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Presenter
Presentation Notes
Welcome to the City of Wheat Ridge Online Tax Portal and SalesTaxOnline.Com learning tool.  Here you will learn how to file a sales tax return online. 


First Please Open Notes

= To open notes please run your mouse over the
note icon: . You will find this icon on the
top left hand corner.

» To open all notes please right click on the note
icon 3 and click on Open All Pop-Ups.

Reply
Delete
Set Status

Show Comments List

<Open All Pop-Ups>

Minimize Pop-Ups Cirl =7

Make Current Properties Default
Properties...
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Presentation Notes
Please click on the note icon.


Continue Opening Notes

» Next you will notice Presenter notes: these are
Instructions. Please expand them by placing
your mouse on the perimeter corners and
moving outward until you can view all notes
provided.

=~ Presenter [—]
108201070 92525 80A

Welcome to the City of Wheat
Ridge Online Tax Portal and
SalesTaxOnline.Com

i, e
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Presentation Notes
Continue opening notes.


Overview

Benefits of Filing Sales Tax Online

Online Tax Portal & Salestaxonline.com

How to Login/Initial Set-up

Available Options

Print Business License

View History
File Sales Tax Returns
Pay Online by Credit Card or ACH
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Presentation Notes
Here is what will be covered through this PowerPoint.


C———.
Benefits \ //

\‘ﬁree b

- FREE / F

* Secure

* No Postage Required

» Electronic Format

* Immediate Submission

» Paperless

e Credit Card or ACH Payments Accepted
» 24/7 Access
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Listed are the benefits of filing sales tax online.


Online Tax Portal Website

ONLINE Account Inquiry

Welcome to the City Of Wheatridge. Our Tax and Licensing System allows
you to:

» View Your Account History
¢ File A Tax Return
+ Renew Your License

Account Number: l:l
I —

https.//salestax.ci.wheatridge.co.us
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This is the Online Tax Portal login page where you will login.  Please remember to write down this website as it will directly send you to the City of Wheat Ridge Online Tax Portal.

https://salestax.ci.wheatridge.co.us/

How to Login

Initial Login Information:
Business Name: Danielle’s Hair Salon
Business account#: 33333.1

-Account number should be entered without the
(.1or-1).

-Business Password Should Include the Last Four
Digits of Account number dash (-) the first five
letters of the business name. Do Not Include
Spaces.
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Once you get in you can change your password to one of your preference.  


For Example:

Account Number: 33333

Password: 3333-DANIE

[ Login ]
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Here is an example of how your account number and password should be entered.  Again we don’t need the .1 or -1, just need the base account number.  Now the password is a combination of the business name and account number with a dash in between the two.  No spaces needed for the password. Any questions about initial login please call tax division at 303-235-2820.


Home Page

Log Out *

Home/Locations »

10104 - TEST ACCOUNT

Customer:
TAccount Management Business Id: 1 - TEST ACCOUNT

Change Password * Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

Customer Info =

Additional Contacts » A -—
Business Contact Info * ccoun ummary

Contact Name: Kathy
@ ount Histo i'fn'> Email Address: kfranklin@ci.wheatridge.co.us

Contact Phone: (303)235-2825

T There is 1 associated location with a total outstanding balance of $ 18.30

Click on Location Code to view
Online Forms
Address

File A Tax Return =

Transaction History =

Active Business Locations

Renew A License *
Print A Blank Form =

Print License =

View FAQ's =

W5155 | 7500 W 29th AVE, Wheat Ridge, CO 80033-8001 $18.30 | Active
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Once logged in you will notice the options available on the left hand side of screen.  You can manage your account, view history, obtain online tax forms and review frequently asked questions.  You will also see your account number, business name and address.  In addition you will see the contact information such as names, email and phone number.  If you have an outstanding credit or debit balance it will also appear on the homepage.


R E——————,
Manage Account Information

Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

Change Password

0Old Password: 3333-DANIE
New Password: Animalé!

Confirmm New .
Animal6!
Password:

| Submit |



Presenter
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First option going down the left hand column is Change Password.  We initially logged in a few slides ago.  Instead of using the initial password you can now change this to a password of you choice.  It should be at least 6 characters in length.  I always recommend using a combination of caps, numeric’s and symbols.  For example: I used a capital for the first letter of a word (A), included a number (6) and a symbol (exclamation !).  Once you set a new password you can click submit and this will update the system with the new password.  If you forget this password please call the tax division to help you reset your password. Once reset you will  have to create a new password.


Manage Account Information

Maintain Business Contact Information
Maintain the primary contact address and information for this City Code

Contact Mame:®#

Email Address:P»

>

O] Check For Addresses Qutside Of USA

Secondary Mailing Name:»

-

PO Box:Pk

Mumber:»

7500

Direction: P

w_ [~]

Street Name:F

29TH

Type:»

AVE |~ |

Post Directional:

NONE |~ |

Secondary:

City:

WHEAT RIDGE

State:F

CO - COLORADO

Zip Code: W

80033 - 8001

Phone:»

( 303 ) 235 - 2825 X

Fax: P

( 303 ) 234 - 5924 X

Mobile:

( ) -

http://www.ci.wheatridge.co.us/index.aspx?NID=154

Save
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Next in Manage Account Info, you will want to update the owners information if not done so already.  If you move your business from building/house in Wheat Ridge (to another Wheat Ridge Location) please print and fill out a Business and Tax License Application.  The application will notify the City of the relocation and is free. The Zoning Department must review the new location to make sure the building/house is up to code for nature of business. This link directs you to the City of Wheat Ridge Business and Tax License Application.  If you are relocating to a different city please notify us of new address and if you plan to keep your business license open or terminate. 

http://www.ci.wheatridge.co.us/index.aspx?NID=154

Manage Account Information

Additional Contacts For Customer

You can manage your additional contacts from this page

Add Additional Party Contact

Name Relationship Email Address
Change Delete | LEAH BEAR Guard Dog lbear@doggienet.com GROWLS R US / 6780 Ammans ST, Arvada, CO 80004-1929
Change Delete | LUKE SKYWALKER | Jedi Knight Iskywalker@rebelalliance.com | PO BOX 12 Wheat Ridge, CO 80034-0012

Change Delete | JANETGUNN | Bouncer junn@ci.wheatridge.co.us | 12310 W 42nd AVE, Wheat Ridge, CO 80033-2456

Change Delete | GRIZZ Chief Barking Officer , Wheat Ridge, C0 80033
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Lets start with manage additional contacts.  This option allows you to add, update and delete contact information for the business.  FYI: Most options in orange are links.  To add, change or delete contacts please click on the orange links.



View History

Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

Transaction History
Click o Underfined Dates fo view defaf}/

09 /09 /2009 To Filing Date: 09 /09 /2011 REFRESH

From Filing Dg#€

Filing Transa~—cion Transaction

Date vate Type
02/28/2011 ™ 04/04/2011 Tax Return $15.00 $ 0.00 $15.00
12/31/2010 02/11/2011 | Tax Return $15.00 $ 0.00 $15.00
01/31/2010 08/12/2010 Miscellaneous Payment | SALES OR USE TAX $ 0.00 $11.70 $ 11.70-
01/31/2010 08/12/2010 Miscellaneous Payment Interest % 0.00 £0.12 $0.12-
01/31/2010 02/10/2010 Tax Return $14.70 £ 3.00 $11.70 Canceled
12/31/2009 08/12/2010 | Miscellaneous Payment AUDIT REVEMUE $ 0.00 $11.70- $11.70
12/31/2009 08/12/2010 Miscellaneous Payment AUDIT REVENUE % 0.00 £0.12- $0.12
12/31/2009 08/12/2010 Adjustments/conversion AUDIT REVENUE % 61.82- $ 0.00 % 61.82-
12/31/2009 02/10/2010 Assessment AUDIT REVENUE $50.00 $ 0.00 $50.00
12/31/2009 01/20/2010 Tax Return $ 0.00 $ 0.00 $ 0.00
11/30/2009 12/22/2009 | Tax Return $ 0.00 $ 0.00 $ 0.00
10/31/2009 01/20/2010 Adjustments/conversion Penalty $ 15.00- $ 0.00 $ 15.00-
10/31/2009 01/13/2010 | Tax Return $15.00 $ 0.00 $15.00
09/30/2009 09/24,/2009 Tax Return $ 0.00 $ 0.00 $ 0.00
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Moving on to Transaction History.  Here you can view history of sales tax returns filed online.  This will also show amended and cancelled sales tax returns.  The system does not allow you to electronically file an amended return. The history will be in filing date order.  Now if you click on the filing date the system will bring up the sales tax return electronic form.  Give it a try.


View History

»

Pay ID: 10104.1 Receipt Date: 03/28/2011 Filing Period: M
Filing Date: 02/28/2011 Postmark Date: 03/28/2011 Tax Code:
Due Date: 03/20/2011 Posted Date: 04/04/2011 Transaction Type: TR
Entered Calculated
Amount Amount

1. Gross Sales and Services £ 0.00 $ 0.00
2A. Add Bad Debts Collected £ 0.00 $ 0.00 |
2B. Total Lines 1 and 2A $ 0.00 $ 0.00 |
3A. Non-Taxable Service Sales % 0.00 $ 0.00
3B. Sales To Other Licensed Dealers for Taxable Resale $ 0.00 $ 0.00
3C. Sales Shipped Out of City of State $ 0.00 $ 0.00
3D. Bad Debts Charged Off £ 0.00 $ 0.00
3E. Trade-ins for Taxable Resale £ 0.00 $ 0.00
3F. Sales of Gasoline and Cigarettes % 0.00 $ 0.00
3G. Sales to Govern't, Religous, and Charitable Org. £ 0.00 $ 0.00 ml
3H. Returned Goods $ 0.00 $ 0.00
31 Prescription Drugs and Prosthetic Devices £ 0.00 $ 0.00
3. Food Stamps £ 0.00 $ 0.00
3K. Other $0.00 $ 0.00
3L Other $0.00 $ 0.00
3. Total Deductions £ 0.00 $ 0.00
4. Total City Net Taxable Sales and Service £ 0.00 $ 0.00
SA. Amount of City Sales Tax at 3.00% £ 0.00 $ 0.00
6. Add Excess Tax Collected % 0.00 $ 0.00
- Rdieecind e T & 0 on & non
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After you select a date in View History the sales tax electronic form will look this. 


Print Business and Tax License

»

Log Qut ®

Home/Locations *
Customer: 10104 - TEST ACCOUNT

Business Id: 1 - TEST ACCOUNT
Change Password * Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

Account Management

m

Customer Info ®
Additional Contacts ®

Business Contact Info ® Licenses

Click on Underfined License Code to print license.

My Account History

Transaction History *

S GENERAL BUSINESS AND TAX 12/31/2011

Balances*

Online Forms

File A Tax Return ®
Renew A License *
Print A Blank Form @

Print License *
FAQ's

View FAQ's *

4 ] b
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On to Printing Business and Tax License. Under Online Forms, go to Print License.  Once you get to there click the letter (S) in orange. 


Print Business and Tax License

r'@ doc.pdf - Adobe Acrobat Pro t':' =l g‘
File Edit BUETS Window Help *
flcae- | P EHEOHE| 802000 .8 A D - R

fl | O | T '!' ‘ B | Tools | Comment Share
CITY OF WHEATRIDGE
GENERAL LICENSE
LICENSE NUMBER: 10104~1 DATE OF ISSUE 08/17/2010 EXPIRATION DATE 12/31/2011 =
Kind of License LICENSE FEE
GENERAL BUSINESS AND TAX $20.00

Z

LICENSE ISSUED TO: BUSINESS NAME/LOCATION:
TEST ACCOUNT TEST ACCOUNT
7500 W 29TH AVE 7500 W 29TH AVE
WHEAT RIDGE CO 80033-8001 WHEAT RIDGE CO 80033-8001
PLEASE POST IN A CONSPICUOUS PLACE )
THIS LICENSE IS NOT TRANSFERABLE. NO REFUNDS PERMITTED. CITY
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This is what you will see when you print your business and tax license.  You can print or save it electronically to your files. 


File Sales Tax Return

Log Qut #

Home/Locations *
Customer: 10104 - TEST ACCOUNT

Business Id: 1 - TEST ACCOUNT
Change Password * Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

Account Management

Customer Info *
Additional Contacts *

Susiness Contact Tnfo File An Online Tax Return

Choose a tax form to start a new return
My Account History Tax Form: 'WR_2008 - SALES TAX FORM E

Transaction History * -

Balances *

Online Forms

e A Tox Retum:

Renew A License *
Print A Blank Form #

Print License #
FAQ's

View FAQ's *
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Now we are ready to file a sales tax return online.  Under online forms go to (File a Tax Return).  On this page you will see the Tax Form type and it should be the most updated form named: WR_2008-Sales Tax Form. Lately it reads Sales Tax Form for Periods (current month).  Don’t let this confuse you as this is just the form not the filing period.  This can be changed to a different tax form if you are filing for Admission Tax and Lodging Tax.  If the tax form is correct click on Continue.


CHES—S——LIm—————————
File Sales Tax Return

Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

File An Online Tax Return

Filing Period End Date: |03/31/2011 |~
01/31/2011

04/30/2011
05/31/2011
06/30/2011
07/31/2011
08/31/2011
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On this screen you will need to select a filing period.  You can file for previous periods.  If you are filing a late return please note penalty and interest fees will be automatically be applied to your form.  The system will not allow you to zero out the late penalty and interest fees.  


File Sales Tax Return

Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

File An Online Tax Return
An online tax form for this filing date is
available. Please click submit to continue.

Filing Period: Monthly
Filing Period End Date: 03/31/2011

| Submit |
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Once you select a period date this screen will appear and you will need to click submit to continue filing.  Again you will see your account number, business name and address. 


File An Online Sales Tax Return

[ Save Form ]

Header
Filing Date Due Date Filimg Period Tax Code Form Code
S 2 S L R [T S
Details
Line Description Armount
1. Gross Szales and Services 10000.00
2. Add Bad Debts Collected 0.00
2B. Total Limes 1 and 24 - Add Lines: 1 & 24 10000.00
34, Mon-Taxable Service Sales 100.00
IE. Sales To Other Licensed Deazlers for Taxable Resale 0.00
3C. Sales Shipped Out of City of State 0.00
3D. Bad Debts Charged Off 0.00
3E. Trade-ins for Taxable Resale 0.00
3F. Sales of Gasoline and Cigarettes 0.00
3G, Sales to Govern't, Religous, and Charitable Org. 0.00
3IH. Returned Goods 0.00
3I. Prescription Drugs and Prosthetic Devices 0.00
3. Food Stamps 0.a0
Ik Other 0.00
3L. Other 0.00
Total Deductions - Total Lines: 34 thru 3L 100.030
4, Total City Met Taxable Sales and Service - Subtract Line: 2 from Line: 2B g9900.00
LT Aamount of City Sales Tax at 3.00% - Line: 4 times 3.00% 297.00
G. Add Excess Tax Collected 0.00
7. Adjusted City Tax - Add Lines: 54 & & 297.00
B. vendor Fee at 2%, Max $100 - If receieved on time, the lesser of 29 of Line 7 or $100 0.00
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Once you select submit the sales tax electronic form will appear.  You will type in your gross sales, deductions and etc.


B. Vendor Fee at 2%, Max $100 - If receieved on time, the lesser of 2% of Line 7 or £100 0.00
g, Total Tax - Total Tax (Item 7 minus 8) 297.00
10A. City Use Tax - Amount Subject to Tax 0.00
10E. Use Tax at 3.00% - Line: 10A times Use tax percentage 3.00% 0.00
11. Total Tax Due - Add Lines: 9 & 108 297.00

Late Filing Penalty {10% of Line 11 or £15) - If late then multiply Line: 11 times Penalty percentage
124, OR $15 whichever is larger. 29.70

Late Filing Interest (1% of Line 11 per month) - If the received date is later than the due date plus
the grace days and Line: 11 is greater than 0, then Line: 12B is Line: 11 times the current interest

12B. rate times the number of days past the due date divided by 20 plus 1. 14.85
13, Total Tax, Penalty, and Interest Due - Add Lines: 11, 124 & 12B. 34155
13A. License Renewal Fee 0.00
144, Add Prior Adjustments (Debit) 18.30
14E. Deduct Prior Adjustment (Credits) 0.00
15. TOTAL DUE & PAYABLE - Add Lines: 13, 134, 14 & subtract 148 Minimum of 0.00 35985

PAYMENT RECEIVED 359.85

Under penalty of perjury I certify that this the statements made or implied in filing this return are true and correct to the best of
my knowledge.

signature: | Danielle TFUjillO

Save Form
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You will want to finish lines 8-15.  Lastly, you will need to type your name as it is required in order to submit the form.  Next you will (Save Form) to CONTINUE.


CITY OF WHEAT RIDGE TAX DMNISIOMN
cfo FirsiBank Data Corp., PO Box 151654 Lakewood, CO 80215-8654 (303)235-2820
Late or zero-due returms: ¥500 W. 29th Awve., Wheat Ridge, CO 80033
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Please note: Here is a picture of our PDF/paper form you are familiar with.  This is exactly how the electronic form is built although it looks different. 


Submit Form

Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

At this time your form is saved as "Incomplete” and you may return later to make changes. In order to make a payment or print a finished form to mail

not make any changes to it.
Please choose an option.

© Keep Form Incomplete

“Sa\.re As Completed

Continue
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To submit and process your form the system will double verify if you would like to (Save Form As Completed).  You will want to continue if you feel comfortable with your information.  If you did not (Save Form As Completed) your form will be Incomplete and will NOT get processed.


Choice of Mall In or Online Payment

Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

At this point you may make a payment or choose to print your form and mail it in with a payment. If you choose to make a payment, you will still be able to print your

Return” button.
After your form has been processed, you may view and print your form by clicking on the "View Transaction History" button.

If you elect to mail in your form you will not be able to make a payment online. Also note that if the form is not received by the due date you may be subject to

filing late or close to the due date you should make an online payment to ensure the correct amount of penalties and interest have been calculated.

© Make Online Payment
© Print And Mail In



Presenter
Presentation Notes
Here listed are two options of filing your sales tax return. You can make a payment online or print sales tax form and mail in with payment. 


Online Payment Options

Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

Choose a payment option

| Credit Card |
' Bank Withdrawal |
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If you decide to make a payment online you can choose to pay by Credit Card or ACH.  


CHEEESS——m————————————
ACH Bank Withdrawal

Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

Bank Withdrawal
Bank Account Name: TEST ACCOUNT

Bank Routing Number: 999999999
Bank Account Number: 12345
Confirm Account Number: 12345

Bank Account Type: [#lei(i0] |z|
Payment Amount: $ 359.85
Payment Date: 09/12/2011

Save Bank Information:


Presenter
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To pay by ACH debit enter your account information.  If you are paying by Credit Card the account information will require the Credit Card number and expiration date.  When entering your account information make sure to double check the numbers entered!  If there is a typo/error your bank may reject and return the ACH or Credit Card payment.  Please note: The City of Wheat Ridge charges a $26 return check fee for items rejected. 


Complete Payment

Customer: 10104 - TEST ACCOUNT
Business Id: 1- TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

Bank Withdrawal

Bank Account Name: TEST ACCOUNT
Bank Routing Number: 103000091
Bank Account Number: 12345

Bank Account Type: Checking
Payment Amount: § 359.85
Payment Date: (09/13/2011

[ Submit Payment

Only Click "Submit Payment” button once. Do not use the back button to retry if the confirmation page does not display imediately.
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Submit Payment if comfortable. Do not hit the back button as you will lose all your information up until this point.  If you would like to start over please go back to File a Tax Return. 


Print Tax Forms

Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

Print Tax Forms
Click o Forrm Codle to view

Effective
Date
Wheat Ridge Admissions Tax Form 01/01/1980 Thru Current
Carnation Festival 08/01/2011 Thru 08/31/2011
Wheat Ridge L odgers Tax Form 01/01/1980 Thru Current
Telecommunications QOccupation Tax 01/02/2011 Thru Current
Wheat Ridge Sales/Use Tax Form 10/01/2009 Thru Current
Wheatridge Sales Tax w/Renewal Fee 01/01/1980 Thru Current

Print License Renewal Forms
Click ot Formm Codle to view

New or renewed business license - SALES OR USE TAX 01/01/1980 Thru Current
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If you need tax forms you can pull them from Print Tax Forms.  Listed are Admission, Lodgers, Sales Tax and Telecom Tax forms. 


Customer: 10104 - TEST ACCOUNT
Business Id: 1 - TEST ACCOUNT
Location Address: 7500 W 29th AVE, Wheat Ridge, CO 80033-8001

FAQ's

Click on Number to view the answer.

10 I FILED A RETURN BUT NOW DO NOT SEE IT LISTED IN MY TRANSACTION HISTORY. WHERE IS IT?
CAN I CORRECT OR ADJUST A RETURN IF I'VE SUBMITTED IT AS COMPLETE?

TAX TRIVIA: WHICH STATES HAVE NO GENERAL SALES TAX?

CAN I PAY ONLINE?

IS IT SAFE TO FILE AND PAY ONLINE?

WHAT IS AN ACH DEBIT?

DOES THE CITY STORE MY CREDIT CARD OR BANK INFORMATION?

DO I HAVE TO MAIL IN THE RETURN, TOO?
CAN I RENEW MY BUSINESS/TAX LICENSE ONLINE?

EIE|B|B|E|8|E|RB
= | | |& |& || |
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Under FAQ’s list a series of questions you may have.  To find the answer click on number in orange. 


Intro to SalesTaxOnline.Com

SalesTaxONLINE

Username P
Test alesfaxOnling signincantly reauces !!u,
A uwm:u ‘Of pPapef refurns coming INfo ou
E— 2, fhereby making our Deparfmen
106N | _more efficient.

Forgot your password?
Sign Up Now

Patrick Segura
Iberia Parish School Board Sales & Use Tax Dept.

Our Company Featured Clients Our Solutions
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SalesTaxOnline.com is a system which allows one to file sales tax to multiple City’s from one platform. Right now the City’s in Colorado signed up for processing is City of Thornton and City of Wheat Ridge.  
The benefit is that you can log on to one system and file multiple sales tax returns electronically to multiple tax collectors.    
You can only pay by ACH debit at this time.  
Amendments cannot be performed on SalesTaxOnline.com.  Amended returns can be processed by faxing or mailing to the City of Wheat Ridge office.


Create Account-Initial Setup

Online Filing Account Sign Up for a New Account
Set Up Bl oo oooooooooooooooooooooooo
Step 1 To begin filing returns online, you will be taken through the registration process to
User Information create an online filing account. After you have completed the first step, you may
leave the registration process to come back and continue at any time. After you
Step 2 have completed all steps, yvou will be able to file a return. All fields marked with *
Business Information are required. Be sure to store your username and password in a safe place. Click

Step 3 here to view instructions for completing the registration process.

Securit uestion ) i i I i i .
Yy Q Any personal information collected is used within SalesTaxOnline to authenticate your account with the

Step 4 appropriate Taxing Authorities. This information will not be disclosed or shared in any way with any
Additional Information outside entities without your explicit permission.

Step 5
Return Setup

Online Account Information

| | b Enter a username of your choice.
Username:

MNew Password: | | =+

Confirm New |
Password:

First Name:

Last Name:

Title:

Phone:

Fax:

Email:

Confirm Email:

F
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First you will need to create an account
User Information
Business Information
Security Questions
Payment Accounts
Password Setup



User Information

Home | Create Return My Returns Account Center | Lookup | Support I FAQ

User Information

To make changes to your account information, edit the appropriate field below, and click 'Save'.

First Name: Test * (Enter your first name.)
Last Name: Account *= (Enter your last name.}
Phone: 303-235-2820 * (Ex: 123-456-7890)
Fax: 303-235-2820 (Ex: 123-456-7890)
Email: dirujillo@ci wheatridge_co.us -

Title: Tax Preparer

Contact Address

Line 1: 7500 W. 29th Ave *
Line 2:
City: \Wheat Ridge *
Zip: 80033 -
Country: United States - | =
State: Colorado v | *

Email Options

Please check if you would like to receive a monthly reminder to file your returns.

Please select the day of the month to receive the reminders. 15 -



Presenter
Presentation Notes
You will want to fill out all the information required.  Make sure to include your correct business ID number for the City of Wheat Ridge.  In addition please make sure to drop the ending .1 or ~1 when entering in your account number. 


New Payment Account

Enter your account information below. Your information is protected by 128-bit SSL encryption to prevent third parties from
obtaining your bank account information.

Account type:

Mame this payment
account:

Checking -

(Ex: "My Checking Account™)

Make this my default
payment account.

Bank Mame:

Routing number:

Verify Routing number:

Account number:

Werify Account number:

What type of account is
this?

Business Name:
Address (Line 1):
Address (Line 2):

City:
Zip:
Country:

State:

@ Business O Individual
Best Coffee
7500 W. 29th Ave

Wheat Ridge
80033

United States -

Colorado -

];l 125 hlﬂml LA 1224 |
| LDBEQONE P8 SETES 2221
| Sopbge $ |
i Dwcillars {
ANYBANK i
| 55 Mo S
Ap gl | LIS 17348-6TA%
| re
| ®%000000000% 000000000ON 1234

|

i \\\

- n ODGODDGUDLI: 00000000001

— e -

Routing Mo. Account No.

n
The routing number is the nine-digit number between the s
symbaols.

The account number precedes the I symbol. Its length and
position can vary from bank to bank.

If wyou hawve Debit Protection on your checking account, you will
need to confirm that your bank has the correct Criginator ID in
order for your transaction to be accepted by your financial
institution. Click here for additional information about Originator
IDs.

If you would like to view a PDF list of all authorities and their
Criginator IDs please click here


Presenter
Presentation Notes
New Payment Account is where you will set up and enter the business bank account information to pay sales tax.  The bank name can be the name of the business.  Please double check your account information after you entered it.  This system does not verify the account or routing number.   If there is a typo error in the account or routing number and the ACH item is sent through, it is possible your bank will reject the payment.  If a payment is rejected by the taxpayers bank there will be a $26 return check fee assessed to the taxpayer. 


Create a Sales Tax Return

Home ' CreateReturn = My Returns Account Center - Lookup | Support @ FAQ
PREPARE PAYMENT FILE CONFIRMATION
Enter Data Process Payment eturn/Remittanc Print Return

Create Return

Select the filing period, return, and location you would like to file for. Click the Next button to continue to the electronic return.

1. Select State: Colorado

2. Select Filing Period: September 2011

3. Select Return: City of Wheat Ridge

Don't see your return listed? Click here to add the return.

O O O

4. Select Location: Best Coffee

©

Does your company have multiple locations? Click here to add another business location.

ot | o
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Presentation Notes
There is a flow chart on the top of this screen that tells you each step to file a tax return.  You will want to make sure that you select next at the bottom of each screen until you have completed each step.
-Prepare enter date in to electronic sales tax form
-Confirm account information and payment
-Submit Return
-Confirm and Print a copy of your Sales Tax Return for your records.


Home | Create Return -/~ My Returns | Account Center

- Lookup |

Support | FAQ

Filing History

Please select a filing period below to view all of yG

State:

Filing Period:

[ViewAll -

[View All

Type:

Tax Return

- Show All

Status:

Click on Column Headings to Sort the Table

Filing Period

Date Filed

Location

Amount
Due

PRINT SUMMARY

PRINT ALL

Amended

Status (?)

or that period.

Action (?)

City of Wheat Ridge

Best

CONTINUE DELETE

September 2011 | 10/11/2011 e Coffee %0.00 Original | In Progress

January 2011 | 9/30/2011 g';'; E‘;,L;"‘;h_?_zi ';fgffm eet $0.00|  Original 'I‘E?S_L:ﬁ‘i

March 2011 9/30/2011 g;“; ;,L:‘;h_?;i Pégffm g‘;?;ee $0.00|  Original g*g?;gﬁ‘i PRINT/VIEW

June 2011 9/30/2011 g:ﬂ; E?Lih-&}ii P;sffm ?:‘Z?‘IEEE $0.00|  Original g‘gﬁéﬁ‘i PRINT/VIEW
April 2011 9/30/2011 g;“; E?L:gh?;i Pégffm E’:i?;fee $0.00|  Original g‘gfsgﬁ‘i
May 2011 9/30/2011 g:l"; Eﬂzih_‘?_ii ':igffm o $0.00|  Original gg?;gﬁ‘i
July 2011 9/28/2011 g;‘; E‘;,Lg‘;h_ﬁ; F:gffm gii;ee $0.00|  Original g‘gﬁéﬁ‘i
August 2011 9/26/2011 g;“; E?Lih_?_;"i ';jgffm ?:ii;fee $0.00|  Original S‘ij;;ﬁ
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Presentation Notes
To see sales tax filed and activity go to the Filing History under My Returns.  If there is a mistake you can Unfile the return and start from the beginning.  If you have not completed the form and you saved your information you can pick-up where you last saved.  The status will show (In Progress) and you will select continue if you would like to finish filing the sales tax return.  


CITY OF WHEAT RIDGE TAX DIVISION

oo FirstBank Data Corp., PO Box 151654 Lakewood, CO 80215-8654
{303} 235-2820

LOMC A TION MARME

BEST COFFEE

FERIOD Jan 2011
TRADE MARE + Coff COVERED
Bes=s L] L= —
ACCOUNT 10104
NLUMBEE.
T500 W. 29th Ave
Wheat Ridge CO, 80033
COMPUTATEON OF TAX
54 AMOUNT OF CITY SALES TAN:- 300 % OF LINE 4 L
1. GROSS SALES AND SERVICE D00 5 ADD:. EXCESS TAY COLLECTED 000
74 ADD. BAD DEBTS COLLECTED G0g| |/ ADJUSTED TAX (ADD LINES SA AND 6) 0
75 TOTAL LINES 1 & ZA 00000 |* I paAtD By DS DATE T, 0.00
3 |A WMOMN-TANABTE SEEVICE SALES [ 100000 |8, TOTAL SALES TAX (LINE 7 MINUS LINE B) 0D
_¥.$5_T&ET.EEEB_ LICFWNSFD DEATFRS FOR PURPOSES OF DO 104 CITY USE TAN - AMOUNT SUBJECT TO TAR 00
- — . UNT USE 300 =g LINE .
DS SALES SHIPFED OUT OF CITY ANDVOR STATE L] 00THD i?BI;‘:{i T-’.:{DI];L'E TA}EI_EB'ES 9.-5.'_‘?']1:3 T 104) gx
EPP = z = OFF s e e oo 12:4.. LATE F.l-:l'_.]'_“h-'G PEMALTY (10% of Lina 11 (]:DR.IJ 5 M 1 '.m
D|E TRADE-INS FOFR. TAXABIE RESATE (L] - - (e —_ ik =
E T SALES OF GASDLINE AND CIGARETTES ) imlt:*:i ?ﬁfﬁﬁfﬁ”ﬁ?ﬁ“ of LTNE 11} il
. — — ER - E B ; -
T EHE{E-EII.EI‘S TO G&-ﬁgl’é%q EELIGIOUS AND 0.00| | (ADD ILINES 11. 124 12B) 15.0M
ARLE y IOME = = o E] —
I e ED Coons o &&HCEJSERE\"E'U.ALFEED JE JAR 531 OF. FINE MA'Y 000
;j. L PREESCRIPTION DERUGSPROSTHETIC DEVICES 000 144 ADD Ol
5 |7 FOOD STAMPS 000 4B DEDUCT 15.0H)
= e 15 TOTAL ARMOTNT DIE [ Ba]
L L]
3. TOTAL DEDUCTIONS ROO0D0 FPavment Type:
4. TOTAL CITY NET TAMABILE SATES & SERVICE 00D
5-EH:ED'_—.I_.£ - B- - EIT&.— -L_‘SE ]—_ﬁ ”::; EIE.L‘:'FQC\.“?:? 1. If cwmarship has choanged, mive datw of chango 2nd nowr ommer's nammol
I Hbeozinoss has boon | exily discomtinesd, sihve date discontzmed
The e tan cndizames (WERMO 23 o u L el L Lhe rate skarses on Dine S8 spon the provilege uf exdeg, sboring, 3. I besiness location has changed, give now addmzs.
intriuting o uherwise cormarming @ the Cily Lungbic pormsm proparty sl scio servioes purcheel, ronioed o ool CISCOMTIMIED DATE 4 Becords are kept at what address”
K DAY YEAR 5. M besiness s tamperarly clesed, give dates to be closed
DATE OF MAME OF VENDOR TYPE OF COMMODITY _— o _ et - -
DURCHASE ADDERESS || PURCEASED PURCHASE PRICE . f business is seasonal, give months of oparation
TOTAL FUIIRCHASE FRICE OF FREOFERT Y SIAIECT TO CITY UISE TAX
SHOW BEELOW CHANGE OF OWNERSHIT L, barebry cartify, ender the peealty of pecjary, that the statemeets
ANDVYOR ADDRESE, ETC made heeuin are to the best of ey knowledge tue and correct.
Y Te=st Account Confirmation #
TITRE YATYGHT1GH
PRI IDIFI-Z2IS-ZFEBIZ0O Filed on SeleeTexinlioes oo
DATE a8/30/2011

[]BUS. ADDEESS [ |MALING ADDREESS
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In addition you can view, print or save your electronic sales tax return form under Filing History.



R
Homepage

Signed in as Test | LOG OFF |

SalesTaxONLINE

Home | Create Return ' My Returns | Account Center . Lookup | Support @ FAQ

Welcome to SalesTaxOnline, Test Account.

Quick Links

File a new return || View my account numbers || View my business information || View my filing history

Notices & Alerts

This section displays notices and alerts about tax rates, tax forms, and other important information regarding
your SalesTaxOnline account.

Alert Details Date Added

-

The 1% special district tax named Lafayette I-10 Corridor
Lafayette Discontinuance of Special District Tax: District at Mile Marker 101 (Report form, Column 2-B) has 10/06/20 | =
Effective 10/1/2011 been discontinued. Sales in that special district will be B
reported under Column A-1 after October 1, 2011.

Tangipahoa Parish has changed their bank information,

effective September 1, 2011. Please visit the Payment
Attention Taxpayers who use ACH Credit as a Accounts page to view the new information. ACH Credit
payment method: Tangipahoa Parish Bank payments should be made using the new bank name, 08/31/20
Information Update routing number, and account number.

If you do not pay with ACH Credit, please disregard

this message.

- Anv business remittina Livinaston Parish sales/use tax or B
4 m 3
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Presentation Notes
After you have created the initial account information this screen is will be your homepage.  You may want to read the notices and alerts in case there are system problems.  From here you can file a sales tax return, view history, update account information and review FAQ’s.


Comparison of Online Systems

SalesTaxOnline.com Online Tax Portal

* Schedule Payments

No Scheduled Payments

- Stored Payment Information - No Stored Payment Information

* No Amended Returns - No Amended Returns

- Safe and Secure Network - Safe and Secure Network

« Cannot Renew Business License - Can Renew Business License

- Electronically Filed Only - Electronic and Mail in Filing

= Cannot Print Business & Tax - Can Print Business & Tax License
License

» Can View Account Balance
» Cannot View Account Balance

- Update Account Information « Update Account Information
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Presentation Notes
Each system has benefits here is a comparison of each system. 


Questions?

Ny
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Presentation Notes
Any question please call the City of Wheat Ridge Tax Division listed on the next screen.


Sales Tax Division Contacts

Danielle Trujillo

Sales Tax Technician
303-235-2820
dtrujillo@ci.wheatridge.co.us

Kathy Franklin

Sales Tax Supervisor
303-235-2825
kfranklin@ci.wheatridge.co.us



mailto:dtrujillo@ci.wheatridge.co.us
mailto:kfranklin@ci.wheatridge.co.us
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