
The following pages show the screens likely to be encountered 
by a consolidated sales tax permit holder when filing 
consolidated location information with a quarterly return. 

These screens are in addition to those used in filing the quarterly 
return itself. For a demonstration of filing the quarterly return, 
please view the quarterly return presentation.

The pages shown are for illustrative purposes only and may not 
match exactly to the screens seen when actually filing.

Sales Tax Consolidated Return



Sales Tax Consolidated Return

You may not be registered as a consolidated filer if:
•You collect 5% excise tax on auto rental sales.
•You operate a hotel or motel.
•You file on an annual basis.

For more information, contact Business Registration at (515) 281-3363.



Choose how you wish to submit consolidated information.

The next several screens show the procedure for the Enter 
Online option.



This screen displays the all locations associated with your consolidated 
permit number.

The permit numbers listed are those of each specific business location 
shown. 

Add New Location: Click on the Add New Location button to include a 
consolidated location not shown on the list.



This screen allows you to add a consolidated location that did not appear on the original list displayed by the 
system. If the Department has record of another business location under your Business eFile Number (BEN) that 
is not currently recognized as being part of the consolidated group, that location will be displayed below the 
original set of consolidated permits. If you wish to include this location as part of the consolidated filing, mark the 
box to the left of that permit number. If a location has not yet been issued a permit number, you may include that 
new location by selecting the county where it is located on the final line of this screen. 



Instructions on next slide



Consolidated Tax Entry
The complete list of consolidated locations selected on the 
prior screen(s) will be displayed for the entry of location-by-
location information. 

Goods Consumed Not Assigned to a Specific Location 
The first entry line may be used to report any goods 
consumed that cannot be attributed to an individual 
location. Since these will not be assigned to a specific 
location, the permit number shown is the consolidated 
permit number. 

Information by Location 
For each of the locations shown, enter the gross sales, 
goods consumed, exemptions. Taxable amount and tax will 
be calculated and carried to the Sales Tax Quarterly Return 
screen. 



The following screens show the procedure 
for using the File Upload option.



This screen defines the file. It can be either a fixed length file or a delimited 
file. The available delimiters are comma, semi-colon, pipe or tab.



The file format for the 
type of transactions to 
be filed is provided. A 
standard format is 
displayed. This 
standard format can be 
used or it can be 
customized by changing 
the sequence of the 
fields, or adding filler 
fields. Once the format 
is determined and 
saved by a user, that 
format will be presented 
to the user for future 
filings until such time as 
it is modified. 

If you are registered to pay 5% excise tax on certain construction 
equipment sales, additional fields will be shown on this screen.



Click “Browse” and search for the file you created.



This step performs basic checks on the first 10 records in the file. It will assist in determining that 
the file’s field sequence is the same as what was defined and that the fields are formatted properly. 
The file is not "submitted" at this point and can be pulled back, corrected and uploaded again. The 
goal is to receive the message "Record is Valid" so that you know your file is capable of being 
transmitted.  Click “Continue” to submit the file.



After completing the File Upload or Enter Online process, you will 
be taken to the quarterly return for completion. 

For a demonstration of filing the quarterly return, please view the 
quarterly return presentation.

Sales Tax Consolidated Return


