g@@FgIG How to Send and Receive Messages through GTC

The following documentation provides information on how to communicate with a Georgia Department
of Revenue representative via the Georgia Tax Center (GTC).

NOTE: This feature is only available to registered Software Vendors.
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How to View Messages

1. Log into the GTC website (https://gtc.dor.ga.gov/).

2. Click the Correspondence tab to see unread messages. Click the View Messages button
to see all messages.

= Georgia Tax Center L settings @ Help @@ Log Off
Home
Logon Alerts I Want To

© There is 1 unread message View Vendor Instructions

Manage my vendor information
Last logged on 03-Feb-2020

Balance: $0.00

Accounts  Submissions ‘I Names and Addresses  MeF Schemas  Paper Specifications  Reporting

Unread Messages

3. Click the link in the Subject column to open the message you want to view.

= Messages X Settings @ Help g Log Off
Home Messages

m Qutbox Deleted

Inbox Send Message § Mark All As Read
Filter

Posted Subject For Id Name Period

30-Jan-2020 Mark As Read Delete
20-Dec-2019 Delete
20-Dec-2019 Delete
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How to Reply to Messages
1. Open the message.
2. Under the I Want To section, click Reply.

= L2 settings @ Help g Log Off

Home - Messages - S

Message | Want To
Reply
Message Delete

Paper Vendor Communications

Received:
Subject:

3. Type your response in the Message field. To add an attachment, click the Add button.
Click the Submit button.

£ settings @ Help g Log Off

Home Messages Reply

). Message

> Message

>. Reply
Subject
RE:

s - Message

Required
Required
—
Attachments | Add l
Name Description Size (Kb) Sent

», Original Message

Received:
Subject:
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How to Send Messages

1. Under the Correspondence tab, click the View Messages button.

= Georgia Tax Center

£ settings @ Help g Log OFf

& Logon I Alerts [£) 1Want To
>

© There is 1 unread message

View Vendor Instructions

Last logged on 03-Feb-2020
Balance: $0.00

Manage my vendor information

3. Unread Messages

2. Click the Send Message button.

= Messages

¥ Settings @ Help @ Log Off

Inbox Send Message [ Mark All As Read
Filter

Posted Subject For Id Name Period

26-Feb-2020

Delete

3. Select the Message Type.

. Send Message

CGustomer

| v

Message Type

Required

MeF Vendor Communications
Paper Vendor Communications

Required

Each message type has instructions on how to format the message.

Message Type

Message Type

‘ MeF Vendor Communications N |

| Paper Vendor Communications v ‘

Please format your message as follows: Please format your message as follows:
Subject: MeF: [Product Name], [Form Type] Subject: Paper: [Vendor Code], [Form Type]
Message: Include the Submission ID, test case, or any other relevant information Message: Include the Work Item number, if applicable.

Georgia Department of Revenue | February 2020



georgia

e center How to Send and Receive Messages through GTC

4. Type your Subject and Message in the required fields. To add an attachment, click the
Add button. Click the Submit button when done.

Subject
Required
. Required
Message
Required
Attachments Add
Name Description Size (Kb) Sent
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