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Starting ATC Online 
 
Website address: https://apps1.mo.gov/atclicense  
 

Login: Enter email address and password and click the Login button. 
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After you log in you will see this screen. If you have more than one license associated with your log in 
you will select the license by clicking on the license number in the Search Results grid. 

 

 

 

After you select your license, the system will take you to the License Summary page. 
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You will see a Menu Bar located below the license detail. To submit your credit request you will click on 
the down arrow next to Excise Tax and click on Credit Memo. To submit a new application click on 
Application for Credit Memo.  

 

Enter the tax period for which the original payment was made and click GO. 
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Credit Memo Application  
Type of Entry: Click on the down arrow and choose the type of entry of how the original submission was 
submitted.

 

Invoice: This option can be used by both outstate and instate licensees.  You will select the Alcohol Type 
and then data enter Original Invoice Number, Credit Invoice Number, and Gallons.  The credit amount 
will automatically populate.  You will enter a detailed Explanation for Credit.  

On Premise Sales: This option is for instate manufacturer licensees only.  You will select the Alcohol 
Type and then data enter the Gallons.  The credit amount will automatically populate.  You will enter a 
detailed Explanation for Credit.   

Penalty: Enter amount of credit and detailed Explanation for Credit.  

Interest: Enter amount of credit and detailed Explanation for Credit.  

Festival Sales: This option is for instate manufacturer licensees only.  You will select the Alcohol Type 
and then data enter Gallons.  The credit amount will automatically populate.  You will enter a detailed 
Explanation for Credit including the MRBD license number that resulted in the overpayment.  

Please note depending on which type of entry you choose the fields that will display will differ from the 
below screen shot.  Complete all information for the same tax period before going to the next screen. 
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After all information is completed, click Save!   

 

The records will appear at the bottom of your screen in the Search Result box.  If something is incorrect 
you can delete your record by clicking on the Delete option in the first box.  This will remove the record 
completely.  

 

After all information for the tax period is entered click on the Next Button.   
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Credit Memo-Uploads 
On this screen you will upload all required documents.  Click on the Upload button found to the right 
side of your entry.  

 

It will then open up the Credit Documents box at the bottom of the screen.  This is where you will 
upload the documents pertaining to the request.  
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Click on the upload tab and a window will open where you can browse and find your document to 
upload, select it and then click Go to upload your document to the ATC Online System.   

 

After you upload your document it will show as either open or view in the Credit Memo Documents 
section.  
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Once required documents are uploaded, the Upload Status will show complete. 

 

If you need to add documents you can click on Document Type (shown as #1 above) and choose your 
document type, click on the Add button (shown as #2 above) and this will add your additional document 
type in the Credit Document section.  Then click on the Upload button.  
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Credit Memo Application Submit 
On this screen you will review the amount of credit you are requesting. 

  

Check mark the box attesting everything is accurate & true. Enter your name, telephone number and 
email address.  Click Submit. 
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You will be prompted and reminded that no further submissions for selected license and tax period can 
be submitted until this application is approved.  

 

After clicking on the OK button, you will receive a message that you have successfully submitted your 
application.  
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View Edit Credit Memo 
You can monitor your request by going to the main menu, clicking on the down arrow by Excise Tax, click 
on Credit Memo and click on View Edit Credit Memo.  

 

Choose your tax period.  
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Your credit application will show up and you can click on View to see what you submitted.  The Action 
Status reflects where your credit memo is in the process of ATC review.   You will receive an email once 
your credit has been approved or denied.   
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