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Withhold ing Account  Maintenance 

Use the Withholding Account Maintenance page to: 

• Associate a withholding account number to a specific Company/FEIN 

• Update School District information 
 

• Review existing withholding account information 

 
 

Field Descriptions 

Field Name Description 
Company Name f the company. The name o

FEIN Federal Employer Identification 
Number associated with the 
company name. 

Opens the Withholding Account Set 
Up Wizard.  

Account # A list of account numbers 
currently associated with the 

Withholding Account Maintenance  Page 3 
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Field Name scription De
Company Name. 

Created e on which the account 
d. 

The dat
number was create

 
Opens the Update School 
page. 

District 

Delete en selected, this link removes 
ber from the 

Wh
the account num
Company profile. 

 
Returns to the Ohio
Progress Page without updating any 
informatio

 Withholding 

n. 

 
Saves the information on the page 
and returns to the Ohio 
Withholding Progress Page. 

 

Instru

• Select 

ctions 

 to display the 
Withholding Account Set-up Wizard. 

to display the Update School • Select 
Districts page (see page 52 for instructions). 

• Select the Delete link to emove an r  account from the list. The system 
displays the Confirm Delete Account page. 

• When you are finished making changes to your company profile click 

. The system saves the information and 
lding Progress Page. 

 
 

returns to the Ohio Withho

Withholding Account Maintenance  Page 4 
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Adding an Account 
Use the Withholding Account Set-up Wizard to associate a withholding acco
with a specific Company Na

unt number 
me/FEIN (dipslayed at the top of the web page).  Only the 

Ohio Department of Taxation can issue a new account number. Contact ODT to obtain  
a new withholding account number. 

 

 

Rules for Adding Accounts 
Every account must be at least 8 characters in length. 

ated with it to 

Instructions 
• Select “Maintain Withholding Account Number” from the drop down list 

on the Ohio Withholding Progress Page and click 

• 

• Every Company/FEIN must have at least one account associ
file withholding reports. 

. The 
system displays the Withholding Account Maintenan

 
ce page. 

 

• Click . The system 
displays the Withholding Account Setup page. 

Withholding Account Maintenance  Page 5 
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• Enter the Withholding Account Number you want to add. 

• Click . The system asks you to verify that you want to 
add this account number to your profile.  

 

 
 

• Click  to verify that you want to add this account number 
to your profile. The system returns to the Withholding Account 

lays the added account number in your list of 
ounts. 

 

Maintenance page and disp
profile acc

Withholding Account Maintenance  Page 6 
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ify that the is the account 
 you want to add to the Company Name/ FEIN shown at the top 

of the page. 

• Click 

• Ver account number displayed on the page 
number

 to return to the Ohio Withholding 
Progress Page. 
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Delete an Account 
You may remove a withholding account from your Company profile usin
Withholding Account Maintenance page. Removing the account from
dele

g the 
 your profile does not 

te the account completely, it only removes it from your filings with the OBG. You 
may only delete/cancel an account permanently during the final withholding filing 
process. 

 

 
 

• Click the Delete link on the Withholding Account Maintenance page. The 
system displays the Confirm Delete Account page. 

 

 
• Verify that the information displayed on the Confirm Delete Account page is 

correct.  
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Action Result 

 
The system removes the account from the Withholding 
Account Maintenance page. 

 
The system does not remove the account and returns 
to the Withholding Account Maintenance page. 
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Ohio IT  -  501  Wizard  

 

The OBG system uses a “Wizard” process to make the IT - 501 form eaier to complete. 
This Wizrd steps you through the process of answering a few simple questions and 
filling in the blanks provided. The Wizard follows the following process: 
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IT  -  501  

The Emplyer’s Payment of Ohio Tax Withheld Form IT – 501 page is provided by the OBG 
to as a “Wizard”—a process designed to help Ohio business taxpayers step through the 
process of completing the IT – 501 report online. 

 

 
The Employer’s Payment of Ohio Tax Withheld Form (Ohio IT – 501) p
you the opportunity to select and account number and enter withholdi
associated with that account number. 

age provides 
ng information 

Note: You cannot file two returns of the same type (for example two IT-501’s) or 
for the same account number and filing period. You cannot file more than once 
per day for the same account number and filing period. 
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Field Descriptions 

Field Name Description 

 
Opens the Withholding Account Set 
Up page. 

Withholding Account Number f accounts 
the Company 

p of the page. 

Drop down list o
associated with 
displayed at the to

Filing Status tus associated with 

uarterly, 

The filing sta
the displayed company name and 
account number (q
monthly, partial weekly). 

Filing Period of available filing 
r the selected Account. 

A drop down list 
periods fo

Show All Periods ucts 
lay all available 

When checked, this box instr
the system to disp
filing periods. 

Ohio Tax Withheld h to enter the 
f employee tax withheld 

account number 
od. 

A field in whic
amount o
for the selected 
and filing peri

Total Due total tax due 
 the system. 

The amount of 
recorded in

 
Returns to the Ohio Withholding 
Progress Page. 

 
Moves to the next page/step in 

 IT - 501 filing process. the
 

Instructions 
• Select the Account from the drop down list, or 

click  (see Add an 
Account). The system displays the Filing Status for the account number 

•  the drop down list. 

• Enter the Ohio Tax Withheld amount. The system displays the Total Due 
amount. 

• Select a ST-CRDO Filing Option. You must select only one option. 

• When all the information is correct click 

selected. 

Select the Filing Period from

. The system moves to 
the next page in the IT - 501 Wizard. 
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IT - 501 Review Filing Inforamtion Page 
The ReviewOhio IT-501 Filing Information page of the Wizard, lists all the pertinent 
account information for your review, along with a field in which to enter the amount 
you want to pay. 

 

 
 

 

Field Descriptions 

Field Name Description 
Withholding 
Account Number 

The account number associated with the displayed company and 
the report information. 

Filing Status The filing status associated with the account number. 

Filing Period The date range associated with the account number and report 
information. 

Due on or Before The date on which this report information and payment are due. 

IT - 501  Page 13 
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Field Name Description 
Ohio Tax 
Withheld 

ith the account 
ntered on the previous page of the 

The amount of Ohio tax withheld associated w
number and filing period e
Wizard. 

Total Due Total tax withheld due on the “Due on or Before” date. 

Amount you
to pay 

d the amount due.  wish The amount you wish to pay towar

 
Returns to the first page of the IT - 501 Wizard. 

 
Saves the information and returns to the Ohio Withholding 
Progress Page, displaying the report in the “Ready To File” 
section. 

 

Instructions 
• Review the displayed information to verify its accuracy. 

• Enter the “Amount You Wish to Pay” (use the format
enter a dollar sign). 

 xxxx.xx, do not 

• When the information entered is correct, click . The 
system saves the information and returns to the Ohio Withholding 
Progress Page displaying the report in the “Ready To File” section of the 
page. 

IT - 501  Page 14 
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Ohio  IT–941 Wizard  

The Ohio Employer’s Annual Reconciliation of Income Tax Withheld (Ohio I
part of a Wizard providing you the oppo

T – 941) page is 
rtunity to enter or amend yearly withholding 

reconciliation information. In addition, you may use this Wizard to add a withholding 
account or cancel an existing withholding account. 

 

 
 

 

Field Descriptions 

Field Name Description 
Company Name the company 

th this report. 
The name of 
associated wi

FEIN The Federal Employer 
Identification Number associated 
with the company. 

Jumps to the Add Withholding 
Account page.  

Withholding Account Number A drop down list of account 
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Field Name  Description
numbers associated with the 
company name from which to 
choose. 

Return Type Select only one (Original 
Amended). 

or 

Cancel Withholding Account ed to signify if 
you want to cancel this 

unt. Select only 

Radio buttons us

withholding acco
one. 

Last Day of Compensation Paid to enter the last 
on was paid 

y). 

A field in which 
day compensati
(format mm/dd/yyy

Reporting Year p down box from which to 
ear. 

Dro
select the report y

 
Returns to the previous step in 
the filing process. 

 9
Moves to the next page of the IT - 

izard. 41 W
 

rt from the drop 

mended). You may select only one. 

“Yes” radio 
ast Day of 

compensation was paid (format mm/dd/yyyy, for example 04/27/2007). 

• Select the Report Year from the drop down list. 

• When all the information is selected and is correct, click 

Instructions 
• Select the Withholding Account Number for this repo

down list. 

• Select the Return Type (Original or A

• If you wish to cancel the withholding account, select the 
button, otherwise select “No.” If you select “Yes” the “L
Compensation Paid” field is displayed. Enter the date on which 

. The 
system moves to the next page in the IT – 941 Wizard. 
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IT – 941 Monthly Information 

 
The Ohio Employer’s Annual Reconciliation of Income Tax Withheld (Ohio IT – 941) monthly 
information page records Ohio Gross Payroll and Ohio Tax Withheld amounts for each 
month of specific reporting year. 
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Field Descript

m

ions 

Field Na e Description 
Company Na port. me The name of the company associated with this re

FEIN The Federal Employer Identification Number 
company. 

associated with the 

Withholding 
um

ed with the company name and 
Account N ber FEIN. 

The account number associat

Due Date lding tax is due. The date on which withho

Reporting Ye s. ar The year for which this information applie

Month The month within the reporting year. 

Ohio Gross 
ayroll 

The gross payroll amount for the corresponding month. 
P

Ohio Tax 
Withheld 

g month. The tax withheld for the correspondin

Total The accumulative total for each column. 

 
Returns to the previous page in the IT - 941 Wizard. 

 
Moves to the next page of the IT - 941 Wizard. 

 

Instructions 
• Each month defaults to zero. Insert the Ohio Gross Payroll amount and 

Ohio Tax Withheld amount for each month. User the format xxxx.xx (for 
example 1234.85). The system calculates the total as entries are made. 

• When all the information is entered and is correct, click . The 
system moves to the next page in the IT – 941 Wizard. 
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IT – 941 Balance Due 
The Ohio Employer’s Annual Reconciliation of Income Tax Withheld (Ohio IT
due page provides you the opportunity to record any previous paym
selected year including credit carryovers, and calcu

 – 941) balance 
ents made for the 

lates the amount due for the 
reporting year. You may also indicate whether or not you want to include a credit 
carryover, or request a refund for overpaid withholding taxes. 

 
 

 
 

Field Descriptions 

Field Name Description 
Company Name The name of the company associated with this report. 

FEIN The Federal Employer Identification Number associated with the 
company. 

Ohio Withholding The account number associated with the company name and 

Ohio IT–941 Wizard  Page 19 
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Field Name Description 
Account Number FEIN. 

Reporting Ye ation applies. ar The year for which this inform

Due Date The date on which withholding tax is due. 

Ohi
With

o Income
held 

ting year.  Tax The total income tax withheld for the repor

Previous 
payments 

ng cre
carryover) 

Enter the total amount of previous payments made for the 
report year, including any credit carryovers. 

(includi dit 

Balance Due An amount calculated by the system based on the
entered thu

 information 
s far. 

Credit Carry at you wish to apply 
ear’s income tax 

over When selected, this radio button indicates th
the refund amount (carryover) to the next y
withholding payment. 

Request Refu
From ODT e displayed overpayment 

amount. 

nd When selected, this radio button indicates that you wish to 
request a refund from ODT for th

 
Returns to the previous page in the IT - 941 Wizard. 

 
Moves to the next page of the IT - 941 Wizard. 

 

structions In
• over) made 

e. 

field. Use the 
 a dollar sign. 

 or less, the system displays the overpayment 
amount, along with the “Credit Carryover” and “Request Refund From 

Selecting “Credit Carryover” instructs the system to apply the displayed 
amount to the next years income tax withholding payment.  

Selecting “Request Refund From ODT” instructs the system to generate 
a refund for the displayed amount. 

When all the information is entered and is correct, click 

 Enter the amount of previous payments (including any carry
for the selected year. The system calculates the Balance Du

If there is a Balance Due amount, the system displays an “Amount you 
wish to pay field. Enter the amount you wish to pay in the 
format xxxx.xx (for example 1587.64), do not enter

If the Balance Due is zero

ODT” radio buttons.  

. The 
system moves to the next page in the IT – 941 Wizard. 

• 
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IT – 941 Review 
The Ohio Employer’s Annual Reconciliation of Income Tax Withheld (Ohio I
pagedisplays a summary of the information entered using the Wizard. If t
calculates a balance due amount, it displays 

T – 941) review 
he system 

an “Amount you wish to pay” field at the 
bottom of the page. If the system calculates a refund amount, the “Amount you wish to 
pay” field defaults to zero and is rendered uneditable.  
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Field Descriptions 

Field Name Description 
Company Na ciated with this report. me The name of the company asso

FEIN The Federal Employer Identification Number associated with the 
company. 

Ohio Withholding 
Account Number 

The account number associated with the company name and 
FEIN. 

Return Type The return type for this account (original or amended). 

Report Year The year for which this information applies. 

Ohio IT–941 Wizard  Page 22 
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Field Name Description 
Due Date The date on which withholding tax is due. 

Cancel Acco this account. unt Displays whether or not you selected to cancel 

Ohio Gro
Payroll 

ss r. The gross payroll amount for each month in the reporting yea

Ohio Tax 
Withheld 

eporting year. The tax withheld amount for each month in the r

Ohi
withh

o Income
eld 

 reporting year.  Tax The total amount of income tax withheld for the

Previous 
Payments 

The amount of previous payments made for the reporting year. 

Balance Due orting year. The balance due for income tax for the rep

Request Refu
From ODT 

fund amount requested from ODT. nd The re

Amount You
Wish to Pay 

due for the  The amount you wish to pay for the balance 
reporting year. 

 
Returns to the previous page in the IT - 941 Wizard. 

 
The system saves the information displayed on the page and 

lding Progress Page, listing the return returns to the Ohio Withho
under the “Ready to File” section. 

 

Instructions 
• Review the information displayed on the page for accuracy. 

• If there is a Balance Due amount, you may enter/edit the “Amount you 
wish to pay” field. Otherwise, this field is not editable. 

• When the information has been reviewed and is correct, click 

. The system saves the information displayed on the page 
e Ohio Withholding Progress Page, listing the return under 

the “Ready to File” section. 
and returns to th

Ohio IT–941 Wizard  Page 23 
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Ohio  IT -942  Wizard  

The Ohio Employer’s Quarterly Reconciliation of Income Tax Withheld (Ohi
part of a Wizar

o IT – 942) page is 
d providing you the opportunity to enter or amend quarterly/annual 

withholding reconciliation information. In addition, you may use this Wizard to add a 
withholding account. 

 

 
 

 
 

Field Descriptions 

Field Name Description 
Company Name he name of the company 

th this report. 
T
associated wi

FEIN ployer 
Identification Number associated 
with the company. 

The Federal Em

 
Jumps to the Add Withholding 
Account page. 

Withholding Account Number A drop down list of account 
numbers associated with the 
company name from which to 
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Field Name Description 
choose. 

Filing Period down list of filing periods 
ect. 

A drop 
from which to sel

Return Type . Select only one. The return type

 
Returns to the previous step in 
the filing process. 

 
Moves to the next page of the IT - 
942 Wizard. 

 

Instructions 
Note: You cannot file two returns of the same type(for example two IT-501’s) or 
for the same account number and filing period. You cannot file more than once 

d. per day for the same account number and filing perio

• om the drop 

• Select the Filing Period for this report from the drop down list. 

g period already 
on file, it will set the Return Type to “Amended,” otherwise the Return 
Type defaults to Original. 

• When all the information is selected and is correct, click 

 Select the Withholding Account Number for this report fr
down list. 

If the system detects a return for this account and filin

. The 
system moves to the next page in the IT – 942 Wizard. 
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IT-942 Quarterly Information 
The Ohio Employer’s Quarterly Reconciliation of Income Tax Withheld (Ohio IT – 942) 
quartery information page is designed to help you record tax withholding dollars for 
each pay period within the filing period by month and day. 
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Field Descriptions 

mField Na e Description 
Company Na port. me The name of the company associated with this re

FEIN The Federal Employer Identification Number associated with the 
company. 

Withholding 
Account Num

any name and 
ber 

The account number associated with the comp
FEIN. 

Due Date holding payment is due for the The date on which the tax with
current account and filing period/quarter. 

Quarter The filing period associated with this return. 

Month The months identified as part of the filing period/quarter. 

Day The day(s) on which income tax was withheld for the selected 
month. 

Withholding The dollar amount of tax withheld on the associated month and 
day. 

Quarter Tot
Withholding 

s withheld for each day and 
month. 

al The grand total of all income taxe

 
Returns to the previous step in the IT - 942 Wizard. 

 
Moves to the next page of the IT - 942 Wizard. 

 

Instructions 
• th defaults to zero. Select the day(s) on which income tax is 

. 

ou must enter a 

lect a day to associate 

or a single month. 

The system does not require you to enter days in order. 

• Enter the dollar amount of income tax withheld on the associated day. 
The system maintains a total of all tax withheld for each entry. 

• When all the information is selected and is correct, click 

 The first mon
withheld from the drop down list for each month

If a day is selected from the drop down list, y
withholding amount. 

If you enter a withholding amount, you much se
with the amount. 

The same day may not be selected twice f

. The 
system moves to the next page in the IT – 942 Wizard. 
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IT-942 Balance Due 
The Ohio Employer’s Quarterly Reconciliation of Income Tax Withheld (Ohio IT – 942) 
balance due page provides the opportunity to enter any previous payments—including 
credit carryovers—made for the filing period/quarter. 

 

 
 

 
 

Field Descript

Field Name Description 

ions 

Company Name The name of the company associated with this report. 

FEIN The Federal Employer Identification Number associated with the 
company. 

Withholding 
Account Number 

The account number associated with the company name and 
FEIN. 

Ohio IT-942 Wizard  Page 28 
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Field Name Description 
Due Date ithholding payment is due for the 

d/quarter. 
The date on which the tax w
current account and filing perio

Quarter  with this return. The filing period associated

Return Type The return type (original or amended). 

Ohi
With

o Tax 
held 

 on the previous 
2 Wizard. 

The amount of income tax withheld, recorded
page of the IT-94

Previous 
Payments 
(including cre
carryover) 

The dollar amount of previous payments or credit carryovers 

dit 
made for this filing period. 

Balance Due ding tax amount due after payments and/or credit The withhol
carryovers. 

Credit Carryover Amount of overpayment you want to apply to a future 
withholding payment. 

 
Returns to the previous step in the IT - 942 Wizard. 

 
Moves to the next page of the IT - 942 Wizard. 

 

In
• ryover) 

ce Due. 

 “Amount you 
y field. Enter the amount you wish to pay in the field. Use the 

ollar sign. 

uring the 
adio button 

During the fourth quarter of a filing year, the “Request Refund From 

Selecting “Credit Carryover” instructs the system to apply the displayed 
amount to the next years income tax withholding payment.  

Selecting “Request Refund From ODT” (during the fourth quarter only) 
instructs ODT to generate a refund for the displayed amount. 

When all the information is selected and is correct, click 

structions 
 Enter the amount of previous payments (including any credit car

made for the selected year. The system calculates the Balan

If there is a Balance Due amount, the system displays an
wish to pa
format xxxx.xx (for example 1587.64), do not enter a d

If the Balance Due is zero or less, the system displays the overpayment 
amount, along with the “Credit Carryover” radio button. D
first three quarters of a filing year, the “Request Refund” r
does not display. 

ODT” radio button is displayed on the page.  

. The 
system moves to the last page of the IT – 942 Wizard. 

• 
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IT-942 Review 
The Review IT-942 Quarterly Filing Information page provides one last opportunity to 
review the information entere in the IT-942 Wiard and go back and make changes 
before accepting the information and placing it in “Ready to File” status. 

 

d 

 
 

 

Ohio IT-942 Wizard  Page 30 



User Guide Withholding 6/20/2007 

Field Descriptions 

mField Na e Description 
Company Na port. me The name of the company associated with this re

FEIN The Federal Employer Identification Number associated with the 
company. 

Withholding ed with the company name and 
Account Number 

The account number associat
FEIN. 

Due Date . The date on which withholding tax is due

Quarter  with this return. The quarter associated

Return Type mended).  The return type for this account (original or a

Month Month(s) included in this quarter. 

Day eld for the month. The day(s) on which income tax was withh

Withholding he month in the 
quarter. 
The gross payroll amount for each day of t

Totals The tax withheld amount for each month in the quarter. 

Tota
Withheld f
Quarter 

l Income
or 

 total amount of income tax withheld for the quarter.  Tax The

Total Monies
Remitted 

r
Carryovers f

uarte

credits/carryovers made for 
the quarter. 

 The amount of previous payments/

(including C edit 
rom 

Prior Q r) 

Balance Due  quarter.  The balance due for income tax for the

Credit Carryover Any credit carryover amount entered in the previous page of the 
Wizard is displayed here. 

Amount You
Wish to Pay 

o pay for the balance due for the quarter.  The amount you wish t

 
Returns to the previous page in the IT - 941 Wizard. 

 r
The system saves the information displayed on the page and 

ss Page, listing the return 
section. 

eturns to the Ohio Withholding Progre
under the “Ready to File” 

 

uctions 
• Review the information displayed on the page for accuracy. 

• If there is a Balance Due amount, you may enter/edit the “Amount you 
wish to pay” field. Otherwise, this field is not editable. 

Instr
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• When the information has been reviewed and is correct, click 

. The system saves the information disp
and returns to the Ohio Withholding 

layed on the page 
Progress page, listing the return 

under the “Ready to File” section. 
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IT -942  4  Quar ter ly /Annual  Reconci l ia t ion  t h

The Ohio Employer’s 4th Quarterly/Annual Reconciliation of Income Tax Wi
942) page is part of a Wizard providing you the opportunity to enter

thheld (Ohio IT – 
 4th quarter tax 

withholding information, and amend income tax withholding information for the first 
three quarters. In addition, you may use this Wizard to add a withholding account.  

 

 
 

 
 

Field Descriptions 

Field Name Description 
Company Name he name of the company 

th this report. 
T
associated wi

FEIN The Federal Employer 
Identification Number associated 
with the company. 

Jumps to the Add Withholding 
Account page.  

Withholding Account Number A drop down list of account 
numbers associated with the 
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Field Name  Description
company name from which to 
choose. 

Filing Period  list of filing periods 
 choose. 

A drop down
from which to

Return Type  (Original or 
nded). Select only one. 

The return type
Ame

 
Returns to the previous step in 
the filing process. 

 
Moves to the next page of the IT - 
942 Wizard. 

 

Instructions 
Note: You cannot file two returns of the same type(for example two IT-501’s) or 
for the same account number and filing period. You cannot file more than once 

d. per day for the same account number and filing perio

• m the drop 

unt and filing period already 
on file, it will set the Return Type to “Amended,” otherwise the Return 
Type defaults to Original. 

• When all the information is selected and is correct, click 

 Select the Withholding Account Number for this report fro
down list. 

• Select the Filing Period for this report from the drop down list. 

If the system detects a return for this acco

. The 
system moves to the next page in the IT – 942 Wizard. 
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thIT-942 4  Quarter Information 
The Ohio Employer’s 4th Quarter/Annual Reconciliation of Income Tax Withheld (Ohio IT – 
942) 4th quarter information page is designed to help you record tax withholding dollars 
for each pay period within the 4th quarter by month and day. 

 

 
 

 
 

IT-942 4th Quarterly/Annual Reconciliation  Page 35 



User Guide Withholding 6/20/2007 

Field Descript

m

ions 

Field Na e Description 
Company Na port. me The name of the company associated with this re

FEIN The Federal Employer Identification Number 
company. 

associated with the 

Withholding 
Account Num

any name and 
ber 

The account number associated with the comp
FEIN. 

Due Date holding payment is due for the The date on which the tax with
current account and filing period/quarter. 

Quarter The filing period associated with this return. 

Month The months identified as part of the filing period/quarter. 

Day The day(s) on which income tax was withheld for the selected 
month. 

Withholding The dollar amount of tax withheld on the associated month and 
day. 

Q arter Tot
Withholding 

s withheld for each day and 
month. 

u al The grand total of all income taxe

 
Returns to the previous step in the IT - 942 Wizard. 

 
Moves to the next page of the IT - 942 Wizard. 

 

In
• th of the quarter defaults to zero. Select the day(s) on which 

 for each month. 

ou must enter a 

lect a day to associate 

 a single month. 

The system does not require you to enter days in order. 

• Enter the dollar amount of income tax withheld on the associated day. 
The system maintains a total of all tax withheld for each entry. 

rmation is selected and is correct, click 

structions 
 The first mon

income tax is withheld from the drop down list

If a day is selected from the drop down list, y
withholding amount. 

If you enter a withholding amount, you much se
with the amount. 

The same day may not be select twice for

• When all the info . The 
system moves to the next page in the IT – 942 Wizard. 
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thIT-942 4  Quarter Balance Due 
The Ohio Employer’s 4th Quarter/Annual Reconciliation of Income Tax Withheld (Ohio IT – 
942) balance due page provides the opportunity to enter any previous payments—
including credit carryovers—made for the filing period/quarter. 

 

 
 

 
 

 

Field Name Description 

Field Descriptions

Company Name The name of the company associated with this report. 

FEIN The Federal Employer Identification Number associated with the 
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Field Nam escription e D
company. 

Withholding 
unt Num

The account number associated with the company name and 
Acco ber FEIN. 

Due Date The date on which the tax withholding payment is due for the 
current account and filing period/quarter. 

Quarter The filing period associated with this return. 

Return Type l or Amended).  The return type (Origina

Total Income Tax 
Withheld fo
Quarter

r
 

recorded on the 
 

The total income tax withheld for the quarter, 
previous page of the IT-942 Wizard. 

Total Income Tax 
r

uarters 

The total income tax withheld for the first three quarters 
Withheld fo
2nd, and 3rd 
Q

 1st, combined. 

Tota
Withheld f
year> 

l Income
or <tax 

year.  Tax The total income tax withheld for the entire tax 

Total Tax 
d 

(Including Cr
Carryover fr
<tax year>) 

The total tax paid, including any credit carryover amount for the 
Remitte

edit 
displayed tax year. 

om 

Balance Due The balance due amount owed to the Ohio Department of 
Taxation. 

 
Returns to the previous step in the IT - 942 Wizard. 

 
Moves to the next page of the IT - 942 Wizard. 

 

In

•

structions 

 Verify that the displayed information is correct. If not, click  to 

If the tax withheld for the first three quarters is incoreect, you may 
enter the correct amount in the field provided. 

If the tax remitted amount for the previous tax year is incorrect, you 
orrect amount in the field provided. 

If the Balance Due is zero or less, the system displays the overpayment 
amount, along with the “Credit Carryover” and “Request Refund from 
ODT” radio buttons.  

return to a previous page to correct the mistake. 

may enter the c
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Selecting “Request Refund From ODT” (during the fourth quarter only) 
instructs ODT to generate a refund for the displayed amount. 

correct, click • When all the information is selected and is . The 
system moves to the last page of the IT – 942 Wizard. 
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thIT-942 4  Quarter Review 
The Review IT-942 4th Quarter/AnnualReconciliation of Income Tax Withheld
review page provide

 (Ohio IT-942) 
s one last opportunity to review the information entered in the IT-

942 Wiard and go back and make changes before accepting the information and placing 
it in “Ready to File” status. 
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Field Descript

d Nam

ions 

Fiel e Description 
Company Name The name of the company associated with this report. 

FEIN The Federal Employer Identification Number associated with the 
company. 

Withholding 
Account Number 

The account number associated with the company name and 
FEIN. 

Due Date The date on which withholding tax is due. 
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Field Name Description 
Quarter The date range associated with the 4th quarter for this return 

period. 

Return Type is account (Original or Amended).  The return type for th

Month Month(s) included in this quarter. 

Day The day(s) on which income tax was withheld for the month. 

Withholding onth in the 
quarter. 
The gross payroll amount for each day of the m

Total Incom
Withhe

e
ld 

nth in the quarter.  Tax The total tax withheld amount for each mo

Total Inco
Withheld fo
Qua

me
r

rter 

 the quarter.  Tax 
 

The total amount of income tax withheld for

Total Withh
for 1st, 2nd, a
Quarters 

e
n

e first three 
quarters. 

ld 
d 3rd 

The total amount of income tax withheld for th

Tota
Withheld f
year> 

l Income
or <tax 

 total amount of income tax withheld for the displayed tax 
year. 

 Tax The

Total T
Remitted 

ax 

r
Carryovers f

) 

credits/carryovers made for 

(Including C edit 
rom 

<tax year>

The amount of previous payments/
the quarter. 

Balance Due The balance due for income tax for the quarter. 

Credit Carry rryover amount declared on the previous Wizard over Any credit ca
page. 

Request Refu
from ODT 

 Wizard page. nd The refund amount declared on the previous

Amount You 
Wish to Pay 

 the 
quar . 
The amount you wish to pay toward the balance due for

ter

Returns to the previous page in the IT - 942 Wizard. 
 

The system saves the information displayed on the page and 
returns to the Ohio Withholding Progress Page, listing the return 
under the “Ready to File” section. 

 

 

Instructions 
• Review the information displayed on the page for accuracy. 
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• If there is a Balance Due amount, you may enter/edit the “Amount You 
table. 

• ck 

Wish to Pay” field. Otherwise, this field is not edi

When the information has been reviewed and is correct, cli

. The system saves the information displayed on the page 
and returns to the Ohio Withholding Progress Page, listing the return under 
the “Ready to File” section. 
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Ohio SD-101 Wizard  

The School District Employer Withholding (Ohio SD–101) page is part of a 
you the op

Wizard providing 
portunity to enter or amend school district withholding tax information. In 

addition, you may use this Wizard to add or remove a school district included in your 
account profile. 

 

 
 

 
 

Field Descriptions 

Field Name Description 
Company Name  the company 

associated with this report. 
The name of

FEIN l Employer 
Identification Number associated 
with the company. 

The Federa

 
When selected, this button adds 
an account to the company 
profile.  

School District Withholding Account Number A drop down list from which to 
select an account number 
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Field Name Description 
associated to the Company name. 

Filing Status ng status 
 the account 

or is it the Company 
mation is 

Displays the fili
associated with
number (
name?). This infor
inserted by the system. 

Filing Period f filing periods A drop down list o
from which to select. 

Show All Periods ucts 
splay all active 

filing periods. 

When checked, this box instr
the system to di

 
Returns to the Ohio Withholding 
Progress Page. 

 
Moves to the next page of the 
SD-101 Wizard. 

 

Instructions 
Note: You cannot file two returns of the same type (for example two IT-501’s) or 
for the same account number and filing period. You cannot file more than once 
per day for the same account number and filing period. 

• istrict Withholding Account Number for this report 

 the drop down list. 

You may not begin a new SD-101, if there is an SD-101 “In Progress” or 
in “Ready to File” status.  

• When all the information is selected and is correct, click 

 Select the School D
from the drop down list. 

• Select the Filing Period for this report from

. The 
system moves to the next page in the SD-101 Wizard. 
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SD-101 Withholding Information 
The School District Employer Withholding (Ohio SD–101) page is the seco
Wizard. This page lists the school dist
school district number, and tax rate. A field is provided to enter th

withheld for each district

nd step in the 
ricts associated with the account number, their 

e amount of tax 

. In addition, the  button 
connects you to the Select School District rict 
included in your account profile. 

 

 page to add or remove a school dist
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Field Descriptions 

me Field Na Description 
Company Name The name of the company associated with this 

report. 

FEIN The Federal Employer Identification
associated with the company. 

 Number 

School District Withholding 
nt Number 

number associated with the displayed 
he previous page of Accou

The account 
company name (selected on t
the Wizard). 

Filing Status tus associated with the 
mation is inserted by the 

Displays the filing sta
account number. This infor
system. 

Due Date x is due. The date on which the ta

Filing Period The date range associated with the 
period.  

selected filing 

 
Opens the Select School District page. 

School District Name sociated with the The name of the school district as
displayed account number. 

School District Number  district. The number assigned to the school

Effective Tax Rate ax rate associated with the school district. The t

S ool District Tax with r the 
displayed account number and school district. 

ch held The total school district tax withheld fo

Total Tax Withheld The total (combined) tax withheld for all displayed 
school districts. 

 
Returns to the previous page of the SD-101 
Wizard. 

 
Moves to the next page of the SD-101 Wizard. 
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Ohio SD-101 Wizard  Page 48 

ld defaults to 0.00. Enter the total 
tax withheld for each displayed school district. 

 

Instructions 
• The School District Tax Withheld fie

 
 

Only 20 school districts may be displayed at a time. Click the page 
etween pages of school 

districts. The 

numbers at the bottom of the screen to move b

 (button) at the bottom of the pa
active/accessible unless you are viewing

ge is not 
 the last page of school districts. 

ct the • To modify the school districts displayed on the page sele

 button. See Adding/Removing School 
Districts on page Error! Bookmark not defined.. 

• When all the information is selected and is correct, click . The 
system moves to the next page in the SD-101 Wizard. 
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SD-101 Review 
The School District Employer Withholding (Ohio SD–101) review page is the
Wizard. This 

 last step in the 
page provides the opportunity to review the information for accuracy and 

make any changes before accepting the data, and confirming the amount you want to 
pay. 
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Field Descriptions 

mField Na e Description 
Company Na port. me The name of the company associated with this re

FEIN The Federal Employer Identification Number associated with the 
company. 

School District 
olding 

Account Num

The account number associated with the displayed company 
ard). Withh

ber 
name (selected on a previous page of the Wiz

Filing Status s associated with the account number. Displays the filing statu
This information is inserted by the system. 

Due Date The date on which the tax is due. 

Filing Period ing period. The date range associated with the selected report

School District The name of the school district associated with the displayed 
Name account number. 

School D
Numbe

istr
r 

ict The number assigned to the school district. 

Effective Tax rict.  Rate The tax rate associated with the school dist

School Distr thheld for the displayed account ict The total school district tax wi
Tax withheld number and school district. 

Total Tax 
Withheld 

ithheld for all displayed school The total (combined) tax w
districts. 

Balance Due .  The amount of tax due for the filing period

Amount You
to Pay 

ting period 
(for  example 1568.02). 

 wish Enter the amount you wish to pay for the repor
mat xxxx.xx, for

 
Returns to the previous step in the filing process. 

 
Saves the information and returns to the Ohio Withholding 
Progress Page, listing the report under “Ready to File” status. 
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Instructions 
• Review the total tax withheld for each displayed school distri

• Enter the amount you wish to pay in th

ct. 

e field provided (format xxxx.xx, 
for example 24206.89). 

• When you have reviewed the information and it is correct, click 

. The system saves the information and displays the Ohio 
ogress Page, listing the report under “Ready to File” status. 

 
Withholding Pr
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Adding/Removing School  D is t r ic ts  

You may add or remov  selecting e school districts while filing your SD-101 by

. The system displays the Select School District page. 
 

 

Field Descript

m

ions 

Field Na e Description 
Company Na the company associated with the displayed school me The name of 

districts. 

FEIN The Federal Employer Identification Number associated with the 
company. 

Click letter to 
ble 

School District 

Clicking any alphabetic letter displays all school districts 
beginning with that letter in the “Available School Districts” 
window. 

display availa

Available School 
Districts 

A window displaying all available school districts for a selected 
letter. 

Your List of Those school district names that were selected and moved to 
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Field Name Description 
School Districts this window using the provided buttons. 

>>  the “Available 
stricts.” 

Moves all displayed school district names from
School Districts” window to “Your List of School Di

> ves only the selected/highlighted school district name from 
ur List of School 

Mo
the “Available School Districts” window to “Yo
Districts.” 

< ves only the selected/highlighted school district name from 
vailable School 

Mo
the “Your List of School Districts” window to “A
Districts.” 

<<` s from the “Your List of 
School Districts” window to “Available School Districts.” 
Moves all displayed school district name

 
The system move to the next step in the filing process. 

 

Instructions 
Displaying a List of School Districts 

• Click the letter matching the first letter of the school district name. The 
system displays all school districts beginning with the selected letter. 
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Choosing/Deleting School Districts 
• Select/highlight the district(s) you want to include in th

School Districts” and click 

e “Your List of 

. The system moves the selected 
names from one window to the other. 

 

 
 

• To move all the school districts from one window to another use 

 or  
 

 
 

 
 

 TIP:  To select more than one school district in the “Available School Districts” 
window, hold down the Ctrl key and click on the selected school district(s) to 
highlight it. 
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• Repeat the previous step until all the school districts you want to include 
dow. 

ol d  of School 

ndow, click 

in “Your List of School Districts” are listed in the win

• When all the scho istricts are listed in the “Your List

Districts”  wi . The system returns to the 
report Wizard. 
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Ohio SD-141 Wizard  

The Annual reconciliation of School District Tax Withheld (Ohio SD–141) page is part of a 
Wizard providing you the opportunity to enter or amend school district withholding tax 
information for a reporting year. In addition, you may use this Wizard to cancel a 
withholding account, and add or remove school districts included in the account profile. 

 

 
 

 

Field Descriptions 

Field Name Description 
Company Name company 

is report. 
The name of the 
associated with th

FEIN The Federal Employer 
Identification Number associated 
with the company. 

 
When selected, this button takes 
you to the Select School District 
page, where you may add or 
delete school districts associated 
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Field Name ion Descript
with the account profile.  

Withholding Account Number rom which to 
 

e Company name. 

A drop down list f
select an account number
associated to th

Return Type Select return t
Amended). 

ype (Original or 

Cancel Withholding Account o cancel the 
yed in 

” drop down 

You may select t
withholding account displa
the “School district Withholding 
Account Number
box. 

Last Day of Compensation Paid o enter the last 
tion was paid for 

e selected Report Year. 

A field in which t
day compensa
th

Report Year rom which to A drop down list f
select the year to which this 
report applies. 

 
Returns to the Ohio Withholding 
Progress Page. 

 SD-141 Wizard
Moves to the next page of the 

. 
 

Instructions 
f the same type (for examNote: You cannot file two returns o ple two IT-501’s) or 

for the same account number and filing period. You cannot f
per day for the same account number and filing p

ile more than once 
eriod. 

• Select the Withholding Account Number for this report fr
down list. If you need to add a new sch

om the drop 
ool district to this account, click 

. The system directs you 
ictto the Select School District page (see Select School Distr  on page 52 for 

•  Type for this report (Original or Amended). You may 
select only one. 

If the system detects an SD-141 for the same Account and Report Year, 
it sets the Return Type to “Amended.” 

The system will not permit you to start a new return for the same 
account and report period if it detects one already in “In Process” or 
“Ready to File” status. 

instructions). 

 Select the Return
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• If you want to cancel the displayed “Withholding Accoun
select the “Yes” radio button. The current y

t Number,” 
ear MUST be the “Report 

en you select 
 the last day 

yyyy, for example 04/01/2002). 

• When all the information is selected and is correct, click 

Year” to cancel a School District Withholding Account. 

• The “Last Day of Compensation Paid” field is required wh
“Yes” to cancel a school district withholding account. Enter
compensation was paid (format mm/dd/

• Select the “Report Year” from the drop down list. 

. The 
system moves to the next page in the SD-141 Wizard. 
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SD-141 Withholding Information 
The Annual Reconciliation of School District Tax Withheld (Ohio SD–141
step in the Wizard. This page lists the school districts associated 
number, their school district n
amount of tax withheld and any payments made for each district, along w

overpayme

) page is the second 
with the account 

umber, and tax rate. Field are provided to enter the 
ith an 

nt amount. In addit n, the io  button connects 
you to the Select School District add or remove a school district included in your 
account profile. 

 

 page to 
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Field Descriptions 

e Field Nam Description 
Company Name The name of the company associated with this 

report. 

FEIN The Federal Employer Identification Number 
associated with the company. 

School District Withholding 
Account Number 

The account number associated with the displayed 
company name (selected on the previous page of 
the Wizard). 
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Ohio SD-141 Wizard  Page 61 

d Name Fiel Description 
Due Date ax is due. The date on which the t

Reporting Year port applies. The year to which this re

 
Opens the Select School District page. 

School District Name ict associated with the The name of the school distr
displayed account number. 

School District Number chool district. The number assigned to the s

Effective Tax Rate e school district. The tax rate associated with th

Tax Withheld thheld for the 
 and school district. 

The total school district tax wi
displayed account number

Payments ready paid to the school The amount of tax al
district for the report year. 

Under/Overpayment verpaid by the 
l district for the report year. 

The amount of tax underpaid, or o
schoo

Totals 
d for all displayed 

school districts. 

The total (combined) tax withheld, payment made, 
or under/overpayment calculate

 
Returns to the previous step in the SD-101 Wizard. 

 
Moves to the next page of the SD-101 Wizard. 

 

Instructions 
Note: the list of school districts contains only active school districts for the 
reporting year. 

• The Tax Wit 00. Enter the total tax withheld for 
each displayed school district. 

 

hheld field defaults to 0.

 
 

Only 20 school districts ma
numbers at the bottom of the screen to move between pages of school 

districts. The 

y be displayed at a time. Click the page 

 (button) is not active/accessible unless the last 
page of school dis cts is displayed. tri
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• To modify the school districts displayed on the page select the 

 button. See Adding/Removing School 
Districts on page 52. 

• The Payments field defaults to 0.00. Enter the amount of tax paid to each  
school district (format xxxx.xx, for example 1578.03). 

• When all the information is selected and is correct, click 

• The system calculates the Under/Overpayment amount. 

. The 
system moves to the next page in the SD-141 Wizard. 
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SD-141 Review 
The ReviewOhio SD–141 Filling Information page is the last step in the Wizard. This page 
provides the opportunity to re iew the information for accuracy and make any changes 
before accepting the data, and confirming the amount you want to pay. 

 

v
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Field Descr

Field Nam

iptio

e 

ns 

Description 
Company Nam y associated with this report. e The name of the compan

FEIN  Identification Number associated with The Federal Employer
the company. 

School District 
Withholding 

The account number associated with the displayed company 
name (selected on a previous page of the Wizard). 

Account Number 

Return Type Return type (Original or Amdended). 

Due Date The date on which the tax is due. 

Reporting Year The calendar year associated with the account number and 
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Field Name Description 
school district information. 

Cancel School
Dist

 
rict Withholding 

previous page of the Wizard 
whether or not to cancel this account. 

Account 

Displays the choice made on the 

School D
Nam

istrict
e 

t associated with the displayed 
account number. 

 The name of the school distric

School District l district.  The number assigned to the schoo
Number 

Effective Tax R ciated with the school district. ate The tax rate asso

School District Tax 
Withheld 

The total school district tax withheld for the displayed account 
number and school district. 

Payments Payments made to the school district for this account. 

Under/Overpayment Underpayment or overpayment amount made to this school 
district for this account. 

School District
ithheld 

trict tax withheld.  Tax The total amount of school dis
W

Total Payments account.  The amount paid to school districts for this 

Balance Due The amount of tax due for the filing period. 

Refund The refund amount if appropriate. 

Amount u w
to Pay 

ting period 
(format xxxx.xx, for example 1568.02). 

Yo ish Enter the amount you wish to pay for the repor

 
Returns to the previous step in the filing process. 

 
Saves the information and returns to the Ohio Withholding 
Progress Page, listing the report under “Ready to File” status. 
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Instructions 
• Review the information displayed on the page to verify its ac

• If the system inserts an am

curacy. 

ount in the “Balance Due” field, you must enter 

and the “Request for Refund is greater than 
nd is locked to 

s a “Refund” amount only if “Total Payments – School 
ry forward” option is 

, click 

an “Amount You Wish to Pay.” 

• If the “Balance Due” is “0.00” 
“0.00,” the “Amount You Wish to Pay” defaults to “0.00” a
prevent you from entering information. 

• The system display
District Tax Withheld” is a positive number. A “car
not available. 

• When you have reviewed the information and it is correct

. The system saves the information and displays the Ohio 
ogress Page, listing the report under “Ready to File” status. Withholding Pr
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Making Payments  

Several payment types exist within the Withholding Application, including: 

ayment 

• Payment Only 

each payment type. 

Billing Notice Payment 

• Billing Notice P

• Assessment Payment  

The following pages explain 

Use the Billing Notice Payment page to make a payment in response to a bill received 
from the Ohio Department of Taxation. 

 

 
 

Field Descriptions 

Field Name Description 

 
Opens the Withhol
Up page. 

ding Account Set 

Withholding Account Number A drop down list of withholding 
accounts associated with the 
Company displayed at the top of 
the page. 

Reporting Period A drop down list of available 
reporting periods for the selected 
Account. 
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Field Name Description 
Billing Notice Number e number of the 

ceived from the 
t of Taxation. 

Entry field for th
billing notice re
Ohio Departmen

Payment Amount oney you wish 
r this Account and 

o not enter a 
mma). 

The amount of m
to pay fo
Payment Period (d
dollar sign or co

 
Cancels the payment and returns 

lding Progress to the Ohio Withho
Page. 

 
The system saves the information 
and displays the Ohio Withholding 
Progress Page with the payment 
listed in the “Ready to File” 
section. 

 

Instructions 
Note: You may file multiple payment reports for the same reporting period and 
account number in the same day; howev r, you cannot file them during the same 
ses

e
sion.  

•  a Billing Notice Payment  Select the Account for which you want to make
from the drop down list, or Add an Account. 

 
The system displays all account numbers on file associated with the 

page. 

• he drop down list. 

p down list displays monthly , quarterly, or 
ods based on the filing frequency of the selected 

check box, the dropdown list 
nual periods. 

er the Payment Amount. 

Enter the amount in the format “xxxx.xx” (for example 1587.16), do 
not enter a dollar sign or comma. 

 When all the information has been entered and is correct click 

company name and FEIN displayed at the top of the 

 Select the Reporting Period for this payment from t

The Reporting Period dro
partial weekly peri
account. 

If you check the “Show All Periods” 
displays all active monthly, quarterly, and semi-an

• Enter the Billing Notice Number. 

• Ent

•

. The system saves the information and displays the Ohio 
ogress Page with the payment listed in the “Ready to File” 

section. 
Withholding Pr
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Assessment Payment 
Use the Assessment Payment page to make a payment for an account as a result of an 
assessment notice received from the Ohio Department of Taxation. 

 

 
 

Field Descriptions 

Field Name Description 

 
Opens the Withholding Tax 

 page. Account Set Up

Withholding Account Number f withholding 
accounts associated with the 

d at the top of 

A drop down list o

Company displaye
the page. 

Reporting Period A drop down list of available 
s for the selected reporting period

Account. 

Assessment Number ld for the number of the 
 received from 

ment of 
Taxation. 

Entry fie
assessment notice
the Ohio Depart

Payment Amount The amount of money you wish 
to pay for this Account and 
Reporting Period (do not enter a 
dollar sign or comma). 

 
Cancels the payment and returns 
to the Withholding Tax Progress 
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Field Name Description 
Page. 

 
The system saves 
and displays the Withholdin
Progress Page

the information 
g Tax 

 with the assessment 
payment listed in the “Ready to 
File” section. 

 

eporting period and 

Instructions 
Note: You may file multiple assessment reports for the same r
account number in the same day; however, you cannot file t
session.  

hem during the same 

• ssment Payment  Select the Account for which you want to make an Asse
from the drop down list, or Add an Account. 

. 

The system displays all account numbers on file associa
company name and FEIN displayed at the top of the p

ted with the 
age. 

• drop down list. 

hly , quarterly, or 
s based on the filing frequency of the selected 

pdown list 
, quarterly, and partial weekly periods. 

 the amount in the format “xxxx.xx” (for example 1587.16), do 
not enter a dollar sign or comma. 

• When all the information has been entered and is correct 

click

 Select the Reporting Period for this payment from the 

The Reporting Period drop down list displays mont
partial weekly period
account. 

If you check the “Show All Periods” check box, the dro
displays all active monthly

• Enter the Assessment Number. 

• Enter the Payment Amount. 

Enter

. The system saves the information and displays the 
Withho ress Page with the payment listed in the “Ready to 
File” section. 

 

lding Tax Prog
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Payment Only 
Use the Payment Only page to make a payment for a specific account and reporting 
period. 

 

 

Field Descriptions 

Field Name Description 

 
Opens the Withholding Account Set 
Up page. 

Withholding Account Number 
ciated with the 

 at the top of 
the page. 

A drop down list of withholding 
accounts asso
Company displayed

Form  list of available 
 to choose. 

A drop down
forms from which

Reporting Period A drop down list of available 
 for the selected reporting periods

Account. 

Payment Amount The amount of money you wish 
to pay for this Account and 
Reporting Period (do not enter a 
dollar sign or comma). 

 
Cancels the payment and returns 
to the Withholding Tax Progress 
Page. 
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Field Name Description 

 
The system save
and displays the
Progress Page

s the information 
 Withholding Tax 

 with the payment 
listed in the “Ready to File” 
section. 

 

ple assessment reports for the same reporting period and 

Instructions 
Note: You may file multi
account number in the same day; however, you cannot file t
session.  

hem during the same 

• Select the Account for which you want to make Payment from the drop 

down list, or  (see Add 
an Account).  

• Select the Form this payment applies to from the drop down list. 

h the account 
 list. 

• drop down list. 

nthly , quarterly, or 
ods based on the filing frequency of the selected 

ll Periods” check box, the dropdown list 
nual periods. 

 the amount in the format “xxxx.xx” (for example 1587.16), do 
not enter a dollar sign or comma. 

• When all the information has been entered and is correct click 

The system displays all reporting periods associated wit
number and form in the Reporting Period drop down

 Select the Reporting Period for this payment from the 

The Reporting Period drop down list displays mo
partial weekly peri
account. 

If you check the “Show A
displays all active monthly, quarterly, and semi-an

• Enter the Payment Amount. 

Enter

. The system saves the information and displays the 
Progress Page with the payment listed in the “Ready to 

File” section. 
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