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Motor Carrier IFTA/Intrastate

Online Filing and Payment System

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

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

Welcome to the Motor Carrier IFTA/Intrastate Help @

On-line Filing and Payment System

The IFTAntrastate online sysiem allows all regisiered Intrastate carriers o order credentials (cense and decals). Also, the
sysiem allows all regisiered Intermadional Fuel Tax Agreemeni (IFTA) carriers to file quarierly IFTA returns, pay amounis due
andl order eredentials (license and decals), The Department of Revenue's ondine systiem will offer the convenience of
complating transactions 24 hours a day, T days a weaek. Payments can be made by bank draft, Mastercard, or Visa,

Standard Symibols and Butions
Red asierisks [*) denode required fields that must be completed.
M Help button ks located in the top right cormer of every page.
For help on specific fields, simply chick on the guestion mark (7) beside the fHisld,
For detailed IFTA requirements, please néler to the [ETA Comoliance Manual located on the DOR website.
The symbaol {!) is & waming that you have entered incomect information, When you move your mouse over the (!}, an
explanation of the error will be displayed specific 1o that field,
= Four navigation butions are located at the bottom of sach page:
« BACK - takes you back to the previeus page.
« SUBMIT - taies you to the nexi page.
» REFRESH - clears all information entered on a page.
« CAMCEL - cancels all input and exits the application.

View Irequently gsked questions.

H you have of meed ce, you may contact the Depariment of Revenue at (319) TO7-7500 or toll-free at (877)
302-5052, Monday through Friday, 8:00 am 1o 5:00 pm. Also, please feel free 1o contact us for Molor Carrier IFTA/Inirastate
website questions and suppEstons.
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Online Account Setup

First Time User/Initial Access Setup

Before you can begin using the IFTA/Intrastate 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.”

T

CABOLINA
N DEFARTHENT

OF BEVENUE

-

“User 1D: ] . S
Password: T

(E-mail address) | J |

First Tmwt User [ bnitial Access Setup Eorgol Your Password

= All transactions are considered valid and legally binding once you click “Submit™ balow.

= Your account can only be accessed by your User 1D and valid passward,

If this is your first time logging into the IFTAAntrastate on-line system, click in the First Time

Userfinitial account setup link above.

= If you have forgotten your password, click on the “Forgot your password” link above.

= Once logged into the system, as a security measure, you will automatically be logged out if
the system remains idle for more than 30 minutes.

T T T
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On-line Account Setup
First Time User/Initial Access

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

NCD®R|:

Internet Access Setup Notice Help @

The following web pages will guide you through the process of setting up your
IFTAf Intrastate Account. Mo informatien is final until you click “Submit” on the
Confirmation Screen.

Using this process you will be asked to specfy the following:

# NCDOR [D and Access Code
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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.

NCD®R | iz
|

Fill out the information below to begin your Setup process:

"NCDOR ID
*Access Code: ?

This information is in the letler you received from the Depanment of Revenue reganding using ihe
Imternet to file returns and order credentiale,

esor | swome | Rerean | canco
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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 online 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.

OB
AL A
CEFAETH T
OF BT

NCD®@R

Access Management Selection Help @

* Select one or both of the boxes below:

Reporting Services 7
Third Party e
Individual (i.e., yourself) 7

By selecting any of the boxes above, you indicate who should have the ability to
manage your Internet Account.
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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.

HEETH

NCD®R
-~ @007 AN

Reporting Services Selection Help @
‘Select the agency you have given permission to manage your IFTA/Intrastate
Account
[Salect Here. . [P
:
ACROSS AMERICAN TRUCKING SERVI
AUSTIN REPORTING
Ar must already maintain your account
ras B &H SERVICES NG ire that thay will accept responsibility in
ha BiG RIG PERMIT SERVICES LLC
BOGGS PAVING
BOGGS PAVING INC
BUCHANAN TAX SERVICE

S — -

CAROLINA'S INDEPEN TRUCKER
CAROLINAS INDEPENDENT TRUCKER
CHARLENES TAX SERVICE

COMDATA RES - FUEL TAX DEPT
COOPER LEASING INC

DO TTRUCKERS SERVICES INC
DROOPY, INC.

HAND H UNLIMITED

IFTAADA COMP

M KELLER & ASSOC INC
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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 online account, the 3" Party
Selection screen will be displayed; otherwise, skip to Step 9. You must indicate if the representative
already has an IFTA/Intrastate online account or if the representative is a new user. Then, select
“Submit” to continue.

0 00— T
3rd Party Selection Help @

¥ou have selected to have a third party manage your IFTA/Intrastate Internet Account.
* Select one of the options below:

Select an existing User 1D/ Email: -
(MNote: you will be required to enter their Email 5
address.)

Create a new User ID/Email for the Internet which can
manage your account:
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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/Intrastate 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.

HORTH

NCD®R

xxxxx

Select Third Party Help @
*User 10: 84 7thirdparty @email.com | ?

(Email Address)

Enter the User 1D / Emall Address of an existing Individual {someone who
already has an account established on the internet) whom you would like to
maintain this Account Information. If you do not know or have forgotten the
User 1D f Email Address, click the "Back” Button to return to the previous page.

I T A T
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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/Intrastate E-File application, they will be required to
establish a new password and passphrase.

NCD®R |
- T A

Name / Account / Email Verification

‘NCDOR 1D: |
‘Email Address: 5
“First Name: 5

“Last Name:

?

"Telephone:

Password Information

[ »Lw;:l;nu‘h.d;n:‘llthl af least (8) characiers
o - L at it (1) mumeric characier and may
Password: ? contain upper and lowercase letiers
‘Re-enter Password: | Datouwoad o castain that you iype i exacay 4 1
7 © was in the pr field. ds are
case senidne and should be diffecull for others
i o guess.
"Pass-Phrase: | = Enter & phrase that will help you remembser what
your password is.
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On-line Account Setup
First Time User/Initial Access

Step 9: To complete the setup of your online 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.

T
L A
DA T NT
OF BEvENE

NCD®R

Individual Access Information Help @

MName [ Account / Email Verification

*NCDOR 10: |
“"Email Address: 7
"First N :
rst Name 7
‘Last Name: "
‘Telephone: ?l—l .

Password Information

I Your password must be at least (8) characters
. word: long with at least [1) numeric character and may
Pass ? upper ang Ietmees
- . [A-Z.a-z), but no spaces. When you enler your
Re-enter Password: PASIWOID, b CErtain IN31 you Type it exactly 33 it
7 was entered in the previous fickd. Passwords are
case sensitive and should be difficult for others
o guess.
‘Pass-Phrase: —:::t-pumnulflmlluhyn-mhbﬂwhn
' d

[ siox [ suomi | Rerean | Carce
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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.

HOWT
D
OEPARTHENT
OF BEYENUE

NCD®R

Access Management Confirmation Help @

Confirm the information below:

Email Address: o iookcom

If the above information is correct, Click "Submit” to continue. If not, click the
"Back” button to correct your information,

Cancel

IFTA/Intrastate E-File - User Manual 13



QUARTERLY TAX FILING

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 (/mportant. 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.

Main Menu Help @

“Choose one of the options:

[QIIBM Tax Fiﬂg Bl W Click a question mark below for
hed p wath & rmenu e

Order Credentials.
Cuarterly Tax Filing

i
5
H
1
3 gng g
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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.

T
uuuuuuuuu
DEFAETH T
OF REVENUE

NCD®R

LT LA
Account Selection Help @

“Enter NCDOR ID: 123000000 |7

[ ack | subme | Reresn | Canol |
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Quarterly Tax Filing
Reporting No Operations
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.

MO®T
£ARGLINA
DEFARTMENT
OF BREVERUE

Account Name
Carrier Tax Return Help @
*Select the reporting period: Quarter Qtr2 (Apr-June) ¥[?  Year 2025 v ?
* Did you have operations in ANY Yes [ INo ® 7
state?
By choosing "Submit”, you certify that 1o the best of your kno is accurate. Choose

‘au:rwchamanrmnmmmmmma'camerwmnmmmmmun ng.

+ The postmark date of your returm is the date your return is completed on the Web and
you get your confirmation page. Returns completed after midnight will be
postmarked with the next day's date.

= Once you have submitted your return and have received the confirmation that it has
been filed, you cannot make changes to the return online. However, you can view the
retum by choosing the Inguire Tax Retumns or Credentials option from the main
man.
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Quarterly Tax Filing
Reporting No Operations

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: 1If 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.

HOETE

NCD®R |
————

Account Name 1 Year Cuarter
e — rors b

Penalty Payment Help @

You have no penalty due. Click submit to proceed.
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Quarterly Tax Filing
Reporting No Operations
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.

now T
N D@R saqasind
‘ BEranTrEnT
OF REVEMNUE

Carrier Tax Return

*Select the reporting period: Quarten Qird (Oct-Dec) +|[?7  Yean 2025 w7
* Did you have operations in ANY Yes ®pNg (7
state?

By choosing *Submit™, you certify that 1o the best of your knowledge, this information is accurate. Choose
“Back™ to change any information and choose “Cancel™ to leave the application without saving.

« The postmark date of your return is the date your return is completed on the Web and
you get your confirmation page. Returmns completed after midnight will be
postmarked with the next day’s date.

+ Once you have submitied your relurn and have received the confirmation that it has
Ibeen filed, you cannot make changes to the refum onling, However, you can view the
retum by choosing the Inguire Tax Returns of Credentials oplion Irom the main
menu,
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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.

D T
AL A
DEFABRTMEMNT
OF BEVENUE

NCD®R

|
Account Selection Help @

“Enter NCDOR ID: 123000000 [?
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Quarterly Tax Filing
Reporting Operations

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.

NCD®R
]

Y

B AT T
OF BEVERUE

Carrier Tax Return

*Select the reporting period: Quarter] Qtrd (Oct-Dec) »|?  Year 2025 v[?

° Did you have operations in ANY Yes ® No (7
state?

By choosing " Submit™, you certify that to the best of your knowledge, this information is sccurate, Choose
“Back” to change any information and choose “Cancel™ to leave the application without saving.

+ The postmark date of your retum is the date your return is completed on the Web and
you get your confirmation page. comphited amer midnight will be
postmarked with the nexl day's date.

+ Once you have submitted your return and have received the confirmation that it has
been fiked, you cannot make changes to the return online. However, you can view the
return by choosing the Inguire Tax Returns or Credentials option from the main

menu.

I T T T
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Quarterly Tax Filing
Reporting Operations

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

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

e Enter the total miles traveled for each fuel type. Total miles should include miles traveled in
IFTA and non-IFTA jurisdictions and should be rounded to the nearest whole number. You
must convert Canadian kilometers to miles (1 kilometer = .62137 miles).

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

Select “Submit to continue.

O T
£ "
DEFARTMENT
OF BEYENUE

NCD®R

Miles Per Volume (Sche

Fill in the Total Miles Traveled and Total Volume placed in all vehicles for each fuel type used in your

operations.
Fuel Type Code Total Miles Travelaed Total Volume
Diesel | | 64882 (13865
Select Here v/ | [
Selact Hare v/ |7 |7
Select Here w| | |
Select Here w| [

Round miles and volume (o the nearest whole numiber. Total Miles Traveled includes all miles in IFTA and non-
IFTA jurisdictions. Total Violume includes all fuel, including bulk withdrawals and service station purchases,
placed in qualified wahicles.
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Quarterly Tax Filing
Reporting Operations

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.

MOET N
CAROLINA
DEFPABTHEMT
oF WML

NCD®R
I

Account Name HCDOR 1D Year
2025

Miles Per Volume Summary

Fuel Type Code Total Miles Traveled Total Volume Miles Per Volume
DI-Diesel 64882 13665 475

Verify your figures. If you need to correct the reported figures, click on "Back™ button and make cormections.

| Back | submit [N cancel
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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:

e 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.
e 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.

Once you have selected all of the jurisdictions traveled, select "Submit" to continue.

DT
CABCLINS
GEEART ST
OF BEVEMUD

NCD®R

Choose all jurisdictions in which you traveled and click the "SUBMIT" button when
complete.

Fuel Type : DI (Diesel)
Albarta & Georgia &
Alaska Morth Carolin:
Alabama South Carolin
Arkansas Tennesses
Arizona Virginia
EBritish Colum
California
Colorado
Connacticut
Dist af Colum ﬁ
Delaware
Florida
lowea
Idaho
IlEnots
Indiana
Kansas
Keantucky L -

(o | swoee [ corco |
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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.

e 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.

e 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.

.....

NCD®R
|

Count Namd MCDOR ID Wear Cruanier

nnnnnnnnnn
OF BRI

Oct-Dec

025
Fuel Tax Computation (Schedule B) Help @

Complete a line for each fuel type used in each IFTA jurisdiction.
Fuel Type : DI (Diesel)
Fuel Tax Computation - Schedule B

Jurisdiction Total Miles Taxable Milas Volume Purchased
Ga 700 7700 2500
[ 27500 27500 4800
5C 14800 14800 2700
TH 13300 13300 3500
va 1582 1582 165
= Round miles and vob to the whole 1t

= Mote for AK, DC, NT, U and YT you are only allowed to input total miles on this screen. These
Jurisgictions will be listed last on this screen and o the printout of your retum.

[ submic_“Rerwon | cane
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Quarterly Tax Filing
Reporting Operations

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.

Tax Payment

You have a § 216.40 balance due. Click submit to pay the balance.
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Quarterly Tax Filing
Reporting Operations
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.

NCD®R | i
|

NCDOR ID Year

2025
Operation Summary Help @
Juris | Fuel | Total | Taxable | Taxable Volume Met Taxable | Tax Tax Due | Sur Tax | Interest | Total Due
Abbr | Type | Miles Milez Vol Purchased Rate | (Refund) Due Due [Refund)
GiA 1] 7700 FT00 1621 2500 579 ) 37 ($328.11) 0.00 50.00 {3326.11)
ME 1] 27500 | 27500 5789 4800 985 ) 403 3398 57 0.00 58 .97 5407 54
5C 1] 14500 | 14800 ERN 2700 416 ) 280 S116.48 0.00 2 62 511910
TH [+] 13300 | 13300 2800 3500 7100 02700 ] (5159.00) 50.00 5000 (S1508.00)
VA DI | 1582 1582 333 165 168 03270 S5484 | 34762 | 5231 5104 87
Next Sets>
By choosing “Submit™, you certify that to the best of your knowledge, this information is accurate. Choose
“Back” to change any information and choose “Cancel” to leave the application without saving.
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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.

NCD®R | i

Account Name NCDOR ID Year Guarter
2025 Oct-Dec

Payment Method Selection Help @

*Select your payment method:

Bank Draft: [ok4
Credit/ Debit Card: ()3

= Once you have submitted your return and have received the confirmation that it has been filed, you

cannot make changes to the return online. However, you can view the return by choasing the Inquire Tax
Retumns or Credentials option from the main menu.

(B | submit | Reresn | Carcel |
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Quarterly Tax Filing

Submit a Payment
Bank Draft

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.

NCD®R

T
A A
A T
B EEVE RV

DOE ID Year uarter

Payment by Bank D

‘Bank Routing number: CEE
‘Bank Account Number: | I

W

*Account Type
Personal Consumer Checlang?
Personal Consumer Savings?
® Busness Corporate Checking?
Business Corporate Savings?

“Amount Due: $216.40
‘Amount Pald: % 21640 7

Please note that NCDOR's debit block number has changed to 9044020460, Contact your
financial institution for more information.

By submitting this form I hereby:
1) Certify the information is complete and comect

) Authorize the North Carpling Department of Revenue (o present a debd endry for the bank account and the financial
instrtution absowe.

ek [ sume ] e | Carce |
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Quarterly Tax Filing

Submit a Payment
Bank 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.

SR
A RO
CEFABRTHENT
OF BEYEMUE

NCD®R
I ——

Account Hame NCDOR ID Year

Quarter
Ot Dt

25
Payment by Bank Draft Verification Help ©

For Verification, please reenter your Bank Account Numbser;

"Bank Account Number: NN i

T T T T
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Quarterly Tax Filing
Submit a Payment

Credit/Debit 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 cardholder 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.
the additional credit/debit card payment information located at the bottom of the screen before

proceeding with your payment.

Select “Submit” to continue.

NCD®R
EE———— |

O
oE
@F

Accouni Name HCDOR D Yoar Quarier
2025 Oct-Ded
Payment by Credit/Debit Card Help @

"Credit DebatCard Type:

*Credit/ Debit Card Mumber: _ Lal

"Expiration Date: |April 2029 L
*Card Holder's Mame: |Jane Doe [?
"Zip Code: i?
“amount Due: 521640
“Amount Paid: $/216.40 ?

1) Account Zipcoda |5 used for account verification.
2) There is & convenience fee passed on to the taxpayer. This fee is calculated and added 1o the payment amount for the
total amount to be charged to your creditidebit card account. The convenience fee is calculated as $2.00 for every
$100.00 increment.  See the following example:

£2.00 for payment amounts of $.04 to $100.00

£4.00 for payment amounts of $100.01 to $200.00

$6.00 for payment amounts of $200.01 to $300.00
) if you make a tax payment by creditidebit card and later decide to revarse the transaction you may be subject to

penalties, interest and other fees imposed by the Department of Revanue for n it or late t of tlaxes.
[oiox | sumic | remesn | ~cancor ]
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Quarterly Tax Filing
Submit a Payment
Credit/Debit 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.

qqqqq

NCD®R

BEFARTHENTY
OF B YRR

025
Credit/Debit Card Verification

Credit/Debit Card Type:Mastercard
Credit/Debit Card Number:3000¢ J000¢ 3000( 5454
Expiration Date:04/2029
Zip code: I
Amount Paid:5216 40
Convenience Fee:556.00
Total Amount Charged:$222 40

By Submitling this form | hearby:

+ Certify the information is complete and comect.

= Authorize i North Caroling Department of Revenus 1o charge the above credit card sccount for the “Totsl
Amount” specified.
Understand that reversing this charge may subject me to penalties, interest and other fees imposed by the
Department of Revenus 107 RONPaYment of lte payment of the tax.

« Tochoose another method of payment, choose the Back buttons Lo return o the Payment Method Selection
screen.

Cancel
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Quarterly Tax Filing

Submit a Payment
Confirmation

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.

NCD@R CamoLima

BEFARTHENT
OF REVENUE

Tax Return Confirmation

Thank you. You have completed your International Fuel Tax Agreement Tax Return Filing.
Print this screen for your records.

Filing Period: 2025/Quarter 4 {(10/01/2025 - 12/31/2025)

Payment: $ 222.40 remitted by credit/debit card(induding fees)

Confirmation Number: 202

Date: 040272026

Time: 10:42 AM

If you submitted a payment, this does nol confirm acceptance of your paymenl Your account information must be
validated before your payment is drafted from your account.

Print Screen Print Return Menu Exit
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IFTA/INTRASTATE CREDENTIALS
Order Credentials

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.

HOETH
AL A
nnnnnnnnn ¥
OF BEVERNUE

NCD®R

Main Menu Help @

“Choose one of the options:

| Order Credentials hd M Click a question mark below for
bl p wath & rrena e

Quarterly Tax Filing
inquire Tax Returns or Credentials

Modify My Passwond
Update My Information
User

Close Account

il =l =
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IFTA/Intrastate 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.

LA
DL A

NCD®R
IE————-

DEPABRTHUNT
OF BEVE M

Account Name NCDOR ID
Order Credentials Information Help @
*Select the tax type: Select Here.. w7

"Select the year you are requesting Credentials fur:7
‘Number of Decals Requested: ETA

Intrastate

[ oaox | swne | Raresn | cacor |
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IFTA/Intrastate Credentials
Order Credentials

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

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

e Select the year for which credentials are needed.

e 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.

BT
€ AW OL A
BEFARTHENT
OF RV ENUE

NCD®R

"Select the tax type: IFTA w|?
“Select the year you are requesting Credentials for; 2026 v|?
‘Number of Decals Requested: 5 [?

(5[ swme [ Rerean | carce |
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IFTA/Intrastate 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.

o TH
AN
AT T
SF BEVERE

NCD®@R

Order Credentials Confirmation

screen for your records,

Confirmation Number:
Tax Type:
Registration Year:
Decals Requested:
Date:

Time:

Thank you. You have completed your IFTA/ Intrastate Credential order. Print this

20260402124313
IFTA

2026

]

04/02/2026
11:32 AM

W application by mail of fax.

« Imporani: This confirmation acknowledges receipt of your credential request Fl.ll‘ﬂ'lﬂ review
of your account is required before we can issue the cred 15, Your cred s may be
delayed if you have a tax debt due o the Department. you have failed 1o file a return due to

the Department, your IFTA or Intrastate license has been revoked or suspended, or you are
ordering decals for a tax type (IFTA or Intrastate) for which you ane not registered. If you
would like 1o order decals for a lax type for which you are not registered, you must submit a

Print Screen

IFTA/Intrastate E-File - User Manual
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INQUIRE TAX RETURNS OR CREDENTIALS

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

a. Inguire 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.

HOWT
CABOLINA
DEFARYHENT
GF B VERUE

NCD®R

Main Menu Help @

*Choose one of the options:
Inquira Tax Retums or Cradentials « M Click & question mark below for
help with & menu lem.

(=
-
2
B T o B B B R B
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Inquire Tax Returns or Credentials

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.

T
AL

NCD®R

Year

AT T
OF BEwE Ul

Inquiry Selection

“Choose one of the options and click submit:

[ Select Here.. v ¥ Click a question mark below for

help with a menu ilem.
Tax e ?

Tax Return Credentials 7
Credentials

» YOU CBN ViEW 13X NElUms oF credential orders that have been comphited onling, If the
transaction has not been completed, you must use the Quarterly Tax Filing or Order
Credentials menu oplions Lo view and complete the transaction.

I T A
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Inquire Tax Returns or Credentials
Tax Return

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.

WO RTH
SN
CEFARTHENT
SF REVENUE

NCD®R
I

Account Name NCDOR 1D

Tax Return Period for Inquiry

"Select the inquiry period: Quarter Qtr4 (Oct-Dec) ~» ?  Year 2025 w|(?

+ This screen allows you to search for an IFTA tax return that was previously filed
onling, You must select the quarter and year of the return you would like to view.
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Inquire Tax Returns or Credentials
Tax Return

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.

HOETH
NCD®R &
OF REVEMNUE
Chuarber

HCOOR ID Year
075
Tax Return Summary Help @
Change your printer setting to landscape before printing this page!
Schedule A Summary
Fuel Type Code Tatal Miles Traveled Total Volume Miles Per Volume
] 4882 13665 ars
Schedule B Summary
Met
Total | Taxable | Taxable | Volume Tax | TaxDue |SurTax|iterest| Total Due
[uris ABA\FUSITYPE| ijey | Miles | Volume | Purchased | US25€ | Rate | (Refung) | Due | Due | (Refund)
GA, DI__| 70 | 7io0 | 1621 2500 879 |0.3710] (5326.11) | 5000 | 5000 | (532611}
NG DI |27500] 27500 | 5769 3500 953 |0.4030] 539657 | 5000 | 3597 5407 54
SC DI__[14800] 14800 | 3116 2700 316 |02500] 511648 | 5000 | S262 511910
TH DI (13300 13300 | 2800 3500 700 [0.2700] (515500) | 5000 | 5000 | (s1s9.00)
VA DI | 1562 | 1582 333 165 i 0.3270] 55494 | 54762 5231 S108567
Sub Totals (by Fuel | Total | Taxable | Taxable | Volume m':_"b. Tax | TaxDue |SurTax|interest| Total Due
type) Miles | Miles | Vowme | Purchased | [*TA0l® | Rate | (Refuna) | Due | Due | (Refund)
Diesl 4852 | 64852 - 13665 - g
Net Tatal Taxes &
Total | Taxable | Taxable | Volume Tax | TaxDue |Sur Tax| interest
s Miles | Miles | Volume | Purchased | 157 | fate | (Refund) | Due | Due | torest
Tolal Tases 64652 | B4sE2 - 13655 - . 55458 | 547.62 | 313.00 116,40
Tolal Penalty . . - . - g . - g 100.00
Presious Credil
(Effective prior to - - - - - = - - = 0,00
06/202011)
Grand Total . . B . . g . - g 321640
Print Screen Back Submit refresh | cancel |
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Inquire Tax Returns or Credentials
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.

Inquiry Selection

“Choose one of the options and click submit:

Tax Return v B Click a quesion mark below for
Tk 3 VLT & FTen P,

Salect Hora Tax Return z

Tax Reburn Credentualy 7

» You can view tax refurns of credential orders thal have been completed online. If the
transacition has nol been completed, you must use the CQuarterly Tax Filing or Order
Credentials menu oplicns b0 view and complete the transaction.
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| nquire Tax Returns or Credentials
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.

nnnnn

e marima
N D R SF BAVEE |

EHp

‘Select the tax type: IFTA - ?

‘Select the year you want to inquire: 2026 w(?

I T T T
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Inquire Tax Returns or Credentials
Credentials

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.

NCD®R |
T

Select MNCDOR ID Confirmation MHumber Date
. ] 202+ 026-04-02 1 3257 144555

« This screen lists the credential orders submitted online for the tax type and year you
specified

Print Screen Back Submit Refresh Cancel
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Inquire Tax Returns or Credentials

Credentials

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.

HOETE
CARGLIMA

O AT T
OF WL YENYE

NCD®R

NCDOR 1D

Year
iy

Credential Summary

Confirmation Number: 2026
Tax Type: IFTA
Registration Year: 2026
Decals Requested: 5
Print Screen Back Submit Refresh i |

IFTA/Intrastate E-File - User Manual
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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.

Step 1: On the Main Menu, use the drop-down list to select “Close Account” and select “Submit” to
continue.

BT
€ L A
Ol FARTHENT
OF BEYEMUE

NCD®R

Main Menu Help @

“Choose one of the options:

| Close Account | w Click a question mark below for
haslp wath & menuw item

Order Cradentials

i.ia
]
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Close Account

Step 2: If you are a reporting service or third-party representative and you conduct business for
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.

MOETN
ARSI N A
DEFARTMENT
OF BEVENUE

NCD®R

Account Selection Help @

“Enter NCDOR 1D 123499424 :?

[ | swme | Reresn | cance |
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Close Account

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

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

NCDOR 1D

Close Account Help @

L o
Select a tax type to close: IFTA w7
‘Please enter the effective date: D4/30/2026 {mmiddryyyy) 7

= By choosing " Submit®, you certify that to the best of your knowledge, this information
is accurate. Choose “Back™ to change any information and choose “Cancel”™ to leave
the application without saving.

« Mote: If your business closes during the middie of a quarter, you are still liable for filing
areturn for that last quarter. if you did not have any operations during that quarter, you
are required to file a Mo Operations return.

(e | sume ] rerean | carca |
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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.

NCD®R |

"
LA
RTHENT
REWEMUE

Account Name NCDOR 1D

Year
2007

Close Account Confirmation

Quarter
Oct-Dac

Thank you. Please print this screen for your records

Tax Type: IFTA
Closing Effective Date: 04/30/2026
Post Mark Date: 04/30/2026

Print Screen Menu Exit

IFTA/Intrastate E-File - User Manual
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USER MANAGEMENT

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

a. Add auser
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.

MO T

AR O A
DEFARTHEMT
OF REVEMRUE

Main Menu Help @

“Choose one of the options:

| User Management w B Click a question mark below for
help with a menu item

Order Credentials

Cuarterly Tax Filing

Inquire Tax Returns or Credentials
Maodity My Password

Update My Information

Access Code Management
User Management

Reparting Service Management
Reports )

Transaction List

Reset Customer Password
Close Account

B i T BB B
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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.

User Management Selection Help @

" Make a selection and click submit:

Add User @ 7?7
Remove User () 7

Reinstate User () 7

I T A T
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User Management
Add 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.

HEETH
DA
BEPARTHENT
oF REVEMUE

NCD®R
|

Select Role for User to Add Help @

* Identify and select the role of the user you are adding, then click Submit:

State User: () 7
Reporting Service Admin: @ 7

(B | sumic | Retresn | ancel |
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User Management
Add a User

Reporting Services

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.

T

C O A
CEFARTHENT
OF BEVENUE

NCD®R
]

Reporting Services Selection Help @

“Select the Reporting Service you want to add Administrator to

Select Here w?
.
ACROSS AMERICAN TRUCKING SERVI
AUSTIN REPORTING

B & H SERVICES INC

BIG RIG PERMIT SERVICES LLC

BOGGS PAVING

BOGGS PAVING INC

BUCHANAN TAX SERVICE

C & S PERMIT SERVICE INC '
CAROLINA'S INDEPEM TRUCKER

CAROQLINA'S INDEPENDENT TRUCKER

CHARLEMNES TAX SERVICE

COMDATARES - FUEL TAX DEPT

COOPER LEASING INC

DO T TRUCKERS SERVICES INC

DROOPY, INC.

HAND H UNLIMITED

JJ KELLER & ASSOC INC

LIND&'S FUEL TAX SERVICE

MCCI v
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User Management
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.

NCD®R| i

Access Management Confirmation Help @

Confirm the information below:

Email Address: I ovtiook.com

If the above information is correct, Click "Submit” to continue. If not, click the
"Back"” button to correct your information.
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User Management
Remove a User

Step 1: On the User Management Selection screen, select Remove User6 and select “Submit” to
continue.

MORTH
© A
BEEART N
OF REVENUE

NCD®R

User Management Selection Help @

" Make a selection and click submit:

Add User () ?
Remove User m 7

Reinstate User () ?

(ouox | swone | reren | canee |
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User Management
Remove a User

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.

Select User to Remove Help @

Enter the User ID of the person you wish to remove and dick submit

“User 10— outiook com | ?

(Email Address)

[ seck | sumi | Refresn | concel |
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User Management

Remove a User
Reporting Services

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.

HOETH
< : £ARELINA
N D@R L] L
OF BEvEMUT

Remove User Confirmation Help @

verify the User ID below and click Submit:

Remowve User: _@autlook.cmu
First Name:
Last Name:
Telephone:

If this is not the user you wish to remove, click "Back” to return to the previous
page.

Cancel
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User Management

Reinstate a User

Step 1: On the User Management Selection screen, select Reinstate User and select “Submit” to
continue.

i A
THENT
ENUE

NCD®R

User Management Selection Help @

* Make a selection and click submit:

Add User () ?

Remove User (| 7

Reinstate User ® 7

I T T T

IFTA/Intrastate E-File - User Manual 57



User Management
Reinstate a User

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.

T
CAROLIMA
CEFARTHEMNT
OF BEVERUE

NCD®R

I
Select User to Reinstate Help @

Enter the User ID of the person you wish to reinstate and click submit

“User 1D: g O utiook. com | ?
(Email Address)

ek [ s | reren | carce |
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User Management

Reinstate a User
Reporting Services

Step 3: If you choose to reinstate a reporting service’s access to your online 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.

HORTH
CABOLINA
CEFABTHENT
OF REVEMNUE

Reinstate User Confirmation Help (7]

Verify the User ID below and click Submit:

Reinstate User: @outlook.com
First Name:

Last Name:
Telephone:

If this is not the user you wish to reinstate, click "Back" to return to the previous
page.
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MODIFY MY PASSWORD

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.

MORTH
CARCLIMNA
DEPARTHEMT
OF REVENUE

Account Name

NCDOR ID

Main Menu

“Choose one of the options:

Select Here__.

Order Credentials

Quarterly Tax Filing

Inquire Tax Returns or Credentials
Update My Information

User Management

Close Account

Select Hera__ v

M Click a question mark below for
help with & menu [tem.

Order Credentials

Quarterly Tax Filing

Inquire Tax Returns or Credentials
Modify My Password

Update My Information

adad g adead g

Help @
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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.

HOETH
--------
CEFARTHEINT
OF BEVENUE

NCD®R

Change Password Help @
“Email Address: —
M Your password must be at least (B) characters
*0ld Password: 5 | m:;n:;":;;:{:mml th:hlg‘l?'mm

[A-La-T), bt 0 SPACES. WhHEn you enter your
pasyword, be certain that you type it exactly as
| it was entered in the previous field. Passwords

‘New Password:

o afe case sensitive and should be difficult for
' ‘others o guess.
‘Re-enter Password: 5 |
*+ Enter a phrase that will help you remember
' | what your password is.
Pass-Phrase: 5
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Modify My Password

Step 3: Once the Change Password Confirmation screen is displayed, select “Submit” to return to the

main menu.

NCD®R

T
CAECLINE
GEPARTAENT
OF BEYENVE

Change Password Confirmation

Your password has been successfully changed.

Back Im |<a-|r----I|_I Cancel _l

IFTA/Intrastate E-File - User Manual

62



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.

Step 1: On the Main Menu, use the drop-down list to select “Update My Information” and select
“Submit” to continue.

HORTH
CARDLINA
CEFARTHENT
oF BEvERUE

NCD®R

Main Menu Help @

*Choose one of the options:

| Updﬂm Mf Infarmation hd ¥ Click a question mark bebow for
hedp with a menu item

Inquire Tax Returns or Credentials
Madity My Password

Update My Information

Acoess Code Management

User Management

Reporting Service Management
Reports

Transaction List

Reset Customer Password

Close Account

3 radmdead ndadedadnddnd oy
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Update My Information

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

NCD®R

OF BEVENUE

= T <A
Update User Information Help @

*Email Address: [100@email com |4
“First Name: |one [?
“Last Name: |Hundred ?
“Telephone: [111 ]-[111 ]- 1111 ]"

I T T T
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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.

MOETH
CAROLIN&
DEFPABRTHEMT
OF BEVEMUE

NCD®R

NCDOR ID

Update User Confirmation

Email Address:
First Name:
Last Name:
Telephone:

"Do you want to modify your password information: Yes' | MNo® ?

[“oacn [ suomi | Reresn | carce |
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FORGOT YOUR PASSWORD

If you cannot remember your password, you can view your passphrase (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 ID and select the “Forgot Your Password” link.

Login Help ©
ol i) sk con ! s ?
Eirst Time User | Initial Accrys Setug Lofapi Yoyt Byppepeg

Al transactions are considered valid and legally binding once you chick ™ Submit™ below,
Your account can only be accessed by your User 1D and valid password,

If this is your first time logging into the IFTAAntrastate on-line system, click in the First Time
Userinitial account setup link above.

« [If you have forgotten your password, click on the “Forgot your password™ link above.

= Once logged into the system, as a security measure, you will automatically be logged out if
the system remains idle for more than 30 minutes.

[“5aex | s | Rersn G |
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Forgot Your Password

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.

MGET
€ a0
D EART EnT
OF BN

NCD®R

Forgot Password Help @

“User 1D: Q- outiook com |2
(Email Address) )

Enter your User ID and your pass phrase will be displayed to help you remember your password.

I T A
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Forgot Your Password

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

Important. If the passphrase 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.

O T
CARDLINA

oE
OF BV ENGE

NCD®R

Password Hint Help @

Pass Phrase: |

Remember that your Pass-Phrase is not your password, it is a phrase that you
entered to remind you of your password.

If the pass-phrase does not help you remember your password, your password
will need to be reset. Please contact the Department of Revenue at (919) 707-
7500 or (B77) 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

	Page 4
	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: 
	t
	t
	t 
	t
	t
	t 
	t
	t
	t

	Figure

	Page 6
	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

	Page 7
	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

	Page 14
	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

	Page 15
	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

	Page 19
	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

	Page 20
	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. 
	Figure
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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: 

	Figure
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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

	Page 24
	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: 

	Figure
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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. 
	Figure
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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. 
	Figure
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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: 

	Figure
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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: 

	Figure
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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

	Page 36
	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. 
	Figure
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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. 

	Figure

	Page 42
	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 
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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. 
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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: 
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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

	Figure

	Page 55
	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: 

	Figure

	Page 58
	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. 
	StyleSpan
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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




