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Introduction

Welcome to Pay.gov, the Alcohol and Tobacco Tax and Trade Bureau’s (TTB’s) System for
electronic form filing and payment of excise taxes.

What Does This Guide Cover?

This guide shows you how to:
- Complete and submit Brewer’s Report of Operations Forms.

For information about using this system and how to obtain technical support, please visit the
pay.gov web site: http://www.ttb.gov/epayment.htm.

What Does This Guide Not Cover?

This guide does not contain information regarding enroliment. For enrollment information,
please go to http://www.tth.gov/epayment/gettingstarted.htm. Also, the guide does not contain
all the specific instructions for completing each form. If you have any questions about
completing or filing any form, contact your TTB Specialist at (513) 684-3334 or toll free at 1-
877-882-3277. All of the applicable forms can be viewed or printed at
http://www.ttb.gov/forms/index.htm.

For information regarding other Pay.gov functions and forms, please refer to separate User

Guides, including:

- TTB Pay.gov Access and User Profile User Guide

- TTB Pay.gov Excise Tax Return and Payment Electronic Submission User Guide

- TTB Pay.gov Brewpub Report of Operations Electronic Submission User Guide

- TTB Pay.gov DSP Report of Denaturing Operations Electronic Submission User Guide

- TTB Pay.gov DSP Report of Processing Operations Electronic Submission User Guide

- TTB Pay.gov DSP Report of Production Operations Electronic Submission User Guide

- TTB Pay.gov DSP Report of Storage Operations Electronic Submission User Guide

- TTB Pay.gov Monthly Report -Tobacco Products Importer Electronic Submission User
Guide

- TTB Pay.gov Proprietor of Export Warehouse Electronic Submission User Guide

- TTB Pay.gov Report — Manufacturer of Tobacco Products or Cigarette Papers and
Tubes Electronic Submission User Guide

- TTB Pay.gov Report of Wine Premises Operations Electronic Submission User Guide

Please Note that you may qualify to submit the Brewpub Report of Operations. Please verify
which beer production report you qualify to file.
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How Do | Complete a Brewer’s Report of Operations?

1. Fromthe USER CENTER SCREEN, click on Private Forms under the Forms Listing.
Select ATF F 5130.9 in the Agency Form Control Number column.

2. The following screen appears:

/3 Pay.Gov - Form Instance - Microsoft Internet Explorer =J8lx

J File Edit ‘iew Favorites Tools Help

3 = =
@ o QA @ D | B . P
Eack Forward Stop Refresh  Home Search Favorites  Histary Mail Print Edit: Discuss  Real.com
J Address I@ ngDetails%30truee26showingally 3Df alse¥e26ascending % IDtrue% 26sortProperty % 3DagencyFarmiame % 26pageOff set 4 3D0% 26 kot alResults %30 1 4% 26nc %301 131 134213183J @GO
J Links @ ‘¥ahoo! @Pay GOy Production @ Pay.gov Q& @Oraclens Discoversr @ Track-It! Web @Pay a0y eRoom
sM gl
y@v Provided by the Depariment of the Treasury. / ‘Welcome, Donald. Logout
Uger Center Your connection to Pay.gow will logoffin 30 minutes. | Request more time.
Hide Menu # | Form Instance
Administration 3
Application
List Applicatians OMB Ho. 1513-0015 (05/31/2004)
Res"“"c"ﬁ DEPARTMENT OF THE TREASURY [our Brewery BN is:
W ALCOHOL AHD TOBACCO, TAX AND TRADE BUREAU
earch Form Instances . —
- BREWER'S REPORT OF OPERATIONS [Fur Brewery Humber i
Collections Control 2 (You must foliow the Instractions on the back of this report.) b
Panel - ) IATF can reach us by telephone st
- Help Text Paperwork Reduction Actl Ve
Search Transactions 8773323277
Forms ry wyhat is your brewwery's name? DBA:
Form Lists wwhat is the location of your breswery?
I 550 Main Street Cincinnait OH 45202
Eeassigned (Mumber and Street) (City) {Caunty) (State) (Zip Cadis)
Samd_ Reporting Period  (Enter Year) [2005 - Quarterly Report for
M donthly Report for (Exter Monfh}l j danuary - March 7y - September
Find All Forms oR apri - June " October - December
by Form Mame (See instruction 3.) & Original ¢ Amended [~ Final o
by Agency Bame Part 1 - Beer Summary (Barrels)
Search Forms COperations Cellar Racking Bottling Totals
Bulk Heg Bulk: Cage
£ @ ®) o : @
Searching Help ] i (e) o

Additions to beer inventory Foand your entries to the nearest second decimal)
Advanced Search

1. 0n hand beginning of this report petiod

Payments £ 2. cluced by i ritati
Pending Payments List <¥iE prouced by fermertation
Repo.rts FS 3.We added water and other liguids in cellar operstions
B 3 Beer recelved from racking and botting =
-
|&] Done |'|2|_|Q Internet

3. Depending on your settings, you may need to scroll up or down, right or left, to be able to
view the entire form.

4. Information from your user profile will be entered for you in the appropriate fields.
Please verify the accuracy of the information in the pre-populated fields.

5. Be sure to only use the mouse or the tab key to enter information into the fields. DO
NOT use the enter key to enter information in the fields. The enter key will cause
edits to be performed on your form, which may slow data entry. Also, the Back and
Forward buttons on your browser are also not to be used. Next Page and Previous Page
options should be utilized instead when available. Navigation through the form is by
tabbing by column or clicking your mouse in the appropriate field.

6. All fields above Part 1 are required fields and must be completed using the directions
below. If you leave a required field without entering a valid entry, you will receive an
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error message box explaining the error. Click the OK button and enter the necessary text
to continue. Begin by clicking your cursor or tabbing into the field marked “Our
Brewery EIN is”.

**** The information provided in the following fields must match your approved brewer’s
notice.

Employer Identification Number (EIN): For your EIN, you should enter a straight 9-digit
number, as the dash (“-*) will be auto-populated.

Brewery Number: You must enter your Brewery Number, which must follow the format BR-
ST-ZZZ-#####. You must enter a BR. The next two characters signify the State. The state
abbreviation in your registry number must match what was entered in the state field for your
address. The next three positions signify the approved abbreviation of the company name and
will be 3 letters. The next positions must contain a numeric value of one to five digits (1 through
99999 is valid). Do not enter the dashes (*-), as these will be auto-populated.

Phone Number: The telephone number of the brewery is pre-populated. You may edit pre-
populated fields if necessary. If there is no telephone number in your User Profile, then nothing
will be pre-populated and you must complete the field.

Brewery Name: The name of your business is not pre-populated. You must enter the company
name as shown on your TTB approved permit or registration.

Street Address: Your Street Address is pre-populated. You may edit pre-populated fields if
necessary. If there is no address for your business in your User Profile, then nothing will be pre-
populated and you must complete the field.

City: The city where the business is located is pre-populated. You may edit pre-populated
fields if necessary. If there is no city for your business in your User Profile, then nothing will be
pre-populated and you must complete the field.

County: You must enter the County where the business is located using up to 20 characters.
State: The state where your business is located is pre-populated. You may edit pre-populated
fields if necessary. If there is no state for the business in your User Profile, then nothing will be
pre-populated and you must enter the two-letter state abbreviation.

Zip Code: The zip code where your business is located is pre-populated. You may edit pre-
populated fields if necessary. If there is no zip code for your business in your User Profile, then
nothing will be pre-populated and you must complete the field. You must enter a 5-digit number
or a 5-digit number followed by a “-“ and then a 4-digit number.

Reporting Period Year. You must select the Reporting Period Year from the drop-down box.
Reporting Period Month: You must select either a month or quarter as the reporting period.
The months are located in a drop-down box that lists the 12 months. By selecting this option,
you cannot select a quarterly report. If you wish to select a quarterly period, you need to select
the blank space in the month drop-down box and then select the appropriate quarterly report.

Original or Amended Report: You must mark the appropriate box to show whether the report
is an original (first submission for the period) or an amended report correcting a previously
submitted report).

Final Report: If this is your final report to show discontinuance of operations, check the
appropriate box. Otherwise, leave the box blank.
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7. To complete the form, use the current procedures for completing the paper form.
Instructions for completing the form are available by clicking the Help Text button in the
upper left side of the form. This will open another window of your browser without
impacting your Pay.gov session. To close the Help Text, simply close the window.
Please note that if you intend to enter data into the write-in fields, you must first enter the
appropriate row or column heading before entering the numerical data.

8. The buttons at the bottom of the page perform the following functions:
Save — allows the user to save the form in its current state.
Reset — clears all form fields and restores to a blank form.

Update — captures data without submitting the information and performs validations of all
entered and required fields.

Print Preview — creates a PDF version of the form that can then be printed in the current
OMB format of the form.

NOTE: If you don’t have Adobe Acrobat installed on your computer, you will be
prompted to download the free software.

Next Page — performs validation on all entered and required fields and allows the user to
move to the next page of the form if it successfully passes the validation criteria. If not, an
error message will be displayed.
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9.

3 Pay.Goy -

After filling in the appropriate information on the first page, click on Next Page to
complete the second page of the report. The following screen should appear:

Form Instance - Microsoft Internet Explorer == x|

J File Edit Wew Favorites Tools Help
& =g for]
»> @ N Q @ @B . P
Eack Faryard Stop Refresh  Home Search Favorites  Histary MMail Print Edit Discuss  Real.com
Jnddress I@ httpsi/iqa.pay.govipaygov/forms forminstance. htmlz&formRevisionId=1510148file=1131134594953. pdf j @Go
J Links @ Y¥ahoo! @Pay Gov Production @ Fay.gov Q& @Oraclens Discoversr @ Track-It! Web @Pay qov eRoom

%yf@V Provided by the Department of the Treasury. / WWelcome, Denald. Logout

M -

User Center Your connection to Pay.gov will logoffin 30 minutes. | Reguest more time.

Hide iMenu

Form Instance

SIS

Administration

Resource
Search Bill

Application
List Applications

Search Form Instances | | | | |

Prior Period Adjustments

nsianies 35. Additions to beer inventory 2 3]

F6. Removals from beer inventory f+1 5]

Panel

Collections Control 2 Under penatties of perjury | declare that this report iz supported by true, complete, and correct records that are available for inspection at my

brewvery. | have examined this report and to the best of my knowledoe and belief it is true, complete, and correct.

Search Transactions

Donald James - pay.gov 1142005

Sionature Title: Diate e

Forms

« Part 2 - Report Period Tax Payments (See festructions - Part 2)

Form Lists
Erivate

Saved
Submitted

Eeassigned

Find All Forms
by Farm Marme
by Agency Mame
Search Forms

Searching Help
Advanced Search

Return Serial Number Date Filed Tax Liahility Acfustments Amournt Paid

ool

Enker Tax Liability
o S —

Part 3 - Summary of Materials Used and Wort Produced

Payments

Hops Extract wort ;I ;I ;I ;I

S tt=m Hops (pounds) Hops specify specify specify specify

Pending Payments List

(pounds) Equivalernt (barrels)
(%) @ i ) (&) m )] Q)]

Reports

1. Material for beer & cereal
beverage

»

Eeport List

2. Wort received and used

=l

|@ Done
10.

11.

12.

13.
14.

15.

’_ ré_ | mtermet

Once you have filled in the appropriate fields within both pages of the form, click Update
to capture the data. If report errors occur, the total field will be highlighted in red, and
the system will display a warning message and explain the error that needs corrected.
After corrections are made, click the Update button again.

Once you have updated the document, click PDF Preview to view the form and a PDF
version of the form is displayed.

To print the form, select the Printer icon from the Adobe toolbar or from the browser
toolbar. This will open the Print dialog box. Select OK to print all pages of the form.
After viewing or printing the form, close the Adobe window to return to the form.

The Pay.gov Privacy Policy hyper-link provides access to view the Privacy Policy for this
site.

You may choose to either save your form and submit it at a later time, or submit the form
now.

e |If you wish to save the form, click on the save button. You will receive a
confirmation number for your saved form. (See “How Do | Retrieve A Saved
Form?” to find your form when you are ready to submit the report).

e If you wish to complete the process now, click on the Submit Data button.
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Please verify that your submission is shown as “Accepted” under the Forms
Status column in the Submitted Forms section of the User Center.

How Do | Retrieve A Saved Form?

1. Go to the User Center and click on Saved Forms. The following screen should appear:

/3 Pay.Gov - Saved Forms - Microsoft Internet Explorer ﬁlﬂﬂ@l == x|
J File Edit “ew Favorites Tools Help |
| & ) AT B N RS . P
Back Forward Stop Refresh  Home Search Favorites  History GET Print Edi: Discuss  Real.com
JAddress I@ https:fiqa.pay .aov/pavgoyforms/listSavedForms htmlPnc=11311352527 16 j WGD
J Links @ Yahoo! @Pay Gov Production @ Pay.gov QA& @Oraclens Discoverer @ Track-Tt! Web @Pay gov eRoom

M -2 |
%ym Provided by the Depariment of the Treasury. / Welcome, Donald. Logout

/ User Center our connection to Pay.goy will logoff in 30 minutes. | Beguest more time.

Hide Menu @| Saved Forms

Administration E

Application Results: 1-2 of 2

List Applications Help with Sorting Date is displayed in Eastern Time
Resource

Search Bill Instances Form Details

Search Form Instances | Pay.gowv Tracking ID Date

Collections N %er Form Status Form Actions

Control Panel —_ L |
Search Transactions 3FOSAIEK 11/04/2005 15:14 Edit ‘iew POF

T P Brewers Report of Operations Saved — -

TTB F 5130.9 Duplicate Delete Reassign

Form Lists

Private 3FO9AIEJ 11/04/2005 15:13 Edit iew PDF

Reassigned Excise Tax Return Sawed —

Saved TTB F 5000.24 Duplicate =~ Delete = Reassign
Submitted

Find All Forms Results: 1-2 of 2

by Farm Narme

by Agency Name

Search Forms
—

Searching Help

Achvanced Search

Payments E3

PeEnding Payments List

— =

|#] Done ]_|—§|D Internet

2. Click on the Pay.gov Tracking ID of the form to select it for editing. If you wish to edit the
form, you can make the necessary changes and save or submit the form.

3. Click on the View PDF to view or print the form. To return to the Saved Forms menu, close
the PDF window.

4. Click the Duplicate button to create a copy of a form that can be edited and then saved or
submitted as a new form,

5. Click on the Submit Data button to submit the form, . Please verify that your submission is
shown as “Accepted” under the Forms Status column in the Submitted Forms section of the
User Center.

6. Note: Each form has a “Form Status”. Explanations of each form status is given below:

Form Status:
Saved - The form has been saved but not submitted. The user can go back into the form
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and make changes.

Rejected - There was a problem with the form in submission. This can occur if you
submit the form but cancel out of the collection screens. The user cannot make changes.
Submitted - The form has been submitted to the system (only at this state for a very short
period of time). The user cannot make changes. This status does not mean it was

accepted, only sent. NOTE: Submitted forms will only be saved within Pay.gov for 120
days. If you wish to archive your records, please save a copy of your print preview.
Forwarded — The form has been submitted to the system, but has not yet been processed.

The user cannot make changes.

Accepted - The form was accepted into the system and stored. The user cannot make
changes. If changes are needed, you must file an amended return. NOTE: Users should
verify that their submission was “Accepted” after filing.

How Do | Retrieve A Submitted Form?
1. Go to the User Center and click on Submitted Forms.

43 Pay.Gov - Submitted Forms - Microsoft Internet Explorer

J Fll= Edit Yew Favorites Tools Help

| o 1 5| 20 2 2 1) ;|Iilzl

@ o= B [

Back Farward Skop Refresh

A

Haome

Q G D@ | B

Search Favoribes  History Tail

Prink Edit:

B @

Discuss  Real.cam

J Address I@ https:/foa.pay . gov/paygoy/FormslistSubmittedFarms. html?nc=1131135261257

j @GD

J Links @ ‘¥ahoo! @ Pay.Gov Production @ Pay.gov QA @ OraclzAS Discoverer @Track{t! WWeb @ Pay.gov eRoom

Paygov

Provided by the Depariment of the Treasury.

-

/Welcome, Donald. Logout |

/ User Center

Search Bill Instances

Search Form Instances

Hide Menu ®| Submitted Forms

Administration 2

Application Results: 1-23 of 23

List Applications Payment Status Codes Explained Help with Sorting
Resource

Faorm Details
Pay.gov Tracking ID Date

Your connection to Pay gov will logoff in 29 minutes. | Request more time.

Date is displayed in Eastemn Time

Amount Form Payment . q

Control Panel ————————

Search Transactions 3FO99MOP 11/02/2005 09:06 \igw POF
E = Puerto Rico Excise Tax Return Accepted :

orms 20| TTBF5000.25 Duplicate

Form Lists

Private 3F0961HU 10/17/2005 11:27 \View PDF
Eeassigned Excise Tax Return $1.00 Accepted Received -
Saved TTB F 5000.24 Duplicate

Submitted

Find All Forms 3FO965F4 09/30/2005 14:09 \iew PDF
by Forrn Narme Report of Wine Premises Operations Accepted .

by Agency Mare TTB F 5120.17 Duplicate
fm | 3F09640D 09/28/2005 10:09 o
I Ez%%rs&i”t Firearms and Ammunition Excise Tax Accepted i

sl od Lra il TTB F 5300.27 =

FF)'EEET:} ntF'Sa Mments List aFiFdO%T'?B 09""23""2035;0:03 ition Excise T “iow PDF
_ Federal Firearms and Ammunition Excise Tax Accented = 5

@] pane |_|—é_|Q Inkernet

2. Click on the Pay.gov Tracking ID of the form to select it for viewing. If you wish to edit the
form, you must make a duplicate copy and then you can make the necessary changes and
save or submit the form.

3. Click on the View PDF to view or print the form. To return to the Submitted Forms menu,
close the PDF window.
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4. Click the Duplicate button to create a copy of a form that can be edited and then saved or
submitted as a new form,
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