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Accessing My Account

New User

v Go to the Department’s home page dor.wa.gov

v Click the register link

epartment of ’2
Tl

Washington State

“Working together to
fund Washington's future”

Department of (’2
Revenue C

Washington State

I need to. ..

Vi =y taees orilime (1 Sie

Home

> File & pay taxes

> Doing business

> Find taxes & rates

> Waorkshops & education

> Get a form or publication

Find a law or rule

My Account logon

ABOUT US | CONTACT US o
@ f] le register o

Espafiol

Search

My Account logon

@‘ﬁ le register o



http://dor.wa.gov/content/home/

New User continued

Accessing My Account

User Registration

Step 1

Enter your information

First Name: Jane
Last Name: Smith
E-mail: JaneS@uwi.com
Phone: (360 ) 555

- 9999 ext. 2

Type the text below (not case sensitive):

e’CR ®

¢8¢8 h5u7

H5a7

Next

(2]

epartment of ’2
REAlC

Washington State

v Follow Steps | - 3 to create your profile

User Registration

Step 2

Create your logon ID, password, and security question

Logon ID: JaneS1971

Your password must be at least 10 characters
long, case sensitive, and contain at least one
letter, number and symbol.

00000000000
Password:

90000000000
Confirm password:

Security question: 'What is your mother's maiden name?

Answer: Jones

Next

Must be 8 characters or more

Not case sensitive

Letter
Number
Symbol (1,@,%,$,%,”,&

[]

*2,_~)
o —r

User Registration

Step 3
Welcome JaneS1971

You have successfully created your profile.

Would you like to add an account to your profile?
9Yes
No

Continue




Accessing My Account
New User — Add an Account

Department of

Revenue @

Washington State

Department of (@

“Working together to
fund Washington's future”

Revenue
Washington State

My account

Welcome JaneS1971
Log Off

After selecting Continue
on Step 3, the Add Account
screen will display

My account home
The Account Number is the
| to 4 digit entity/treasury
number as provided by the

Add Account

Enter your Account Number and PAC Code

> File a return

¥ Manage account

Add an account Account Number: I @ Office of the State Treasurer
> More services )
Pre-assigned Access Code (PAC): @
» E-mail & notices
» My logon profile
el Cancel Next

STATE OF WASHINGTON

DEPARTMENT OF REVENUE

Your City

ATTN Jane Smith

123 Somewhere Ln
Tumwater, WA 98532-1234

[Account Number: 99 |
Jurisdiction Name: Your City
[ Pre-Assigned Access Code (PAC): A111111B |

The Account Number and
PAC are located at the top of
the letter the Department
sent to each jurisdiction

ACCESS TO LOCAL SALES TAX INFORMATION
P P it ol o ot B attr - P

B it P "‘d




Accessing My Account

Existing User

v Go to the Department’s home page dor.wa.gov

v Click the logon link

Department of

Revenue @

Washington State

My Account logon
@Sfile muster

ABOUT US | CONTACT US
Espaiiol

Department of (’2
Revenue C

“Working together to
L fund Washington's fi
Washington State :

I need to. ..

Vi sy aes onilime (1 S

Home
> File & pay taxes
> Doing business

> Find taxes & rates

> Workshops & education

> Get a form or publication

Find a law or rule

My Account logon
@Sfile wser g

Search

Returning users
Please logon to view your account

Logon ID

Password

v" Enter your Logon ID & Password

v Select Logon

Logon | &

Forgot your logon ID?
Need password help?



http://dor.wa.gov/content/home/

Select:
v Manage account

v Add an account

Accessing My Account
Existing User — Add an Account

epartment of ’2
e

Washington State

Department of (@

Revenue
Washington State

My account home

> File a return

¥ Manage account

Add an account

> More services
» E-mail & notices

» My logon profile

“Working together to
fund Washington's future”

My account

Add Account

Enter your Account Number and PAC Code

Account Number: I

Pre-assigned Access Code (PAC):

Cancel

)

Welcome JaneS1971
Log Off

The Account Number is the
| to 4 digit entity/treasury
number as provided by the
Office of the State Treasurer

Next

Your City

STATE OF WASHINC

TOMN

DEPARTMENT OF REVENUE

ATTN Jane Smith
123 Somewhere Ln
Tumwater, WA 98532-1234

The Account Number and
PAC are located at the top of
the letter the Department
sent to each jurisdiction

[Account Number: 99 |
Jurisdiction Name: Your City
[ Pre-Assigned Access Code (PAC): A111111B |

ACCESS TO LOCAL SALES TAX INFORMATION
P P it ol o ot B attr - P

B it P "‘d




epartment of ’2
e

Washington State

Accessing My Account
Add an Account — Affidavit

v Select Department already has my affidavit OR Upload a completed affidavit

v Select Next

“Woddng together to Welcome JaneS1971
‘ fund Washington's future” Log Off

Washington State

My account

My account home _
_ Add Account
> File a return
Jurisdiction: 123 Somewhere Ln

¥ Manage account

Treasury Code: Tumwater, WA 98532-1234

Add an account

> More services
To access confidential information, each user must provide the Department with a signed and notarized Tax and License

» E-mail & notices Confidentiality Affidavit.

> )
My logon profile || The Department already has my notarized Tax and License Confidentiality Affidavit.

If the Department does not have your notarized Tax and License Confidentiality Affidavit you may upload it below.

Browse... |
If you need a
blank form, click Click here to download a blank Tax and License Confidentiality Affidavit.
the “here” link
N



http://dor.wa.gov/Docs/Forms/Misc/TaxLicConAff.pdf

epartment of ’2
e

Washington State

Accessing My Account

Add an Account — Access Review

The Local Jurisdiction status will show as Pending Access

Approval until the Department has reviewed your request

Depanmenl of ( ( “Working together to Welcome JaneS1971
Revenue

fund Washington's future” Log Off
Washington State

My account home

e a return List of Accounts

* Manage account Select an account below to continue, or add an account.

* More services
e D Local Jurisdictions -

* My logon profile
Account Name B Number ¢ Status s s
Pending Access Approvall Upload Affidavit

If you did not upload an affidavit, you will
have an opportunity to do so before your

request is reviewed by the Department

v" Select Upload Affidavit



Accessing My Account

Add an Account — Access Review continued

Department of

Revenue

Washington State

Ermlc

fund Washington's future” Log Off
Washington State
My account
My account home
You will receive a secure PP - Secure e-mail
e-mail indicating your - Manage seconne DNew (3 CheckMail Qelete  (3) Move i
> More services
request has been gbmwexcy | Inbox
. @ O Subject
approved or denied Secure e-malil (1) AgBsent ftems ] Request for access to S local tax
E-mail notifications (listserv) Deleted information for JaneS1971 is approved.
Items
Alerts
> My logon profile Add/Edit
@ Folders

“Working together to

Welcome JaneS1971

régenie (©

Washington State

My account home
> File a return
> Manage account

> More services

If approved, you will - mEEE L

> My logon profile
be able to select your

jurisdiction

“Working together to Welcome JaneS1971
fund Washington's future” Log Off

List of Accounts

Select an account below to continue, or add an account.

Local Jurisdictions

| AccountName ¢ Number ¢ __ Status <]

Access Approved

(&



Jurisdiction Home
User with One Account

My account home
and Jurisdiction home
will display the same
information

Departmem of (c
Revenue
Washington State

My account home
Jurisdiction home
Reports and research
Manage account
E-mail & notices (1)

My loegon profile

ALL users will
see the taxes
distributed to

the jurisdiction

“Working together to

fund Washington's future”

My account

Local Jurisdiction

Jurisdiction:

Treasury Code:

January 2016 Distribution
Tax Type

Regular & Optional Taxes
E911 Prepaid Wireless Tax
E911 VOIP Tax

E911 Wireless Tax

E911 Wireline Tax

Mental Health Taxes

Public Facilities State-Shared Tax
Special Hotel/Motel Tax
Tourism Promotion Area

Transient Rental State-Shared Tax

epartment of ’2
e

Washington State

Welcome JaneS1971
Log Off

ATTN Jane Smith
123 Somewhere Ln
Tumwater, WA 98532-1234

Amount

Total



T Revere (€4
J u rl S d I Ctl O n H O m e \/\/asf'mgion State
User with Multiple Accounts

Department of (@ “Working together to Welcome JaneS1971
Revenue fund Washington's future” Log Off

Washington State

My account home

List of Accounts

> File a return

> Manage account Select an account below to continue, or add an account.

> More services

> E-mail & notices (1) Excise Tax _
b

My logon profile
| AccountNeme o Number o Frequencys| _Status ]

Manthly 3 Return(s) to File

If you have two or more
accounts attached to your
profile, you will see the Local Jurisdictions =

List of Accounts
T ccountName o Numbers|  status o o]

Access Approved

Access Approved




Jurisdiction Home
User with Multiple Accounts continued

“Working together to

fund Washington's future”
Washington State

My account

My account home
e — Local Jurisdiction
> Reports and research Jurisdiction:

> Manage account Treasury Code:

> E-mall & nofices (1) January 2016 Distribution

> My logon profile
lTax Type
Regular & Optional Taxes
Brokered Natural Gas Tax
LRF State-Shared Tax
Special Hotel/Motel Tax

Transient Rental State-Shared Tax

Welcome JaneS1971
Log Off

ATTN Jane Smith
123 Somewhere Ln
Tumwater, WA 98532-1234

Amount

epartment of ’2
e

Washington State

ALL users will
see the taxes
distributed to

the jurisdiction

Total

Jurisdiction home will display
the most recent distribution for
the selected jurisdiction



Distribution Detail

To access the distribution detail report, select:

v Reports and research
v Distribution detail

(detail is available beginning January 2015)

Reports and Research

"Working together to
fund Washington's future”

Department of t ' 2
Revenue 'S

Washington State

My account

My account home

Distribution Detail

Jurisdiction home

Selection options include:
v Distribution Month

v Distribution Year

v Tax

v Location

Department of

Revenue

Washington State

ATTN Jane Smith
123 Somewhere Ln

Jurisdiction: Default is the most recent Tumwater, WA 98532-1234
Distribution detail Treasury Code: distribution period
Distribution summary ¢
Archived reports (pre-2015) Currently reporting for January 2016
* Manage account I]anua"‘f v | 2016 v Al v | |al v I| -

> E-mail & notices (1) Distribution Month  Distribution Year  Tax

> My logon profile

N

| View Report || Clear Filters | 6_

Location TRN

Clear Filters will reset
all information except
the Distribution Month

Click View Report to proceed

and Year

Business Name MNAICS

N

Welcome JaneS1971
Log Off

You may also choose to search by:

v TRN (9-digit)

v Business Name

v NAICS (2- to 6-digits or keyword(s)

(&



Reports and Research

Department of

Revenue @

Washington State

Distribution Detail continued
Distribution Detail Businesses will display in order You may export the
by Legal Entity (L/E) name detail by selecting:
v CSV or
v PDF

Jurisdiction:

Treasury Code:

Currently reporting for January 2016

v 2016 v All

January
Distribution Year Tax

Distribution Month

View Report || Clear Filters |

Page | 1 Y| ofso Last Results Per Page

2 FL ENTERPRISES LLC / 2FL ENTERPRISES [LC

602-222-607

Location Code

Return Period Line Code

45/51

TRM

Location

20 A

Tax Type
Regular & Optional Taxes

MNAICS

The business detail default is EXPORT| CSV || PDF |
collapsed, to expand the detail,
click on the blue NAICS box

Business Name

Taxable Amount Tax Paid

Transaction Code

ELF

11-2015

Total
21ST CENTURY BUILDERS LLC / PORTABLE STORAGE OF AMERICA
601-T0D6-032

Assigned Location:

9999
2233 CALIFORNIA AVE SW

Address:
SEATTLE, WA 98116-2111

Return Period Line Code

Open Date:

Close Date:

Acct Frequency:

Tax Type
Regular & Optional Taxes

LIMITED LIABILITY

4/10/1996 Owner Type:
/A Status: Active
Monthly NAICS: 321992

Taxable Amount Tax Paid

Transaction Code

ELF

é Location Code
45/51

11-2015

Total
If there are multiple transactions under a

of the results by selecting a column title.

business, you may also change the sort order




Department of (@
Revenue
Washington State

Reports and Research
Distribution Summary

Welcome Jane$1971

Department of (’2 “Working together to

R%g}pgggme fund Washington's future” Log off
To access the distribution My account
summary report, select: i LT e ; i
y P ’ Jurisdiction home DIStrIbUtlon Summarv For a dlfferent Perlod, Choose the
v Reports and research Jurisdiction: Distribution Month and Year, then
o . . Distribution detail Treasury Code: N .
v Distribution summary Distribution summary / select View (effective January 2015)

Archived reports (pre-2015)
Distribution Menth | January v Distribution Year | 2016 v View

* Manage account

> E-mail & notices (5)

> My logon profile Januarv 2016
The most recent xport: | csv | POF |
distribution Period YOU may SeleCt Line Code Tax Name Accum Amt | Admin Fee City/County Share | Adjustment Pool Final Distribution
Wi" display Csv or PDF 45/46/51/52 |Regular & Optional Taxes

to export 141 Brokered Natural Gas Tax

your report 70 Special Hotel/Motel Tax
47 Transient Rental State-Shared Tax
137/138 Transportation Benefit District Tax
Report Totals




Archived Reports (pre-2015)

To view businesses
that reported to your
jurisdiction prior to
2015, select:

v Reports and research

v" Archived reports
(pre-2015)

epartment of ’2
e

Re P O rts a. n d Re S ea rc h \/\/(Jshmgton State

el &

Washington State

My account home

Jurisdiction home

¥ Reports and research

Distribution detail
Distribution summary
Archived reports (pre-2015)

> Manage account
> E-mail & notices (1)

> My logon profile

“Working together to Welcome JaneS1971
fund Washington's future” Log Off

My account

Archived Reports (pre-2015) Previously titled J—

Jurisdiction: “Distribution reports” 123 Somewhere Ln
Treasury Code: Tumwater, WA 98532-1234

The reports accessible on this page were previously accessed through the Secure File Transfer (SFT) Server site. Effective January 2015,
the new reports can be accessed by selecting "Distribution detail” on the left menu.

If you previously used the EBCDIC (string) format, your files will continue to be available on this page.

Select Period... v

Select Penod. _.

v Select the period December 2014

you would like to view November 2014
October 2014




Department of ' 2
Revenue
Washington State

My account home

Jurisdiction home

¥ Reports and research

Distribution detail

Distribution summary

Archived reports (pre-2015)
> Manage account

> E-mail & notices (1)

> My logon profile

The applicable tax
report(s) for the
jurisdiction will display
for the selected period

Reports and Research
Archived Reports (pre-2015) continued

“Working together to
fund Washington's future”

My account

Archived Reports (pre-2015)

Jurisdiction:

Treasury Code:

epartment of ’2
e

Washington State

Welcome JaneS1971

Log Off

ATTN Jane Smith
123 Somewhere Ln
Tumwater, WA 98532-1234

The reports accessible on this page were previously accessed through the Secure File Transfer (SFT) Server site. Effective January 2015,
the new reports can be accessed by selecting "Distribution detail” on the left menu.

If you previously used the EBCDIC (string) format, your files will continue to be available on this page.

December 2014 ¥

Name

Enhanced 911

Type Format Retrieve Report
Local Sales & Use Detail for December 2014 Local Sales & Use EBCDIC Access Denied
Local Sales & Use Detail (non-RTA) for December 2014 Local Sales & Use EBCDIC Access Denied
E911 Detail for December 2014

csv IDownIoad I é

The Format is the same as the reports
accessed through the Secure File
Transfer (SFT) Server site

The Download link is based on the
taxes you are authorized to view
(see Add/Edit/Remove a User)




Add a User

Department of (@

Revenue
Washington State

My account home
Jurisdiction home

Select: > Reports and research

/ Manage account

Add an account

v" Add/edit/remove Add/edit/remove users
users View activity log

> E-mail & notices (2)

> My logon profile

v" Enter the Logon ID & E-mail Address

Your Permissions must be set to
“Yes” to Add/Edit/Remove Users

Add/Edit/Remove a User

epartment of ’2
e

Washington State

“Working together to Welcome Jane$1971
fund Washington's future” Log Off
My account
Account Users
Add User
If the user already has a Logon ID for My Account, enter the Logon ID and e-mail address here:
Logon ID: Sallylones1956
E-mail Address: Sallyl@! .com
Add User

If the user has never used My Account and does not have a Logon ID, Click Here
Account Users
Logon ID Name Permissions

Add/Edit/Remove Users

* Yes

Tax Information Authorization

JaneS1971 Jane Smith Remaove

* Local Sales/Use Taxes
* Lodging Taxes

e E911 Taxes

* Transportation Taxes



epartment of ’2
e

Washington State

Add/Edit/Remove a User
Add a User — Affidavit

v Select Department already has my affidavit OR Upload a completed affidavit

v Select Continue

Department of ( @ “Working together to Welcome JaneS1971
fund Washington's future” Log Off

Revenue
Washington State

My account home

Add User Affidavit

Jurisdiction home
» Reports and research
> Manage account
> E-mail & notices (2) Logon ID: Sallylones1956

> My logon profile Name: Sally Jones

To access confidential information, each user must provide the Department with a signed and notarized Tax and
License Confidentiality Affidavit.

[ The Department already has my notarized Tax and License Confidentiality Affidavit.

If you need a If the Department does not have your notarized Tax and License Confidentiality Affidavit you may upload it below.
blank form, click

e rOWse...
the “here” link N

Click here to download a blank Tax and License Confidentiality Affidavit.

20


http://dor.wa.gov/Docs/Forms/Misc/TaxLicConAff.pdf

Department of (@
Revenue
Washington State

Add/Edit/Remove a User

Add a User — Tax Information Authorization

"Workfng together to Welcome JaneS1971

‘ fund Washington's future” Log Off
Washington State

My account

My account home

Edit User permissions

Jurisdiction home

> Reports and research
» Manage account

> E-mail & notices (2) Logon ID: Sallylones1956

> My logon profile Name: Sally Jones

Tax Information Authorization
What tax information would you like this user to view? (Check all that apply)

[ Local Sales/Use Taxes
(Ex. Regular and Optional)

O Lodging Taxes
‘/ seIeCt the tax tYPeS YOU WOUId % (Ex. Transient Rental Income, Special Hotel/Motel, etc.)
like the user to be able to view [IE911 Taxes

(Wireline, Wireless, VOIP, and Prepaid Wireless)

O Transportation Taxes
(Ex. Public Transportation Benefit Area, Regional Transit Authority)

- - - - ‘e

[ Save] ’ Cancel

21



epartment of ’2
e

Washington State

Add/Edit/Remove a User

Add a User — User Permissions

Department of @ “Working together to Welcome JaneS1971
Revenue fund Washington's future” Log Off

Washington State

My account home

Jurisdiction home Edlt User perm|55|°n5

> Reports and research o

> Manage account

> E-mail & notices (2) Logon ID: SallyJones1956

> My logon profile Name: Sally Jones

Add/Edit/Remove Users

If you would like the user to have the Would you like this user to be able to add, edit, and remove users from this account?
ablllt)’ to add, edit, and remove users, @ Yes, I would like this user to have the option to add, edit, and remove users.
change the selection to Yes @ No, I do not want this user to have the option to add, edit, and remove users.
v Click Save [ save] [ cancel |




epartment of ’2
REAlC

. Washington State
Add/Edit/Remove a User
Add a User — Pending Users

“Working together to Welcome Jane$1971

I fund Washington's future” Log Off
Washington State

My account
My account home

Account Users

Jurisdiction home

> Reports and research

¥ Manage account

Add an account At 1y e

Add/edit/remove users
View activity log
L ssgpsss L
> E-mail & notices (2)

LR [ Y.
> My logon profile

Any user that is
pending the Department’s

review will show under

Pending Users —>> | Pending Users

Logon ID Name Permissions Affidavit
Add/Edit/Remove Users

+ No
SallyJones1956 Sally Jones Tax Information Authorization I Upload I IRemoveI
* Lodging Taxes

If you did not upload an affidavit, you will
still have an opportunity to upload one by
selecting Upload in the Affidavit column

To make changes for the user prior to the
Department’s review, click on the Edit link

You may also choose to remove the user
EI‘ by clicking on the Remove link

23



epartment of ’2
e

Washington State
Add/Edit/Remove a User
Edit a User

Department of (@ “Working together to Welcome JaneS1971

Revenue fund Washington's future” Log Off
Washington State

My account

My account home

Select: Jurisdiction home

> Reports and research

/ Manage account

Account Users

Add an account Add Ve
v" Add/edit/remove users Add/edit/remove users I o .
View activity log
oo 1D
v Edit > E-mail & notices (2) !

1 ol Addicns
> My logon profile

Add User
v
Account Users
Logon ID Name Permissions
Add/Edit/Remove Users
= No
Sallylones1956 Sally Jones Tax Information Authorization Remove
* Lodging Taxes
Add/Edit/Remove Users
* Yes
Tax Information Authorization
JaneS1971 Jane Smith « Local Sales/Use Taxes Remove

* Lodging Taxes
= E911 Taxes
= Transportation Taxes

24



Department of (@
Revenue
Washington State

Add/Edit/Remove a User

Edit a User continued

Department of (q "Workfng together to Welcome Jane$1971

Revenue fund Washington's future” Log Off
Washington State

You may change information

My account home

in both sections F— Edit User permissions

> Reports and research

> Manage account

Logon ID: SallyJones1956

> E-mail & notices (2) Name: Sally Jones

> My logon profile

v Tax Information Authorization Tax Information Authorization
What tax information would you like this user to view? (Check all that apply)
v
Local Sales/Use has been selected [ ocal sales/use Texes

(Ex. Regular and Optional)

Lodging Taxes
(Ex. Transient Rental Income, Special Hotel/Motel, etc.)

[JE911 Taxes
(Wireline, Wireless, VOIP, and Prepaid Wireless)

[ ran sportation Taxes
(Ex. Public Transportation Benefit Area, Regional Transit Authority)

v Add/Edit/Remove Users Add/Edit/Remove Users

Would you like this user to be able to add, edit, and remove users from this account?

© Yes, I would like this user to have the option to add, edit, and remove users.
@ No, I do not want this user to have the option to add, edit, and remove users.

v Click Save

No change

25



Add/Edit/Remove a User

Edit a User continued

Department of “Working together to Welcome JaneS1971
Revenue fund Washington's future” Log Off

Washington State
My account

My account home

Account Users

Jurisdiction home

> Reports and research

¥ Manage account

Add an account Add ey
Add/edit/remove users

View activity log

I cxpom 1D
> E-mail & notices (2)

1 eusd Addecna
» My logon profile

Account Users
The changes will display in Lagon ID Name Permissions

the Permissions column AedlEct{Remove Users

SallyJones1956 Sally Jones Tax Information Authorization
I = Local Sales/Use Taxes I
= Lodging Taxes
Add/Edit/Remove Users
* Yes

Tax Information Authorization

* Local Sales/Use Taxes Remove
* Lodging Taxes

= E911 Taxes

* Transportation Taxes

-
=
=

Remove

JaneS1971 Jane Smith

26



Add/Edit/Remove a User

Remove a User

NOTE: If you select Remove, you cannot undo the removal. The user
must be added to the account again to gain access to the jurisdiction’s
information (see Add/Edit/Remove a User, Add a User)

Department of (@ “Working together to Welcome JaneS1971

Revenue fund Washington's future” Log Off
Washington State

My account

My account home
Select' Jurisdiction home Account Users

> Reports and research

¥ Manage account

Add an account Add Lt
v Add/edit/remove users Add/edit/remove users ¢ wisty denh 5 3 LoD o )
View activity log
cmpoe 11}
v Remove > E-mail & notices (2) '

1 sl Addeiens
> My logon profile

A Useer
Account Users
Logon ID Name Permissions
Add/Edit/Remove Users
= No
Sallylones1956 Sally Jones Tax Information Authorization Edit
* Local Sales/Use Taxes
* Lodging Taxes
Add/Edit/Remove Users
* Yes
Tax Information Authorization
JaneS1971 Jane Smith « Local Sales/Use Taxes Remove

* Lodging Taxes
= E911 Taxes
* Transportation Taxes

27



epartment of ’2
e

Washington State

Add/Edit/Remove a User

Remove a User continued

Department of (’2 “Wor.‘dng together to Welcome Jane$1971

Revenue fund Washington's future” Log Off
Washington State

My account home

Account Users

Jurisdiction home

> Reports and research

¥ Manage account

Add an account Addd Lhaey

Add/edit/remove users F e gner slveady has 3 Log erter S Lo 2l e emnl 2d

View activity log
| cxpom 1D
> E-mail & notices (2)
1 sl Addicas
> My logon profile

Al e

The user will no longer display ¥ e wner has mever wsed My A
under Account Users =3 | Account Users

Logon ID Name Permissions

Sally Jones has been removed GebUEL R s
* Yes
Tax Information Authorization
Jane51971 Jane Smith Remove

* Local Sales/Use Taxes
* lLodging Taxes

* E911 Taxes

+ Transportation Taxes




e (&
M e n U O Pti 0 n S Washington State
Local Jurisdiction

Department of (@ “Working together to B
Revenue ' fund Washington's future” Log Off
Washington State
My account
My account home My account home displays the list of accounts associated with your profile. If you only have one account, the screen will match Jurisdiction home
Jurisdiction home Jurisdiction home displays the most recent distribution amounts for the selected jurisdiction
¥ Reports and research Reports and research
Distribution detail Distribution detail allows you to select a distribution period, tax, and location to view and/or download the business level detail
Distribution summary Distribution summary allows you to view and/or download the summary of all taxes distributed to your jurisdiction by distribution period

Archived reports (pre-2015) Archived reports (pre-2015) provides access to distribution files previously accessed through the Secure File Transfer (SFT) Server site

¥ Manage account Manage account
Add an account Add an account is used to add a jurisdiction to your profile (the account number and PAC are required)
Add/edit/remove users Add/edit/remove users allows authorized users to add, edit, and remove other users (any user can view the Account Users)

View activity log

View activity log displays user activity on the account (example: users that have logged into the account)

¥ E-mail & notices (2) E-mail & notices
Secure e-mail (2) Secure e-mail is used to communicate with the Department in a secure environment (see the Secure E-mail page for more information)
E-mail notifications (listserv) E-mail notifications (listserv) you may join and leave our e-mail notification lists for subjects like Sales Tax Rate Changes
Alerts

Alerts will display messages that the Department would like all My account users to view (example: tax changes related to Legislative session)

¥ My logon profile My logon profile
View profile View profile will display your profile information (logon 1D, name, phone number and e-mail address)
Update profile Update profile you may update the information shown under View profile (your password is required to save any changes)

Change password Change password provides an option to change your password (your password will expire every 13 months)

Change security question

Change security question allows you to update or change your security question and answer
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Your Inbox will display messages
sent by the Department, including:

v Approval/denial for local

jurisdiction access requests

v Listserv messages

You can also use secure e-mail
to send a message to the

Secure E-mail

Department of

Revenue

(&

Washington State

Department by selecting

@ New

and then select a topic

Departmenl of (t "Working together to Welcome JaneS1971
Revenue fund Washington's future” Log Off
Washington State
My account
My account home
Jurisdiction home Secure e-mail
> Report: d h 2
O G TEEE | A New | (R Check Mail  © Delete Move Narkas
> Manage account
Inbox
ghimoxn  I0box |
i O Sent Items O Subject ¥ Received
Secure e-mail (2) B Request for access to local tax 11/14/2014
E-mail notifications (listserv) ?eleted L ' information for JaneS1971 is approved.
tems
Alerts 9 Request for access to local tax
: 2 Add/Edit Eln information for JaneS1971 is approved. 10/20/2014
> My logon profile ! Request for access to local tax
® Folders o information for JaneS1971 is approved. 10/20/2014
Compose New Message

[E®send Attach (@ Cancel

*Required Fields

To: — Select a Topic — [r]x @ (Mew Topic Descriptions )}
Account: |— Select an Account — = @
Subject: * (2

If you are requesting a binding letter ruling, you must choose an account above.
If no accounts are listed, you will need to add an account.

Attachments

You currently have 0 attachments (maximum 10) with a combined size of 0.0 MB (maximum 20).

[ Browse... ] [ Add > ]

Remove Selected

@SNG @Cancel

You will likely use the
Local Sales Tax Topic

Seled a Topic —

Ag=ereind T g ddefl o n
At | =gioyee

)::&i' o B Y U

i o
- exraiiafhior
exgriisfhor & i70ihoy § Spioyee
Local Sales Tax
L

Q*mh Vigter dery et

e T

gl

o)

>
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Department of (@
Revenue 'S
Washington State

Need Assistance!?

Contact us by:

v" Secure E-mail

v" Phone |-877-345-3353

Visit:

v" dor.wa.gov/localjurisdiction
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https://fortress.wa.gov/dor/efile/FortressLogon/Logon.aspx
https://fortress.wa.gov/dor/efile/FortressLogon/Logon.aspx
https://fortress.wa.gov/dor/efile/FortressLogon/Logon.aspx
https://fortress.wa.gov/dor/efile/FortressLogon/Logon.aspx
https://fortress.wa.gov/dor/efile/FortressLogon/Logon.aspx
http://dor.wa.gov/localjurisdiction

