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GETTING STARTED

Browser Settings

The IFTA/IRP application was built to be compatible with Internet Explorer v6.0 and higher.
However, with advancements in technology this system is now compatible with Microsoft®
Internet Explorer® (IE), Google Chrome™, and Mozilla® Firefox®. New IE versions may need to
run in the compatibility mode. It is important that your computer security settings be set to allow
the IFTA application to run.

Pop-Up Settings

The application makes use of pop-up windows to display certain documents created in a PDF
format. You will have to make some setting adjustments on your computer to allow these pop-
up windows as described in Security Settings and Pop-Ups.

Adobe Reader Software Required

The system makes extensive use of PDF-type documents and this will require you to install the
latest version of Adobe Acrobat Reader on your computer. It is free, and you can get the latest
version on the internet by following the instructions in Adobe Reader Software.

Account and Password Maintenance

If you are a new carrier, your temporary password was sent to you when your account was
processed, if you are an existing customer, you will need to email the Office of Vehicle & Motor
Carrier Services (OVMCS) at omcs@dot.iowa.gov. You will need to include your Client ID, and
we will send you a temporary password, good for 24-hours, to the email we have on file. Once
you receive the temporary password, you will need to go to www.iowadot.gov/iftairp to set up
your account for online processing. Your client ID and password will be the same for both IFTA
and IRP.

If you have problems signing on after you have created your new password, you will need to
contact our office at 515-237-3268.

Validation Screens

After you have finished entering data for a particular function, the system will present a
validation screen to provide you the opportunity to validate the information before it is stored.
The following functions are available on the validation screens:

e BACK - Select this button to return to the data entry screen and correct the information
as needed.

o PROCEED - Select this button to continue navigation to the next logical step of the
transaction.

e QUIT — Select this button to exit the validation screen and return to the appropriate
menu. The information entered on the screen will not be saved.

o QUIT/SAVE - Select this button to save mileage and fuel that you have already entered
if you need to verify information prior to proceeding with report filing.
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Standard Button Selections

The OVMCS interface has a set of standard buttons displayed at the bottom of the various
screens.

o PROCEED continues transaction processing to the next logical step in the process.
o REFRESH restores all screen fields to their original values, allowing you to start over.

e QUIT exits to the appropriate menu and does not save the information on the current
screen. From an inquiry pop-up, selecting the QUIT button will close the pop-up.

e BACK returns to the previous screen.

e CANCEL returns to the menu and deletes all information associated with the
transaction being performed.

e HELP provides assistance regarding use of the current screen.

Sign-On Screen

The initial sign-on screen to lowa’s OVMCS system can be accessed by going to:
www.iowadot.gov/iftairp .

Follow the steps below to sign in:
1. Enter your Account ID (this is the same as your Client ID)

2. Enter your password, if this is your first time signing on; use the temporary password
provided to you, once you are logged in, you will be asked to set up security questions,
and a new password.

3. If you forgot your password, click on FORGOT PASSWORD and it will guide you
through resetting your password. If you have trouble, call 515/237-3268.

Make sure the User Type is “External User” from the drop-down list.

Click Sign-In.

T~
™~
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Once you have signed in to the system, you will be at the main menu (AKA Enterprise Level).

ENTERPRISE LEVEL

Licensee and Processing Agents

The Enterprise Level will look similar for both the licensee and the processing agent; however,
the processing agent will have an extra option, see the Processing Agents Only Section.

The following options are included for both the licensee and processing agent:

1. File Tax Return Quick Link — Click on the File Tax Return link and this will take you to
the Quarterly Fuel Tax Reporting screen.

Application ® Client »  Paym:

Quick Links

FILE TAX RETURN

2. Application —When you hover over the Application option, a drop-down list will appear,
you will select IFTA, this will take you to the IFTA Main Menu where you can order
additional decals, duplicate licenses and reprint items.

‘felcome _.___, . __._._____.________.
Application » Client » Payment® Auw

IRP_ | Links

FILE TAX RETURMN

REPRINT TAX RETURNS

PLATE RETURN INVENTORY
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3. Client — When you click on the Client option, it will take you to your client information
through Inquiry.

Application» Client» Payment® Audit? User Activit
MNew Client

MNew Reporting Service Provider

Update

e

RFPRTNT TAYW BFTIIRNS

4. Sign Off — By clicking on Sign Off, you will exit the system and the Sign-In screen will
appear.

Filing A NEW Tax Return

When you click on the File Tax Return quick link, the Quarterly Fuel Tax reporting screen will
pop up.

Your Client ID will prepopulate. To select the Return Year, Return QTR and Fuel Type, click on
the down arrow next to each field and select the correct information, and proceed.

— \

P /

After you have entered all the data, and it passes internal edits, the Tax Return Entry screen will
be displayed.
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It is on this screen you will perform the following steps:

1. Verify the carrier information at the top of the screen, specifically the return year, return
quarter, and fuel type.

Towa Department of Transportation Motor Carrier Services {( TEST 136 ¥2.9.1 - Ifta Level

‘Welcome KIM.TIRED@IOWAID .

| Tax Return H Payment H MainMenu |

ax Return Entry.

Client ID: Licensee Name:
Amendment No., Return Year: Return Quarter: Fuel Type:
Armend/Orig: Due Date: Filed Date:

No Operation []

2. If you have not traveled any miles or purchased any gallons for the quarter, check the
“No Operation” check box and select Proceed.

Towa Department of Transportation Motor Carrier Services { TEST 136 ¥2.9.1 - Ifta Level

‘Welcome KIM.TIRED@IOWAID .

| Tax Return H Payment H Maintenu |

ax Return Entry.

Client 10: Licensee Name:
Amendment No., @ Return Year: Return Quarter: Fuel Type:

i Due Date: Filed Date:

Al
‘ No Operation []

3. If you have miles and gallons to report, enter the Total Miles (5A).

Previous Return
Total Miles {A):

Total Miles(Sa): | Calurn C:

Total Gallons(58): Total Column F: Tatal Gallans (B):

MPG (A8
MPG (54/58) Calculate (A8

4. Enter Total Gallons (5B).

Previous Return

Current Return
Total Miles (a):

Total Miles{5a%: Total Column C:

>t Total Gall B

Total Gallons{5B): al Column F: otal Gallons (B}
MPG (A/B):

MPG [54/58) Calculate (4/8)

5. Select Calculate and the system will calculate and display the MPG.

Previous Return

Total Miles(5a): Total Column C: Total Miles (A):

Total Gallons(58): Total Column F: Tota| -
MPG (4783
MPGE (54/58) ) Calculate (A/BY

Current Return
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6. The jurisdiction area will pre-populate with the jurisdiction(s) you previously filed.

Jurisdiction: Show Map.

Total Miles:

Total Taxable Miles:

Total Paid Gallons:
Add

Jurisdiction List : | Surrounding Jurisdiction &

Remove |Jur(a) Eff Date Rate (B) | Total Miles (C) I[I:;;ﬂ' Taxable Miles Tax Paid Gallons Prv Total Taxable Prv Tax Paid

® Waive IntPrv Total Miles Miles Gallons

a. If you need to add a new jurisdiction you have three options:

i. Type the two-character abbreviation into the Jurisdiction field, followed by the
total miles, total taxable miles, and total paid gallons, the select “Add” to enter
the information into the spreadsheet;

Jurisdiction: Show Map.

Total Miles:
Total Tazable Miles:

1Ll

Total Paid Gallons:

add b

Jurisdiction List © | Surrounding Jurisdiction v

Remove [Jur{A) Eff Date Rate (B} [Total Miles (C) Total Taxable Miles Tax Paid Gallons Waive Int|Prv Total Miles Pr:v Total Taxable Prv Tax Paid
(D) (F) Miles Gallons
| i 0 i
O b i i
Miles in non-IFTA jurisdictions: o

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

[(Browse_ ] [ Upload File ]

Load Tax Details

[ Proceed ] [ Cancel ] [Qult/Save] [LnadNext] [ Remove ] [ Refresh ] [ Help ]

ii. Select the jurisdiction from the drop-down list; enter the total miles, total taxable
miles, and total paid gallons. Select “Add” to enter into the spreadsheet.

Jurisdiction: Show Map.

Total Miles:
Total Tazable Miles:

Tatal Paid Gallons:

add b

Jurisdiction List © | Surrounding Jurisdiction |+

Al

A Total Taxable Miles Tax Paid Gallons q q Prv Total Taxable Prv Tax Paid
Remove (Jur{A) |Eff Date Rate (B} [Total Miles {C) () (F) Waive Int|Prv Total Miles Miles Gallons
O i 0 0
] a i i
Miles in non-IFTA jurisdictions: o

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

[(Browse | I Upload File
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ii. Click on “Show Map” and select the jurisdiction from the map, enter the total
miles, total taxable miles, and total paid gallons. Select “Add” to enter the
information into the spreadsheet.

Jurisdiction: Show ap. e—

Total Miles: é—
Total Tarable Miles: h
Total Paid Gallons: h

Add

Jurisdiction List @ | Surrounding Jurisdiction v

Remove [Jur(A) Eff Date Rate (B)|Total Miles (C) Uizt Tl lo files Jazlailiealion: Waive Int|Prv Total Miles P':V i) ka2 [ e (]
(D) (F) Miles Gallons
] i i i
O a ol 0
Miles in non-IFT4 jurisdictions: a

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

[ Browse.. | [ Upload File ]

Load Tax Details

[ Procead ] [ Cancel ] [Qult/Save] [LnadNext] [ Remove ] [ Refrash ] [ Help ]

7. Toremove a jurisdiction, check the “Remove” box next to each jurisdiction the click on
Remove at the bottom of the screen.

Jurisdiction: Show Map.

Total Miles:

Total Taxzahle Miles:

Total Paid Gallons:
Add

Jurisdiction List © | Surrounding Jurisdiction v

Remove Jur{A) |Eff Date Rate (B} [Total Miles (C) IS;aI fzobl=ltll=s s (i) @l

0 - Prv Total Taxable Prv Tax Paid
5 Waive Int|Prv Total Miles Miles Gallons

Miles in non-IFTA jurisdictions: o

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

[(Browse_ ] [ Upload File ]
[ Proceed ] [ Cancel ] [Qult/Save] [Lnad Next] [ Remove ] [ Refresh ] [ Help
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8. Enter the total miles, total taxable miles, and tax paid gallons in all applicable
jurisdictions.

Remove |Jur{A) Eff Date Rate (B)|Total Miles (C) Jintal=mblelies jie:diaidicalions Waive Int|Prv Total Miles PW jictaliiarablc Prv Tax Paid
(D} (F} Miles Gallons
O a 0 0
O a 0 0

Miles in non-IFT4 jurisdictions: a

Offline Tax Return Processing
Select the appropriate file and click on the Upload File button,

[ Browse.. | [ Upload File

Load Tax Details

[ Proceed ] [ Cancel ] [ Quit/Save ] [ Load Next ] [ Remove ] [ Refresh ] [ Help ]

9. Enter the total miles in non-IFTA jurisdictions, if applicable. (Non-IFTA jurisdictions
include: United States - Alaska, Hawaii and the District of Columbia; Canada — Yukon,
Nunavut & Northwest Territories. Outside of the United States & Canada — Mexico.)

SunELG L

Total Miles:

Total Taxable Miles:

Total Paid Gallons:
Add

Jurisdiction List : | Surrounding Jurisdiction v

Remove |Jur{A) |Eff Date Rate (B} |Total Miles {C) '(I'[l:)l;al UeEEHTD RS '(I"?;{ atllealions
O 0 0 0
O 0 0 0

/
< Miles in non-IFTA jurisdictions: i}
T —

10. Click the Proceed button to perform the data edits and the Tax Return calculations. If
there are edit errors, you must fix them before you continue.

b. The most common error is data entry error in the number of miles and/or gallons.
The Calculate button in the Return Details area at the top will calculate the totals of
columns C and F to assist you in finding data entry errors.

11. The next screen will show your calculated tax return. If there are any possible errors, the
data will display in RED, and should be reviewed for accuracy and amended if needed.

12. Once checked and complete, select Proceed.
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13. The total amount due is valid only if paid or postmarked on or before the end of the
month, based on the filed date. For example, if the return is filed 12/17/2016, the total
amount due is accurate until 12/31/2016. If payment has not been paid or postmarked by
this time, penalty will be applied and interest will accrue the first of each month until the
amount is paid in full.

14. If all information is correct, click on Proceed to save and submit the calculated return
until you come to the IFTA payment detail screen and click on Proceed.

\
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15. If you discover you need to change your tax return, click the Correct Tax Return button
and the Quarterly Tax Return data entry screen will be displayed with all of the submitted
information. You may update as required and click the Proceed button to return to the

payment detail screen. j

Returning to complete a tax return

If you started your tax return, but were unable to complete it at that time, and you select “File
Tax Return”, the message “Tax Return status for the client is open. Please use the Work in
Progress Function.”

If you receive this message, you will know that you did start your tax return, it is not complete,
and you need to complete it.

To continue processing your tax return, select the “Work In Progress” option, then select “Tax
Return” from the drop-down list.

Once you are back in the tax return, follow steps outlined under Filing A New Tax Return.

Iowa Department of Transportation Motor Carrier Services (TEST 20

» Reprint» Payment?» Supplement» Inquiry#Work In Progress » Reports » Enterprise Sign Off

Search Supplement
xR R
Audit Invoice

Offline Tax Return

Making a Payment

Once you have finished your transaction, and you have proceeded through to the payment
screen, you are ready to make payment. You will have three options for submitting payment.

1. If your net amount due is greater than zero and you are mailing in your payment:

a. Select “View Invoice” — this will provide a PDF view of your calculated tax return. You
can either save this to your hard drive or print it to your local printer. You will need to
provide a copy of this invoice along with your payment.

/
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2. If your net amount due is greater than zero and you are paying with DWOLLA, click the
Proceed button and the Payment Processing screen will be displayed. Click on “Dwolla
Payment” on the lower right-hand side. This will take you out to the Dwolla site, and you
will follow the directions for paying at the Dwolla site. Once you receive confirmation
from Dwolla that your payment has been made, you will then be returned to our site and

your payment will be complete.

3. If your net amount due is greater than zero and you are paying with Escrow, click the
Proceed button and the Payment Processing screen will be displayed. Click on the down
arrow under Payment Type, and select Escrow. Once you select Escrow, you will need
to enter the amount being paid, the Check/Receipt number will pre-populate. Click on

Proceed.

Total Due 3.00

I Wire Transfer

Cash
Check/Receipt Number

Escrow Funds
12345

/ Overric Add Payment Type

Qyour total due is zero, simply click Proceed to end your transaction.
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5. Once the Proceed button is selected from the Payment Verification screen, your
payment is accepted and a PDF file showing the payment made and any outstanding
amount due will be displayed. Keep in mind that if there is an amount due, interest will
continue to accumulate monthly and penalty will apply if not previously calculated on the
remaining balance at a rate shown on http://www.iftach.org/ then click on Interest Rates.

You may save this PDF to your hard drive or print it to a local printer using the tool bar at
the top of the page.

Close the PDF by clicking the X on the top right-hand corner of the screen and the
Enterprise Level will display.

6. If you have an additional fuel type to file, you need to repeat the steps starting with Filing
a New Tax Return.
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IFTA MAIN MENU OPTIONS

To get to the IFTA main menu from the Enterprise Level:

1. Hover over Application and select IFTA from the dropdown list.

Application® Client» Payment}® A
-—
lp\p_ Links

FILE TAX RETURN

2. After clicking IFTA, you will be at the IFTA Main Menu.

IFTA Online Processing Page |13
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Fleet Option

Hover over Fleet Option and select Fleet Inquiry from the drop down list. You may enter a
specific year or license name or leave these fields blank.

Click on Proceed and the Fleet Inquiry screen will appear.
All inquiry screens have three basic sections:
1. Selection Criteria; and
a. Your Client ID will prepopulate under Fleet Inquiry.
2. Selection List; and

a. Click on Select in the Selection List to display the Inquiry Tree with the carrier
information details.

3. Inquiry Tree Structure.

a. All information regarding the account activity is reflected in the Inquiry Tree
Structure. This structure shows historical data for all years and supplement activity
for each of those years.

b. You can see the details of each supplement with the fleet for any given year by
clicking on the individual item such as Supp 0, Fleet 0.

c. You can expand and contract the Inquiry Tree by doing the following:
i. Click on the “-“ will contract the tree.
ii. Click on the “+” will expand the tree.

d. Click on the Quit button on the bottom will close the pop-up screen and return you to
the IFTA Main Menu.

Y
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D
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Tax Return Option

This option is used to inquire a tax return or file either an original tax return or an amendment to
a tax return.

Click on Tax Return then select Inquiry from the drop-down list.

™~

Enter the selection criteria if different from the default, click on proceed and a selection list of tax

returns will be displayed.

Click on the Select field in the column to the left of the return you wish to see.

S —
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The inquiry tree structure for that return will be displayed with the details for the quarter
selected.

In the screen below the 15t quarter of 2003 was selected and the inquiry tree shows quarter 1
with a diesel return and the Amendment 0, which is the original tax return.

>

All information regarding tax return activity is reflected in the inquiry tree structure. You can
expand and contract the inquiry tree as follows:

o Clicking on the “-“ will contract the tree
e Clicking on the “+” will expand the tree

You can see the details of each tax return for any given year, quarter, and fuel type by clicking
on the individual item such as Amendment-No-0., Status, etc.

e
=
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Once selected, the following screen will appear.

Admin Option

Hover over the Admin option at the top hover over Tax Rates and select inquiry:

File Edit View Favorites ZIools Help

Iowa Department of Transportation Motor Carrier Services (TEST 20 V

Welcome mary.quillaume@dot.iowa.gov -

Fleet » Tax Return P Auditdgy Admin » Reprint # Payment» Supplement » Inquiry » Work In Progress # Reports »  Enterprise  Sign Off
I Ledger Report
Foreign Jur. Transmittal Tracking P

Load

I 7 Interest Rates » | Inquiry h
Enter the return year, quarter, and select proceed:

~ N
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After clicking on proceed, the tax rate table will pop up with all jurisdictions and the tax rates that
are effective for that quarter.

Reprint Option

When using the Reprint option, you can reprint a copy of your license, 30-day temporary permit
and tax returns. These documents are created in a PDF format and can be printed, emailed or

saved to your computer.
PRINTING
License

Click on the reprint option and select License from the drop-down list. The selection screen will
display. To reprint the license, enter the license year and supplement number. If you leave
these blank, a selection list will be provided and you can select the license year you want.
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Once you select the year you want, the details of the license will be displayed in PDF format.

)\/ -
<«

30-day Temporary Permit

This selection provides a copy of a 30-day temporary permit, and works the same as reprinting
your license. Hover over Reprint and select Permit.

Iowa Department of Transport

Welcome mary.quillaume@dot.iowa.gov .
Fleet » Tax Return ® Audit® Admin? Reprint? Payment? Supplement® Inquiry P

License

Shipping Document
Permit
Renewal Notice

Quarterly Tax Return

Tax Return

Letters

Enter the license year and supplement number.
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Click on Select

—>

The permit for that supplement and vehicle will pop up in PDF format for you to print, email or
save to your computer.

Tax Return

‘&:‘ lowa Department of Transportation
-

INTERNATIONAL FUEL TAX AGREE\. NT
TEMPORARY DECAL PERMIT

Issued To :

Address : Test Account

123 Every Stre~*
Anywhere |1A 5

Unit#: 26934 Vi
Base Jurisd.  o.. lo
.. Accoum
Issued D : 01-01-2016 Expiration Date: 01-31-2016

To print the quarterly tax return form, you will hover over Reprint, select Quarterly Tax Return
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Fill in the Return Year, Return Quarter, and Fuel Type then click on Proceed:

Iowa Department of Transportation Motor Carrier Services (TEST 20 V8.46) - IFTA

Welcome mary.guillaume@dot.iowa.gov .
Fleet » Tax Return  Audit® Admin P Reprint? Payment® Supplement? Inquiry ? Work In Progress? Reports» Enterprise Sign Off

Admin

O Blank Report ® Select Carrier
\ * Client Id ‘ \ FTIN
* Return Year 2016 . Q'E‘;t;’tg; 3 Fuel Type |DIESEL v
® View Oprint OFax O Email

ﬂ Proceed ‘ | Refresh | | Quit | | Help |

The Quarterly Tax Return form will pop up in a PDF format for you to either print, save to your
computer or email.

Test Account
123 Every Street
Anywhere IA 55555

If you want to reprint your completed tax return, hover over reprint, and select Tax Return.
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Select the Return Year, Return QTR and Fuel Type then click on Proceed:
I

elcome mary.guillaume@dot.iowa.gov .
Fleet» Tax Return? Audit» Admin? Reprint» Payment?® Supplement?® Inquiry» Work In Progress» Reports® Enterprise Sign Off

Tax Return Search Reprint - Tax Return

\ Client ID: : Amendmel =
eturn Year: [2016 v Return QTR: Fuel Type: [DES=0000 ¥

O Print ® View O Fax O Email

_'a‘ Proceed | | Refresh ‘ ‘ Quit | ‘ Help ‘

Your completed Tax Return will pop up in PDF format for you to print, save, or email.

Test Account

Payment Option

To view information about a given supplement, including payment information, hover over

Payment and select Supplement Payment Inquiry from the drop-down.
Iowa Department of Transportation Motor Carrier Services (TEST 20 V8.46) - IFTA

Welcome mary.guillaume@dot.iowa.gov .
Fleet » Tax Return b Audit? Admin? Reprint » BEVNES Supplement »  Inquiry » Work In Progress » Reports »  Enterprise Sign Off

| Supplement Post Payment
* Tax return reprinted successfully Cancel Supplement Payment

Cancel Tax Return Payment

| ﬁSupplement Payment Inquiry
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Enter the year you want to view and click Proceed.

The inquiry Tree will be displayed, as shown below. Click on any one of the supplement items in
the inquiry tree to view payment details.

Below is the screen that will show the supplement and payment information.
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Inquiry Option

This option, on the IFTA main menu, provides information about an existing supplement. It
works the same as other inquiries, as you will need to specify selection criteria, click Proceed
and view the information you are inquiring about by clicking on the desired inquiry tree item.

o Fleet — provides IFTA fleet information and history information, if available.

e Supplement — provides IFTA supplement/transaction information on existing
supplements.

e Tax Return provides a screen display of a filed IFTA tax return.

o Supplement Payment provides IFTA supplement information including payment detailed
information.

Work in Progress Option

This tab on the IFTA Main Menu provides a way to continue either an open supplement or open
tax return that was started but not completed.

o Supplement allows you to continue an incomplete transaction process by entering the
selection criteria for the supplement required.

e Tax Return allows you to continue an incomplete tax return by entering the selection
criteria for the required tax return.

Signing Off

Once you have completed your transaction(s), you will want to sign off by clicking on the “sign
off” in the upper right of the screen.

Iowa Department of Transportation Motor Carrier Services (TEST 20 V8.

Welcome mary.guillaume@dot.iowa.gov -
Fleet * Tax Return ® Audit® Admin» Reprint» Payment® Supplement?® Inquiry» Work In Progress » Reports » Enterprise | Sign Off

IFTA Online Processing Page |24 October 11, 2016



PROCESSING AGENTS ONLY

The Office of Vehicle & Motor Carrier Services will allow a processing agent access to
authorized carrier accounts following the rules for setting up processing agents. When a
processing agent signs in, the Enterprise Level screen will be similar to a licensee, only process
agents will have a Select Client ID option to click on.

To select the client you want to do work for, click on Select Client ID.

The Select Client ID screen will be displayed.

Click on the “down arrow” next to Client ID, and select your Client ID, and click Use.

<A hitps:/{mestestiomvd.com - CELTIC 1OW A MCS - Microsoft Internet Explorer
File  Edit

View  Faworites  Tools  Help

Iowa Department of Transportation Motor Carrier Services (
Welcome .

P Client P Select Client ID Sign Off

Saplication

Select aNlient ID to use.

Client ID;

Use it

To continue processing in IFTA you will start at Filing a New Tax Return.
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SECURITY SETTINGS AND POP-UPS

The application makes use of pop-up windows to display certain documents created in a PDF
format. You may need to make some setting adjustments on your computer to allow these

windows to pop-up.
1. Log on to the Enterprise Level.

Eile Edit Wiew Favorites Tools Help

Iowa Department of

-guillaume@dot.iowa.gov .
Application » Client» Payment® Audit» User Activity Transaction Admin» Inventor

Quick Links

FILE TAX RETURN

2. Select Tools, then select Pop-Up Blocker

3. You will then click on “Pop-Up Blocker Settings”
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4. In the Address of the Web Site to allow field, enter the following web site address:
www.iowadot.goV/iftairp and click on Add and then Close.
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ADOBE READER SOFTWARE

Adobe Reader is required to view forms and documents that are created within the application
in PDF formats.

You can check to see if you have Adobe Reader by doing the following:
1. Click the Start button on your desktop.

™~

2. Select “All Programs”

™~

3. Look at the list to see if Adobe Reader is an option.

<€

4. If Adobe Reader is not on your list, you can go to https://get.adobe.com/reader to
download it at no cost.
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