will take you to
the Quarterly Fuel Tax Reporting screen.

|Apphcaﬂonb Client» Paym:

Quick Links

FILE TAX RETURN

2. Application T When you hover over the Application option, a drop-down list will appear,
you will select IFTA, this will take you to the IFTA Main Menu where you can order
additional decals, duplicate licenses and reprint items.

{felcome mary.guillaume@dot.iowa.gov .
Application » Client » Payment® Auw

IRP_ | Links

FILE TAX RETURMN

REPRINT TAX RETURNS

PLATE RETURN INVENTORY

IFTA Online Processing Page |3 February 8, 2019



3. Client 1 When you click on the Client option, it will take you to your client information
through Inquiry.

.guillaume@dot.iowa.
Application» Client» Payment® Audit? User Activit

MNew Client
MNew Reporting Service Provider
Update

e

RFPRTNT TAYW BFTIIRNS

4. Sign Off 1 By clicking on Sign Off, you will exit the system and the Sign-In screen will

appear.
/

File Edit VYiew Favorites Tools Help

Iowa Department of Transportation Motor Carri

‘Welcome 1183 .

A_pplication > Client D Si_gn Off

quick Links

Filing A NEW Tax Return

When you click on the File Tax Return quick link, the Quarterly Fuel Tax reporting screen will
pop up.

Your Client ID will prepopulate. To select the Return Year, Return QTR and Fuel Type, click on
the down arrow next to each field and select the correct information, and proceed.

23 hitps:/{mestestiamyd.com - CELTIC IOW.A MCS - IFTA - Microsoft Internet Explorer
File Edit View Favorites Tools Help
[

‘ Iowa Department of Transportation Motor Carrier Services (TEST 136 V2.9.1 - IFTA Level
\Welcome 1183 .

Fleet » Tax Return » Admin » Reprint » Payment » Supplement » Inquiry P Work In Progress P Enterprise Sign Off

Tax Return Search File Tax Return
ent 1o > \

Return Year : 2008 Vvﬂ} Return QTR : | v| Fuel Type : | DIESEL v

ﬂ Proceed ] [ Refresh ] [ Quit l

After you have entered all the data, and it passes internal edits, the Tax Return Entry screen will
be displayed.
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It is on this screen you will perform the following steps:

1. Verify the carrier information at the top of the screen, specifically the return year, return
guarter, and fuel type.

Towa Department of Transportation Motor Carrier Services {( TEST 136 ¥2.9.1 - Ifta Level

‘Welcome KIM.TIRED@IOWAID .

| Tax Return H Payment H MainMenu |

ax Return Entry.

Client ID: Licensee Name:
Amendment No., Return Year: Return Quarter: Fuel Type:
Armend/Orig: Due Date: Filed Date:

No Operation []

2. If you have not traveled any miles or purchased any gallons for the quarter, check the
iNo Operationodo check box and select Proceed.

Towa Department of Transportation Motor Carrier Services { TEST 136 ¥2.9.1 - Ifta Level

‘Welcome KIM.TIRED@IOWAID .

| Tax Return H Payment H Maintenu |

ax Return Entry.

Client 10: Licensee Name:
Amendment No., @ Return Year: Return Quarter: Fuel Type:

i Due Date: Filed Date:

Al
‘ No Operation []

3. If you have miles and gallons to report, enter the Total Miles (5A).

Previous Return
Total Miles {A):

Total Miles(Sa): | Calurn C:

Total Gallons(58): Total Column F: Tatal Gallans (B):

MPG (A8
MPG (54/58) Calculate (A8

4. Enter Total Gallons (5B).

Previous Return

Current Return
Total Miles (a):

Total Miles{5a%: Total Column C:

>t Total Gall B

Total Gallons{5B): al Column F: otal Gallons (B}
MPG (A/B):

MPG [54/58) Calculate (4/8)

5. Select Calculate and the system will calculate and display the MPG.

Previous Return

Total Miles(5a): Total Column C: Total Miles (A):

Total Gallons(58): Total Column F: Tota| -
MPG (4783
MPGE (54/58) ) Calculate (A/BY

Current Return
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6. The jurisdiction area will pre-populate with the jurisdiction(s) you previously filed.

Jurisdiction: Show Map.

Total Miles:

Total Taxable Miles:

Total Paid Gallons:
Add

Jurisdiction List : | Surrounding Jurisdiction &

Remove |Jur(a) Eff Date Rate (B) | Total Miles (C) I[I:;;ﬂ' Taxable Miles Tax Paid Gallons Prv Total Taxable Prv Tax Paid

® Waive IntPrv Total Miles Miles Gallons

a. If you need to add a new jurisdiction you have three options:

i. Type the two-character abbreviation into the Jurisdiction field, followed by the
tot al mil es, tot al taxable miles, and tot al
the information into the spreadsheet;

Jurisdiction: Show Map.

Total Miles:
Total Tazable Miles:

1Ll

Total Paid Gallons:

add b

Jurisdiction List © | Surrounding Jurisdiction v

Remove [Jur{A) Eff Date Rate (B} [Total Miles (C) Total Taxable Miles Tax Paid Gallons Waive Int|Prv Total Miles Pr:v Total Taxable Prv Tax Paid
(D) (F) Miles Gallons
| i 0 i
O b i i
Miles in non-IFTA jurisdictions: o

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

[(Browse_ ] [ Upload File ]

Load Tax Details

[ Proceed ] [ Cancel ] [Qult/Save] [LnadNext] [ Remove ] [ Refresh ] [ Help ]

ii. Select the jurisdiction from the drop-down list; enter the total miles, total taxable

miles, and total paid gallons. Select AAddc
Jurisdiction: Show Map.
Total Miles:

Total Tazable Miles:

Tatal Paid Gallons:

add b

Jurisdiction List © | Surrounding Jurisdiction |+

Al

A Total Taxable Miles Tax Paid Gallons q q Prv Total Taxable Prv Tax Paid
Remove (Jur{A) |Eff Date Rate (B} [Total Miles {C) () (F) Waive Int|Prv Total Miles Miles Gallons
O i 0 0
] a i i
Miles in non-IFTA jurisdictions: o

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

[(Browse | I Upload File

IFTA Online Processing Page |6 February 8, 2019



ii. Click on AShow Mapo
miles, total taxable miles, and total paid gallons
information into the spreadsheet.

Show ap. e—

Jurisdiction:
Taotal Miles:
Total Taxable Miles:

 —
<
<«

Surrounding Jurisdiction v

Tatal Paid Gallons:
Add

Jurisdiction List :

and

s el
Sel

ect t he
ect ifAddo

jurisdioc
to ent

Remove [Jur(A) Eff Date Rate (B)|Total Miles (C) Uizt Tl lo files Jazlailiealion: Waive Int|Prv Total Miles P':V i) ka2 [ e (]
(D) (F) Miles Gallons
] i i i
O a ol 0
Miles in non-IFT4 jurisdictions: a

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

J

[ Browse.. | [ Upload File ]
[ Procead ] [ Cancel ] [Qult/Save] [LnadNext] [ Remove ] [ Refrash ] [ Help
7. To remove a jurisdiction, check t
Remove at the bottom of the screen.
Jurisdiction: Show Map.
Total Miles:

Total Tazable Miles:
Total Paid Gallons:
Add

Jurisdiction List © | Surrounding Jurisdiction v

Tax Paid Gallons
(F)

Rate (B} |Total Miles (C) IS;a' ksl D il s

Remove Jur{A) |Eff Date

Waive Int|Prv Total Miles

he ARemoveodo b

Prv Tax Paid
Gallons

Prv Total Taxable
Miles

Miles in non-IFTA jurisdictions: o

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

[(Browse_ ] [ Upload File ]
[ Proceed ] [ Cancel ] [ Quit/Save ] [ Load Mext ] [ Remove ] [ Refresh ] [ Help
IFTA Online Processing Page |7 February 8, 2019



8. Enter the total miles, total taxable miles, and tax paid gallons in all applicable

Remove |Jur{A) Eff Date Rate (B)|Total Miles (C) Jintal=mblelies jie:diaidicalions Waive Int|Prv Total Miles PW jictaliiarablc Prv Tax Paid
(D} (F} Miles Gallons
O a 0 0
O a 0 0
Miles in non-IFT4 jurisdictions: a

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

[ Browse.. | [ Upload File
[ Proceed ] [ Cancel ] [ Quit/Save ] [ Load Next ] [ Remove ] [ Refresh ] [ Help ]

9. Enter the total miles in non-IFTA jurisdictions, if applicable. (Non-IFTA jurisdictions
include: United States - Alaska, Hawaii and the District of Columbia; Canada i Yukon,
Nunavut & Northwest Territories. Outside of the United States & Canada i Mexico.)

SunELG L

Total Miles:

Total Taxable Miles:

Total Paid Gallons:
Add

Jurisdiction List : | Surrounding Jurisdiction v

Remove |Jur{A) |Eff Date Rate (B} |Total Miles {C) '(I'[l:)l;al UeEEHTD RS '(I"?;{ atllealions
O 0 0 0
O 0 0 0

,
< Miles in non-IFTA jurisdictions: i}
T —

10. Click the Proceed button to perform the data edits and the Tax Return calculations. If
there are edit errors, you must fix them before you continue.

b. The most common error is data entry error in the number of miles and/or gallons.
The Calculate button in the Return Details area at the top will calculate the totals of
columns C and F to assist you in finding data entry errors.

11. The next screen will show your calculated tax return. If there are any possible errors, the
data will display in RED, and should be reviewed for accuracy and amended if needed.

12. Once checked and complete, select Proceed.

Current Return

Months Late: ‘ Penalty 50.00
Total Milas(5A): 20000 Return Amount 305.35
Total Gallons(S8) 1000 Prov Retum Int. and Pon 00
MPG (SA/SB) 5.00 Addwonal Interest due 00
Paymants Made 00
Total Due: 435.35

IA 4/1/2007 0.2250 10000 4990 1998 3000 -1002 0

0.00 0.00
It 4/1/2007 0.3670 10000 10000 2000 1000 1000 367.00 18.35 385.35
20000 19990 3998 4000 367.00 18.35 385,35

Procued Back Load Next Help

IFTA Online Processing Page |8 February 8, 2019



13. The total amount due is valid only if paid or postmarked on or before the end of the
month, based on the filed date. For example, if the return is filed 12/17/2016, the total
amount due is accurate until 12/31/2016. If payment has not been paid or postmarked by
this time, penalty will be applied and interest will accrue the first of each month until the
amount is paid in full.

Receipt Date 12/17/2007

IOWA Taxes 0.00 Penalty 50.00 Waive []
IOWA Interest 0.00 Waive [] Return Amount 385.35

Other Jurisdiction Taxes 367.00 Previous Interest and Penalty 0.00

Other Jurisdiction Interest  18.35 Additional Interest 0.00 Waive [
Return Amount 385.35 Payment Made 0.00

Previously Paid Amount 0.00 I Total Due 435.35 I
Prepayment Amount 0.00 Set Appeal Flag E

NET DUE 435.35 Adjustment Amount 0.00

14. If all information is correct, click on Proceed to save and submit the calculated return
until you come to the IFTA payment detail screen and click on Proceed.

| Towa Department of Transportation Motor Carrier Services (DEV V1.8.9) - Ifta Le

Welcome lynn.watson@noemail.iowa.gov .

[Tax Returnll Payment MainMenuI
IFTA Tax Returns Payment Details —_—
Client ID 12832 TPID IA000452163
Licensee Name JINGLE BELL TRUCKING Fleet No. 0
Return Year 2007 Return Quarter 2
Fuel Type DIESEL Amendment No. 0
Tax Return Status WEB PENDING Invoice No. 127629
Receipt Date 12/17/2007
IOWA Taxes 0.00 Penalty 50.00 Waive []
IOWA Interest 0.00 Waive [ Return Amount 385.35
Other Jurisdiction Taxes 367.00 Previous Interest and Penalty 0.00
Other Jurisdiction Interest  18.35 Additional Interest 0.00 Waive
Return Amount 385.35 Payment Made 0.00
Previously Paid Amount 0.00 Total Due 435.35
Prepayment Amount 0.00 Set Appeal Flag EF
NET DUE 435.35 Adjustment Amount 0.00
Electronic Delivery Type : D-PDF ~
[ Proceed ] I Quit ] [ Refresh ] [ View Invoice ] [ Correct Tax Return
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15. If you discover you need to change your tax return, click the Correct Tax Return button
and the Quarterly Tax Return data entry screen will be displayed with all of the submitted
information. You may update as required and click the Proceed button to return to the

payment detail screen. J

[ Proceed ] [ Quit ] [ Refresh ] [ View Invoice ] [ Correct Tax Return

Returning to complete a tax return

I f you started your tax return, but were unabl e t
Tax Retur no, TaxReurnsttgsdontheecliefitis open. Please use the Work in
Progress Function.o

If you receive this message, you will know that you did start your tax return, it is not complete,
and you need to complete it.

To continue processi ng WookunrPrograssd r ep tuiroan, Féxh ercts ¢ lhe
Returno f r o m -dotvrelist.d r o p

Once you are back in the tax return, follow steps outlined under Filing A New Tax Return.

Iowa Department of Transportation Motor Carrier Services (TEST 20

» Reprint» Payment?» Supplement» Inquiry#Work In Progress » Reports » Enterprise Sign Off

Search Supplement
xR R
Audit Invoice

Offline Tax Return

Making a Payment

Once you have finished your transaction, and you have proceeded through to the payment
screen, you are ready to make payment. You will have three options for submitting payment.

1. If your net amount due is greater than zero and you are mailing in your payment:

a. Sel ect A Viiehis wil pravida ad®?BFoview of your calculated tax return. You
can either save this to your hard drive or print it to your local printer. You will need to
provide a copy of this invoice along with your payment.

Electronic Delivery Type : D-PDF ~

[ Proceed ] [ Quit ] [ Refresh ] I View Invoice ] [ Correct Tax Return

IFTA Online Processing Page |10 February 8, 2019



2. If your net amount due is greater than zero and you are paying with E-Pay, click the
Proceed button and the Payment Processing screen will be displayed. Click on
fePaymentd o n t h e -Harawider This willgake you to the Electronic Payment
Solutions make a payment screen where you enter your information, choose your
payment method and click continue, review your payment information, click confirm and
the system will do the rest.

Payment Collection

Client ID - Business Name L
Payment Id T Payment Date 3/19/2018
Total Due 1.50 Escrow Balance 0.00
Convenience 150
Payment Type Amount Check/Receipt Number Delete
eFavmenl O

Add Payment Type Delete Checked Payment| ePayment |

Override Escrow for Refund ¥

Proceed | Refresh | Quit Help

3. If your net amount due is greater than zero and you are paying with Escrow, click the
Proceed button and the Payment Processing screen will be displayed. Click on the down
arrow under Payment Type, and select Escrow. Once you select Escrow, you will need
to enter the amount being paid, the Check/Receipt number will pre-populate. Click on
Proceed.

Total Due 3.00

I Wire Transfer
Cash
Check/Receipt Number
Escrow Funds

12345

Qverric Add Payment Type

4\Ifyour total due is zero, simply click Proceed to end your transaction.

‘
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5. Once the Proceed button is selected from the Payment Verification screen, your
payment is accepted and a PDF file showing the payment made and any outstanding
amount due will be displayed. Keep in mind that if there is an amount due, interest will
continue to accumulate monthly and penalty will apply if not previously calculated on the
remaining balance at a rate shown on http://www.iftach.org/ then click on Interest Rates.

You may save this PDF to your hard drive or print it to a local printer using the tool bar at

the top of the page.

Close the PDF by clicking the X on the top right-hand corner of the screen and the
Enterprise Level will display.

‘&, lowa Department of Transportation
e

50206-0082

Carrier Name : JINGLE BELL TRUCKING

ClientID : 12832 Tax ID: 000452163
Address : 100 REINDEER LANE,JERICO, IA 50659
Current Status : PARTIALLY PAID
Return Year : 2007 Return Quarter : 2 - June 30 Fuel Type : DIESEL Amend/Orig : ORIGINAL
Due Date : 07-31-2007 Filed Date : 12-17-2007 Months Late: 5 AmendNo: 0
Processed Date : 12-17-2007 No Operation : N
Total Miles (A) : 20000 Penalty Amt : 50.00
Total Gallons (B) : 4000 Return Amt : 385.35
MPG : 5.00 Previous Return Interest and Penality : .00
Non-IFTA Miles : o Additional Interest : .00
Payment Made : 100.00
Previous Payment Made : .00
Adjusted Amount : .00
Total Amount Due : 335.35
Jur Eff Date Rate Total Miles Tayanje Taxabig Tax Paid Gallons NefTayalje Tax Due Interest Due Amt Due
Miles Gallons Gallons
1A 04/01/2007 0.2250 10000 9990 1998 2000 -1002 0.00 0.00 0.00
IL 04/01/2007 0.3670 10000 10000 2000 1000 1000 367.00 18.35 385.35
Totals 20000 19990 3998 4000 -2 367.00 18.35 385.35
Total Miles (A) : 20000 Penalty Amt: 50.00
Total Gallons (B) : 4000 Return Amt : 385.35
MPG : 5.00 Previous Return Interest and Penalty : .00
Non-IFTA Miles : 0 Additional Interest : .00
Payment Made : 100.00
Previous Payment Made : 00
Adjusted Amount : .00
Total Amount Due : 335.35

6. If you have an additional fuel type to file, you need to repeat the steps starting with Filing

a New Tax Return.

IFTA Online Processing
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IFTA MAIN MENU OPTIONS

To get to the IFTA main menu from the Enterprise Level:
1. Hover over Application and select IFTA from the dropdown list.

Iowa Department of Transportation Motor Carrier Services (PROD 134 V8.45a) - Enterprise Level

[Welcome mary.guillaume@dot.iowa.gov .
Application» Client» Payment» Audit? User Activity Transaction Admin® Inventory? User Management® Sign Off

{Applicationb Client» Payment® A

-—
E{p_ Links

FILE TAX RETURN

lowa Department of Transportation, Motor Vehicle Division
6310 SE Convenience Boulevard,
Ankeny, I1A 50021

2. Atter clicking IFTA, you will be at the IFTA Main Menu.

oW A A 850 ernet Explore EE
File Edit View Favorites Tools Help 'l'f
O e O O O O = c = e /j

Fleet » Tax Return » Admin » Reprint » Payment » Supplement » Inquiry P Work In Progress P Enterprise Sign Off
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Fleet Option

Hover over Fleet Option and select Fleet Inquiry from the drop down list. You may enter a
specific year or license name or leave these fields blank.

Click on Proceed and the Fleet Inquiry screen will appear.
All inquiry screens have three basic sections:
1. Selection Criteria; and
a. Your Client ID will prepopulate under Fleet Inquiry.
2. Selection List; and

a. Click on Select in the Selection List to display the Inquiry Tree with the carrier
information details.

3. Inquiry Tree Structure.

a. Allinformation regarding the account activity is reflected in the Inquiry Tree
Structure. This structure shows historical data for all years and supplement activity
for each of those years.

b. You can see the details of each supplement with the fleet for any given year by
clicking on the individual item such as Supp 0, Fleet 0.

c. You can expand and contract the Inquiry Tree by doing the following:
.Click @nwihé @Bontract the tree.
i.Click on the ~Atee. wi | | expand t he

d. Click on the Quit button on the bottom will close the pop-up screen and return you to
the IFTA Main Menu.

1. Selection Criteria

3. Inquiry Tree Structure 2. Selection List
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