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eForm

Choose a form to file your 
sales/use tax.
•UST-1 Long
•UST-1 Short
•UUT-1 Long
•UUT-1 Short

The UST-1 Universal Sales 
Tax Return (short form) is 
used for the purpose of 
this presentation.
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•Once the Vendor’s license 
number is entered, the TIN, 
Name, Address, City, State and 
Zip fields are populated 
automatically. 

•Choose Monthly or Semi-
Annual filing frequency.

•The “Must be received by 
date” field is populated once 
the “Reporting period” field
contains a valid entry.

•Lines 3 and 5 are calculated 
for you.

Note Line 2 will accept a negative number and add it 
to Line 1 to determine lines 3 and 5.
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•Tax liability is the total 
amount from the 
county breakdown 
portion. An entry here 
will populate Lines 6 
and 9 of the return. 

The form has a 
checkbox on Line 7 for 
automatic calculation 
of discount or Line 8 
can be used to add 
add’l charge. (both will 
not be permitted)

Note: the form will not
calculate the tax 
liability.
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Plus and minus buttons 
allow you to add and 
remove counties. Up to 
8 counties can be added 
using the short form. If 
additional counties are 
required, you must use 
the UST-1 long form.

The form will 
automatically populate 
counties used on a 
previously filed return.

You must enter taxable 
sales and tax liability for 
each county (it is not 
calculated).

Grand total tax liability 
is populated on line 6.
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•Taxpayer will choose 
“electronic payment”
(electronic check or 
credit card) or “pay 
by check”

•Enter User ID and 
password

•Links are provided 
on the eForm if 
taxpayer has not 
registered or has 
forgotten the user ID 
and/or password

•Click “Checkbox” to 
declare return is true 
and complete and 
click eFile
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eForm Pay by Credit Card 
view 

•Credit card companies 
collect a 2.5% convenience 
fee

•The following credit cards 
can be used:

American Express
Visa
MasterCard
Discover
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eForm Pay by 
Check view.

•After the form has 
been eFiled,  a 
confirmation page 
will be created that 
will include a 
payment voucher 
ST40P
•Note: A confirmation 
number will be issued for 
all three filing and 
payment methods
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Send in the ST 40P along with a paper check to 
the mailing address on the form.

xxxxx


