User Guide for Common Liquor Carrier Reporters

If you already use our website for some other purpose, such as submitting returns and/or payments, you can
skip this section titled “Setting up a Carrier Account” and go to the section titled “Signing in to your KS

Carrier Account.”

Setting up your Carrier Account
1. Launch your web browser (for example Internet Explorer).
2. Navigate to this website: https://www.kdor.ks.gov/apps/kcsc/
3. If you are currently registered with the Department, you may enter your User ID or Email Address and
Password and click the Sign In button. If you are not currently registered with the Department, please

click the Register Now button.

Kansas Department of Revenue Customer Service Center

LOGIN PAGE

Thank you for using Kansas Department of Revenue Customer Service Center to manage your Department of Revenue accounts.
If you are accessing our site for the first time, select the "Register Now” button below

Email Address |

Need Help? Contact Us.

4. Enter your information into the fields on the Customer Service Center Registration form.
5. Under “Settings” section, select the Accounts radio button.

SECURITY QUESTION

If you forget or need to reset your password,

Kansas Department of Revenue Customer Service Center Registration

Whatis

Select a Security Qu
YOUR INFORMATION If you choose "Other” for your security q
Name ] overuesion |
Please erter the Business Name of your company or your Personal name
Answer ]
our answer can be a word o
Cotctame ]
ReenterAnower ||
Cotirre [ ]
TeptoneNomber | ] R
Example: 765-555-1234

Teephone Btensin ||
Famber | ]

EalAddess | ]
RoonterEmaipdress |

6. Verify your information and click Register with this Information. Next Click Continue where you
will be asked to confirm the verification code that was sent to your email.

Confirm your email address



https://www.kdor.ks.gov/apps/kcsc

Signing in to your KS Carrier Account
1. Launch your web browser (for example, Internet Explorer)
2. Type https://www.kdor.ks.gov/Apps/kesc/login.aspx in the address field, and press Enter. Or you can find

the log in link at the upper right hand corner of the main Kansas Department of Revenue website https://
www.ksrevenue.org. Click the Red Login button.
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Customer Service Center

Kansas | |

Department of Revenue

Search

3. You must enter your User ID or Email Address and Password as currently registered with Kansas
Customer Service Center and click the Sign In button. (Exhibit 4)

Kansas Department of Revenue Customer Service Center

LOGIN PAGE

Thank you for using Kansas Department of Revenue Customer Service Center to manage your Department of Revenue accounts

If you are accessing our site for the first time, select the "Register Now™ button below.

Email Address ]
The email address you used when registering

Password |

Pass:

Forgot your

Register Now

p? Contact Us.


http:www.ksrevenue.org
https://www.kdor.ks.gov/Apps/kcsc/login.aspx

Adding Carrier Account

1.

When first entering this web application, you will need to add the Carrier role to your online profile,
by clicking on Add an Existing or Register a New account to this login button. If this is not your
first time entering into this web application, please skip this section.

Account Listing

4 Add an Existing or Re ccount to this login. Search:
Account Name (Custom Name) * Secondary Name Status Filing Frequency Account Type Manage
No data available in table
Account Name Secondary Name Status Filing Frequency Account Type Manage

Showing 0 to 0 of 0 entries

You will be requested to enter an Identification number and Access Code which is unique to your Kansas
Carrier account. These fields are case sensitive. This information has been given or mailed to you. If this
information is misplaced, you may contact the Department of Revenue ABC at 785-296-7015. Click the
Continue button after you have entered the information. The Identification number and Access Code will
only be required the first time this user logs in. If you have multiple users, each user will be required to
enter this information the first time they log into the web application.

Kans?s Department of Revenue Customer Service Center - Add an existing account or register a new account to
your login

Enter your identification number and access code below to add your account to your login
Your identification number is dependent on the type of account you are trying to add:

+ Individual Income (payment enly): can be added by visiting the individual account page.

+ Charitable Gaming: Nine digit bingo/raffle account. If you want to register a new bingo/raffle account click here for more information

- Cigarette and tobacco: nine digit Employer Identification Number (EIN) or SSN. If you just completed registration and do not yet have an account in the system, click here for Cigaretie & Tobacco
- Dealers: six digit folder number, left fill with zeroes if fewer than six numbers

- Driver's Education Portal: nine digit account number starting with 'DE99"

- IFTA: nine digit EIN. If you want o register a new IFTA account click here for more information

- Motor fuel or mineral tax: five digit license number

- PVD Education Account: Twelve-character Student Account Number. If you want to create a new student account, click here for more information
- Any other account (Withhelding, Sales, Use, Transient Guest, Liquor Taxes, etc.): nine digit EIN or 15 character tax account number

Access codes are Kansas Department of Revenue-assigned 6 to 16 digit numeric or alphanumeric codes specific to each account
If you do not know your access code, you may call the Electronic Services unit at 785-296-6993 or by e-mail, kdor_EServices@ks.gov. You should receive a response within two business days to any emails to this address.

Identification number | |

Access code | |

&

;(gnlg.?osge‘epartment of Revenue Customer Service Center - Add an existing account or register a new account to
I

Account Information

Check the accounts you want to add to this login and click the "Save" button below_ If these are not the accounts you wanted 1o add, click the "Edit" button to modify the information you entered 1o lookup these accounts.
Accounts that are already added to your |Dglﬂ will not dxsp\a', on this list and can be found under your Accounts list

‘ Add | Name Account ID

Filing Frequency | Tax Type Account Status | Email Filing Dead| ‘ Email Frequency Changes ‘ Email Tax Rate Changes

‘ M LCROO00D0D0G | Monthly Liquor Carrier | Active O ‘ O O

e




Filing your monthly Carrier Report

1. From the Account Listing page, Click the Manage Account link.

Account Listing

Add an Existing or Register a New account to this login Search:
Account Name (Custom Name) - Secondary Name Status Filing Frequency Account Type Manage
CRO00D000G Active Monthly Liquor Carrier (‘a:mu Account
Account Name Secondary Name Status Filing Frequency Account Type Manage

Showing 1 to 1 of 1 entnes ‘

2. Click File Liquor Carrier Report which is at the top of the Account Management grid.

Kansas Department of Revenue Customer Service Center Account Information

Contact our Electronic Services support staff at 785-206-6993 if you have questions regarding the infomation shown for this account. Click "Manage Access to This Account” at the bottom of the screen to remove this account from your profie.

Account Information
Account Number LCRODO00CS

Business Name

Custom Display Name — E

Account Type Liquer Camrier
Filing Frequency Monthly
Account Status Attive What goss this mean?
Account Management

File a monthly Liguer Carrier Report

Wiew/Pay Debts | View Your Current Debts

Manage Access 1o This Accourt | View/Remove who has Access to this Account

Mansge Accoun Communicaiions (| Change Settings for this Account's Communication

3. Click File a new or amended report.

State Liquor Carrier Report Filing

Carrier Name
Prior l eports

For Period Report type Filed On Filed By Confirmation #

Search:

No data available in table

Showing 0 to 0 of 0 entries Previous

4. Select a month and year from the drop down selections. Then answer 'No' if filing this period for the first
time, otherwise choose 'Yes' if you are revising a previously filed period. If you have no deliveries to report
for the month being filed, check the box next to 'No delivery information to report for this period.' Then hit
Continue.

State Liquor Carrier Report

Part 1 - Filing Information

Carrier Name

Report Month Select a month v |
Report Year Choose a Year|v|
Are you filing an amended report? OYes ® No

Zero Based Reporting

["] No Delivery information to report for this period?

Cancel ( Continue '




Enter your data manually by choosing Add Line or upload a CSV file by choosing the Upload option.

State Liquor Carrier Report
Part 1 - Filing Information

Carrier Name :
Report Pericd : May 2019
Report Type : onginal
Part 2 - Delivery Information
Showing 0 to 0 of O entries Search:

Edit Consignor Name Address Delivery Date Weight Tracking Number

Mo data available in table

Show| 10 (| entries Pr

Total Weight Toial: 0.000

Help Uploz Continue

If Add Line method was chosen for data entry, you must type information in all of the fields except
'consignor address 2' which is the only field that is not required. Select Save to add this row of
information to your required monthly report.

Part 2 - Identify Delivery Source

Consignor (Seller) Name *

| Wineshippedtoyourhome |

Consignor (Seller) Address Line 1~ ‘ 100 Main \
Consignor (Seller) Address Line 2 ‘ ‘
City = | Anaheim
s’ Cotoma ]
Zip Code (11111 ‘
Delivery Date * | 050112018 |
Tracking Number * | 123456abcdefg
Package Total Weight (Ib) * ‘mix
m Cancel | ; )

—
Part 2 - Delivery Information
Showing 1 1o 1 of 1 entries search: |

Edit Consignor Name Address Delivery Date Weight Tracking Number

Edit WINESHIPPEDTOYQURHOME 100 MAIN, ANAHEIM, CA 11111 05/01/2019 2 123456ABCDEFG

show| 10 [v]|entries Previous | 1 Next

Total Weight Total: 2.000

[ e | mack | upoaa | acaune | oo an

If Upload method was chosen for data entry, please indicate whether your file has headers and if you
wish to truncate existing entries in this filing period, by selecting the appropriate checkbox(es). Choose
the Click here to select file button and navigate to the file you want to upload. Uploads must be saved as
a CSV (comma separated value) file. Excel can output CSV files. All 9 columns are required. The
fields required to have data are noted with an * next to the item name. The data provided should be for
the Consignor (seller) not the Consignee (where you delivered package to.)

1. *Name — 50 char max— no commas

. *Address Line 1 — 50 char max— no commas

3. Address Line 2 — 50 char max— no commas

4. *City — 40 char max— no commas

5. *State — 2 char

6. *Zip — 5 char min / 10 char max (no dash just numbers)

7

8

9

[\S)

. *Delivery Date — date format (e.g. 01/24/2016)
. *Weight of Delivery - 9 whole, 3 decimals places, report in pounds
. *Tracking Number- 30 char max — no commas

5



Saving your upload as a CSV file.

Starting with a program such as Excel, enter rows of data in the same order as the column
specifications state on the previous page. The only optional column is Address Line 2, the rest are

required.

Format the Date by selecting the column's data, then right clicking and choosing Format Cells. On the
Number tab chose Date as the Category. Then chose *MM/DD/YYYY as the Type. Then select OK.
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1 [Name Address 1 Address 2 City sute  Zip Date Number
2 [company A 100MainStreet SuitzA  Phosnix  AZ 5001/ 05/ 909 AA1 01 2345 6784
3 |company 8 200 Main Street Juneau AK 05/02/2013| 1 ZW6897XY Wo0098770
4 |company C 300 Main Street ca f03/. ZT675T4Y Wo2275808
5 |Company D 400 Main Street Denver co 05/15/201: 735
6 |[Company E 500 Main Street Atlanta GA 30303| 05/15/2018| 1 ZXF38300382722839
7 |company ¥ 600 Main Street Honolulu  HI /20/2019|1720. 43508
8 |company G 700 Main Street Branson MO 121/ 7 1953 9753
9 |company H 800 Main Street Tallahassee  FL 3220 1000 0000 0000 0000 00
10 [Company I 900 Main Street LttleRock AR 7220 /2 3000 0000 0000 0000 00
11 |CompanyJ 2015 Main Street Suite)  Baton Rouge LA T0802| 08/ = ====numsmaasmsss s R
12|company ] 2019 Main Strest Suite)  Baton Rouge LA 7os02]osfz €2 (|1 < K A § % 0 B
13 [CompanyJ) 2019 Main Street Suite)  Baton Rouge LA 70802{05/7 B I = Dr- A v SR
14 |CompanyJ 2019 Main Street Suite)  Baton Rouge LA 70802| 05/30/2018] TR123ABC 1234999999
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City State Zip Date Number
Phoenix AZ 85001| 05/01/2019|1Z g99 AA1 01 2345 6784
luneau AK 99801 05/02/2019|1ZW6897XY Wooo98770
Sacramento CA 95814 05/03/2019|1ZT675T4YWg2275808
Denver co 80202| 05/15/2018|1Z51062E6893884735
Atlants = ——— 2 &3
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General Sample
Baton Number Date
Baton Currency
Accountin Type:
::a:on : Time "03/14/2012 -
aton Percentage ‘Wednesday, March 14, 2012 E
Fraction
371442
?cwentnﬁ: 03/14/12
ext
Special i:'ma' 12 -
Custom ~Mar-
Locale (location):
English (United States) E

Date formats display date and time serial numbers as date values. Date formats that begin with

an asterisk (*) respond to
operating system. Format:

changes in regional date and time settings that are specified for the
s without an asterisk are not affected by operating system settings.

Format the Zip and Tracking Number areas by selecting the column's area, then right clicking
and choosing Format Cells. On the Number tab chose Text as the Category. Then select OK.

er‘ Alignment | Font | Border I

Fill | Protection

F G H 1 Format Cells
Zip Tracking Number {Fiu
6557 This row has numeric formatting 111223333 Category:
'06557 This row has text formatting 000111222333

*MNote how text formatting keeps the leading zeros*

Percentage
Fraction

Sample
95492

General format cells have no specific number format.

Save your file with the file extension type of CSV. Using menu option File -> Save As should allow
you to set the location to where your file will be saved and chose CSV (Comma delimited) (*csv.)
from the Save as type: drop down menu. You may bypass the warning when saving as CSV.

File name:  JEEERERTY

-

Save as type: ‘CS‘:’ (Comma delimited) (".csv)

E___ e 2
Microsoft Excel

C5 (Comma delimited)

)
[

—
i Y
| |
k. y/

Do you want to keep using that format?

Yes

Some features in your workbook might be lost if you save it as CS5V (Comma delimited).
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Data Upload Process for State Liquor Carrier

1. On Part 2 - Data Upload, check the appropriate boxes to indicate whether your file has headers
and if you wish to truncate existing entries in this filing period. Choose the Click here to select
file button and navigate to the file you want to upload. After selecting the file (correct name
shows in the File Name section, click Open.

|
State Liquor Carrier Report
Part 2 - Data Upload
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2. Ifyour file has processed successfully, you can expect to see a blue line with the progress/status.
If this blue line does not appear, please re-check the column order, mandatory fields, as well as
confirming the file you are attempting to load has been saved as CSV. Click Process File to
continue. Finally, select Continue to add these records to your report.

State Liquor Carrier Report
Part 2 - Data Upload
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Part 2 - Data Upload
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