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

January 24, 2017
Pl ace your mouse over ‘Departments’ and a drop

‘“Finance  daogd dowhhmenu will appear . Thedredt Rk on
is: http://www.durangogov.org/index.aspx?nid=385
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clarification on any issue.
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SIC & Area Reports . Sales Tax & Lodgers Tax
Retail sales inside the city limits are taxed at a total tax rate of 7.9% which U
includes a 2.9% state tax, a 2% county tax, and a 3% city tax. The city
collects three tax types:

tilling

At the bottom of thé&ales Tax & Lodgers Tax Pageu 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.

~@ The due date of returns is the 20th of the month following the end of the Welcome to
-~ month / quarter / year. Delinquent returns are subject to a penalty of 10% ’Dw-ugo
plus interest.

Pay sales, use, or lodgers tax onl{ne, click here.
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e 2015 * 2014 e 2013 ¢ 2012
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There are two choices to file a retuyou can file online or print out a form and mail it to City Hall. To
fill out the form, you click on the yegou need to file and a form witlop upin another screenYou will
need to print out the form and fill it ouPlease send the forto our adiress aCity Hall - 949 E. 29 Ave,
Durango, CO 81301. If the form is a zero, you can fax it{®75038) or emalil it
(finance@durangogov.orgp us.
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file online, C| i dctHe Citizen Acdessite Willi applkar. Tocstart an &ccoarng, r e’ an
click on ‘“ New User’ and fill out the information
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Citizen Access

Forgot Password Email Address:

Password:

Click here to view site’s browser compatibility

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

— E-mail Address: .
Email address 2x
New Password:
Re-enter New Password:
} Password address 2
First Name:
Last Name:
L suomit ]

Afteryouhave | ogged in, go to ‘tax & |licensing’. You
profile. Click on Manage accounts and ‘add accou
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bout Logged in as: Theresa.Hill@Durangogov.org Citizen Access

tax & licensing Miogses Secounte
u Please click the Add button to enter any account numbers and the street address for accounts

that you would like to have access to under this log in. Select the checkboxes and click the delete

account(s) button to unlink an account from your profile.

ey To file tax returns for your linked accounts click on the file returns button on the left.

license information
Account # DBA
apply for license

renew license delete account(s)

account information
manage accounts.
outstanding

My User Profile

2
2

Log Out

When you go to link the business account to your user account, you will nerarém 9-digit
account number(201XXXXXX) and location address exactlyas it appears on the business license.

The address will not include any apartment, suites or anidslo not include the city and state

Spell out all words on the addrdié® - street, avenudrive, east, south, etc.

Please provide the account number and the location address of the business to link an
account to your profile.

Enter the account number with leading zeros if necessary and the location address exactly as
it appears on your license. The generated account number and the location address provided un
were sent in the license application confirmation email. he di

Account Number:

| €D &

[ filerd
[ retum
Location Address:
[ apply fo
[ _renew

My User Profile

After you have linked the business account to your account, you will be able to file mtrensw the
business licensas well

—

o file a sales tax return, go toto flirfeenewtluircneéns e
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< tax &
licensing menu

p— Welcome to Tax & Licensing
return history Please select an option from the menu on the left
license information
apply for license
renew license

account information

manage accounts

outstanding

Log Qut

File Returns

Enter the9 digitaccount# from tb Business License H iarchH. The écense number and
business name should appear below. Make sure the year and period is correct.

bout L ogged in as: Theresa.Hill@durangogov.org Citizen Access

licensing menu

Returns Step 1/6: General Information *=Required

retumn history Enter the account # you would like to enter a retum for, AR se

outstanding
_ R * Select the account you would like to enter a return for: e ERREN—

* Select which type of tax return you are filing:  [EEIECUlE ] v

Log Out

Filing Frequency: Monthly
* Enter the year you would like to file for:  [2016 v
* Enter the filing period you would like to file for:
Start Date:  09/01/2016
End Date: 09/30/2016

Due Date:  10/20/2016

Gross Sales and Services

Reportall 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 mearnstdl amount received in money,

credit, property or other consumption valued in money for all sales, Jedses

CITY of
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Bad Debt Collected
Report the bad debts collected which were previously deductedon liré¢ Ia d Debt s
Charged Off’ from prior periods.
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About Logged in as: Theresa Hill@durangogov.org Citizen Access

licensing menu

Returns Step 2/6: Total Gross Sales

return history Gross Sales and Services  500,000.00

outstanding
halanco Bad Debis Collected

Total Gross Taxable: $500,000.00

Log Out

DeductionsBelow is a description of the categories of deductions.

A) —Non-Taxable Services SalePeduct all services which are nontaxable
B) —Misc. & Other Deductions.Deduct all other exemptions allowed that is not
shown on other lines (S&xty CodeTaxation Section 23 0 )QOther déductioris
must be explainednd listedn space provided Other deductions could include
newspaper, sale of prescriptions or medicines and prosthetic devices, farming,
more than 30 day rentals, shippingright.
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 organization®educt all
gualifying sales to exempt organizations.
E) — Sales of gasoline and cigarettedDeduct all sales of gasoline and cigarettes
the business has sold.
F) — Trade-ins for taxable resale Deduct the value of property tradeg which
will be resold in the usual course of business.
G) — Bad debts charged off (which City sales tax has been paidpeduct all
sales which were originally taxabl e sal
and have written off as such.
H) — Sales Shipped out of City and / or Stat®educt all sales delivered to the
purchaseputside the City limits of Durango if the following conditions exist

a) The sale is to a purchaser who is a nonresident of DuaTdjo

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

mail to the purchaser OUTSIDE the City of Durango.

CITY of
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|) — Sales to other licensed dealers for purposes of taxable resddeduct sales
made to other city LICENSED retailers who purchase such merchandise for the
purpose of resale to the consumer

-CITY OF -
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bout Logged in as: Theresa Hill@durangogov.org Citizen Access

licensing menu

m Returns Step 3/6: Deductions

return history

Non- Taxable Services Sales

outstanding
balanco Miscellaneous Deductions
Other Deductions
Log Out

Retumed Goods

Sales To Governmental, Religious & Charitable Orgs

Sales of Gasoline and Cigarettes

Trade-Ins For Taxable Resale

Bad Debts Charged Off On which city sales tax has been paid

Sales Shipped Out of City And/Or State

Sales to Other Licensed Dealers for Purpose of taxable resale
Total Deductions: $0.00

Running Total Tax Due:  $14,700.00

* Deduction Reason

(Required for Deduction(s) Miscellaneous Deductions,Other
Deductions )

City Use Tax Use tax is assessed on items thappater c has ed f @ownuselarmlfobusi ne
__which no Gty sales tax has been legally p&idm customers

L o d g e r .0This iF amadditional tax required to be collected on all room rentals in any
establishment for periods of less than thirty (30) d&iiss is separate from sales t&nter the
amount of room rental revenugréss saleyfor the period

Excess Tax Collected.Report the amount of tax collected in excess of the effective rate of tax
levied on retalil sales.

CITY of
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licensing menu

m Returns Step 4/6: Miscellaneous Taxes

Excess Tax collected:

The systemwilaut omati cally process
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g Citizen Access
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licensing menu

m Returns Step 5/6: Summary

Total Gross Sales
Deductions
m Sales Tax Rate
Total Sales Tax Due

Use Tax Rate

Total Use Tax Due

Lodger's Tax Rate

Total Lodger's Tax Due

Account Allowance

Total Tax Due:

Months Overdue

Interest is 0.25% of Total for Each Month {no min / no max )
Late Payment Penalty is 10% of Total (no min / no max )

Total Due with Penalties and Interest:

T €D €D

retum history Running Total Tax Due:  $25,300.00
outstanding
: 2 Amount subject to Use Tax  20,000.00

Amount subject to Lodger's Tax  500,000.00

$500,000.00
$0.00

3%
$15,000.00
3%
$600.00
2%
$10,000 00
$300.00
$25,300.00
0

$0.00
$0.00

$25,300.00

Vendor'’
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After submitting the return, you will be directed to the Payment screen.

Do Notclick the buttonthatsaysSal es Tax Payment sThisstctegniBusi ness
designed to give you the opportunity to pay another bill (parking ticket, utility bill, etc). If you do

not want to py another bill in addition tehe one you are currently processisggthe below

screenshoof 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 ‘' Check ouYouwilke dble o adjust the paanerg hegd y me n t
the amount is incorrect.

Please make note that the Sales diatBusiness License payments &gheck only. Echecks
use your bank account informatitbmdirectly pull funds from your accountou will not be able
to pay by ceditor debit card.

CITY OF

DURANGO

COLORADO

Return to Main Site Payment Selection

e Deprt” 7 Please select a payment type below

e
949 E 2nd Ave

970-375-5035
Durango. CO
81301-5109
Email Us

Her

Total $0.00

Payments and
Business
License

Checkout

your bills online.

Visa, MasterCard, Discover
and Echeck Accepted.
Sales/Tax Business License
payments Echeck only

Your utility payment will be
posted to your account
usually within 2 business
days.

CITY of
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Sales Tax Payments are duiey the 20" of each month.

If you have questionsn Sales Taxplease contact the City of Durango Finance Department at
9703755033

If you have questions on Businddsenses pleasecontact the City Clerls Office Business
LicenseOffice at 9763755013.
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