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11.1

11.2

CHAPTER: VIEwW TAXPAYER RETURN INFORMATION

Overview

Localities are local units of government such as a county or city. There are 133 localities staffed by
elected or appointed officials and their employees in the Commonwealth of Virginia. Staff of these
localities can view information about business taxpayers in their locality or up to 20 adjacent
localities, and individual taxpayers regardless of their locality.

Additionally, localities may decide to allow taxpayers to file their Virginia Individual Income tax
returns in the locality where they live. Each locality elects whether they will accept locally-filed
returns or if returns should be directly-filed with the Department of Taxation (TAX). Localities that
elect to accept locally-filed returns perform the initial processing on the returns, then send them to
TAX for final processing.

Taxpayers can file current year Individual Income and Fiduciary tax returns locally with the office of
the Commissioner of the Revenue, Director of Finance, or Director of Tax Administration. These
returns can be received by mail or walk-in visits to the office.

Return Information

Local Commissioners of the Revenue and their staffs can access the IRMS Web application to view
return information about businesses and individuals. You can view return information at the entry
level or at the detail level.

11.2.1 View Return Entries

You can view taxpayer return entries (i.e., returns, adjustments) on the Return Entries window in the
IRMS Web application.
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Return Entries Window
The illustration below is the Return Entries window.

I (-
| File | Return | Help | :,‘

Return Entries - Master Automotive Repair

Submitted
Date

aM 2004

a/2452004

Processed
Date

Type Status As of Date | Filling Period | Amount

Paozted 3M0s2004

6f15/2004

M2 Feb 2004 $1977.46

3032004

243002004

Original Return

Return Adjustnent Posted M2 Feb 2004 $10.00

| ﬂl Cancel |

Return Entries Window Fields
The table below lists the fields on the Return Entries window and provides a brief description of each.

Field Field Type Description

Type System Generated The type of return the customer files such as original,
amended, or informational.

Status System Generated The current status of the return in the process (i.e. posted,
pending, cancelled).

As of Date System Generated Date of the latest status.

Filing Period System Generated The period covered by a tax return. For example, an
income tax return usually includes a twelve-month period,
while sales or withholding tax returns generally cover a
period of one calendar month or quarter.

Amount System Generated Amount of the tax.

Submitted System Generated Date the tax return was received.

Date

Processed Date

System Generated

Date the tax return was processed.
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View Return Entries
Perform the following steps to view the Return Entries window:

Step 1:  Perform a Customer Search to open the Customer Profile window (see the View
Customer Profile Information chapter of this User Guide for detailed information on
performing a Customer Search).

<2 Customer Profile - Cusack, Joan - Microsoft Internet Explorer

| File " Custormer | Help |
Tax Account
costorner  am— |
Customer Bill Summary...
S5M: W Entity Type: Ilndi\ridual

Name: [I0AN CUSACK

Sheet: |4CIEID LEGATO RAQD

City: |FAIRFAX | State: |va |
Zip: |22933 [” undeliverable

Last Address Update: ID?.QQ.-‘ZDDS 11:59:40

Close |

Step 2:  From the Customer Profile window, select Customer: Tax Account.
The Tax Account window opens.
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/4] Tax Account - Microsoft Internet Explorer

| File | Tax Account | Help : |
Return Entry
Business
Tax Account Location |

Tax Type: IWithhoIding

Tax Account Number: |30-98?654321F-001

Stars Legacy Number: I

Stars Combined Legacy Number: I

Current Filing Frequency: IQuarterll,-

Street: |12‘1?Q FAIRLAKES FROMEMNADE DR

City: IFAIRFM Stabe:l‘u'irginia

Zip: IQZUSS
Last Address Update: IDEFHT-".I‘ZEIDS 08:19:35 ™ undeliverable

Tax Account Period Balance

Filing Status
FH1000.00 Filed - Adjusted ﬂ
FHO.00 Mot Filed

Q40ct - Dec 2005
Q1dan - Mar 2006

-
4| |

Step 3:  Select Tax Account: Return Entry.
The Return Entries window opens and displays the returns for the taxpayer.
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- AI
| File | Return | Help ‘
Return Entries - Master Automotive Repair
Type Status As of Ddate | Filling Period | Amount Submitted Processed =
Date

Criginal Feturn Posted 3052004 2 Feh 2004 $1977 .46 3M72004

Return Adjustnent Posted B/15/2004 M2 Feb 2004 $10.00 /2452004 5/30/2004

4 o

| ﬁl Cancel |

Step 4: Click Cancel to exit the Return Entries window and return to the Tax Account window.

11.2.2 View Return Status

You can view the status of an individual taxpayer’s return in processing, as well as the date and time
this status was last updated. This information is available in the customer’s Tax Account on the Entry
List window.

& Note: This functionality is currently limited to Commissioners of the Revenue.

Entry List Window
The illustration below is the Entry List window.
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<} Return Status - TAXPAYER - Microsodt Inbernet Explorer

[Fila “[ Help ‘]
Dakasl Typa Raburm Status A of Data Zubimitied Data =
Ghiginad Baturn I Process :f” :'??{“' OSSR 2004
TSI
4 | LI—I
| =

Entry List Window Fields
The table below lists the fields on the Entry List window and provides a brief description of each.

Field Field Type Description

Detail Type System Generated  Type of return the taxpayer filed (i.e., original, amended, or
informational).

Return Status System Generated  Status of the return in processing. The available statuses
are:

e In Process — the return is being worked and has not yet
posted to the customer’s account

e On Setoff — the customer’s account has an external

offset entry
e Posted - the return has posted to the customer’s
account
As of Date System Generated  Date and time the return status was last updated.

Submitted Date  System Generated  Date the return was submitted.

View Return Status
Perform the following steps to view the status of a return:

Step 1: Perform a Customer Search to open the Customer Profile window (see the View
Customer Profile Information chapter of this User Guide for detailed information on
performing a Customer Search).
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; Customer Profile - Cusack, Joan - Microsoft Internet Explorer

|Fi|e *| Customer *| Help |
Tax Account
- ——
Customer Bill Summary...

S5 Mz I1?’T-BE€-BBB1 Entity Type: Ilndi\ridual

Mame: [10aN CUSACK

Street: I-’-'l-CIEID LEGATO RADD

City: |FAIRFAX =] state: |wa |

Zip: I22033 [” undeliverable
Last Address Update: ID?.QQ.-‘ZDDE 11:59:40

Close |

Step 2:  From the Customer Profile window, select Customer: Tax Account.
The Tax Account window opens and displays the Tax Account Periods associated with this

account.
"2 IRMS [_[o] ]
| File : | Tax Account | Help |
Tax Account - Maste S
Business
Tax Account Lacation

es and Use

Return Status
Tax Account Number: |1 0-546149229F-001

Stars Legacy Number: I
Stars Combined Legacy Number: I

Current Filing Frequency: IMDn{th

Street: [10102 Fairmant

City: [Richmond = state:|va -]
Zip: |2421 1-1234
Last Address Update: IDS.IQS.I'EDM 18:4515 " undeliverable

Tax Account Period Balance Filing 5tatus
M2 Feb 2004 $0.00 Filed-Adjusted d

=
4 | B

Open | Cloge |

Step 3:  Select Tax Account: Return Status.
The Entry List window opens and displays the detailed status information for all returns
posted in the customer’s account.
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R Return Status - TAXPAYER - Micrasoft Internet Explarer

[File “[ Help 4
Entry List - TAXPAYER
Dakad Typa Raturn Status As of Data Subimitbad Dt =
Chiginal Batum o Procas :;" ;'9‘*__?0'*‘ COEEETED 2004
*
4 | LlJ
|

Step 4: Click Cancel to exit the Entry List window and return to the Tax Account window.

11.2.3 View Return Detail Information

You can view detailed information about a taxpayer’s return on the Return Details window in the
IRMS Web application. The Return Details window contains five tabs. The tabs and their contents
will vary depending on the type of return the taxpayer files (Withholding, Sales & Use, Individual,
etc.). You may also see a difference based on the year in which the return was filed, since returns can
change from year to year. Therefore, it is impossible to demonstrate all the possible combinations of
windows. Those displayed are representative of the windows most likely to be viewed. The
information contained on all tabs is informational only and cannot be modified.

Return Details Window — Adjustments Tab
The illustration below is the Return Details window with the Adjustments tab opens.
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¥ IRMS [ [0 ]
| File | Help | B

01.Jan04 - 31Decdd - Master Automotive Repair

Demographics Line Items Schedule ST9B | Adjustments | Retum | Locality |
Type |Pruce55ed Date |Amuunt |Statu5 |TAH Representative
Locality
|Ijne |Reasun
Return Adjustment 0303002004 19:57:40 $10.00 Posted ShITH, JOHR :I

James City - 51085
14 Calculation Error

i of

Cloze |

Return Details Window— Adjustments Tab Fields

The table below lists the fields on the Return Details window - Adjustments tab and provides a brief
description of each.

Field Field Type Description

Type System Generated Type of Adjustment.

Processed Date  System Generated Date the Adjustment was processed.

Amount System Generated Dollar amount of the Adjustment.

Status System Generated Status of the Adjustment.

Tax System Generated Name of the Tax Representative who processed the

Representative Adjustment.

Locality System Generated Your agency.

Line System Generated Identifies the return line by number and title that was
adjusted.

Reason System Generated Why the adjustment was made.

Return Details Window — Demographics Tab
The illustration below is the Return Details window with the Demographics tab open.
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> IRMS [ _[O] =]

| File [ Help 1 ]

M Janb4 - 31Decdd - Master Automotive Repair

Demographics Line Items Schedule STUB | Adjustments | Retum | Locality |

Customer Information
FEIM: 54-6149229
-1 H
Tax Account Number: 10-545149229F-001
Entity Type: C Corporation

Clase I ;l

Return Details Window — Demographics Tab Fields

The table below lists the fields in the Demographics tab on the Return Details window and provides a
brief description of each.

Field Field Type Description

FEIN or SSN System Generated The FEIN OR SSN on the tax return.

Tax Account System Generated The number assigned by TAX.
Number

Entity Type System Generated The type of taxpayer, (i.e. Individual, Corporation,
Partnership, etc.).

Return Details Window — Line Iltems Tab

The illustration below is the Return Details window with the Line Items tab open. The fields on this
tab are specific to the type of return.
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8 IRMS [0 ]
| File [ Help 1 ]

M Janb4 - 31Decdd - Master Automotive Repair

Demographics Line Items Schedule STUB | Adjustments | Retum | Locality |

section: [ =l ‘

Customer -

Line Description Calculations | Adjustments | Totals

1. Gross sales $44453.05 5000 F44498.05 ﬂ
2. Personal use F0.00 $0.00 $0.00

3. Exempt State Sales and Other Deductons F-214 67 F0.00 $-214 BT

4. Total Taxable State Sales and Use Fa4712.72 F0.00 Fad4712.72

5b . State Food Sales & Use - Taxable Amount $903 69 F0.00 F903.69

5c . State Food Sales & Use - Tax 27 11 0.00 F27 .11

6b . State General Sales & Use - Taxable Amount $43809.03 %0.00 54309 03

6c .  State General Sales & Use - Tax F1533.32 F0.00 $1533.32

7b . Local Sales & Use - Taxable Amount F44712.72 $0.00 F44712 72
Fc. Local Sales & Use - Tax F447 13 5000 447 13

8. Total State Tax 1560 43 F0.00 1560 43

9. Dealer's Discount 4010 $0.00 4010

i0 . Met State Tax Due 152053 F0.00 F1520.33
11. Total State and Local Tax Due $1967 46 F10.00 $1977 46
12. Penalty $0.00 $0.00 £0.00

13 . Interest F0.00 F0.00 F0.00

14 . Total Amount Due F1967 46 F10.00 F1977 46
il v

Clase I
=

Return Details Window — Return Tab

The illustration below is the Return Details window with the Return tab open. The fields on this tab
are specific to the type of return.
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* IRMS

Demographics

Line Items

Form Number: ISTEIEDDD

Schedule STOB | Adjustments | Returmn | Locality |

Anount: I

$1.977 46

Detail Type: [Return Acjustment

Submitted Date: Il:|3.l'fl1 12004 Received Date: Il:|3.l'fl1 12004 Filing Medium: IF‘apEI’

™ Dutof Statute | Bypass Out of Statute  LCN Code: |

=

Status: [Posted

Processed Date: |03/03/2004

Return Source: |Correspondence Il

Mane on Retum: |Master Avtomative Repair

Yendor I—
ID:

Letter Typels): [apa 14028 - Adiustment Prior to Due Date

KH

Required I
Documentation:

Localitys |James City - 51095

I~ EFT

=
=

Cloze |

| File [ Help | =

01Jan04 - 31Decdd - Master Automotive Repair

Return Details Window — Return Tab Fields

The table below lists the fields in the Return tab on the Return Details window, and provides a brief
description of each.

Field

Field Type

Description

Form Number
Status

Amount
Processed Date
Detail Type

Return Source

Submitted
Date

Received Date
Filing Medium

Out of Statute

System Generated
System Generated

System Generated
System Generated
System Generated

System Generated
System Generated

System Generated
System Generated

System Generated

The Number of the Tax Return form.

Current Status of the Return (i.e. posted, pending,
cancelled).

Dollar amount of the liability on the Return.
Date the return was processed.

The type of return the taxpayer files (i.e. original, amended,
or informational).

How the return reached your agency (i.e. correspondence).

Date return was submitted.

Date return was received.

This shows how the return was filed, (i.e., Paper,
Electronically, Telefile).

When checked, indicates the return is out-of-statute. IRMS
will not process a refund or overpayment for an out-of-
statute return.
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Field Field Type Description

Bypass Out of  System Generated When checked, indicates the system will override the out-

Statute of-statue designation and process the refund or
overpayment.

LCN Code System Generated LifeWorks Control Number - a unique code identifying the
filed return in the LifeWorks system.

Name on System Generated Primary name on return.

Return

Vendor ID System Generated Vendor ID Number.

Letter Type System Generated Letters sent to the taxpayer, if applicable.

Required System Generated Status of any documentation that should have accompanied

Documentation the return.

Return Details Window — Locality Tab

The illustration below is the Return Details window with the Locality tab open. The information on
this tab displays the distribution between state and local tax.

=& IRMS _To[]
| File ‘[ Help | =]

1M.Jand4 - 31Decdd - Master Automotive Repair

Demographics Line Items Schedule 5T9B | Adjustments | Returm I Locality J
Customer
Line Descripton Calculations Adjustments Totals
State General F15533.52 F0.00 $1533.52 ;I
State Food F27 .11 F0.00 F27. 11
“endor Discourt F4010 Fo.oo F4040
James City - 51085 F447 13 F0.00 F447 13

f o
=

Cloze

Return Details Window — Locality Tab Fields

The table below lists the fields in the Locality tab on the Return Details window and provides a brief
description of each.
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Field Field Type Description

Line System Generated Describes the receiver of the tax listed in the entry (i.e.
Description State General, or the name of the locality).

Customer System Generated The amount from the taxpayer's original tax return that is
Calculations allotted to that Line entry.

Adjustments System Generated The amount of any adjustment made to the amount listed in
the Customer Calculations column.

Totals System Generated The total amount allotted to the receiver named in the entry
plus/minus any adjustments.

View Return Details

Step 1:  Perform a Customer Search to open the Customer Profile window (see the View
Customer Profile Information chapter of this User Guide for detailed information on
performing a Customer Search).

<2 Customer Profile - Cusack, Joan - Microsoft Internet Explorer

| File " Custormer | Help |
Tax Account
costorner  am— |
Customer Bill Summary...
S5M: W Entity Type: Ilndi\ridual

Name: [I0AN CUSACK

Sheet: |4CIEID LEGATO RAQD

City: |FAIRFAX | State: |va |
Zip: |22933 [” undeliverable

Last Address Update: ID?.QQ.-‘ZDDS 11:59:40

Close |

Step 2:  From the Customer Profile window, select Customer: Tax Account.
The Tax Account window opens.
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Tax Account - Microsoft Internet Explorer

File | Tax Account | Help |

Tax Account Location |
Tax Type: IWithhoIding

Tax Account Number: |30-98?654321F-001

Stars Legacy Number: I

Stars Combined Legacy Number: I

Current Filing Frequency: IQuarterll,-

Street: |12‘1?Q FAIRLAKES FROMEMNADE DR

City: IFAIRFM Stabe:l‘u'irginia

Zip: IQZUSS
Last Address Update: IDEFHT-".I‘ZEIDS 08:19:35 ™ undeliverable

Return Entry
Business

Tax Account Period Balance Filing Status

FH1000.00 Filed - Adjusted

Q40ct - Dec 2005
F0.00 NotFiled

Q1dan - Mar 2006

|

Step 3:  Select Tax Account: Return Entry.
The Return Entries window displays.
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*» IRMS

| Return

Return Entries - Master Automotive Repair

|_[0[x]

| File - | Help | =

Submitted
Date

Type Status As of Ddate | Filling Period | Amount

M 0c2004

B/15/2004

Posted 2 Feh 2004 3M72004

/2452004

Original Return

$1977.48

Return Adjustnent Posted M2 Feb 2004 $10.00

Processed
Dabe

5/30/2004

50

ﬁl Cancel |

Step 4:  Double-click on the return you want to open.
The Return Details — Adjustments tab opens.

ﬁ Note: The system defaults to the Adjustments tab displaying any adjustments to the

original return.
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| File [ Help | B

01Jan0d4 - 31Decdd - Master Automotive Repair

Demographics Line Items Schedule ST9B Adjustments Return Locality
Type Processed Date Anmount Status TAX Representative
Locality
Line Reason
Return Adjustment 05,30/2004 19:57:40 F10.00 Posted SMITH, JOHRN J

James City - 51095
14: Calculation Errar

Clase J

Step 5:  Click on the Demographics tab.
The information on the Demographics tab now displays.

| File | Help | B

01Jan0d4 - 31Decdd - Master Automotive Repair

Demographics Line Items Schedule ST9E Adjustments Retum Locality

Customer Information
FEIM: 54-6149229
SEM:
Tax Account Number: 10-545149229F-001
Entity Type: C Corporation

Cloze

=
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Step 6: Click Line Items to open the Line Items Tab.
The Line Items tab displays each line item entry from the taxpayer's return. This view will
vary depending on the tax form and filing year, so a description of the fields is not
included. Using the down arrow on the scroll bar, you can scroll down the list to see all
entries or you can use the Section dropdown list to go to a specific section of the return.

" IRMS [_[o]x]
| File . | Help - |
01Jan04 - 3M1Dec04 - Master Automotive Repair

Demographics Line Items Schedule STIB | Adjustments | Returm | Locality |

‘section: [ =] |

Customer -

Line Description Calculations | Adjustments ‘ Totals

1. Gross sales F44495.05 F0.00 $44493.05 ~ |

2. Personal use $0.00 F0.00 F0.00

3. Exempt State Sales and Dther Deductions F-214 67 F0.00 5-214 B7

4. Total Taxable State Sales and Use Fa4712.72 F0.00 Fdd4712 T2

sh . State Food Sales & Use - Taxable Amount $903.69 F0.00 $903.69

5c . State Food 5ales & Use - Tax F27 11 $0.00 F27 11

6b . State General Sales & Use - Taxable Amount F43809.03 F0.00 $4309.03

bC . State General Sales & Use - Tax F1535.52 Fo.0o §1533.32

7b . Local Sales & Use - Taxable Amount FdaT12.72 $0.00 F44712.72

Fc. Local Sales & Use - Tax F447 13 $0.00 $447.13

8. Total State Tax 1560 43 $0.00 F1560.43

. Dealer's Discount F40.10 $0.00 B40.10

10. Met State Tax Due $1520.33 $0.00 $1520.33

11. Total State and Local Tax Due $1967 46 F10.00 F1977 46

12. Penalty $0.00 $0.00 $0.00

13. Interest $0.00 F0.00 0,00

14. Total Anount Due 1967 46 $10.00 1977 46 -

Kl b

Cloze |
Ie

Step 7:  Click on the desired Schedule tab.
The Return Details window always includes tabs for all of the schedules that apply to the
tax type, whether or not the taxpayer filed the schedule. In this example, a ST9B Schedule
displays.
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| File | Help | =]

01Jand4 - M Decdd - Master Automotive Repair

Denwographics Line Items Schedule STOE Adjustments Retum | Locality
Current Localiies on Return
Locality Descrption Added

=
i of

Line Descripton

Customer
Calculations Adjustments Totals

=

i o

Totals

Gross Sale: $4449938 05 Personal Use: §0.00
Taxable Local Sale: 4471272 Tax Liability: §447.13

Cloze

Step 8: Click Return to open the Return tab.
This tab contains a synopsis of the return with all of the activities pertaining to it.

| File | Help | B

01Jan04 - 31Decdd - Master Automotive Repair

Demographics Line Items Schedule STO9B Adjustments Returm | Locality
Form Number: ST92000 Status: [Posted
Amount: | 1,977 46 Processed Date: [03/03/2004
Detaill Type: |Return Adjustment j Returm Source: |C0rrespundence j

Submitted Date: |05/015°2004 Received Date: [03/01/2004 Filing Medium: |F‘aper

[~ Outof Statute | Bypass Outof Statute  LCN Code: |

Name on Retumn: |Master Automative Repair “E"';Ig'_'

Letter Typels): [apa 4028 - Adiustment Prior to Due Date

KN

Required |
Documentation:

=]
Locality: | James City - 51095 ]

[ EFT

Cloze
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Step 9:  Click Locality to open the Locality tab.
This tab displays the distribution of state and local tax.

W IRMS [_[o]x]
y Al
| File ‘ Help |

Denmographics Line Items Schedule 5TOB | Adjustments | Retum I Locality J
Customer
Line Descripton Calculations Adjustments Totals
State General $1533.32 $0.00 $1533.32 ;I
State Food 27 11 $0.00 2711
“endor Discount F40.10 $0.00 §40.10
James City - 51095 $44713 $0.00 447 13

i .

Close | ;l

Step 10: From the File menu, select Close to exit the Return Details window and return to the
Return Entries window.
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