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This user guide provides instructions for using the Virginia Department of Taxation’s eForms system: 
an easy, fast and free way to file and pay state taxes electronically. In this user guide, you will have 
the opportunity to see images of the eForms screens before you use the system to file and pay your 
tax returns. 
 
 
Visit the eForms page for the list of tax returns supported by this online system. 
 
 
You may also find assistance for eForms in the Frequently Asked Questions section. 
 
 
 
 
 
 
 
These icons will appear throughout the user guide to help you understand how to use eForms: 
 
 

Steps to Follow 
 

 
Important Items to Note 

 

 
Caution / Alert 
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http://www.tax.virginia.gov/site.cfm?alias=eForms
http://www.tax.virginia.gov/site.cfm?alias=eFormsFAQs


Virginia Department of Taxation: eForms User Guide 
 
 

Revised 06/2013 Page 2  

Main Screen 

Each eForm has its own screen and required fields, but there are common fields between each tax return.  
 
The example screen below is the VA-5 Monthly tax return: 
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eForms Basics 

There are two main sections to most eForms: 
 

1. Demographics section, and; 
 

2. Tax Return Information section 
 

 
 
Some tax returns, like the ST-9 shown below, also require you to complete a schedule. You can navigate to this section 
by selecting the Schedule tab. 
 

3. Schedule section 
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Important Items to Note 

 
 

Important Items to Note 
• For Assistance – At any time, you can click the links for instructions on filing the tax return or to 

contact the Tax Department. 
• Status – This indicator displays the current status of your tax return. It will change once you file (and 

pay) your tax return. 
• Required Fields – Required fields have bold labels (like VA Income Tax Withheld shown above). 
• Computed Fields – Fields that are gray will be calculated for you after you enter the required fields 

and click the “Calculate” button. 
• Tooltips – Certain fields contain additional information called tooltips.  Move your mouse cursor over 

a field to view its tooltip. 
• Save as Draft – Click this button to save your progress if you intend on finishing later. You will be 

asked to enter a password of your choice. You can use this password to later retrieve and finish your 
tax return. See the “Saving Your Information – Draft Return” section on Page 21 for further 
information. 
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Demographics Section 

To begin filing the eForm tax return, follow these general step-by-step instructions. 
 
The first section to completing an eForm is the Demographics section. You are required to enter information for each of 
these fields. 
 

 
 
 

• Filing Period – Select the month or quarter, and the year of the tax period being filed. 
• Account Number and Business Location – Enter the 9-digit Employer Identification Number and select the 

business location from the drop down menu. 
• Business and Address Information – Enter the business name and full address. 
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Tax Return Information Section 

The next section of an eForm is the Tax Return Information section. 
 
Enter your tax financial information into the appropriate fields. Remember that only bolded fields are required and fields 
that are gray will be calculated once you click the “Calculate” button. 
 
 

 
 
 

1. Calculate – Click this button to review your tax return for any errors and to perform calcuations for any computed 
fields. If there are any fields with errors, they will be highlighted in red and a red message box will display 
additional instructions. 
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Resolving Form Errors 

Once you click the “Calculate” button, you may find that your tax return contains errors. If there are any errors, a red 
message box will display with additional instructions. Fields with errors are highlighted in red. 
 

 
 
 
In order to continue filing the tax return: 
 

1. Identify which fields contain errors (they will be highlighted in red). 
 
2. Click in the field to review the error message. 

 
3. Make the correction(s). 
 
4. Click “Calculate” to ensure the errors have been corrected. 

 
NOTE: You may click “Calculate” to review your form as many times as you need. 
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Form Review 

Once you click the “Calculate” button and there are no errors, the pop-up message shown below will indicate that your 
form is ready to be filed. Click “OK” to continue filing the tax return. 
 
 

 
 
 
After you click “OK”, the form is shown once more for you to review your tax return information. 
 

 
 
 

1. Make Changes – If any corrections are needed, click the “Make Changes” button in order to edit the fields. Until 
you select this button, all fields are grayed out and you cannot make changes to your information. 
 
NOTE: You cannot make changes to the tax return once it has been filed, so it is important to review your tax 
return fully before it is submitted. 

1 2 
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2. Pay Now – If your information is correct, click the “Pay Now” button to continue to the banking and payment 

information screen. 
 
NOTE: If no payment is due, the “Pay Now” button will instead read “File Now”. See the “Filing Zero Due Tax 
Returns” section on Page 19 for further information. 

 
 

Important Items to Note 
• Status – The status of the tax return is still NOT FILED at this point. 
• Computed Fields – Clicking “Calculate” causes amounts to be displayed in the gray fields. 

 
 

Whenever there is an amount due on your tax return (like in the example above), you are required to make 
the payment through the eForms system. You will have the option to choose the date of your payment. 

 
 
  

! 
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Payment Details 

Once you click “Pay Now”, the Payment Details screen is displayed for you to enter your banking and payment 
information. 
 
 

 
 
 

1. Routing Number – Enter the routing number of your checking account. 
 

2. Bank Account Number – Enter the bank account number of your checking account. To confirm you entered the 
correct bank account number, you are required to enter it a second time. 

 
 

The eForms system only supports payments from a checking account, NOT a savings account. 
 
 
 

3. Payment Amount – Enter the payment amount to be debited from your checking account. 

2 
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4. Payment Date – Select the payment date. 
• Today – This is the default option. Your payment will be submitted the day you file your eForm. 
• Schedule payment for – Choose this option to select a future date to submit your payment. You may 

warehouse your payment for up to 90 days from the date you are filing. Click the calendar icon to select a 
future payment date. 

 
NOTE: The calendar icon only appears after you select “Schedule payment for”. 

 
 

If you select a Payment Date later than the due date of the return, you will be subject to penalty and interest. 
 
 

5. Continue – Click this button to continue filing and paying your tax return. 
 
 

Important Items to Note 
• IAT Notice – The Virginia Department of Taxation does not support International ACH Transactions, 

which are abbreviated as IAT. Click the “IAT Notice” button to display full details. 
• Cancel – Click this button if you want to return to the previous details screen where you can make 

changes to the tax return. 
• Check Image – This image serves as an example to help you locate the routing number and bank 

account number on physical checks that are associated to the your checking account. 
 
After you click “Continue”, the Confirm Payment Details pop-up will be displayed for you to review your payment details 
once more. 
 

 
 
 

1. Confirm Payment – Click this button to continue filing and paying your tax return. 
 
 

Important Items to Note 
• Cancel – Click this button if you want to return to the Payment Details screen to make changes to 

your payment information. For example, you may wish to change the Payment Date you originally 
selected. 

 
 

The Payment Date cannot be changed once you file your eForm. 

! 

! 
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Once you click “Confirm Payment”, the Electronic Signature pop-up is displayed for you to electronically sign your tax 
return. Entering this information takes the place of a physical signature on your tax return, and is as important and carries 
the same responsibility as signing the paper tax return. 
 
 

 
 
 

1. Email Address – Enter the email address to which you would like to receive the confirmation PDF. To confirm 
you entered the correct address, you are required to enter it a second time. 
 

Enter your email address if you wish to receive a copy of the confirmation PDF.  This is optional and is 
provided as a backup if you cannot open or save the PDF on the following screens. Entering your email 
address permits the Virginia Department of Taxation to email you the confirmation PDF for this transaction, 
which contains return and payment details. 
 
The Department of Taxation discourages using non-business email addresses or shared mailboxes.  Do not 
share this email or the contents therein with unauthorized persons.  The Department of Taxation does not 
assume responsibility if an incorrect email address is entered. 

 
2. Your Name – Enter your first and last name. 

 
3. Phone Number – Enter your phone number, including your area code. 

 
NOTE: The Tax Department collects your name and phone number to contact you in the event there are issues 
with your return. 
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4. OK – Click “OK” to submit your eForm. This is the last step to file and pay your tax return. 
 
 

Important Items to Note 
• Cancel – Click this button if you want to return to the previous details screen where you can make 

changes to the tax return. 
 
 

Payment Confirmation 

After you click “OK”, the Confirmed Filing pop-up will be displayed, confirming your basic payment details. The 
Confirmation Number is your proof that you filed your tax return and payment. 
 
The option to save and reuse business and banking information (Starter Return) will be addressed later in the guide. 
 

 
 

 
1. When you are ready, click “Done” to view the eForm you submitted.  
 
 

Important Items to Note 
• Save / Print eForm – Click this button to save and/or print a PDF copy of your tax return and 

payment confirmation.  See the “Save/Print Your Confirmation” section on Page 15 for more 
information. 

 

1 
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Important Items to Note 
• Confirmation Tab – Click on this tab to display your payment confirmation details. 
• Confirmation Number and Timestamp – Both items will indicate that the tax return has been filed. 
• Status – The status of the tax return now displays FILED AND PAID and the text will change from 

red to green. 
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Save/Print Your Confirmation 

Once you have successfully filed and paid, you will have the option to save and/or print a PDF copy of your tax return and 
payment confirmation. A PDF (Portable Document Finder) is a type of image document supported by Adobe. 
 

NOTE: If your computer cannot open a PDF, Adobe PDF Reader may not be installed or may be out of date. You 
will be asked to update the Reader from the Adobe website. You will not be able to open the PDF until your 
Reader is updated. Adobe PDF Reader and any available updates are free. 

 

 
 

1. These buttons allow you to save and/or print a copy of the tax return that looks similar to the paper version. Once 
you click “Save / Print eForm”, eForms reminds you that the filed tax return is only a copy for your records and 
that it should not be sent to the Tax Department. 

 
It is important to Save and/or Print a copy of your tax eForm. Your return and confirmation will not be 
available once you close the screens or exit the eForms system. 
 

 
 

2. Click “OK” to generate the PDF copy of your tax return. You can open the PDF to view your confirmation, or you 
can save the PDF file to your computer. 

2 

1 
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3. Click “Open” to view the PDF copy. 
 
NOTE: You do not have to open the file at this time.  You may save the file by selecting the “Save” button and 
choosing a location on your computer. 
 
NOTE: If your computer cannot open a PDF, Adobe PDF Reader may not be installed or may be out of date. You 
will be asked to update the Reader from the Adobe website. You will not be able to open the PDF until your 
Reader is updated. Adobe PDF Reader and any available updates are free. 
 
 

 
Example image from the Adobe Reader website. 
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The PDF contains all of the tax return information you entered, in a format that looks like a paper return. An additional 
page contains your payment confirmation details, which includes the Payment Date when set up for a future date. 
 
 

 
 
 

4. Click the “Save” button (the floppy disk icon) to save the PDF to a location on your computer. 
 
 

Important Items to Note 
• Print – Select this button to print the PDF copy to a printer of your choosing. 
• Timestamp and Confirmation Number – These fields will be same as on the eForm screens. 
• Payment Date – This field will confirm the date you chose payment to be released for processing. 
• Watermark – This is another reminder to not send this copy to the Tax Department. 
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Once you click “Save”, you must decide where to save the copy and what to name it. 
 

 
 
 

5. Select a folder or other location on your computer to save the PDF copy.   
 
NOTE: To help organize your tax returns, it is good practice to create a specific folder for your copies and to 
name each copy differently. 
 

6. You may enter a new file name (like in the example above) or use the default name displayed by eForms. 
 

7. Click the “Save” button to finish saving the document to your computer. 
 
Once you have filed (and paid), and saved and/or printed a copy of your tax return, you may exit the eForm system by 
closing your internet browser window. When you exit the system, the following message will display: 
 
 

 
 
 
If you are finished with the eForm, you may click “OK” to leave the system. 
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Filing Zero Due Tax Returns 

If you file an eForm where no tax is due ($0.00), you must still complete the required fields, review the form and 
electronically sign the tax return.  Since no payment is due, you will skip the Payment Details screens. 
 
The following example is for a VA-5 Quarterly eForm where no tax is withheld, i.e. a zero ($0) tax return. 
 
 

 
 
 

1. Click the “Calculate” button to review your tax return for any errors. 
 
Once you click the “Calculate” button and there are no errors, the pop-up message shown below will indicate that your 
form is ready to be filed.  
 
 

 
 

2. Click “OK” to continue to filing the tax return. 

1 
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3. Click the “File Now” button. 
 

NOTE: The “Pay Now” button will instead read “File Now” because no payment is due. 
 
Since no payment is due, you will skip the Payment Details portion and will be directed to the Electronic Signature pop-up 
to continue filing your tax return. 
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Saving Your Information – Draft Return 

As noted earlier, you can save your progress and come back to finish it later in what is known as a Draft. Since the data is 
saved to your computer, you must continue on the same computer in which you saved the Draft. The example below is a 
partially completed ST-9 eForm. 
 
 

 
 

1. Click “Save as Draft.” The Select Password pop-up will prompt you to choose a password to save your eForm 
Draft. 

 

1 
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2. Password – You must enter a password that is 8-12 characters long and includes 1 uppercase, 1 lowercase, and 
1 numeric character. To confirm you entered the correct password, you are required to enter it a second time. 

 
3. Terms & Conditions – You are required to check this box to indicate that you accept the eForms Terms and 

Conditions. 
 

4. OK – Click this button to save your eForm Draft data to your computer. 
 
 
 

Important Item to Note 
• Cancel – Click this button to return to the tax return details screen. 

 
 
Once you click “OK”, a pop-up message will indicate that your eForm Draft data has been saved to your computer. 
 
 

 
 
 
After you click “OK”, you may exit the eForm system by closing your internet browser window. 
 
 

Your eForm information will be saved to your computer to access later. If you delete your internet history before 
you return to complete the eForm, the saved data may no longer be retrieved. 

 
 
If you are ready to complete your tax return, visit the eForms home page and click on the eForm you started. You will be 
prompted for your password to retrieve the data. 
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5. Password – Enter the password you previously chose. 
 
NOTE: The Tax Department does not store passwords and cannot reset them for you. 

 
6. OK – Click this button to open the saved eForm and continue your tax return. 

 
 

Important Items to Note 
• Cancel – If you forgot your password, clicking this button will display a blank eForm for you to use. 
• Delete Data – Click this button to remove all saved data related to this eForm. 
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Saving Your Information – Starter Return 

As noted earlier, you have the option to save and reuse your business and banking information in a Starter Return.  
 
A Starter Return is a template created from a filed eForm and saves common information that is on each tax return such 
as name and address, account number, and banking information. It will not save any of the tax financial information that is 
specific to a reporting period such as payment amounts.  
 
The purpose of the Starter Return is to save you time by eliminating the need to re-enter the same business and banking 
information each time you file. Since the data is saved to your computer, you can only access your data on the same 
computer in which you originally saved the Starter Return. 
 
You have the option to save your Starter Return at the Confirmed Filing pop-up once you file (and pay) your tax return. 
 
 

 
 
 

1. Click the “Save Starter Return” button to start saving your template data.  
 
The Select Password pop-up will prompt you to choose a password to save your Starter Return. 
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2. Password – You must enter a password that is 8-12 characters long and includes 1 uppercase, 1 lowercase, and 
1 numeric character. To confirm you entered the correct password, you are required to enter it a second time. 

 
3. Terms & Conditions – You are required to check this box to indicate that you accept the eForms Terms and 

Conditions. 
 

4. OK – Click this button to save your eForm Starter Return data to your computer. 
 
 
 

Important Item to Note 
• Cancel – Click this button to return to the Confirmed Filing screen. 

 
 
Once you click “OK”, a pop-up message will indicate that your eForm Starter Return data has been saved to your 
computer. 
 
 

 
 
 
After you click “OK”, you may exit the eForm system by closing your internet browser window. 
 
 

Your eForm information will be saved to your computer to access later. If you delete your internet history before 
you return to complete the eForm, the saved data may no longer be retrieved. 

 
 
When you are ready to complete your tax return for the next filing period, visit the eForms page and click on the 
appropriate eForm. You will be prompted for your password to retrieve the data. 
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5. Password – Enter the password you previously chose. 
 
NOTE: The Tax Department does not store passwords and cannot reset them for you. 

 
6. OK – Click this button to open the saved eForm and continue your tax return. 

 
 

Important Items to Note 
• Cancel – If you forgot your password, clicking this button will display a blank eForm for you to use. 
• Delete Data – Click this button to remove all saved data related to this eForm. 
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