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

 Click the register link 

Accessing My Account  
New User 
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http://dor.wa.gov/content/home/


Accessing My Account  
New User continued 
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 Follow Steps 1 - 3 to create your profile 



Accessing My Account  
New User – Add an Account 
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After selecting Continue 

on Step 3, the Add Account 

screen will display 

The Account Number is the  

1 to 4 digit entity/treasury    

number as provided by the  

Office of the State Treasurer 

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 



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

 Click the logon link 

Accessing My Account  
Existing User 
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 Enter your Logon ID & Password 
  

 Select Logon 

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


Accessing My Account  
Existing User – Add an Account 
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     Select: 
 Manage account 
 

 Add an account 

 

 

The Account Number is the  

1 to 4 digit entity/treasury    

number as provided by the  

Office of the State Treasurer 

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 



Accessing My Account  
Add an Account – Affidavit  

8 

If you need a  

blank form, click  

the “here” link 

 Select Department already has my affidavit   OR   Upload a completed affidavit 
 

 Select Next 

http://dor.wa.gov/Docs/Forms/Misc/TaxLicConAff.pdf
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Accessing My Account  
Add an Account – Access Review 

If you did not upload an affidavit, you will  

have an opportunity to do so before your  

request is reviewed by the Department 
 

 Select Upload Affidavit 

The Local Jurisdiction status will show as Pending Access  

Approval until the Department has reviewed your request 
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Accessing My Account  
Add an Account – Access Review continued 

You will receive a secure  

e-mail indicating your  

request has been  

approved or denied 

If approved, you will  

be able to select your  

jurisdiction 



Jurisdiction Home  
User with One Account 
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My account home  

and Jurisdiction home  

will display the same 

information  

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

ALL users will  

see the taxes 

distributed to  

the  jurisdiction  

January 2016 Distribution 
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Jurisdiction Home  
User with Multiple Accounts 

If you have two or more  

accounts attached to your  

profile, you will see the  

List of Accounts  
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Jurisdiction Home  
User with Multiple Accounts continued 

ALL users will  

see the taxes 

distributed to  

the  jurisdiction  

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

Jurisdiction home will display 

the most recent distribution for 

the selected jurisdiction 

January 2016 Distribution 



Reports and Research 
Distribution Detail 
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To access the distribution detail report, select:  
 

 

 Reports and research 
 

 Distribution detail  
 

    (detail is available beginning  January  2015) 

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

Click View Report  to proceed 

 

Selection options include:  
 

 Distribution Month 

 Distribution Year 

 Tax 

 Location 
 

 Default is the most recent  

 distribution period 

 

You may also choose to search by: 

 TRN (9-digit) 

 Business Name 

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

 

 

Clear Filters will reset  

all information except  

the Distribution Month  

and Year 



Reports and Research 
Distribution Detail continued 

15 

Businesses will display in order  

by Legal Entity (L/E) name 

 

You may export the  

detail by selecting:  
 

 CSV or 

 PDF 

 

The business detail default is  

collapsed, to expand the detail,  

click on the blue NAICS box 

If there are multiple transactions under a  

business, you may also change the sort order  

of the results by selecting a column title. 



Reports and Research 
Distribution Summary 
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To access the distribution 

summary report, select:  
 

 

 Reports and research 
 

 Distribution summary 

 

 

 

The most recent 

distribution period  

will display 

For a different period, choose the  

Distribution Month and Year, then  

select View (effective January 2015) 

You may select     

CSV or PDF  

to export  

your report 



Reports and Research 
Archived Reports (pre-2015) 
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ATTN Jane Smith 
123 Somewhere Ln 
Tumwater, WA  98532-1234 

Previously titled 

“Distribution reports” 

To view businesses  

that reported to your 

jurisdiction prior to 

2015, select:  
 

 

 Reports and research 

 
 

 Archived reports  

    (pre-2015) 

 Select the period  

    you would like to view 



Reports and Research 
Archived Reports (pre-2015) continued 
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The applicable tax 

report(s) for the  

jurisdiction will display 

for the selected period 

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) 

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



Add/Edit/Remove a User 
Add a User 
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Select: 
 Manage account 
 

 Add/edit/remove   

    users 

 

 

 

Your Permissions must be set to  

“Yes” to Add/Edit/Remove Users 

 Enter the Logon ID & E-mail Address 



Add/Edit/Remove a User 
Add a User – Affidavit 
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If you need a  

blank form, click  

the “here” link 

 Select Department already has my affidavit   OR   Upload a completed affidavit 
 

 Select Continue 

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


Add/Edit/Remove a User 
Add a User – Tax Information Authorization 
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 Select the tax types you would  

    like the user to be able to view   



Add/Edit/Remove a User 
Add a User – User Permissions 
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If you would like the user to have the  

ability to add, edit, and remove users,  

change the selection to Yes 
 

 Click Save     



Add/Edit/Remove a User 
Add a User – Pending Users 

23 

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 

by clicking on the Remove link 

Any user that is  

pending the Department’s  

review will show under 

Pending Users 



Add/Edit/Remove a User 
Edit a User 
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Select: 
 

 Manage account 
 

 Add/edit/remove users 
 

 Edit 



Add/Edit/Remove a User 
Edit a User continued 
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You may change information  

in both sections 

 
 
 
 Tax Information Authorization 

 

Local Sales/Use has been selected 

 
 

 

 

 
 Add/Edit/Remove Users 

 
             No change 

 

 

 Click Save 



Add/Edit/Remove a User 
Edit a User continued 
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The changes will display in 

the Permissions column     



Add/Edit/Remove a User 
Remove a User 
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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) 

Select: 
 

 Manage account 
 

 

 Add/edit/remove users 
 

 Remove 



Add/Edit/Remove a User 
Remove a User continued 
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The user will no longer display  

under Account Users   

 

Sally Jones has been removed  



Menu Options  
Local Jurisdiction 
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Reports and research 
 

Distribution detail allows you to select a distribution period, tax, and location to view and/or download the business level detail 
 

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) provides access to distribution files previously accessed through the Secure File Transfer (SFT) Server site 

Manage account 
 

   Add an account is used to add a jurisdiction to your profile (the account number and PAC are required) 
 

   Add/edit/remove users allows authorized users to add, edit, and remove other users (any user can view the Account Users) 
 

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

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 displays the most recent distribution amounts for the selected jurisdiction 

E-mail & notices 
 

   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) you may join and leave our e-mail notification lists for subjects like Sales Tax Rate Changes 
 

   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 
 

   View profile will display your profile information (logon ID, name, phone number and e-mail address) 
 

   Update profile you may update the information shown under View profile (your password is required to save any changes) 
 

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

   Change security question allows you to update or change your security question and answer 



Secure E-mail 
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You can also use secure e-mail 

to send a message to the 

Department by selecting 

and then select a topic 

Your Inbox will display messages 

sent by the Department, including:  
 

 Approval/denial for local  

    jurisdiction access requests 
 

 Listserv messages 

You will likely use the  

Local Sales Tax Topic 



Need Assistance? 

Contact us by: 
 

 Secure E-mail 
 

 Phone 1-877-345-3353 
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Visit: 
 

 dor.wa.gov/localjurisdiction 

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

