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Filing Ohio Motor Fuel Tax  

Transporter Return 

Using the Ohio Business Gateway 

 

Beginning November 1, 2015, the Ohio Motor Fuel returns will be filed using the Ohio Business Gateway 

(OBG).  Attached are instructions of how to navigate the OBG. 
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If you have any questions in regards to these instructions or filing the  

Ohio Motor Fuel Tax, please contact the Excise and Energy Division at  

(855) 466-3921. 
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Logging in 
Navigate to the OBG Login Page at ohiobusinessgateway.ohio.gov 
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Sign in to OBG using your existing Username and Password.   

If you are a new user to OBG, but an account for the entity already exists on OBG, you must contact the 

OBG Administrator within your company to have them add you as a user.   

If your company has never filed using OBG, click the Create an OBG Username.  Additional instructions 

for registering a new account on OBG can be found on our website at tax.ohio.gov. 
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From the Home Page, use the drop down menu found in the “Start a Service or Transaction” zone and 

select “Ohio Taxation – Ohio Motor Fuel Tax”. 

 

Next, click “Select” by the “Motor Fuel Tax-Transporter” option.   
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This is the Ohio Motor Fuel Tax page where you will begin all of your filing transactions and be able to 

view your filing history.  On the left hand side, you will see there are several filing options available:   

 

 File a New Return 

 Amend a Return 

 Make a Payment 

 eFiling History 

 

As well as these options, please note the “Tips” box to the right, and the “Help” link in the upper-right 

corner.  The “Tips” box will be updated for each page that you navigate to while processing your 

transaction and will provide useful information that may assist your filing.   

 

  



6 
 

The “Help” link will take you to more specific information in regard to the tax and the filing of your 

transactions as seen below. 
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File a Return 
To file a new return, click the “File a New Return” button. 

 

Enter your Account Number (8 digit Motor Fuel Tax Account Number) and Filing Period End Date. Next, 

select the Type of Filing and the Method of Filing. Click “Next” to continue. 

 

**Note see page 14 for instructions on “Upload Files”.  This example will cover the manual form entry 

method. 
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You will select the “Schedule Type” and “Product Type” to be entered. 

 

*At any point of the filing session, you can use the “Save & Exit” button to save your work and resume it 

at a later time. Clicking the “Save & Exit” button does not file the return. 

                 

Once the Schedule Type and Product Type are selected, click “Create Schedule” to start entering details 

for your selections. 
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The schedule heading will show what schedule type and product type that was selected and is being 

entered. 

Enter all details in the “Add/View Record” section. 

If entering multiple shipments or deliveries with the same seller and destination information, you can 

check the box at the bottom of the form “On Save, copy highlighted fields to next record”.  This will 

display a new record with the same seller and destination details completed, but the document 

information and gallons section will be blank for you to complete with the next record. 

Once record is completed click “Save” at the bottom of “Add/View Record”. 

 

http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Terminal-Control-Number-TCN-

Terminal-Locations-Directory  

 

 

 

 

 

 

 

  

TCN format must be entered as T-31-OH-3114.  

To view a complete list of valid TCN codes, visit 

the IRS website using the link below. 

http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Terminal-Control-Number-TCN-Terminal-Locations-Directory
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Terminal-Control-Number-TCN-Terminal-Locations-Directory
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After clicking “Save”, if any errors are found or information is missing, there will be a red message that 

appears and the record will not move to “Created Records”   

When a record is saved successfully, the record will be displayed under the “Created Records” column. 

A saved record can be edited or deleted by selecting the option to the right of the record. 

Once all information is entered and saved under “Created Records” select “Save & Return to Receipts 

Summary” to continue to a different schedule and product type or to complete the return filing. 
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Each schedule that has been completed will show in the Summary of Created Schedules at the bottom 

of each tab. 

Selecting the “Show Schedule” button will allow the schedule to be edited or you can add additional 

records. Selecting “Delete” will remove the entire schedule. 

 

 

 

Once all applicable schedules are created and saved, click “Review” to check the return for accuracy.  
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The system populates the return details by compiling the entered schedules 

Click the product type link (in blue) to extend or collapse the details of that product type. 

If you disagree with the summarized values, review and/or edit the schedule details by clicking the 

“Back” button and making the appropriate corrections.  

When you are satisifed that the summarized values are correct, select “File” to complete and submit the 

return. 
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Once the screen below is displayed, your return has been filed.  If you have any questions 

regarding your return, please refer to the “Filing Confirmation” number when contacting the 

Department. 

If your return is filed timely there will be no balance due, you can click the “Exit” button.  You will be 

returned to the Home Page and your filing is complete through the OBG.  Please submit your payment 

through the Ohio Treasurer of State’s Office. 

** If the return is filed late, the system will calculate penalty. The amounts will be displayed and 

included in the “Balance (Refund) Due”.  

If you will be making your payment via ACH Debit using the OBG, you can enter the “Payment Amount” 

(which is defaulted to the Balance Due) and click “Send to Checkout”. 

The return can be printed by selecting “Print View”. The return will also be stored in the efiling History 

and can be reviewed/printed at a later time. 

**Instructions for making payments can be found in the Self Help eLibrary. The link below will lead you 

to a list of videos for Ohio Motor Fuel taxes. 

http://www.tax.ohio.gov/self_help/excise.aspx 

 

 

 

 

 

 

http://www.tax.ohio.gov/self_help/excise.aspx
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Instructions for File Upload  
 

Enter your Account Number (8 digit Motor Fuel Tax Account Number) and Filing Period End Date. Next, 

select the Type of Filing and the Method of Filing. Click “Next” to continue. 

** File validation occurs nightly. The file(s) will be ready for the next step within 24 hours. 

 

 

Enter your e-mail address, then click “Browse” to locate and select the file you want to upload for 

validation 
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Once the file has been selected, click “Send for Processing” this will start the process of validation. 
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After sending the file for processing, a message confirming the file upload will be displayed.  Next, select 

“Return to Main Menu”. You will receive an e-mail the following day indicating the upload has been 

processed.  Once you have received the email confirmation, you can log back into OBG and resume the 

transaction. 

 

 

 

 

After the file has been uploaded, but prior to receiving the email confirmation of completion, the 

transaction will  show as “Processing” on the Incomplete Transactions page. 
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After the validations have been completed and you receive the email advising you that you may 

continue the filing, you will login back into OBG and go back into“Ohio Taxation – Ohio Motor Fuel Tax”. 

Now under the Incomplete Transactions, you will see the status of the uploaded file(s). 

For errors and error correction on uploaded files, see page 34 for instructions.  

For files with no errors, select the “Ready” status link. 

 

 

Click the “Next button to continue. 
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Click “Review” to check the return for accuracy. 

 

 

 

If you disagree with the summarized values, review and/or edit the schedule details by clicking the 

“Back” button and making the appropriate corrections.  

When you are satisifed that the summarized values are correct, select “File” to complete and submit the 

return. 
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Once the screen below is displayed, your return has been filed.  If you have any questions 

regarding your return, please refer to the “Filing Confirmation” number when contacting the 

Department. 

If your return is filed timely there will be no balance due, you can click the “Exit” button.  You will be 

returned to the Home Page and your filing is complete through the OBG.  Please submit your payment 

through the Ohio Treasurer of State’s Office. 

** If the return is filed late, the system will calculate penalty. The amounts will be displayed and 

included in the “Balance (Refund) Due”.  

If you will be making your payment via ACH Debit using the OBG, you can enter the “Payment Amount” 

(which is defaulted to the Balance Due) and click “Send to Checkout”. 

The return can be printed by selecting “Print View”. The return will also be stored in the efiling History 

and can be reviewed/printed at a later time. 

**Instructions for making payments can be found in the Self Help eLibrary. The link below will lead you 

to a list of videos for Ohio Motor Fuel taxes. 

http://www.tax.ohio.gov/self_help/excise.aspx 

  

 

 

 

 

http://www.tax.ohio.gov/self_help/excise.aspx
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Errors on Upload Instructions 

Click on the “Show Errors” link. 

 

Click the “Download Error File” button. 

Review the error file and use the information to make corrections on your main upload file. 
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Click “Return to Main Menu” to delete file and start a new upload process. 

 

Click “Delete” to clear the uploaded file with errors. 

Once the file is deleted, start a new return by uploading the corrected file and follow the process from 

the beginning. 
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Electronic Filing History 
Your return filing history is retained on the OBG.  From the Home page, Select “Ohio Taxation – Ohio 

Motor Fuel Tax” from the “Start a Service or Transaction” zone.  

 

Next, click “Select” by the “Motor Fuel Tax-Transporter” option.   
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Click on “eFiling History” on the left side of the page. 

 

 

A list of the most recent 200 transactions will be available for review.  Click on the “View” link to the 

right to view more detail. 
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A new window will pop up with the return summary. 

 ** Click the printer icon to print copy of return. 
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Electronic Payment History 
To view the history of payments that have been submitted through the OBG, click the “History” link at 

the top of the Home page. 

 

 

This will display the payments made through the OBG. Click on “View Receipt” to see the confirmation 

and receipt. 
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You can obtain further details of the confirmation, by clicking “View.” 

 

 

The below screen is displayed. 

 

Please contact the Excise and Energy Tax Division at (855) 466-3921 with any additional questions or 

concerns. 
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