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FASTFILE OVERVIEW 
 
FastFile is specifically designed for taxpayers as they can file and complete their current year and 
prior year tax return in one online session.  However, FastFile is an option for our members to use 
who wish to file prior year(s) returns on behalf of the tax payer.  
 

•  No login, User ID or Password is necessary 

•  Member must be ready to file and complete the tax payer’s return in one session 

•  Taxpayer specific information is not populated (i.e. name, address, payments/credits).  FastFile is 
an open forum to report income.  To view more specifics and details on a taxpayers account, 
logging into RITAX would be required. 

•  As this is a tool for the tax payer, questions within FastFile are directed as such. 
 

ACCESS FASTFILE 
FastFile is available 
on the RITA website 
www.ritaohio.com 
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IDENTIFY IF YOU QUALIFY TO FASTFILE 
The taxpayer will be 
asked if they have a Loss 
Carry Forward.  
 
This is not the same as 
reporting a loss within 

the tax year being filed. 
 

 
If the answer is no, 
proceed with filing the 
return through FastFile 

 

 

 
 
 

If the answer is yes, the 
return will NOT qualify 
for FastFile. 
 
Utilizing a Loss Carry 
Forward cannot be 
reported in 
eFile/FastFile. Submit a 
paper return in order to 
reduce the taxable 
income by a carried loss.   
 
Documentation can be 
sent via:   
Fax:  866-252-0938 
Email: 
memerservices@ritaohio.com  
Mail:   
PO Box 6600 
Cleveland, Ohio  44101 
 

This is not the same 
as reporting a loss 
within the tax year 
being filed. 
 

 

 
 
 

 
 

 

  

mailto:memerservices@ritaohio.com
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FASTFILE HOME SCREEN 
FastFile will provide  the option 
to submit tax returns for all years 
in statute. 
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FILING OPTIONS 
1 Tax Year options include the 

ability to electronically file 
the tax return or declare an 
exemption. 
 

2 Begin eFiling and File an 
Exemption will open the tax 
year’s file to report the 
specifics for that year. 
 
Note:  This is not a reflection 
of the taxpayer account, but 
rather an open forum to 
report income.  To view more 
specifics and details on the 
account, logging into RITAX 
would be required. 
 
 

 
3 Click on Can I file my return 

electronically? & Filing 
Options Column to expand 
the screen for additional 
information. 
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PREPARING TO FASTFILE 
1 It is important to have the 

taxpayer’s necessary 
documents and information 
to file their tax return when 
starting FastFile. 
• There is no feature to 

save the file and return at 
a later time. 

• The system is designed to 
“time out” when there is 
no activity for a period of 
time.  If the system times 
out, the following 
message will be 
displayed:  “Your current 
RITA Individual FastFIle 
session has expired.  If 
you wish to continue, 
click restart to re-enter 
FastFile”.  The return will 
need to be started over 
from the beginning. 

 
Note:  Estimated tax payments 
paid and credit carryforward 
information is available through 
RITAX. 
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CONFIRM FILING CORRECT TAX YEAR 

1 Tax year selected will appear 
on the top of the menu bar.  
If an incorrect year was 
selected click Restart to 
return to the FastFile Home 
Page. 
 
Note:  Now that prior year 
tax returns are able to be 
filed through FastFile, it is 
important to confirm that  
the correct tax year has been 
selected. 

 

 
 

FASTFILE STEPS OVERVIEW 
 

 
 



8 
 

FAST FILING STEPS 
Step 1 – Personal Information 

1. Personal Information 
Filing Status 
 
Enter tax payer’s Filing 
Status (single/separate or 
married/joint).  

 

2. Personal Information 
Your Name 
Enter tax payer’s name and 
then select NEXT. 
 

 

 

3. Personal Information 
Spouse’s Name (if filing 
Married) 
 
If filing married, enter the 
tax payer’s spouse’s name 
and then select NEXT. 
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4. Personal Information 
Social Security Number(s) 
 
Enter tax payer’s Social 
Security Number(s) and then 
select NEXT. 
 
SSN can be entered without 
dashes 

 

 

5. Personal Information 
Contact Information 
 
Enter tax payer’s contact 
information and mailing 
address and then select 
NEXT. 
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Step 2 – Residence Information 
1. Residence 

Physical Location of 
residence 
 
First respond to the 
question if the tax payer’s 
residence was within Ohio 
for the tax year filing. 
 
 
 

 

 
 

2. Once yes is selected, 
additional fields display to 
enter the address for the 
effective date (1/1/xxxx) 
 
Enter this information and 
then select NEXT. 
 

 

 
NOTE:  When entering 
Street Name, be sure to 
select from the drop down 
list of street names.  The 
system will identify the 
street number and street 
name and provide the 
Suggested Residence.   
 
Clicking on the checkbox for 
Use Suggested Residence 
will fill in the residence 
Municipality. 
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To use the suggested 
residence, click on the check 
box for “Use Suggested” 

 

 
 

3. Residence 
If taxpayer moved during 
the filing year, select  
Add Another Residence  
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Enter the effective date for 
the “move” and if the 
residence was within Ohio. 
 
Additional fields will display 
to enter the address 
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Step 3 – Taxable / Exemption 
Exemption 
 
Exemptions can be filed in 
FastFile 
 
Exemption can be filed for one 
of the taxpayer’s on a joint 
account 

 
 
 
 
 
 
 



14 
 

Taxable Income  
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Step 4 – Income Information 
Income Checklist 
 

Check the box next to ALL 
income types received in 
Tax Year. 
 
Note:  Tax years 2014-
2016 allow for reporting of 
2106 Expenses when 
entering W-2 information. 
 
Tax year 2020 – includes 
the new federal Form 
1099-NEC.  Form 1099-
NEC replaces the 1099-
MISC for non-employee 
compensation paid during 
2020. 
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Income Type - W2  
 
To enter information for W-2’s, 
click on Add New W-2 
 

 

 
 
 
 
 

Enter W-2 Information  
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Entering Information for a W-
2 with boxes 18-20 blank 
 
You must enter at least one 
local wage amount in the field 
(Box 18).  If the W-2 does not 
contain any information in 
boxes 18-20, you need to enter 
the amount from Box 5 
‘Medicare wages’ in box 18, 0 
in box 19 and Non-Taxing in 
box 20. 

 
W-2 Entry for two W-2s for 
same EIN (Employer 
Identification Number) 
You can only enter one W-2 
per Employer ID for each Social 
Security Number.  If an 
employer issued separate W-
2’s, the taxpayer will need to 
add each box together and 
enter as one complete W-2. 
 
Note:  Only ONE Box 1 and Box 
5 can be entered for that 
taxpayer under that EIN. 
 

 

Over-Withheld W-2 
If the local income tax is over-
withheld a message will display 
“The Local Income Tax (Box 19) 
you have specified is over-
withheld.  When click on 
“help” a message will display 
“You may be eligible to receive 
a refund.  Use Form 10A to 
apply for a municipal tax 
refund, if applicable”. 
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Save W-2  
Once all information is 
entered, select Save W-2 
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W-2 Summary  
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Income Type - W2 G  
 
To enter information for  
W-2Gs – click on Add New 
W-2G icon 
 

 

 

Save W-2 G 
Enter all information from the 
W-2G and then select SAVE 
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W-2G Summary  
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Income Type -  
Schedule C 
 
To enter information for 
Schedule C, click on Add New 
Schedule C 
 

 

 

Save Schedule C 
Once all information is 
entered, select Save  
Schedule C 
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Schedule C Summary  
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Income Type – Schedule E 
 
To enter information for 
Schedule E, click on Add Rental 
Property or Add Partnership/S-
Corp./Trust 

 

 

Rental Property  
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Partnership, S-
Corporation and Trust 

 

 
Schedule E Summary  
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Income Type - 1099-MISC / 
1099-NEC  
 
To enter information for 1099-
MISC/1099-NEC income, click 
on Add New 1099-MISC/1099-
NEC. 
 
NOTE:  Tax Year 2020 includes 
the new federal Form 1099-
NEC.  Form 1099-NEC replaces 
the 1099-MISC for non-
employee compensation paid 
during 2020. 

 

 

Save 1099-MISC/1099-NEC 
Once all information is 
entered, select Save 1099-
MISC/1099-NEC. 
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1099-MISC/1099-NEC 
Summary 
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Income Type - 4797 Sale of 
Business Property 
 
To enter information for form 
4797, click on Add New 4797 
Income. 

 

 
 

Save 4797 
Once all information is 
entered, select Save 4797 
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4797 Summary  

 



30 
 

Income Type - Schedule F – 
Profit or Loss from Farming 
 
To enter information for 
Schedule F, click on Add New 
Schedule F 

 

 
Save Schedule F 
Once all information is 
entered, select Save Schedule F 
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Schedule F Summary  

 
 

Income Summary 
 
Once income information 
is entered it will be 
displayed in the Income 
Summary section.   

 
The information that was 
entered can be edited and 
additional income can be 
added by selecting 
Edit/Add next to the 
income category. 
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Step 5 – Credit Information 
Credit Information 

 
Enter the total amount of 
estimated tax payments 
that the tax payer made. 
 
Enter any Credit carried 
forward 
 
Note:  estimated tax 
payments paid and credit 
carryforward information is 
available through RITAX. 
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Step 6 – Review and File 
Review and File 
 
Calculation Summary 
 
The top section will provide a 
Calculation summary from the 
information that has been 
entered.  Review this 
information.   

 
For prior tax year(s), 
estimates will not be 
available. 
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Filing Review 
 
Review the information that 
has been entered.  Updates 
to the information can be 
made from this screen by 
selecting “Update”.  If all 
information is accurate, 
select “Next”. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
"Total Due Now" does not 
reflect any penalties and 
interest, if applicable. These 
amounts will be calculated and 
billed separately to the tax 
payer. 
 

            

 

 
 
 
 
 



35 
 

Balance Summary - Payment 
options 

 
Payment options available 
will be listed. 
 
 
 
 
 

If the municipality is not taking 
a payment at the time of 
submission, the "Bill me later" 
option should be chosen. A 
billing statement will be sent to 
the tax payer once the return is 
processed. 

 
 
  

 

 
 
 

Payment Options  
Credit Card or Direct 
Transfer 

 
Note: There is a 2.75% service 
fee for all debit/credit cards.  
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Credit Card Payment 
Example 
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Direct Transfer from 
Checking or Savings 
Account Example 
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Tax File Complete 
 
Once the filing is complete, a page 
will display notifying that the 
FastFile was successful.  A 
confirmation email will be sent to 
the email address that was 
provided.   
 
It is recommended to print the 
confirmation page for the tax 
payer. 
 
The member DOES NOT mail the 
return or any other supporting 
documentation to RITA. 
 
 

 

 
Confirmation Email  
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