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Filing Natural Gas Distribution Tax  

Using the Ohio Business  Gateway 

 

The natural gas distribution tax returns are 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 regard to these instructions or filing the  

Natural Gas Distribution 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. 

 

 

Sign in to OBG using your 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. 

  

https://ohiobusinessgateway.ohio.gov/OBG/Membership/Home.mvc/CompanySearch/
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The Home Page will automatically take you to the “Start a Transaction” tab. From there select “Ohio 

Taxation – Natural Gas Distribution Tax”. 

 

 

Next, click on the smaller option displayed in red that reads “Natural Gas Distribution Tax”. 
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This is the Natural Gas Distribution Tax page where you will begin all of your filing transactions and be 

able to view your filing history.  On the left 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 update for each page that you are currently on while processing transactions 

and will provide useful information that may assist your filing.   
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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 (MCF assigned number 914000XXX), Filing Year, select the corresponding 

Period and the Type of Filing.  The Type of Filing will always default to Original.  Once the fields are 

completed, click “Next”. 
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Enter the MCFs to be reported for the period. Once all values are entered, click “Review”. 

*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. However, please be advised that clicking this button does not file the return. 

 

 

The tax due will automatically be calculated for each tier for Natural Gas Aggregate Distributors. If any 

corrections need made, select the “Back” button. After you have confirmed the return is correct, click 

“File Return”.  
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At this time, the return is being submitted.  When the gray bar under “Total Tax Due” is moving, the 

return is being processed. 
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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 the return is filed late, the system will calculate penalty and interest, and the amounts will be 

displayed and included in the “Balance (Refund) Due”. 

If you will be making your payment via ACH Credit, 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 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”. 
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If you selected “Send to Checkout”, you will be prompted for your payment selections. 

In “Step 1: How would you like to pay?” select the first radio button to “Make a payment online via the 

Ohio Business Gateway”   

*Please note, this is the only option you will be allowed to select. 
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In “Step 2: When would you like your payment to be processed?” select the first radio button for 

“Immediately”   

*Please note, this is the only option you will be allowed to select. 

 

In “Step 3:  What method will you use to pay?” select the first radio button for “ACH Debit” 

*Please note, this is the only option you will be allowed to select. 
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In “Step 4: How much would you like to pay?” you are given an option to alter the amount of the ACH 

Debit transaction that was pre-populated from your original filing transaction.  After you have verified 

the amount of the payment, select the “Accept My Payment Selections” button. 
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You will be returned to the Home Page, where the payment is now in the “Ready for Checkout” tab. You 

must complete checkout in order for the payment to be submitted. 

You have the ability to delete the payment from the “Ready for Checkout” tab by clicking on the red 

trash can.  Note that the return has already been filed at this point, and payment will either need to be 

made using the “Payment Only” option through OBG or will need to be made via ACH Credit through the 

Ohio Treasurer of State’s office. 

You also have the ability to edit the payment amount by clicking on the description of the item being 

paid.  This function will take you back through the payment selection screens.  Please note that this 

option will not allow you to increase a payment amount -  only reduce the payment amount. 

To complete the transaction, click the “Checkout (File and Pay) button”. 
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Select the radio button by “Yes” to select the transactions for which you would like to make a payment.  

You must select either “Yes” or “No” for each transaction listed on this screen to proceed.  Once all of 

the selections are made, click “Continue”. 

 

 

Next, please complete the Payment Account Information by entering the Company Name, Routing 

Number, Account Number and Account Number twice.  When completed, click “Continue”. 
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Please review the information on this page.  After you have confirmed that all items are correct, click the 

checkbox and then click “Confirm Transactions”. 

 

Your payment is now complete. 
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Amend a Return 
The Home Page will automatically take you to the “Start a Transaction” tab. From there select “Ohio 

Taxation – Natural Gas Distribution Tax”.  

 

 

Next, click on the smaller option displayed in red that reads “Natural Gas Distribution Tax”. 
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Click on “Amend a Return” on the left side of the page. 

 

 

Enter your Account Number (MCF assigned number 914000XXX), Filing Year, select the corresponding 

Period and the Type of Filing.  The Type of Filing will always default to Original.  Once the fields are 

completed, click “Next”. 
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Enter the amended financials for MCF to report and click “Review”. 
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A complete summary of your amended filing will be displayed.   

If any of the financials are incorrect, you can use the “Back” button to edit the figures previously 

entered. 

Once you confirm that the return is accurate, click “File Return”. 

 

 

 

At this time, the return is being submitted.  As long as the gray bar under Total Tax Due is moving, the 

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

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

Department. 

If the return is filed late, the system will calculate penalty and interest, and the amounts will be 

displayed and included in the “Balance (Refund) Due”. 

If an additional amount is due, please either click “Exit” to make your payment through ACH Credit via 

the Treasurer of State’s Office; or click “Send to Checkout” to make your payment ACH Debit through 

the OBG.  
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Make a Payment Only 
This option should only be used if you are making payments ACH Debit through the OBG, the return has 

already been filed, and the correct payment amount is not in the “Ready for Checkout” tab on the Home 

page. 

The Home Page will automatically take you to the “Start a Transaction” tab. From there select “Ohio 

Taxation – Natural Gas Distribution Tax”.  
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Next, click on the smaller option displayed in red that reads  “Natural Gas Distribution Tax”. 

 

 

Select “Make a Payment” from the left side of the page. 
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Enter your Account Number (MCF assigned number 914000XXX), Filing Year, select the corresponding 

Period and the Type of Filing.  The Type of Filing will always default to Original.  Once the fields are 

completed, click “Next”. 
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In “Step 1: How would you like to pay?” select the first radio button to “Make a payment online via the 

Ohio Business Gateway”   

*Please note, this is the only option you will be allowed to select. 

 

In “Step 2: When would you like your payment to be processed?” select the first radio button for 

“Immediately”   

*Please note, this is the only option you will be allowed to select. 
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In “Step 3:  What method will you use to pay?” select the first radio button for “ACH Debit” 

*Please note, this is the only option you will be allowed to select. 

 

 

In “Step 4: How much would you like to pay?” you are given an option to alter the amount of the ACH 

Debit transaction that was pre-populated from your original filing transaction.  After you have verified 

the amount of the payment, select the “Accept My Payment Selections” button. 
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You will be returned to the Home Page, where the payment is now in the “Ready for Checkout” tab. You 

must complete checkout in order for the payment to be submitted. 

You have the ability to delete the payment from the “Ready for Checkout” tab by clicking on the red 

trash can.  Note that the return has already been filed at this point, and payment will either need to be 

made using the “Payment Only” option through OBG or will need to be made via ACH Credit through the 

Ohio Treasurer of State’s office. 

You also have the ability to edit the payment amount by clicking on the description of the item being 

paid.  This function will take you back through the payment selection screens.  Please note that this 

option will not allow you to increase a payment amount -  only reduce the payment amount. 

To complete the transaction, click the “Checkout (File and Pay) button”. 
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Select the radio button by “Yes” to select the transactions for which you would like to make a payment.  

You must select either “Yes” or “No” for each transaction listed on this screen to proceed.  Once all of 

the selections are made, click “Continue”. 

 

 

Next, please complete the Payment Account Information by entering the Company Name, Routing 

Number, Account Number and Account Number twice.  When completed, click “Continue”. 
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Please review your information on this page.  After you have confirmed that all items are correct, click 

the checkbox and then click “Confirm Transactions”. 

 

 

Your payment is now complete. 
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Electronic Filing History 
Your return filing history is retained on the OBG.  The Home Page will automatically take you to the 

“Start a Transaction” tab. From there select “Ohio Taxation – Natural Gas Distribution Tax”. 

 

 

Next, click on the smaller option displayed in red that reads “Natural Gas Distribution Tax”. 

   



30 
 

Click on “eFiling History” located on the left of the screen. 

 

 

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. 
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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.  You have the ability to filter the information 

displayed by Service Area (tax type), Date Range, and/or OBG Confirmation Number.  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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