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INSTRUCTIONS ON HOW TO SET UP AN ACCOUNT TO FILE SALES TAX  OR RENEW A 

BUSINESS LICENCE ONLINE  

 

January 24, 2017 

 

Place your mouse over ‘Departments’ and a drop down menu will appear.  Follow your mouse down to 

‘Finance’ and another drop down menu will appear.  Click on ‘Sales Tax & Lodgers Tax. The direct URL 

is: http://www.durangogov.org/index.aspx?nid=385 

 

 

 
 

At the bottom of the Sales Tax & Lodgers Tax Page you can click on the years you need to file or click on 

the link above to start the process with filing online.  Once you setup your account, it is very simple and 

you will receive an email reminder every year. 

 

 

 
 

There are two choices to file a return; you can file online or print out a form and mail it to City Hall.  To 

fill out the form, you click on the year you need to file and a form will pop up in another screen.  You will 

need to print out the form and fill it out.  Please send the form to our address at City Hall - 949 E. 2nd Ave, 

Durango, CO 81301.  If the form is a zero, you can fax it (970-375-5038) or email it 

(finance@durangogov.org) to us. 

 

http://www.durangogov.org/index.aspx?nid=385
mailto:finance@durangogov.org
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To file online, Click on the link ‘click here’ and the Citizen Access site will appear.  To start an account, 

click on ‘New User’ and fill out the information needed.   

 

 
 

You will need to put your email address and password in twice. 

 

 
 

After you have logged in, go to ‘tax & licensing’.  You will need to link the business account to your user 

profile.  Click on Manage accounts and ‘add account’. 

 

Email address 2x 

Password address 2x 
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When you go to link the business account to your user account, you will need the current 9-digit 

account number (201XXXXXX) and location address exactly as it appears on the business license.   

 

The address will not include any apartment, suites or units and do not include the city and state.  

 

Spell out all words on the address like - street, avenue, drive, east, south, etc. 

 

 
 

 
After you have linked the business account to your account, you will be able to file returns or renew the 

business license as well. 

 

To file a sales tax return, go to ‘file return’, and to renew the business license, go to ‘renew license’; 
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File Returns 

 

Enter the 9 digit account# from the Business License. Hit ‘search’.  The license number and 

business name should appear below.  Make sure the year and period is correct. 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Gross Sales and Services 

Report all receipts for the period covered; include all sales, both retail and wholesale; 

services rendered; rent receipts; and all amounts both taxable and nontaxable, received in 

the conduct of your business. Gross sales means the total amount received in money, 

credit, property or other consumption valued in money for all sales, leases, etc.   
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Bad Debt Collected 

Report the bad debts collected which were previously deducted on line 3D – “Bad Debts 

Charged Off’ from prior periods. 

 

 
 

 

 

Deductions: Below is a description of the categories of deductions. 

A) – Non-Taxable Services Sales. Deduct all services which are nontaxable 

B) – Misc. &  Other Deductions. Deduct all other exemptions allowed that is not 

shown on other lines (See City Code-Taxation Section 23-30).  ‘Other deductions’ 

must be explained and listed in space provided.   Other deductions could include 

newspaper, sale of prescriptions or medicines and prosthetic devices, farming, 

more than 30 day rentals, shipping or freight. 

C) – Returned Goods.  Deduct all sales which were returned by the purchaser 

and were previously reported as net taxable sales 

D) – Sales to governmental, religious and charitable organizations. Deduct all 

qualifying sales to exempt organizations. 

E) – Sales of gasoline and cigarettes.  Deduct all sales of gasoline and cigarettes 

the business has sold. 

F) – Trade-ins for taxable resale. Deduct the value of property traded-in, which 

will be resold in the usual course of business. 

G) – Bad debts charged off (which City sales tax has been paid). Deduct all 

sales which were originally taxable sales and which you deem “uncollectible/bad” 

and have written off as such. 

H) – Sales Shipped out of City and / or State Deduct all sales delivered to the 

purchaser outside the City limits of Durango if the following conditions exist: 

a) The sale is to a purchaser who is a nonresident of Durango and 

b) Delivery is made by common carrier, conveyance by the seller, or by 

mail to the purchaser OUTSIDE the City of Durango. 
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I) – Sales to other licensed dealers for purposes of taxable resale. Deduct sales 

made to other city LICENSED retailers who purchase such merchandise for the 

purpose of resale to the consumer 

 

 

 
City Use Tax.  Use tax is assessed on items that are purchased for the business’ own use and for 

which no City sales tax has been legally paid from customers.  

 

Lodgerôs Tax.  This is an additional tax required to be collected on all room rentals in any 

establishment for periods of less than thirty (30) days. This is separate from sales tax. Enter the 

amount of room rental revenue (gross sales) for the period 

Excess Tax Collected.  Report the amount of tax collected in excess of the effective rate of tax 

levied on retail sales. 
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The system will automatically process any Vendor’s fees or Late Fees. 
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After submitting the return, you will be directed to the Payment screen.   

 

Do Not click the button that says ‘Sales Tax Payments and Business License’.  This screen is 

designed to give you the opportunity to pay another bill (parking ticket, utility bill, etc). If you do 

not want to pay another bill in addition to the one you are currently processing, see the below 

screenshot of where to click. 

 

The total on the left side of the screen should have the correct amount.   

 

If the amount is incorrect, you can adjust it before Checkout.   

 

Click on the ‘Checkout’ button to make payment.  You will be able to adjust the payment here if 

the amount is incorrect. 

 

Please make note that the Sales Tax and Business License payments are Echeck only. Echecks 

use your bank account information to directly pull funds from your account. You will not be able 

to pay by credit or debit card. 

 

 
 

 

 

 

Not Here Click Here 
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Sales Tax Payments are due by the 20th of each month.  

 

If you have questions on Sales Tax, please contact the City of Durango Finance Department at 

970-375-5033 

 

If you have questions on Business Licenses, please contact the City Clerk’s Office Business 

License Office at 970-375-5013. 

 


