
IFTA/INTRASTATE E-FILE 

USER MANUAL 

EXCISE TAX DIVISION 

Revised April 2026 



TABLE OF CONTENTS

MOTOR CARRIER IFTA/INTRASTATE.......................................................................................... 3 

FIRST TIME USER/INITIAL ACCESS SETUP................................................................................ 4 

QUARTERLY TAX FILING .............................................................................................................. 14 

REPORTING NO OPERATIONS ............................................................................................................... 15 
REPORTING OPERATIONS ..................................................................................................................... 19 
SUBMIT A PAYMENT............................................................................................................................. 27 

Bank Draft....................................................................................................................................... 28 
Credit/Debit Card ........................................................................................................................... 30 
Confirmation ................................................................................................................................... 32 

ORDER CREDENTIALS .................................................................................................................... 33 

INQUIRE TAX RETURNS OR CREDENTIALS............................................................................. 37 

TAX RETURN........................................................................................................................................ 38 
CREDENTIALS ...................................................................................................................................... 41 

CLOSE ACCOUNT.............................................................................................................................. 45 

USER MANAGEMENT....................................................................................................................... 49 

ADD A USER......................................................................................................................................... 50 
Reporting Services .......................................................................................................................... 52 

REMOVE A USER .................................................................................................................................. 53 
Reporting Services .......................................................................................................................... 56 

REINSTATE A USER .............................................................................................................................. 57 
Reporting Services .......................................................................................................................... 59 

MODIFY MY PASSWORD ................................................................................................................. 60 

UPDATE MY INFORMATION .......................................................................................................... 63 

FORGOT YOUR PASSWORD ........................................................................................................... 66 

If you have additional questions that are not covered in this user manual, please contact the 
Excise Tax Division at 1-877-308-9092 or (919) 707-7500 for assistance.

IFTA/Intrastate E-File - User Manual 2



Motor Carrier IFTA/lntrastate

Online Filing and Payment System

Step 1: From the Department's home page, www.ncdor.gov, select E-Services and then click the 
link Motor Fuels !FT A/Intrastate E-File. When you are ready, click the link "Ready to file IFTA returns 
or order IFTA/lntrastate credentials online? Click here!" to open the application. 

Step 2: Once you have read the welcome information, select "Submit" to continue. 
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Online Account Setup

First Time User/Initial Access Setup

Before you can begin using the IFTA/lntrastate E-File application, you must set up your online 
account. You will need the access code letter we mailed to you shortly after you registered with the 
Department. 

Important: You must set up your account within 90 days of the date on your access code letter; 
otherwise, your access code will expire. If you do not have your letter or if your access code has 
expired, contact us at (919) 707-7500 or 1-877-308-9092 to obtain your access code. 

Step 1: On the Login screen, select the link for "First Time User/Initial Access Setup." 

IFTA/lntrastate E-File - User Manual 4 



On-line Account Setup 
First Time User/Initial Access 

Step 2: Read the internet access setup notice and select "Submit" to continue. 

IFTA/lntrastate E-File - User Manual 5 



On-line Account Setup 
First Time User/Initial Access 

Step 3: Enter the NCDOR ID and access code from the access code letter you received. The access 
code is case-sensitive so you must use capital letters. Select "Submit" to continue. 
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On-line Account Setup 
First Time User/Initial Access 

Step 4: In addition to yourself, you may grant access to your online account to a reporting service, a 
third-party representative, or both. By granting access to another user, you are allowing that user to 
file returns, order credentials, close your IFTA or Intrastate account, etc. on your behalf. If you would 
like someone other than yourself to have access to your on line account, check the appropriate box. 

Important: You may grant access or remove a user's access to your online account at a later time. 
See the User Management section for instructions. 

Select "Submit" to continue. 
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On-line Account Setup 
First Time User/Initial Access 

Step 5: If you choose to allow a reporting service access to your online account, the Reporting 
Services Selection screen will be displayed; otherwise, skip Step 6. From the drop-down list, select 
the reporting service that may act on your behalf and select "Submit" to continue. 

Important: If your designated reporting service is not included in the drop-down list, you must have 
the reporting service contact our office to be added to the system. 
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On-line Account Setup 
First Time User/Initial Access 

Step 6: If you choose to allow third-party representative access to your on line account, the 3rd Party 
Selection screen will be displayed; otherwise, skip to Step 9. You must indicate if the representative 
already has an !FT A/Intrastate online account or if the representative is a new user. Then, select 
"Submit" to continue. 
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On-line Account Setup 
First Time User/Initial Access 

Step 7: If you indicated that the third-party representative has an existing IFTA/lntrastate online 
account, the Select Third Party screen will be displayed; otherwise, skip to Step 8. Enter the email 
address of the third-party representative and select "Submit" to continue. 

Important: The email address entered must match an existing email address in the system; 
otherwise, an error message will be displayed. You should contact your representative for their 
correct email address. 
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On-line Account Setup 
First Time User/Initial Access 

Step 8: If you indicated that the third-party representative is a new user, the New Third Party Access 
Information screen will be displayed; otherwise, skip to Step 9. Enter your representative's email 
address, first and last name, telephone number, and a temporary password and passphrase. Then, 
select "Submit" to continue. 

Important: The password and passphrase you enter is temporary for security purposes. The first 
time your representative logs into the IFTA/lntrastate E-File application, they will be required to 
establish a new password and passphrase. 
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On-line Account Setup 
First Time User/Initial Access 

Step 9: To complete the setup of your on line account, the Individual Access Information screen is 
displayed. Enter your email address, first and last name, and telephone number. In addition, you 
must enter a password and passphrase. Select "Submit" to continue. 
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On-line Account Setup 
First Time User/Initial Access 

Step 10: Once you have successfully entered your access information as well as the access 
information for your designees (if applicable), the Access Management Confirmation screen will be 
displayed. Verify the information you have entered. 

If any information is incorrect, select "Back" to return to the appropriate screen(s) to make 
corrections; otherwise, select "Submit" to continue to the Main Menu. 

IFTA/lntrastate E-File - User Manual 13 



QUARTERLY TAX Fl LI NG 

The Quarterly Tax Filing menu option should be used for the following: 

a. File a quarterly IFTA return - Reporting No Operations
b. File a quarterly IFTA return - Reporting Operations
c. Submit an electronic payment with a return (Important: You cannot submit a payment

without filing a tax return.) 

On the Main Menu, select "Quarterly Tax Filing" from the drop-down list and select "Submit" to 
continue. 
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Quarterly Tax Filing

Reporting No Operations

Step 1: If you are a reporting service or third-party representative and you conduct business for 
more than 20 IFTA accounts, the Account Selection screen will be displayed; otherwise, skip to Step 2.  
Enter your client's NCDOR ID and select "Submit" to continue. 

Important: If you are a reporting service or third-party representative and you represent fewer than 
20 IFTA accounts, the account selection screen will display a drop-down list for you to select your 
client's account. Select the appropriate account from the drop-down list and select "Submit" to 
continue. 
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Qu arte r ly Tax F i l i n g 
Re port i n g  No  Operat i o n s  

Step 2: On the Carrier Tax Return screen, select the quarter and year of the reporting period. In 
addition, you must indicate whether you had operations in one or more jurisdictions during the 
reporting period. 

If you operated in at least one jurisdiction (including North Carolina) during the reporting period, 
choose "Yes." If you did not operate in any jurisdiction during the reporting period, choose "No." 
Then, select "Submit" to continue. 
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Qu arte r ly Tax F i l i n g 
Re port i n g  No  Operat i o n s  

Step 3: Based on the due date of the return you are filing, the system will calculate any applicable 
penalty due, which will be displayed on the Penalty Payment screen. Select "Submit" to continue. 

Important: If you are filing the tax return after the due date, you will have the option of submitting 
an electronic payment for the amount owed before receiving a return confirmation. Go to the Submit 
a Tax Payment section for instructions. 
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Qu arte r ly Tax F i l i n g 
Re port i n g  No  Operat i o n s  

Step 4: If you did not operate in any jurisdiction during the reporting period and the return is not 
late, the No Operation Tax Return Confirmation screen will be displayed. Make sure to print the 
return confirmation for your records by choosing "Print Screen." If you would like to print a copy of 
your return, select "Print Return." 

If you need to perform additional functions, select "Menu" to return to the main menu; otherwise, 
select "Exit" to log out. 
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Quarterly Tax Filing

Reporting Operations

Step 1: If you are a reporting service or third-party representative and you conduct business for 
more than 20 IFTA accounts, the Account Selection screen will be displayed; otherwise, skip to Step 2.  
Enter your client's NCDOR ID and select "Submit" to continue. 

Important: If you are a reporting service or third-party representative and you represent fewer than 
20 IFTA accounts, the account selection screen will display a drop-down list for you to select your 
client's account. Select the appropriate account from the drop-down list and select "Submit" to 
continue. 
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Qu arte r ly Tax F i l i n g 
Re port i n g  Ope rat i o n s  

Step 2: On the Carrier Tax Return screen, select the quarter and year of the reporting period. In 
addition, you must indicate whether you had operations in one or more jurisdictions during the 
reporting period. 

If you operated in at least one jurisdiction (including North Carolina) during the reporting period, 
choose "Yes." If you did not operate in any jurisdiction during the reporting period, choose "No." 
Then, select "Submit" to continue. 
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Quarterly Tax Filing 
Reporting Operations 

Step 3: On the Miles per Volumes (Schedule A) screen, you must do the following: 

• Select each fuel type used in your operations during the reporting period.
• Enter the total miles traveled for each fuel type. Total miles should include miles traveled in

IFTA and non-I FT A jurisdictions and should be rounded to the nearest whole number. You
must convert Canadian kilometers to miles (1 kilometer= .62137 miles).

• Enter the total volumes used for each fuel type. You must convert Canadian liters to gallons (1
liter = .2642 gallons).

Select "Submit to continue. 
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Qu arte r ly Tax F i l i n g 
Re port i n g  Ope rat i o n s  

Step 4: Using the Miles Per Volume Summary screen, review the fuel type(s), total miles traveled, and 
total volumes entered previously to ensure it is correct. Select "Submit" to continue. 
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Quarterly Tax Filing
Reporting Operations 

Step 5:  For each fuel type selected on Schedule A, a jurisdictions screen will be displayed.  You must 
identify all of the jurisdictions (both IFTA and non-IFTA) in which you traveled for each fuel type 
reported. 

You may select jurisdictions using either of the following methods: 

• Map - Using the map, you can simply click the jurisdiction on the map.  The jurisdiction will be
displayed in green and will also be displayed in the list on the right-hand side of the screen.

• List - Using the list, you may select jurisdictions one at a time or more than one at a time.
o To select only one jurisdiction, highlight the jurisdiction in the list and then click the

green arrow. The jurisdiction will then be displayed in the list on the right-hand side of
the screen, but you must repeat this process for each jurisdiction traveled.

o To select more than one jurisdiction at once, press the [Ctrl] key, highlight all of the
jurisdictions traveled, and then click the green arrow. All of the jurisdictions selected
will be displayed in the list on the right-hand side of the screen.

Important:  If you choose a jurisdiction in error, you may remove it from the return by highlighting 
the name in the list on the right-hand side of the screen and clicking the green arrow or by clicking 
the jurisdiction on the map. 
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Quarterly Tax Filing 
Reporting Operations 

Step 6: For each fuel type selected on Schedule A, a Fuel Tax Computation (Schedule B) screen will 
be displayed. You must provide the following information for each fuel type reported. 

• Enter the total miles traveled in each jurisdiction. Total miles should include both taxable and
non-taxable miles and should be rounded to the nearest whole number.

• Once you have entered the total miles for a jurisdiction, the taxable miles field will be
automatically populated with the same amount. However, you may change the taxable miles
amount if some or all of the miles traveled in a jurisdiction are exempt. Enter the amount of
taxable miles (total miles minus exempt miles) traveled in each jurisdiction, if different than
the pre-populated amount.

• Enter the fuel volumes purchased in each jurisdiction.
• If you traveled in multiple jurisdictions, select "Next>>" to view additional screens. Continue

to select "Next>>" until mileage and fuel information has been entered for all jurisdictions for
each fuel type reported.

Important: The system will calculate the surcharge for you. 

Select "Submit" to continue. 
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Qu arte r ly Tax F i l i n g 
Re port i n g  Ope rat i o n s  

Step 7: Once you have entered all required return information, the system will calculate the tax or 
refund due, which will be displayed on the Tax Payment screen. Review the information and select 
"Submit" to continue. 
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Qu arte r ly Tax F i l i n g 
Re port i n g  Operat i o n s  

Step 8: The Operation Summary screen is a summary of all the return information entered previously 
as well as the tax, penalty, and interest due on the return. Review all of the return information to 
ensure it is correct and select "Submit" to continue. 

Important: If you traveled in multiple jurisdictions, select "Next Set>  >" to view additional screens. 
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Quarterly Tax Filing 
Submit a Payment 

If your return shows a balance due, the Payment Method Selection screen will be displayed. You may 
make a payment using one of the following methods: 

a. Bank Draft
b. Credit/Debit Card

You must choose one payment method and select "Submit" to continue. 
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Qu arte r ly Tax F i l i n g 
S u b m i t a Payme nt 

Bank D raft 

Step 1: If you chose to make a bank draft payment, the Payment by Bank Draft screen will be 
displayed; otherwise, skip to Step 3. You must do the following: 

• Enter the 9-digit bank routing number.
• Enter the bank account number.
• Select the type of account associated with the bank account number entered.
• Verify the payment amount. You must pay the full amount due.

Important: Make sure you read the payment authorization statement located at the bottom of the 
screen before proceeding with your payment. 

Select "Submit" to continue. 
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Qu arte r ly Tax F i l i n g 
S u b m i t a Payme nt 

Ban k Draft 

Step 2: Once you have entered the required bank draft payment information, the Payment by Bank 
Draft Verification screen will be displayed. Enter the bank account number again and select "Submit" 
to continue. 
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Qu arte r ly Tax F i l i n g 
S u b m i t a Payme nt 

C red i t /  De b i t  Card 

Step 3: If you chose to make a credit or debit card payment, the Payment by Credit/Debit Card 
screen will be displayed. You must do the following: 

• Select Visa or MasterCard.
• Enter the 16-digit credit or debit card number.
• Select the month and year of the expiration date as shown on the card.
• Enter the name of the card holder exactly as it appears on the credit or debit card.
• Enter the zip code as shown on the cardholder's billing statement.
• Verify the payment amount. You must pay the full amount due.

Important. A convenience fee is charged when paying by credit or debit card. The convenience fee is 
calculated as $2.00 for every $100.00 increment of your payment. In addition, make sure you read 
the additional credit/debit card payment information located at the bottom of the screen before 
proceeding with your payment. 

Select "Submit" to continue. 
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Qu arte r ly Tax F i l i n g 
S u b m i t a Payme nt 

C red i t / De b i t  Card 

Step 4: Once you have entered the required credit/debit card payment information, the Credit/Debit 
Card Verification screen will be displayed. Verify all of the credit/debit card information entered 
previously and select "Submit" to continue. 

Important. Make sure you read the payment authorization statement located at the bottom of the 
screen before proceeding with your payment. 
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Qu arte r ly Tax F i l i n g 
S u b m i t a Payme nt 

Conf i rmat i o n 

Step 5 :  Once all of your return and payment information has been entered, the Tax Return 
Confirmation screen will be displayed. If the tax return shows a balance due, the amount and type of 
payment is displayed along with the confirmation number for the transaction. 

Make sure to print the return confirmation for your records by choosing "Print Screen." If you would 
like to print a copy of your return, select "Print Return." 

If you need to perform additional functions, select "Menu" to return to the main menu; otherwise, 
select "Exit" to log out. 
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I FT A/  I NT RAST ATE CREDENTIALS 

Ord e r  Crede nt ia l s 

The Order Credentials menu option should be used to order decals only for IFTA and Intrastate 
accounts. 

Step 1 :  On the Main Menu, use the drop-down list to select "Order Credentials" and select "Submit" 
to continue. 
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IFTA/lntrastate Credentials 
Order Credentials 

Step 2: On the Credentials Menu screen, use the drop-down list to choose either "Decals and 
IFTA" or "Intrastate" and select "Submit" to continue. 
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I FTA/ l n t rastate C red e nt i a l s  

O rd e r  C red e nt ia l s 

Step 3 :  On the Order Credentials Information screen, you must do the following :  

• Select the Tax Type ( IFTA or Intrastate) for which credentials are needed.
• Select the year for which credentials are needed.
• If you are requesting decals, enter the number of sets of decals requested. One decal set

contains two decals, one for each side of the vehicle.

Select "Submit" to continue. 
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IFTA/lntrastate Credentials 
Order Credentials 

Step 4 :  Once all of the required credential order information has been entered, the Order 
Credentials Confirmation screen will be displayed. Make sure to print the order confirmation for your 
records by choosing "Print Screen." 

If you need to perform additional functions, select "Menu" to return to the main menu; otherwise, 
select "Exit" to log out. 

Important. The address displayed is the address to which the credentials will be mailed. If you need 
to update your address, contact us at (919) 707-7500 or 1-877-308-9092. 
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INQUIRE TAX RETURNS OR CREDENTIALS 

The Inquire Tax Returns or Credentials menu option should be used for the following: 

a. Inquire Tax Returns - View and/or print tax returns previously submitted electronically.
b. Inquire Credentials - View details of credential orders previously submitted electronically.

On the Main Menu, use the drop-down list to select "Inquire Tax Returns or Credentials" and select 
"Submit" to continue. 
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I n q u i re Tax Retu  rn s  o r  C rede n t ia l  s

Tax Return

Step 1 :  On the Inquiry Selection screen, select 'Tax Return". 

Important. You may only view tax return transactions that have been completed online. If the 
transaction has not been completed, you must use the Quarterly Tax Filing menu option to view and 
complete the transaction. 

IFTA/lntrastate E-File - User Manual 38 



I n q u i re Tax Retu rn s  o r  C rede nt ia l s 
Tax Retu rn 

Step 2: The Tax Return Period for Inquiry screen will be displayed. Use the drop-down lists to select 
the quarter and year of the return you would like to view. Select "Submit" to continue. 
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I n q u i re Tax Retu rn s  o r  C rede nt ia l s 
Tax Retu rn 

Step 3: Once you have selected the applicable return, the Tax Return Summary screen will be 
displayed showing the tax return information filed for the designated reporting period. If you would 
like to print the return information, select "Print Screen"; otherwise, select "Submit" to return to the 
main menu. 
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I  n q u i re Tax Ret u rn s  o r  C re d e nt ia l  s

Credentials

Step 1 :  On the Inquiry Selection screen, select "Credentials". 

Important. You may only view credential transactions that have been completed online. If the 
transaction has not been completed, you must use the Order Credentials menu option to view and 
complete the transaction. 
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I  nq u i  re Tax Retu  rn s  o r  C rede n t ia l  s

Credentials

Step 2: The Credentials Information for Inquiry screen will be displayed. Select the tax type (IFTA or 
Intrastate) and the year for which credentials were requested. Select "Submit" to continue. 
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I n q u i re Tax Retu rn s  o r  C rede nt ia l s 
C rede nt i a l s  

Step 3: The Credentials List for Inquiry screen displays all of the credential orders submitted 
electronically for the tax type and year identified previously. Choose the specific credential order you 
would like to view and select "Submit" to continue. 
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I n q u i re Tax Retu rn s  o r  C rede nt ia l s 
C rede nt i a l s  

Step 4: Once you have selected a specific credential order to view, the Credential Summary screen 
will be displayed showing the details of the credential order. If you would like to print the credential 
order information, select "Print Screen"; otherwise, select "Submit" to return to the main menu. 
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CLOSE ACCOU NT 

The Close Account menu option should be used to request your IFTA or Intrastate account be closed. 
This option should not be used for cancelling your online account, but rather to notify the 
Department you are no longer operating. 

Step 1 :  On the Main Menu, use the drop-down list to select "Close Account" and select "Submit" to 
continue. 
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C lose  Accou nt  

Step 2 :  If you are a reporting service or third-party representative and you conduct business for 
more than  one  I FTA o r  I nt rastate accou nt ,  t he  Accou nt Se l ect i on  sc reen  wi l l  be d i s p l ayed ; 
oth e rwi s e ,  s k i p to Ste p 3 .  Ente r the  appropr i ate NCDOR  I D  and se l ect "Su bm i t" to cont i n u e .  
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Close Account 

Step 3 :  On the Close Account screen, you must do the following: 

• Select the tax type (IFTA or Intrastate) of the account you want to close.
• Enter the date the account should be closed.

Important: If you cease operations in the middle of a quarter, you are still liable for filing a tax 
return, if applicable, for the last quarter in business. 

Select "Submit" to continue. 

IFTA/lntrastate E-File - User Manual 47 



Close Account 

Step 4 :  Once you have provided the required information, the Close Account Confirmation screen 
will be displayed confirming receipt of your request to close the account. Make sure to print the 
confirmation for your records by choosing "Print Screen." 

If you need to perform additional functions, select "Menu" to return to the main menu; otherwise, 
select "Exit" to log out. 
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USER MANAGEMENT 

The User Management menu option should be used for the following: 

a. Add a user
b. Remove a user
c. Reinstate a user

Adding, reinstating, or removing users (e.g. a reporting service or State User representative) allows 
you to control the users who have access to your online account and who may conduct business on 
your behalf. You may only assign access to one reporting service and/or one third party 
representative at a time. 

On the Main Menu, use the drop-down list to select "User Management" and select "Submit" to 
continue. 
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User Management

Add a User

Step 1: On the User Management Selection screen, select Add User and select "Submit" to continue. 
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User Management 
Ad d a User 

Step 2: The Select Role for User to Add screen will be displayed. You must indicate whether the user 
to whom you are granting access to your online account is a reporting service or State User. Select 
"Submit" to continue. 
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User Management 
Add a User 

Re port ing  Se rvices 

Step 3 :  If you choose to add a reporting service to your account, the Reporting Services Selection 
screen will be displayed; otherwise, skip to Step 5. From the drop-down list, select the reporting 
service that may act on your behalf and select "Submit" to continue. 

Important: If your designated reporting service is not included in the drop-down list, you must have 
the reporting service contact our office to be added to the system. 
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Use r  Managemen t

Remove a User

Step 4: Once you have made a selection, the Access Management Confirmation screen will be 
displayed. Verify the information is correct. 

If any information is incorrect, select "Back" to return to the previous screen to make a different 
selection; otherwise, select "Submit" to continue to the Main Menu. 
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Use r  Managemen t  
Remove  a  U se r

Step 1: On the User Management Selection screen, select Remove User6 and select "Submit" to 
continue. 
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Use r  Managemen t  
Re move a U se r  

Step 2: The Select Role for User to Remove screen will be displayed. You must indicate the user for 
whom you are removing access is a reporting service email. Select "Submit" to continue. 

IFTA/lntrastate E-File - User Manual 5 5  



Use r  Managemen t  
Re move a U se r  

Re port ing  Se rvices 

Step 3 :  If you choose to remove a reporting service's access to your online account, the Remove 
Reporting Service Confirmation screen will be displayed; otherwise, skip to Step 4. Verify the 
information is correct. 

If any information is incorrect, select "Back" to return to the previous screen to make corrections; 
otherwise, select "Submit" to continue to the Main Menu. 
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Use r  Managemen t

Reinstate a User

Step 1: On the User Management Selection screen, select Reinstate User and select "Submit" to 
continue. 
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Use r  Managemen t  
Re i n state a U se r  

Step 2: If The Select Role for User to Reinstate screen will be displayed. You must indicate the user 
for whom you are reinstating access to with a reporting service email. 
Select "Submit" to continue. 
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User Management

Reinstate a User
Report ing  Se rvices

Step 3: If you choose to reinstate a reporting service's access to your on line account, the Reinstate 
Reporting Service Confirmation screen will be displayed; otherwise, skip to Step 4. Verify the 
information is correct. 

If any information is incorrect, select "Back" to return to the previous screen to make corrections; 
otherwise, select "Submit" to continue to the Main Menu. 
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MODIFY MY PA S S W ORD

The Modify My Password menu option should be used to change your password. Your password 
must be active to use this option. 

Step 1 :  On the Main Menu, use the drop-down list to select "Modify My Password" and select 
"Submit" to continue. 
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Modify My Password 

Step 2 :  On the Change Password screen, enter your current password in the "Old Password" field 
and then enter your new password in the "New Password" field. Complete the remaining fields and 
select "Submit" to continue. 

Important. Your new password cannot be the same as any of the last six passwords you have used 
for your online account. 
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Mod ify My Pas sword 

Step 3 :  Once the Change Password Confirmation screen is displayed, select "Submit" to return to the 
main menu. 
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U PDATE MY I N FORMATION 

The Update My Information menu option should be used to make changes to your online account 
information. You may update your email address, name, and telephone number as needed. 

Step 1 :  On the Main Menu, use the drop-down list to select "Update My Information" and select 
"Submit" to continue. 
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U pdate My I n format ion  

Step 2 :  Once the Update User Information screen is displayed, make the necessary changes to your 
information and select "Submit" to continue. 
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Update My Information 

Step 3 :  Once the Update User Confirmation screen is displayed, verify that you have entered your 
updated information correctly. If you would also like to change your password, select "Yes" to modify 
your password. (See the Modify My Password section for instructions.) If you do not need to modify 
your password, choose "No." Select "Submit" to continue. 
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FORGOT YOU R  PASSWORD 

If you cannot remember your password, you can view your pass phrase (i.e. password hint) that you 
established upon initial access setup or during your last password change. 

Step 1 :  On the Login screen, enter your User I D  and select the "Forgot Your Password" link. 
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Fo rgot You r  Pas sword 

Step 2 :  Once the Forgot Password screen is displayed, verify the User ID  is correct or enter your User 
ID if it is not already displayed. 
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Fo rgot You r  Pas sword 

Step 3 :  Your passphrase will be displayed on the Password Hint screen. Select "Submit" to return to 
the login screen. 

Important. If the pass phrase does not help you remember your password, your password will need to 
be reset. Contact us at (919) 707-7500 or 1-877-308-9092 for a temporary password. 
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	Motor Carrier IFTA/lntrastate
	Online Filing and Payment System
	From the Department's home page, select E-Services and then click the link Motor Fuels !FT A/Intrastate E-File. When you are ready, click the link "Ready to file IFTA returns or order IFTA/lntrastate credentials online? Click here!" to open the application. 
	Step 1: 
	www.ncdor.gov
	www.ncdor.gov
	www.ncdor.gov


	, 

	Once you have read the welcome information, select "Submit" to continue. 
	Step 2: 

	Figure
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	Online Account Setup
	First Time User/Initial Access Setup
	Before you can begin using the IFTA/lntrastate E-File application, you must set up your online account. You will need the access code letter we mailed to you shortly after you registered with the Department. 
	You must set up your account within 90 days of the date on your access code letter; otherwise, your access code will expire. If you do not have your letter or if your access code has expired, contact us at (919) 707-7500 or 1-877-308-9092 to obtain your access code. 
	Important: 

	On the Login screen, select the link for "First Time User/Initial Access Setup." 
	Step 1: 

	Figure
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	Read he inerneaccess seup noice and selec"Submi" o coninue. 
	Step 2: 
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	Enter the NCDOR ID and access code from the access code letter you received. The access code is case-sensitive so you must use capital letters. Select "Submit" to continue. 
	Step 3: 

	Figure
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	In addition to yourself, you may grant access to your online account to a reporting service, a third-party representative, or both. By granting access to another user, you are allowing that user to file returns, order credentials, close your IFTA or Intrastate account, etc. on your behalf. If you would like someone other than yourself to have access to your on line account, check the appropriate box. 
	Step 4: 

	You may grant access or remove a user's access to your online account at a later time. See the User Management section for instructions. 
	Important: 

	Select "Submit" to continue. 
	Figure

	Page 8
	If you choose to allow a reporting service access to your online account, the Reporting Services Selection screen will be displayed; otherwise, skip Step 6. From the drop-down list, select the reporting service that may act on your behalf and select "Submit" to continue. 
	Step 5: 

	If your designated reporting service is not included in the drop-down list, you must have the reporting service contact our office to be added to the system. 
	Important: 

	Figure

	Page 9
	If you choose to allow third-party representative access to your on line account, the 3Party Selection screen will be displayed; otherwise, skip to Step 9. You must indicate if the representative already has an !FT A/Intrastate online account or if the representative is a new user. Then, select "Submit" to continue. 
	Step 6: 
	rd 

	Figure

	Page 10
	If you indicated that the third-party representative has an existing IFTA/lntrastate online account, the Select Third Party screen will be displayed; otherwise, skip to Step 8. Enter the email address of the third-party representative and select "Submit" to continue. 
	Step 7: 

	The email address entered must match an existing email address in the system; otherwise, an error message will be displayed. You should contact your representative for their correct email address. 
	Important: 

	Figure

	Page 11
	If you indicated that the third-party representative is a new user, the New Third Party Access Information screen will be displayed; otherwise, skip to Step 9. Enter your representative's email address, first and last name, telephone number, and a temporary password and passphrase. Then, select "Submit" to continue. 
	Step 8: 

	The password and passphrase you enter is temporary for security purposes. The first time your representative logs into the IFTA/lntrastate E-File application, they will be required to establish a new password and passphrase. 
	Important: 

	Figure

	Page 12
	To complete the setup of your on line account, the Individual Access Information screen is displayed. Enter your email address, first and last name, and telephone number. In addition, you must enter a password and passphrase. Select "Submit" to continue. 
	Step 9: 

	Figure

	Page 13
	Once you have successfully entered your access information as well as the access information for your designees (if applicable), the Access Management Confirmation screen will be displayed. Verify the information you have entered. 
	Step 10: 

	If any information is incorrect, select "Back" to return to the appropriate screen(s) to make corrections; otherwise, select "Submit" to continue to the Main Menu. 
	Figure
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	QUARTERLY TAX Fl LI NG 
	The Quarterly Tax Filing menu option should be used for the following: 
	a.
	a.
	a.
	File a quarterly IFTA return - Reporting No Operations
	File a quarterly IFTA return - Reporting No Operations


	b.
	b.
	File a quarterly IFTA return - Reporting Operations
	File a quarterly IFTA return - Reporting Operations


	c.
	c.
	You cannot submit a paymentwithout filing a tax return.) 
	Submit an electronic payment with a return 
	(Important: 



	On the Main Menu, select "Quarterly Tax Filing" from the drop-down list and select "Submit" to continue. 
	Figure
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	Reporting No Operations
	If you are a reporting service or third-party representative and you conduct business for more than 20 IFTA accounts, the Account Selection screen will be displayed; otherwise, skip to Step 2. Enter your client's NCDOR ID and select "Submit" to continue. 
	Step 1: 

	If you are a reporting service or third-party representative and you represent fewer than 20 IFTA accounts, the account selection screen will display a drop-down list for you to select your client's account. Select the appropriate account from the drop-down list and select "Submit" to continue. 
	Important: 

	Figure

	Page 16
	On the Carrier Tax Return screen, select the quarter and year of the reporting period. In addition, you must indicate whether you had operations in one or more jurisdictions during the reporting period. 
	Step 2: 

	If you operated in at least one jurisdiction (including North Carolina) during the reporting period, choose "Yes." If you did not operate in any jurisdiction during the reporting period, choose "No." Then, select "Submit" to continue. 
	Figure

	Page 17
	Based on the due date of the return you are filing, the system will calculate any applicable penalty due, which will be displayed on the Penalty Payment screen. Select "Submit" to continue. 
	Step 3: 

	If you are filing the tax return after the due date, you will have the option of submitting an electronic payment for the amount owed before receiving a return confirmation. Go to the section for instructions. 
	Important: 
	Submit a Tax Payment 

	Figure
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	If you did not operate in any jurisdiction during the reporting period and the return is not late, the No Operation Tax Return Confirmation screen will be displayed. Make sure to print the return confirmation for your records by choosing "Print Screen." If you would like to print a copy of your return, select "Print Return." 
	Step 4: 

	If you need to perform additional functions, select "Menu" to return to the main menu; otherwise, select "Exit" to log out. 
	Figure
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	Reporting Operations
	If you are a reporting service or third-party representative and you conduct business for more than 20 IFTA accounts, the Account Selection screen will be displayed; otherwise, skip to Step 2. Enter your client's NCDOR ID and select "Submit" to continue. 
	Step 1: 

	If you are a reporting service or third-party representative and you represent fewer than 20 IFTA accounts, the account selection screen will display a drop-down list for you to select your client's account. Select the appropriate account from the drop-down list and select "Submit" to continue. 
	Important: 

	Figure
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	On the Carrier Tax Return screen, select the quarter and year of the reporting period. In addition, you must indicate whether you had operations in one or more jurisdictions during the reporting period. 
	Step 2: 

	If you operated in at least one jurisdiction (including North Carolina) during the reporting period, choose "Yes." If you did not operate in any jurisdiction during the reporting period, choose "No." Then, select "Submit" to continue. 
	Figure

	Page 21
	On the Miles per Volumes (Schedule A) screen, you must do the following: 
	Step 3: 

	•
	•
	•
	Select each fuel type used in your operations during the reporting period.

	•
	•
	Enter the total miles traveled for each fuel type. Total miles should include miles traveled inIFTA and non-I FT A jurisdictions and should be rounded to the nearest whole number. Youmust convert Canadian kilometers to miles (1 kilometer= .62137 miles).

	•
	•
	Enter the total volumes used for each fuel type. You must convert Canadian liters to gallons (1liter = .2642 gallons).


	Select "Submit to continue. 
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	Using the Miles Per Volume Summary screen, review the fuel type(s), total miles traveled, and total volumes entered previously to ensure it is correct. Select "Submit" to continue. 
	Step 4: 
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	•
	•
	•
	Map - Using the map, you can simply click the jurisdiction on the map.  The jurisdiction will bedisplayed in green and will also be displayed in the list on the right-hand side of the screen.

	•
	•
	List - Using the list, you may select jurisdictions one at a time or more than one at a time.
	List - Using the list, you may select jurisdictions one at a time or more than one at a time.
	o
	o
	o
	To select only one jurisdiction, highlight the jurisdiction in the list and then click thegreen arrow. The jurisdiction will then be displayed in the list on the right-hand side ofthe screen, but you must repeat this process for each jurisdiction traveled.

	o
	o
	ct more than one jurisdiction at once, press the [Ctrl] key, highlight all of thejurisdictions traveled, and then click the green arrow. All of the jurisdictions selectedwill be displayed in the list on the right-hand side of the screen.
	To sele






	  If you choose a jurisdiction in error, you may remove it from the return by highlighting the name in the list on the right-hand side of the screen and clicking the green arrow or by clicking the jurisdiction on the map. 
	Important:

	Once you have selected all of the jurisdictions traveled, select "Submit" to continue. 
	Step 5:
	  For each fuel type selected on Schedule A, a jurisdictions screen will be displayed.  You must identify all of the jurisdictions (both IFTA and non-IFTA) in which you traveled for each fuel type reported. 
	You may select jurisdictions using either of the following methods: 
	Figure
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	For each fuel type selected on Schedule A, a Fuel Tax Computation (Schedule B) screen will be displayed. You must provide the following information for each fuel type reported. 
	Step 6: 

	•
	•
	•
	Enter the total miles traveled in each jurisdiction. Total miles should include both taxable andnon-taxable miles and should be rounded to the nearest whole number.

	•
	•
	Once you have entered the total miles for a jurisdiction, the taxable miles field will beautomatically populated with the same amount. However, you may change the taxable milesamount if some or all of the miles traveled in a jurisdiction are exempt. Enter the amount oftaxable miles (total miles minus exempt miles) traveled in each jurisdiction, if different thanthe pre-populated amount.

	•
	•
	Enter the fuel volumes purchased in each jurisdiction.

	•
	•
	If you traveled in multiple jurisdictions, select "Next>>" to view additional screens. Continueto select "Next>>" until mileage and fuel information has been entered for all jurisdictions foreach fuel type reported.


	The system will calculate the surcharge for you. 
	Important: 

	Select "Submit" to continue. 
	Figure
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	Quarterly Tax Filing Reporting Operations 
	Once you have entered all required return information, the system will calculate the tax or refund due, which will be displayed on the Tax Payment screen. Review the information and select "Submit" to continue. 
	Step 7: 
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	The Operation Summary screen is a summary of all the return information entered previously as well as the tax, penalty, and interest due on the return. Review all of the return information to ensure it is correct and select "Submit" to continue. 
	Step 8: 

	If you traveled in multiple jurisdictions, select "Next Set> >" to view additional screens. 
	Important: 

	Figure
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	Submit a Payment 
	If your return shows a balance due, the Payment Method Selection screen will be displayed. You may make a payment using one of the following methods: 
	a.
	a.
	a.
	Bank Draft
	Bank Draft


	b.
	b.
	Credit/Debit Card
	Credit/Debit Card



	You must choose one payment method and select "Submit" to continue. 
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	Bank Draft 
	If you chose to make a bank draft payment, the Payment by Bank Draft screen will be displayed; otherwise, skip to Step 3. You must do the following: 
	Step 1: 

	•
	•
	•
	Enter the 9-digit bank routing number.

	•
	•
	Enter the bank account number.

	•
	•
	Select the type of account associated with the bank account number entered.

	•
	•
	Verify the payment amount. You must pay the full amount due.


	Make sure you read the payment authorization statement located at the bottom of the screen before proceeding with your payment. 
	Important: 

	Select "Submit" to continue. 
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	Bank Draft 
	Once you have entered the required bank draft payment information, the Payment by Bank Draft Verification screen will be displayed. Enter the bank account number again and select "Submit" to continue. 
	Step 2: 
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	Quarterly Tax Filing Submit a Payment 
	Cred it/ Debit Card 

	If you chose to make a credit or debit card payment, the Payment by Credit/Debit Card screen will be displayed. You must do the following: 
	Step 3: 

	•
	•
	•
	Select Visa or MasterCard.

	•
	•
	Enter the 16-digit credit or debit card number.

	•
	•
	Select the month and year of the expiration date as shown on the card.

	•
	•
	Enter the name of the card holder exactly as it appears on the credit or debit card.

	•
	•
	Enter the zip code as shown on the cardholder's billing statement.

	•
	•
	Verify the payment amount. You must pay the full amount due.


	A convenience fee is charged when paying by credit or debit card. The convenience fee is calculated as $2.00 for every $100.00 increment of your payment. In addition, make sure you read the additional credit/debit card payment information located at the bottom of the screen before proceeding with your payment. 
	Important. 

	Select "Submit" to continue. 
	Figure
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	Credit/Debit Card 
	Once you have entered the required credit/debit card payment information, the Credit/Debit Card Verification screen will be displayed. Verify all of the credit/debit card information entered previously and select "Submit" to continue. 
	Step 4: 

	Make sure you read the payment authorization statement located at the bottom of the screen before proceeding with your payment. 
	Important. 

	Figure
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	Confi rmation 
	Once all of your return and payment information has been entered, the Tax Return Confirmation screen will be displayed. If the tax return shows a balance due, the amount and type of payment is displayed along with the confirmation number for the transaction. 
	Step 5: 

	Make sure to print the return confirmation for your records by choosing "Print Screen." If you would like to print a copy of your return, select "Print Return." 
	If you need to perform additional functions, select "Menu" to return to the main menu; otherwise, select "Exit" to log out. 
	Figure
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	I FT A/ I NT RAST ATE CREDENTIALS 
	Order Credentials 
	The Order Credentials menu option should be used to order decals only for IFTA and Intrastate accounts. 
	On the Main Menu, use the drop-down list to select "Order Credentials" and select "Submit" to continue. 
	Step 
	1: 

	Figure
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	On the Credentials Menu screen, use the drop-down list to choose either "Decals and IFTA" or "Intrastate" and select "Submit" to continue. 
	Step 2: 
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	IFTA/lntrastate Credentials Order Credentials 
	On the Order Credentials Information screen, you must do the following: 
	Step 3: 

	•
	•
	•
	Select the Tax Type (IFTA or Intrastate) for which credentials are needed.

	•
	•
	Select the year for which credentials are needed.

	•
	•
	If you are requesting decals, enter the number of sets of decals requested. One decal setcontains two decals, one for each side of the vehicle.


	Select "Submit" to continue. 
	Figure
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	Once all of the required credential order information has been entered, the Order Credentials Confirmation screen will be displayed. Make sure to print the order confirmation for your records by choosing "Print Screen." 
	Step 4: 

	If you need to perform additional functions, select "Menu" to return to the main menu; otherwise, select "Exit" to log out. 
	The address displayed is the address to which the credentials will be mailed. If you need to update your address, contact us at (919) 707-7500 or 1-877-308-9092. 
	Important. 

	Figure
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	INQUIRE TAX RETURNS OR CREDENTIALS 
	The Inquire Tax Returns or Credentials menu option should be used for the following: 
	a.
	a.
	a.
	-View and/or print tax returns previously submitted electronically.
	Inquire Tax Returns 


	b.
	b.
	-View details of credential orders previously submitted electronically.
	Inquire Credentials 



	On the Main Menu, use the drop-down list to select "Inquire Tax Returns or Credentials" and select "Submit" to continue. 
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	Tax Return
	Step 1: On the Inquiry Selection screen, select 'Tax Return". Important. You may only view tax return transactions that have been completed online. If the transaction has not been completed, you must use the Quarterly Tax Filing menu option to view and complete the transaction. 
	Figure

	Page 39
	The Tax Return Period for Inquiry screen will be displayed. Use the drop-down lists to select the quarter and year of the return you would like to view. Select "Submit" to continue. 
	Step 2: 
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	Once you have selected the applicable return, the Tax Return Summary screen will be displayed showing the tax return information filed for the designated reporting period. If you would like to print the return information, select "Print Screen"; otherwise, select "Submit" to return to the main menu. 
	Step 3: 
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	On the Inquiry Selection screen, select "Credentials". 
	Step 1: 

	You may only view credential transactions that have been completed online. If the transaction has not been completed, you must use the Order Credentials menu option to view and complete the transaction. 
	Important. 
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	The Credentials Information for Inquiry screen will be displayed. Select the tax type (IFTA or Intrastate) and the year for which credentials were requested. Select "Submit" to continue. 
	Step 2: 
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	The Credentials List for Inquiry screen displays all of the credential orders submitted electronically for the tax type and year identified previously. Choose the specific credential order you would like to view and select "Submit" to continue. 
	Step 3: 
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	Once you have selected a specific credential order to view, the Credential Summary screen will be displayed showing the details of the credential order. If you would like to print the credential order information, select "Print Screen"; otherwise, select "Submit" to return to the main menu. 
	Step 4: 
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	CLOSE ACCOUNT 
	The Close Account menu option should be used to request your IFTA or Intrastate account be closed. This option should not be used for cancelling your online account, but rather to notify the Department you are no longer operating. 
	On the Main Menu, use the drop-down list to select "Close Account" and select "Submit" to continue. 
	Step 
	1: 
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	more than one IFTA or Intrastate account, the Account Selection screen will be displayed; otherwise, skip to Step 3. Enter the appropriate NCDOR ID and select "Submit" to continue. 
	Step 2: 
	If you are a reporting service or third-party representative and you conduct business for 

	Figure
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	On the Close Account screen, you must do the following: 
	Step 3: 

	•
	•
	•
	Select the tax type (IFTA or Intrastate) of the account you want to close.

	•
	•
	Enter the date the account should be closed.


	If you cease operations in the middle of a quarter, you are still liable for filing a tax return, if applicable, for the last quarter in business. 
	Important: 

	Select "Submit" to continue. 
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	Once you have provided the required information, the Close Account Confirmation screen will be displayed confirming receipt of your request to close the account. Make sure to print the confirmation for your records by choosing "Print Screen." 
	Step 4: 

	If you need to perform additional functions, select "Menu" to return to the main menu; otherwise, select "Exit" to log out. 
	Figure
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	USER MANAGEMENT 
	The User Management menu option should be used for the following: 
	a.
	a.
	a.
	Add a user
	Add a user


	b.
	b.
	Remove a user
	Remove a user


	c.
	c.
	Reinstate a user
	Reinstate a user



	Adding, reinstating, or removing users (e.g. a reporting service or State User representative) allows you to control the users who have access to your online account and who may conduct business on your behalf. You may only assign access to one reporting service and/or one third party representative at a time. 
	On the Main Menu, use the drop-down list to select "User Management" and select "Submit" to continue. 
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	On the User Management Selection screen, select Add User and select "Submit" to continue. 
	Step 1: 
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	User Management Add a User 
	The Select Role for User to Add screen will be displayed. You must indicate whether the user to whom you are granting access to your online account is a reporting service or State User. Select "Submit" to continue. 
	Step 2: 
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	Re porting Services 
	If you choose to add a reporting service to your account, the Reporting Services Selection screen will be displayed; otherwise, skip to Step 5. From the drop-down list, select the reporting service that may act on your behalf and select "Submit" to continue. 
	Step 3: 

	If your designated reporting service is not included in the drop-down list, you must have the reporting service contact our office to be added to the system. 
	Important: 

	Figure
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	Once you have made a selection, the Access Management Confirmation screen will be displayed. Verify the information is correct. 
	Step 4: 

	If any information is incorrect, select "Back" to return to the previous screen to make a different selection; otherwise, select "Submit" to continue to the Main Menu. 
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	Step 1: On the User Management Selection screen, select Remove User6 and select "Submit" to continue. 
	StyleSpan
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	The Select Role for User to Remove screen will be displayed. You must indicate the user for whom you are removing access is a reporting service email. Select "Submit" to continue. 
	Step 2: 
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	User Management Remove a User 
	Re porting Services 

	If you choose to remove a reporting service's access to your online account, the Remove Reporting Service Confirmation screen will be displayed; otherwise, skip to Step 4. Verify the information is correct. 
	Step 3: 

	If any information is incorrect, select "Back" to return to the previous screen to make corrections; otherwise, select "Submit" to continue to the Main Menu. 
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	On the User Management Selection screen, select Reinstate User and select "Submit" to continue. 
	Step 1: 
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	If The Select Role for User to Reinstate screen will be displayed. You must indicate the user for whom you are reinstating access to with a reporting service email. 
	Step 2: 

	Select "Submit" to continue. 
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	If you choose to reinstate a reporting service's access to your on line account, the Reinstate Reporting Service Confirmation screen will be displayed; otherwise, skip to Step 4. Verify the information is correct. 
	Step 3: 

	If any information is incorrect, select "Back" to return to the previous screen to make corrections; otherwise, select "Submit" to continue to the Main Menu. 
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	H1
	P
	The Modify My Password menu option should be used to change your password. Your password must be active to use this option. Step 1: On the Main Menu, use the drop-down list to select "Modify My Password" and select "Submit" to continue. 
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	Modify My Password 
	On the Change Password screen, enter your current password in the "Old Password" field and then enter your new password in the "New Password" field. Complete the remaining fields and select "Submit" to continue. 
	Step 2: 

	Your new password cannot be the same as any of the last six passwords you have used for your online account. 
	Important. 
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	Modify My Password 
	Once the Change Password Confirmation screen is displayed, select "Submit" to return to the main menu. 
	Step 3: 
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	UPDATE MY INFORMATION 
	The Update My Information menu option should be used to make changes to your online account information. You may update your email address, name, and telephone number as needed. 
	On the Main Menu, use the drop-down list to select "Update My Information" and select "Submit" to continue. 
	Step 1: 
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	Update My Information 
	Once the Update User Information screen is displayed, make the necessary changes to your information and select "Submit" to continue. 
	Step 2: 
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	Update My Information 
	Once the Update User Confirmation screen is displayed, verify that you have entered your updated information correctly. If you would also like to change your password, select "Yes" to modify your password. (See the Modify My Password section for instructions.) If you do not need to modify your password, choose "No." Select "Submit" to continue. 
	Step 3: 
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	FORGOT YOUR PASSWORD 
	If you cannot remember your password, you can view your pass phrase (i.e. password hint) that you established upon initial access setup or during your last password change. 
	On the Login screen, enter your User ID and select the "Forgot Your Password" link. 
	Step 1: 
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	Forgot Your Password 
	Once the Forgot Password screen is displayed, verify the User ID is correct or enter your User ID if it is not already displayed. 
	Step 2: 
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	Your passphrase will be displayed on the Password Hint screen. Select "Submit" to return to the login screen. 
	Step 3: 

	If the pass phrase does not help you remember your password, your password will need to be reset. Contact us at (919) 707-7500 or 1-877-308-9092 for a temporary password. 
	Important. 

	Figure




