INTIME User Guide for

Electronic Cigarette Tax
Registration

Effective June 2022
)

Last revised: June 2023

Indiana Department of Revenue



Welcome to INTIME

New Indiana state legislation (Indiana Code 6-7-4) was passed in early 2021 imposing an
Electronic Cigarette Tax to be collected by retailers on the sale of open system containers and
vapor products. Information Bulletin #206 will be updated (June 2022) to include information on
the new e-cigarette tax and available at dor.in.gov/files/reference/gb206.pdf.

This state legislation requires retailers to apply for an Electronic Cigarette Retail Dealer’s
Certificate (ECG-1A) with the Indiana Department of Revenue (DOR). Retailers can register for
the new tax and submit an application for the ECG-1A certificate via DOR’s new e-services
portal, the Indiana Taxpayer Information Management Engine (INTIME), at intime.dor.in.gov.

This guide provides instruction on how to register for the new electronic cigarette (e-cigarette)
tax and apply for the ECG-1A certificate and serves as an additional resource to the INTIME User
Guide for Business Customers. All INTIME guides are available at dor.in.gov/online-
services/intime-tax-center.

As an alternative to registering online for the new tax, an application form is available at
dor.in.gov/business-tax/cigarette-and-other-tobacco-products-tax.

Note: Electronic return filing of the new e-cigarette tax is required, however, paper forms with
instructions are available so that tax customers can see what is required.

How to Apply via INTIME

Retailers can register for the new e-cigarette tax license at intime.dor.in.gov, with or without
logging in to INTIME.

INTIME Logged-In Tax Registration

Step 1: Log in to INTIME, go to the “All Actions” tab, and locate the “Tax account registration”
panel where you will select the “Register or renew a tax account” hyperlink.

Power of attorney U Manage account access ¥ Submissions

revious INTIME return, payment,
t submissions.

Request power of attorney access

Tax account registration =i Refund for tax on purchases B sT-200 application

Register, renew or close a location or tax account. Request a refund fer Indiana tax that you have paid on Apply for a sales tax exer on your purchase of
ses netered urtiities or talec

purchases. urilities or
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Step 2: Locate the “Tobacco registration” panel and click on the “Register an electronic cigarette
account” hyperlink.

SAMFLE COMPANY
00-0000000

Registration

Business tax registration Aircraft

Register a new withholding or sales tax account for Register an aircraft.

Fuel tax registration

Register a new fuel tax account.

your business.

Tobacco registration

Register 4 tobacoo tax account.

Step 3: This page will provide confirmation that you are using this service to register for an
electronic cigarette tax account and will require the following information:

e Business name and address
e Responsible officers of the business
e A pre-existing sales tax account

@ Indiana Department of Revenue

mTI'ME Indiana Taxpayer Information Management Engine ® O

< Registration
ECG tax account registration
SAMPLE COMPANY

00-0000000

Registration

Instructions
When should | register? What do | need to register?
Use this service to register for the fallowing account types with the Indiana n arder to complete this electranic cigarette (ECG) tax registration, you vall need

Departmant of Revenue
* business name and address

officers of the business

= Elactronic cigaratte tax account
* @ pre-existing sales tax account

e[ saveoran oo TN
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Step 4: The following registration pages will request information about the business, the
business owner, and partner(s) or corporate officer(s).

Step 5: Add information about other licenses your business may hold. When selecting “Yes,”
click on the "Add a license/permit” hyperlink to add information for each individual entry to
include the state agency, type of license/ permit and the license/permit number.

€ Registration
ECG tax account registration
SAMPLE COMPANY

00-0000000

Registration

] o ] © ©

Instructions Regjstration Info Crwner information Partnerfofficer information Licensa information

Enter licensing information

(D At least one license is required

Other licenses or permits =

State agency Type of license or permit Number

+ Add alicense/permit

N"ﬁ—"

+ Add a license/permit

| Cancel Save Draft | |< Previous m

Step 6: Select the business location at which e-cigarette sales will take place.

° Indiana Department of Revenue

WTIM.E Indiana Taxpayer Information Management Engine 9 o

< Registration

ECG tax account registration
SAMPLE COMPANY

00-0000000
Registration
ctions Registration Info Owner information Partner/officer infermation License information Locations

@ Please select the location where your sales will be taking place.

Existing locations

DBA name Location address Location ID Existing ECG acc
SAMPLE LOCATION 123 SAMPLE STREET APT 1 SAMPLE IN 46204 E000009815-001

SAMPLE LOCATION 123 SAMPLE STREET SAMPLE IN 46204 8000009819-002

Cancel Save Draft < Previous
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Step 7: Review the location address. Confirm physical and mailing address, as well as location of
audit records. If location information is incorrect, contact DOR by sending a message from the
“All Actions” (tab) page.

Review location address

(@ The address below is based on the address chosen from the locations listed previously. If this information is incorrect, please contact DOR. You may submit a message by
clicking "Send a message" under the "All Actions" menu or call us at (317) 615-2710, Monday - Friday, 8:00am - 4:30pm.

usa

123 SAMPLE STREET

SAMPLE INDIANA

46204-0000 MARION

Is the mailing address the same as the physical address?

No

Is the address where audit records will be available the same as the mailing address?

Yes No

Cancel | Save Draft | < Previous

Step 8: To register for an e-cigarette tax account, a bond in the amount of $1000 is required.
Attach a copy of your bond document(s).

@ indiana Department of Revenue

ETIME Indiana Taxpayer Information Management Engine 9 6

< Registration
ECG tax account registration
SAMPLE COMPANY

00-0000000

Registration

n
? o (] (] © o
ormatian Partner/officer infarmation License information Locations Physical address of business Attachments

Attach any relevant documents you have

(@ Please be advised, you must mail your original bond documents to the Special Tax division of the Indiana Department of Revenue before the registration can be processed

Cancel Save Draft J |< Previous m

Important: Original bond documents must be mailed to the Special Tax division at DOR before
the registration can be finalized.

Mail to: Indiana Department of Revenue
Special Tax
P.O. Box 901
Indianapolis, IN
46206-0901
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Step 9: To register for an e-cigarette tax account, a payment of $25 is required at the time of

submission. Payment can be made by providing bank account information (no fee) or by
credit/debit card (additional fees apply.)

° Indiana Department of Revenue

e o

MTIME Indiana Taxpayer Information Management Engine

< Registration
ECG tax account registration
SAMPLE COMPANY

00-0000000

Registration

r information License information Locations Physical address of business Attachments Payment selection
Payment
Registration fee 25.00

@ In order to register for an electronic cigarette account, a payment is required at the time of submission.

Select a payment method Bank account Debit or credit
card

(@ Praceed to the next step to provide your bank account information and complete the payment. There is no fee for payment by bank account.

Cancel ‘ Save Draft

Step 10: Verify that all the information you provided is correct before clicking on “Next.”

@ Indiana Department of Revenue

m”ME indiana Taxpayer Information Management Engine

@ 6

< Registration

ECG tax account registration
SAMPLE COMPANY

00-0000000

Registration

ions Physical address of business Attachments Payment selection Payrent information Review

(@ By submitting this application, you hereby certify that the foregoing information is a true and correct statement to the best of your knowledge and is a complete and ful
representation based upon the best information available. Please review the information below for accuracy.

Registration summary
Applicant name ; SAMPLE COMPANY
FEIN : 00-0000000

Location address : 123 SAMPLE STREET SAMPLE IN 46204

Telephone number : (555) 555-5555
Payment summary
Registration fee : 25.00

Amount paid : 25.00

Cancel | Save Draft |

¢ [l m
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Step 11: A confirmation will be provided for submitting an e-cigarette tax account application.

Take note of the confirmation number or print the page for your records by selecting “Printable
view."

@ Indiana Department of Revenue

mHME Indiana Taxpayer Information Management Engine e e

< Registration

Confirmation

‘four application for an electronic cigarette tax account has been submitted.
*four confirmaticn number is 0-000-060-219

Below is your submission information

Applicant name: SAMPLE COMPANY

Location address: 1
Telephone number:

STREET SAMPLE IN 46204

Registration fee: 25.00
Amount paid: 25.00

If yau have any questions or conesrns you may submil  message by dicking "Send a message” under the "All Actions” menu or call us at [317) 615-2710, Monday - Friday, B:00am -
4:30pm

Tax Registration without Logging into INTIME

Step 1: Go to intime.dor.in.gov and locate the “Registration” panel, then click on “New tax
registration.”

Tillim b, 11
—

Payments

Where's my refund?
Pay abs R

sL L Status of your individual income Las relurm

Reinstate your corporation

Request for dissolution | Consumer use tax
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Step 2: Locate the “Tobacco registration” panel and select “Register an electronic cigarette
account.”

e kR .

Business tax registration Nonprofit Aircraft
Register a new withholding or sales tax account for Reg ew nonprofit organization after you have Register an aircraft or an sircraft dealership
our business. e |
> > I »
»

Fuel tax registration

Register & new fusl tax account

l Tobacco registration

Register a tobacco tax acc

Step 3: The next screen will confirm that the registration is for an e-cigarette tax account and
will provide information on items required to complete the registration:

e Business name and address
e Responsible officers of the business

e A pre-existing sales tax account. (If you do not have a sales account with DOR, click the
hyperlink to register.)

° Indiana Department of Revenue

mTIMf Indiana Taxpayer Information Management Engine e

< Registration
ECG tax account registration

Registration

Instructions

When should | register? What do | need to register?

Use this service to register for the fallowing account types with the Indiana In order to complete this electronic cigarette (ECG) tax registratian, you will need
Department of Rey

» business name and address
s Electronic cigarette ta% account « responsible officers of the business.

* apre-existing sales tax account

ed or have
an INTIME

If you are already reg:
you should login or cr

1 a corporate or business tax return in Indiana,
rMame to manage your axisting accounts. If you do not already have a pre-existing sales tax account, please register for sales
here.

Cancel Save Draft | Previous Next >
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Step 4: Enter the business’ Federal Employer Identification Number (FEIN).

e Indiana Department of Revenue

E]TJME Indiana Taxpayer Information Management Engine (]

ECG tax account registration
Registration

nstructions ID information

Enter your FEIN

55-5555555

Cancel Save Draft | < Previous |m

Step 5: The following registration pages will request information about the applicant’s business,
point of contact, date of incorporation, as well as physical, mailing and audit records address for
the business.

Registration info

SAMPLE COMPANY

sample@sample.com
OHN SAMPLE
(555) 555-5555

sample@sample.com

@ Ifthis is a corporation, please enter a date of incarporatian. If this is a foreign corporation, plaase also enter the date of acceptance.

B
22-Apr-2022 =}
e — o
G| | swveat < reiees | TEED
Instructions 1D information Registration Info Physical aciress of business
Enter the physical address of business
100 N SENATE AVE
NDIANAPOLIS INDIANA
count
MARION
Is the mailing address the same as the physical address?
e no
Is the address where audit records will be available the same as the mailing address?
fe: No

| oot e | D
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Step 6: The following registration pages will request information about the business, the
business owner, and partner(s) or corporate officer(s).

ECG tax account registration
Registration

? [ [ © [ o

nation Registration Info Physical address of business Mailing address Audit address Owmer information
Enter information about the owner

JIOHr.\ SA?\:"\P E

UsA

IO;N SENATE AVE

w.mmmus INDIANA

;‘;204 2273 P-.';AR‘ION

Cancel Save Draft [« previous m

Step 7: The applicant will be asked to provide information about other licenses the business
may hold. When selecting “Yes,"” click on the "Add a license/permit” hyperlink to add information

for each individual entry to include the state agency, type of license/ permit and the
license/permit number.

° Indiana Department of Revenue

2]

MTIME Indiana Taxpayer Information Management Engine

< Registration

ECG tax account registration

Registration
55 of business Mailing address Audit address Ownier infarmation Partnerfofficer infarmation License information
Enter licensing information
her
Yes Mo
@ Atleast one license is required
Other licenses or permits =
State agency Type of license or permit Number
+ Add a license/permit
+ Add a license/permi

Cancel || Save Draft J
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Step 8: To register for an e-cigarette tax account, a bond in the amount of $1000 is required.
Attach a copy of your bond document(s) to the submission.

° Indiana Department of Revenue

ETFME Indiana Taxpayer Information Management Engine %]

< Registration
ECG tax account registration
Registration

Attachments

ddress Audit address Owener information Partnar/ofticer infarmation icenss information

Attach any relevant documents you have

@ Please he advised, you must mail your ariginal bond documents to the Special Tax division of the Indiana Department of Revenue bafore the registration can be processed

Add attachment

‘ Cancel | Save Draft ¢ Previous

Important: Original bond documents must be mailed to the Special Tax division at DOR in order
to complete the registration.

Mail to: Indiana Department of Revenue
Special Tax
P.O. Box 901
Indianapolis, IN
46206-0901

Step 9: To register for an electronic cigarette tax account, a payment of $25 is required at the
time of submission. Payment can be made by providing bank account information (no fee) or by
credit/debit card (additional fees apply.)

@ Indiana Dep f Revenue

WTFME Indiana Taxpayer Information Management Engine Q

ECG tax account registration

Registration
fdress Owener infarmation Partner/officer information License information Attachments Pé‘,’lIEIIl selection
Payment
Registration fee 25.00

(D In order to register for an electronic cigarette account, a payment is reguired at the tima of submission.

Select a payment method Bank account Debitor credit
card

(D Proceed to the next step to provide your bank account information and complete the payment. There is no fee for payment by bank account.

Indiana Department of Revenue | 11



Step 10: Verify that all the information you provided is correct before clicking on “Next.”

° Indiana Department of Revenue

ETIME Indiana Taxpayer Information Management Engine [

€ Registration

ECG tax account registration

Registration
r information Licerse infermation Altachments Pd:,rII'EII'. selection :‘d:{lr'!'l'. information Review

(D) By submitting this application, you hereby certify that the foregeing information is a true and cerrect statement to the best of your knowledge and is a complete and full
representation based upon the best infarmation available. Please review the information below for accuracy.

Registration summary
Applicant name :

FEIM :

Telephone number
Payment summary
Registration fee : 25.00

Amaunt paid ; 25.00

| Cancel | Save Draft | < Previous |m

Step 11: A confirmation will be provided for submitting an e-cigarette tax account application.
Take note of the confirmation number or print the page for your records by selecting “Printable
view."

:Q Indiana Department of Revenue

mTIME Indiana Taxpayer Information Management Engine ® O

< Registration

Confirmation
Your application for an electronic cigarette tax account has been submitted. Your confirmation number is 0-000-064-463.

Below is a summary of your registration:

Applicant name: SAMPLE COMPANY

FEIN: 22-2222222

Location address: 2 N SENATE AVE INDIANAPOLIS IN 46204-2201
Registration fee: 25.00

Amount paid: 25.00

If you have any questions or concerns you may submit a message by clicking "Send a message" under the "All Actions" menu or call us at (317) 615-2710, Monday - Friday,
8:00am - 4:30pm.

Printable View

Forms and Publications Policies INTIME User Guides Contact Us

Copyright @ 2022 State of Indiana - All rights reserved.
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What Happens Next?

» All applications will be reviewed by DOR Special Tax division.

» Upon approval, an Electronic Cigarette (ECG) tax account will be automatically added to
the retailer/customer’s INTIME account and will appear on the “Summary” (tab) page.

@ Indiana Department of Revenue

mTfME Indiana Taxpayer Information Management Engine @ 6
SAMPLE COMPANY Welcome, JOHN SAMPLE
000000000 You ast logged n on Monaay. ul 15, 2022 2:44:53 P
Indiana Taxpayer |D: 0000000000 Manage My Profile

123 SAMPLE STREET
SAMPLE IN 00000

Summary Requires Attention  Settings  All Actions

Sales
Location 001
SAMPLE LOCATION

123 SAMPLE STREET APT 1
SAMPLE IN 46204

File now

ST-103 for June 2022

Monthly return due: Jul 20, 2022

View all returns and periods

Account
RST-0000166406

$0.00

Electronic Cigarette
Location 001
SAMPLE LOCATION

123 SAMPLE STREET APT 1
SAMPLE IN 46204

File now

ECG-103 for June 2022

Monthly return due: Jul 15, 2022

Account Make a payment

ECG-0000150022

View all returns and periods

$0.00

» E-Cigarette retailers/tax customers who do not have INTIME access can sign up with a
welcome letter. More information and INTIME instructional guides for e-cigarette tax
customers are available to help with the process.

» Beginning July 18, 2022, ECG-1A certificates will be mailed via U.S. Postal Service to the
physical address of the business provided during registration.

» E-Cigarette tax returns will then be due the 15th day of each month and can be filed and
paid via INTIME.

Customers who file taxes with DOR can use INTIME to manage their tax accounts in one
convenient location, 24/7. This includes filing returns, making payments, viewing, and
responding to correspondence from DOR, as well as secure messaging with DOR Customer
Service.
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Contact Us

DOR Special Tax

317-615-2710
Monday - Friday
8am.-4:30 p.m. ET

dor.in.gov

INTIME

Questions? Log in to INTIME and send a message to Customer Service.

Tax Bulletin

Monthly newsletter for tax practitioners & businesses

Tax Talk Blog

The Tax Talk Blog has tax tips, DOR programs & info for tax practitioners
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