
How to File Sales Tax Online 

Sales Tax Division 

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           and click on Open All Pop-Ups. 
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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. 
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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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Here is what will be covered through this PowerPoint.



Benefits 

• FREE  
• Secure  
• No Postage Required 
• Electronic Format 
• Immediate Submission 
• Paperless 
• 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  

 

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 
(.1 or -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: 

33333 

3333-DANIE 
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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 
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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.



Manage Account Information 

 

3333-DANIE 

Animal6! 

Animal6! 
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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 

 

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



File Sales Tax Return 
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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 
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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. 
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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.



 

Danielle Trujillo 
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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.
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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 
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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 Mail In or Online Payment 
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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 
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If you decide to make a payment online you can choose to pay by Credit Card or ACH.  



ACH Bank Withdrawal 
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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 
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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 
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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. 



FAQ’S 
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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 
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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 
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First you will need to create an accountUser InformationBusiness InformationSecurity QuestionsPayment AccountsPassword Setup



User Information 
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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. 
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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 
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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.



History 
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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.  
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In addition you can view, print or save your electronic sales tax return form under Filing History.



Homepage 
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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  

• Stored Payment Information 

• No Amended Returns 

• Safe and Secure Network 

• Cannot Renew Business License 

• Electronically Filed Only  

• Cannot Print Business & Tax 

License  
• Cannot View Account Balance 
• Update Account Information 

• No Scheduled Payments 

• No Stored Payment Information 

• No Amended Returns 

• Safe and Secure Network 

• Can Renew Business License 

• Electronic and Mail in Filing 

• Can Print Business & Tax License 

• Can View Account Balance  

• Update Account Information 
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Each system has benefits here is a comparison of each system. 



Questions? 
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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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