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3 Starting Electronic

 Tax Return Filing 
 
 
 
 
 
Start the e-Tax software to start electronic tax return filing. 
This chapter describes how to start and exit the e-Tax software, basic operations, 
and operation flows. 
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3 Starting Electronic Tax Return Filing 

3-1  Start the e-Tax Software 

After the installation of electronic certificates (root certificates) and e-Tax software is complete, start the 

e-Tax software. 
 

 

 
 

１ Double-click the "e-Tax software" icon        on the desktop. 

The "Version upgrade program connection check" screen will appear.  

 

 
Hint 

If the icon is not on the desktop, select "e-Tax software" from the programs in the [Start] 

menu.  

２ Click [OK]. 

The version will be checked. 

For information about the version check, refer to the following: 

"Appendix 2 Maintenance of e-Tax Software" 

 

２ 
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3 Starting Electronic Tax Return Filing 

After the version check is complete, the start-up screen of the e-Tax software will appear. 

 

The "Create a new user file" screen of the e-Tax software will appear. 

 

Create a user file. 

For details, refer to the following: 

"4-1 Create a new user file" 

３ Enter "User identification number" in half-width numeric characters. 

Enter the 16-digit number shown in the notice from the Tax Office by four digits. 

４ Enter "User name" (name or corporation name). It must be up to 30 characters in 

length. 

５ Click [Save]. 

３ 

４ 

５ 
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3 Starting Electronic Tax Return Filing 

The "Main" screen of the e-Tax software will appear. 

 

 
Hint 

When you start the software for the second time and later, the "Select a user file" screen will 

appear. Select the user file you created in this screen to operate. 

"4-2 Open a user file" 

 
This is the end of the explanation of how to start. 
Next, look at the operation screen. 
 
 
 

When the software does not start 

Check whether or not an error message appears. 

If an error message stating "Cannot find the application" appears, check the 

following: 

・ Whether you have moved the program to another location 

・ Whether you have uninstalled the program 

 

When no message appears, contact the help desk. 

 

At a time 
like this 
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3 Starting Electronic Tax Return Filing 

3-2  Check the operation screen 

Check the operation screen. 
This section describes the "Main" screen and screen of various lists of the e-Tax software. 

 

 
 

 "Main" screen 

The following shows the layout of the operation screen of the e-Tax software (hereafter 
referred to as the "Main" screen). 
 
 
 
 
 
 
 
 
 

 

 
 
 
You use the e-Tax software by selecting a menu you want to operate from the menu 
button or menu bar. 

Status bar 
The connection state of e-Tax (reception system) is displayed (it is blanked when not connected). 

Menu bar 
All available functions of the e-Tax software are arranged in each menu. 

Screen 
The operation screen 
of the selected 
function is displayed. 

Menu button 
Available functions of the 
e-Tax software are 
 arranged in each menu. 
You can click a button to 
select a function. 

Title 
The function name 
of the displayed 
screen is displayed. 

Log out button 
This button is used to log out of e-Tax (reception system). 

 Page 45 "Log out of the reception system" 
Basic flow button 
This button is used to display a basic flow. 

 Page 40 "Display a basic flow" 
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3 Starting Electronic Tax Return Filing 

 Screen of various lists 

When you select a function from [Create] in the menu button or menu bar, the following 
list screen will appear. 

 

This screen shows tax returns, applications, statements, etc., on which you can perform 
the function you selected. Select an operation target from the list, and then select an 
operation using buttons in the lower part of the screen. 
Also, you can see the "Status" field to decide what operation to do next.  
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3 Starting Electronic Tax Return Filing 

3-3  Master the basic operations 

Master the basic operations of the e-Tax software. 
 

 

 
 

 Select a function 

Select a function from the menu button 

You can select a function from the menu button to display a screen from which you start an 
operation. 
The following procedure selects a function. 
 

         
 
 

 

Click a button of 
each item. 

Click a function 

Functions are displayed. 

The operation screen of the 

function you clicked appears. 

 

* To how to operate each menu,  

refer to the corresponding 

chapter. 
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3 Starting Electronic Tax Return Filing 

 

 
Hint 

You can click [×] at the top right of the menu button to close it. 
You can select [View] - [Menu button] from the menu bar to show/hide the menu button. 

 
You can also select a function from the menu bar.  
 
This manual describes operations by methods selecting a function from the menu 
button. 
 

Select a function from the menu bar 

Click the menu bar, and then select a function from a drop-down menu. 
The following procedure selects a function. 
 

      

 
Incidentally, available functions vary depending on the displayed screen, selected item, 
etc. (dimmed functions cannot be selected). 
 

Click the menu 
bar 

Functions are displayed. 

Select a function 
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3 Starting Electronic Tax Return Filing 

 

Select a function from a shortcut menu 

The "List of tax returns, applications, etc." is furnished with shortcut menus allowing you 
to select a function quickly. 
The following procedure selects a function. 
 

 

 
 
 

 

 
Selectable functions vary depending on the position you right-clicked and status of the 
tax return, application, etc. 
 

Right-click 

Functions are displayed. 
Select a function 
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3 Starting Electronic Tax Return Filing 

 Select a button 

Buttons displayed on each screen becomes selectable after you select a target from the 
list, etc., or you enter a numeric value, etc. 
The following procedure selects an operation. 
 

 

 
 
Selectable buttons vary depending on the content of the "Status" field of the operation 
target you selected.  
 

Select a target for operation 

Operation buttons become 
selectable. 

Select a button 
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3 Starting Electronic Tax Return Filing 

 Display a basic flow 

You can operate the e-Tax software viewing the basic flow from creation to sending a tax 
return, application, etc. 
 
To display the basic flow, perform the following operation: 

１ Click "Basic flow" at the top right of the "Main" screen. 

 

 

Click 
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3 Starting Electronic Tax Return Filing 

 Connect to the Internet 

e-Tax software needs to connect to the Internet when performing the following 
operations: 

 Sending a tax return, application, etc. 

 Checking the message box 

 Registering/renewing an electronic certificate 

 Changing the PIN for logging in to the reception system 

 Registering/changing the confirmation number for tax payment and 
name/designation in katakana characters for tax payment 

 Registering/changing e-mail addresses, etc. 

 Verifying a signature (external connection) 

 Registering/changing the secret question and answer 
 
When you select one of the functions shown above, the following screen will appear.  

 

Make sure that you are connected to the Internet, and then click [OK]. 
 

 
Hint 

When you selected an operation that requires to log in to the reception system, the reception 

system login screen will appear. 
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3 Starting Electronic Tax Return Filing 

 Log in to the reception system 

The reception system login screen will appear when you selected an operation that 
requires to log in to the reception system, such as registering user information, sending a 
tax return, application, etc., and checking the message box. 
 

 
Hint 

When you have already logged in, you do not need to log in again. 
If a certain period of time has passed since you logged in to the reception system causing a 
timeout to occur, you need to log in again.  

１ Enter "PIN". 

 

２ Click [OK].  

While you are logged in to the reception system, "Connected to the reception system 
(SSL)" is displayed in the status bar.  

 

 

 
Hint 

For details on the SSL communication, refer to the following:  

"1-4 About the security of e-Tax" 

For information about the verification of the SSL communication, refer to the following:  

 "Appendix 3-3 Verify the SSL communication" 

 

１ 

２ 
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3 Starting Electronic Tax Return Filing 

 
 

When you cannot log in to the reception system 

Check the following items using the displayed message as reference:  

・ Whether root certificates are correctly installed 

・ Whether the user identification number is correct 

・ Whether the PIN is correct  

・ Whether you are connected to the Internet 

・ Whether the network settings are correct 

・ Whether it is during operating hours of the reception system and a 

maintenance is not ongoing 

 

When you cannot solve the problem, contact the help desk. 

At a time 
like this 
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3 Starting Electronic Tax Return Filing 

 Log out of the reception system 

You are automatically logged out of the reception system in the following cases: 

 A certain period of time has passed without operations since you logged in causing a 
timeout to occur.  

 You disconnected your Internet connection. 

 You changed the user file. 
 
To log out manually, perform the following procedure: 

１ Click "Log out" at the top right of the "Main" screen.  

 

 
Note 

The Internet connection is not disconnected even when you log out of the reception system. 

Disconnect the Internet connection in accordance with your Internet connection environment. 

 

Click 
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3 Starting Electronic Tax Return Filing 

3-4  Exit the e-Tax software  

Check how to exit the e-Tax software. 
 

 

 
 
You can exit the e-Tax software with one of the following procedures: 

 Select [File] - [Exit] from the menu bar. 

 

 Click [×] at the top right of the "Main" screen. 

 

 
This is the end of the explanation of how to exit. 
 
 

Select 

Click 
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3 Starting Electronic Tax Return Filing 

3-5  Check the flow of electronic 

  tax return filing 

Before performing the actual operation, check the basic operation of electronic tax return. 
 

 
 

 For the first time 

This section describes the basic operation when you start the software for the first time.  
For information about the actual operation, refer to the reference specified by  
 

 

Start the e-Tax software. 

Check if version upgrade information is available, and then start 

operations.  

"3-1 Start the e-Tax software" 

 

First, create a user file. 
The e-Tax software stores all information to this file such as created 

tax returns, applications, statements, and attachments. 

"4-1 Create a new user file" 

 

When you intend to send data of a tax return, application, etc., 

perform the following works:  

・Change the PIN  

・Register the confirmation number for tax payment and  

name/designation in katakana characters for tax payment 

・Register an electronic certificate  

You perform those operations when you log in to the reception 
system for the first time. You do not need to register 
information that has already been registered by the online 
issue function for the user identification number of the e-Tax 
website. Incidentally, when you intend to create only data for 
procedures that do not require an electronic signature, you do 
not need to register an electronic certificate. Also, you can 
register e-mail addresses, etc., (recommended) and a secret 
question and answer (recommended). 

"5 Registering User Information" 

Continued on next page

Register user 
information 

SSSttteeeppp222   

Start the e-Tax 
software 

SSStttaaarrrttt   

Create a user file. 
SSSttteeeppp111   

Perform only once 
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Continued from previous page 

 
 
Create data of a tax return, application, etc., and edit statements. 
The data you created is saved in the "user file" created (or selected) 
in Step 1. 

"6 Creating Tax Returns, Applications, Etc." 
 
Create a payment information registration request to obtain a 
"payment classification number" that is necessary for making an 
electronic tax payment. 
If you do not need it, proceed to Step 5. 
Also, note that in some cases you do not need to create a payment 
information registration request depending on the tax item such as a 
withholding income tax and special reconstruction income tax 
(voluntary payment portion).  

"12-1 Create a payment information registration request" 
 
Attach an electronic signature to data of a tax return, application, etc., 
you created in Step 3. 
Note that a signature cannot be attached to data for which all selected 
statements are not created yet. 
Also, you need to use the electronic signature registered in "Step 2" to 
attach an electronic signature. 
Incidentally, no electronic signature is required for the payment 
information registration request you created in Step 4 and statements 
of collected tax. 

"9 Attaching an Electronic Signature to Tax Returns, Applications, Etc." 
 
Send data of a tax return, application, etc., to which you attached an 
electronic signature in Step 5. 
Except procedures for payment information registration requests and 
statements of collected tax, data without a signature cannot be sent, 
so be careful. 
After data sending is complete, the result of a format examination of 
the sent data is displayed on the screen as an immediate notice. 
Check the detailed reception result in Step 7.  

"10 Sending Tax Returns, Applications, Etc." 
 
The reception system examines the data you sent on basic items, 
and then stores the result in the message box. (If an error is found in 
the format examination in Step 6, the result described here is not 
displayed.) 
Since information about an error, etc., detected in the data you sent is 
also stored in the message box, be sure to check it. 
Incidentally, it may take a time for the result to be stored in the 
message box. In such a case, wait for a while and check again. 

 "11 Checking Reception Results 

Create data of a tax 
return, application, etc. 

SSSttteeeppp333   

Sign to the data you 
created 

SSSttteeeppp555   

Send the data attached 
with a signature 

SSSttteeeppp666   

Check the reception 
result 

SSSttteeeppp777   

Create a payment 
information registration 

request 

SSSttteeeppp444   

47 



3 Starting Electronic Tax Return Filing 

 For the second time and later  

When you start the software for the second time and later, perform the operation with the 
following flow: 

 

Start the e-Tax software. 

Check if version upgrade information is available, and then start 

operations.  

"3-1 Start the e-Tax software" 

 

 

 

 

Select and open a user file you have created.  

"4-2 Open a user file" 

 
 

 

The next Step you shall proceed to varies depending on the Step you 

have finished in the previous time. 

Proceed to the intended Step shown in the flow of "For the first time".  

 
 
This is the end of the explanation of the basic flow. 
Operation methods for each Step will be described in Chapter 4 and later. 
 

 

Start the e-Tax 
software 

SSStttaaarrrttt   

Open a user file 
SSSttteeeppp111   

Perform the intended 
operation 
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