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PBT Web File Manual Entry and Upload Transactions by Form Line 

These images provide a guide to assist you in the transition from filing paper forms to Web Filing. The images show the 

paper forms you previously used to file your return. Each line is indicated as either a manual entry transaction or a 

transaction that must be included in your upload.  For lines that refer you to a particular note, see the notes following the 

image of the paper form for more information. You will enter your manual entry transactions on various Web File screens 

as you progress through the Web File application after you complete your upload. 

PT-101 Tax on Motor Fuel 
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Note 1: 

Aviation gasoline transactions are either uploaded or manually entered for Schedule PT-101.3, Part 5 and Schedule PT-

101.4, depending on the specific sale or use.  

PT-101.3, Part 5 

Upload: You must upload all gallons sold to registered retail sellers of aviation gasoline for Schedule PT-101.3, Part 5. 
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Manual Entry: After you complete your upload and select Form PT-101 on the Return Summary page, you will later be 

required to complete the following screen to manually enter all gallons imported into New York State as a registered 

retail seller of aviation gasoline, and gallons imported into New York State for self-use as an airline. Transactions that you 

uploaded for Schedule PT-101.3, Part 5 will be pre-populated for you on this screen. (See PT-101.3, Part 5 Web File screen 

example, below.) 

 

PT-101.3, Part 5 Web File screen example 

 

PT-101.4 

Upload: You must upload all gallons consumed in New York State in your aircraft for Schedule PT-101.4.   

Manual Entry: After you complete your upload and select Form PT-101 on the Return Summary page, you will later be 

required to complete the following screen to manually enter all gallons consumed that were purchased with petroleum 

business tax included, and those gallons consumed as an exempt aircraft operator. Transactions that you uploaded for 

Schedule PT-101.4 will be pre-populated for you on this screen. (See PT-101.4 Web File screen example, below.) 
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PT-101.4 Web File screen example 
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PT-102 Tax on Diesel Motor Fuel 
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Note 2: 

Transfers or sales out of New York State are either uploaded or manually entered, depending on the specific transfer or 

sale. 

Upload: You must upload all gallons transferred or sold out of New York State for Schedule PT-102.3, Part 1 except: 

 gallons sold to governmental entities, and  

 gallons sold to consumers for heating, production, or farming purposes.   
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Manual Entry: After you complete your upload and select Form PT-102 on the Return Summary page, you will later be 

required to complete the following screen to manually enter gallons sold to governmental entities and gallons sold to 

consumers for heating, production or farming purposes.  Transactions that you uploaded for Schedule PT-102.3, Part 1 

will be pre-populated for you on this screen. (See PT-102.3 Web File screen example, below.) 

 

PT-102.3 Web File screen example 

 

 

Note 3: 

Sales or use of non-highway diesel motor fuel for farming are either uploaded or manually entered, depending on the 

specific transfer or sale. 

Upload:  You must upload all gallons of non-highway diesel motor fuel sold or used for farming for Schedule PT-102.2, 

Part 5. 

Manual Entry: After you complete your upload and select Form PT-102, you will be required to complete the following 

screen to manually enter gallons of B20 that were included in the total other gallons you uploaded. Transactions that you 

uploaded for Schedule PT-102.2, Part 5 will be pre-populated for you on this screen. (See PT-102.2 Web File screen 

example, below.) 
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PT-102.2 Web File screen example 

 

Note 4:  

Sales or use of railroad diesel are either uploaded or manually entered, depending on the specific transfer or sale. 

Upload: You must upload the total gallons sold or used as railroad diesel for Schedule PT-102.4, Part 3. 

Manual Entry: After you complete your upload and select Form PT-102 on the Return Summary page, you will later be 

required to complete the following screen to manually enter gallons of non-highway B20 sold or used as railroad diesel, 

that were included in the gallons you uploaded. Transactions that you uploaded for Schedule PT-102.4, Part 3 will be pre-

populated for you on this screen. (See PT-102.4 Web File screen example, below.) 
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PT-102.4 Web File screen example 
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PT-103 Tax on Residual Petroleum Product Businesses 
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PT-104 Tax on Kero-Jet Fuel 
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Note 5:  

Upload: You must upload all gallons consumed in New York State in your aircraft for Schedule PT-104.1.   

Manual Entry: After you complete your upload and select Form PT-104 on the Return Summary page, you will later be 

required to complete the following screen to manually enter all gallons consumed that were purchased with petroleum 

business tax included, and those gallons consumed as an exempt aircraft operator. Transactions that you uploaded for 

Schedule PT-104.1 will be pre-populated for you on this screen. (See PT-104.1 Web File screen example, below.) 

 

PT-104.1 Web File screen example 
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PT-105 Credit/Reimbursement for Registered Electric Corporations 
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PT-106 Retailers of Non-Highway Diesel Motor Fuel Only 
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Note 6: 

Sales or use of non-highway diesel motor fuel for farming are either uploaded or manually entered, depending on the 

specific transfer or sale. 

Upload:  You must upload all gallons of non-highway diesel motor fuel sold or used for farming for Schedule PT-106.1, 

Part 7. 
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Manual Entry: After you complete your upload and select Form PT-106 on the Return Summary page, you will later be 

required to complete the following screen to manually enter gallons of B20 that were included in the total other gallons 

you uploaded. Transactions that you uploaded for Schedule PT-106.1, Part 7 will be pre-populated for you on this screen. 

(See PT-106.1, Part 7 Web File screen example, below.) 

 

PT-106.1, Part 7 Web File screen example 

 

 

Note 7: 

Sales or use of railroad diesel are either uploaded or manually entered, depending on the specific transfer or sale. 

Upload: You must upload the total gallons sold or used as railroad diesel for Schedule PT-106.1, Part 6. 

Manual Entry: After you complete your upload and select Form PT-106 on the Return Summary page, you will later be 

required to complete the following screen to manually enter gallons of non-highway B20 sold or used as railroad diesel, 

that were included in the gallons you uploaded. Transactions that you uploaded for Schedule PT-106.1, Part 6 will be pre-

populated for you on this screen. (See PT-106.1, Part 6 Web File screen example, below.) 
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PT-106.1, Part 6 Web File screen example 
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PT-201 Retailers of Non-Highway Diesel Motor Fuel Only (Quarterly 

Filer) 
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Note 8: 

Sales or use of non-highway diesel motor fuel for farming are either uploaded or manually entered, depending on the 

specific transfer or sale. 

Upload:  You must upload all gallons of non-highway diesel motor fuel sold or used for farming for Schedule PT-201.1, 

Part 7. 
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Manual Entry: After you complete your upload and select Form PT-201 on the Return Summary page, you will later be 

required to complete the following screen to manually enter gallons of B20 that were included in the total other gallons 

you uploaded. Transactions that you uploaded for Schedule PT-201.1, Part 7 will be pre-populated for you on this screen. 

(See PT-201.1, Part 7 Web File screen example, below.) 

 

PT-201.1, Part 7 Web File screen example 

 

 

 

 

Note 9: 

Sales or use of railroad diesel are either uploaded or manually entered, depending on the specific transfer or sale. 

Upload: You must upload the total gallons sold or used as railroad diesel for Schedule PT-201.1 Part 6. 

Manual Entry: After you complete your upload and select Form PT-201 on the Return Summary page, you will later be 

required to complete the following screen to manually enter gallons of non-highway B20 sold or used as railroad diesel, 

that were included in the gallons you uploaded. Transactions that you uploaded for Schedule PT-201.1, Part 6 will be pre-

populated for you on this screen. (See PT-201.1, Part 6 Web File screen example, below.) 
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PT-201.1, Part 6 Web File screen example 
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PT-202 Tax on Kero-Jet Fuel (Quarterly Filer) 
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Note 10:  

Upload: You must upload all gallons consumed in New York State in your aircraft for Schedule PT-202.1.   

Manual Entry: After you complete your upload and you select Form PT-202 on the Return Summary page, you will later 

be required to complete the following screen to manually enter all gallons consumed that were purchased with 

petroleum business tax included, and those gallons consumed as an exempt aircraft operator. Transactions that you 

uploaded for Schedule PT-202.1 will be pre-populated for you on this screen. (See PT-202.1 Web File screen example, 

below.) 

 

PT-202.1 Web File screen example 

 


