Online Renewal Instructions for Nonprofit
Property Tax Exemptions

Use your Secure Access Washington (SAW)
1. Visit https://secure.dor.wa.gov/home/Login user D and password. Whatis SAV?
SAW User ID

2. Log in to Secure Access Washington (SAW) P— —

If you do not have an account, you will need to create one.
e Enter your name and email address

Password

Forgot?

e (Create a User ID and Password

0 Save this information, you will use it each time you log in ’
T = New user? Sign up

e Check the box under Accept the Access Agreement

@ Not sure? Check if you have one
e Check the box to verify you are not a robot e
e C(lick Register

0 You will receive an email from My DOR with an Activation Code (Be patient, it may not
arrive right away.)
o C(lick the link in the email 3. Complete your online renewal

You should see a box for Property Tax in the middle of the page. Click on the link that
says, Renew property tax exemption.

Get started from your Business Licensing and Tax Home @

or use the Quick Links below

Business Licensing File and pay taxes Other services

Re
Ag Fi r
al
up
Unclaimed Property Property Tax Partners
Claim your cash or property Renew property tax exemption Add the Partner Portal
File an unclaimed property holder report Check appraiser accreditation status File real estate excise tax affidavits
General Public From our old system

Learn more about Consumer Use Tax Transfer your account from our old system
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Next, you will need to enter the following information from the front of your postcard:
e Registration number
o Access Code
e You mustinclude the letters NPR before the Access Code
e If the Access Code has already been used, you will need to click Reset and then enter the
Reset Code provided on your postcard

e Click Continue m

Follow the steps on the next few screens to complete your renewal

Owner Main Page
Step 1: Verify the contact information on the owner/parent screen
e |f you need to make changes to the primary contact, mailing address, etc., click Update
0 Please note: You will not be able to see the changes you made on the renewal screen, but
they are recorded and sent electronically with your renewal
Step 2: Select an action

e To renew: Click the registration number (including the location number) to start the renewal
0 The number is five digits, then a dash, then three digits
O The number is located in the left column of the table

Location Renewal
Step 1: Verify the contact information on the location renewal screen
e If you need to update the contact information, click Edit
0 Please note: You will not be able to see the changes you made on the renewal screen, but
they are recorded and sent electronically with your renewal
Step 2: Attach documentation — Only when required
e [f additional documentation/certification is required, the specific document will be listed. If it just
says, Other, additional documentation is not required at this time
0 If there is not an additional certification document required, move to Step 3.

STEP 2 Click Attach below if the screen indicates Additional Certification is required.
If no documents are displayed move to Step 3

Attach required documentation to renew your exemption.

Additional Certification Required Additional Certification Attached?
Very Low Income Housing-VERY LOW-INCOME HOUSING Ves No ’

(Dept. of Commerce)

e Once you click, Attach, you will have two options, to download the required forms, and to upload
any required documents.

0 Not all required documents have a form to download, for example, a tenant list. You would
only need to upload your spreadsheet.

0 Click Browse, locate your document, click the Attach button in the lower right corner.

0 After you have downloaded any required forms, completed them, and then uploaded the
required documents, you can verify the No has changed to Yes in the Additional
Certification Attached? column, to the right, in the table above.
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Step 3: Verify the parcel information
e If you need to update the parcel information, click Edit
0 If you do not have any parcel changes, you may skip this section.
e Print a copy of your renewal by clicking on “printable renewal.” This is the only time you will be able
to print this document.

Parcel
Number Comments Changes Requested
‘ . Your requested changes have besen
Edit | 123123123 received.

Yiew printable renewal.
Wiew RCW(s) that authonze your exemption,

Step 4: Submitting your renewal
e Click the appropriate box to state your certification status AND click Submit

STEP 4: Click the appropriate box below and then click Submit

[l certify that the use of the exempt property listed above ks in compliance with the applicable laws and the use remains unchanged except as noted and
that all ather information is true and comect.

- 0OR -
D T submit the renewal without certification becsuse [ have l‘|l.|i‘_1“ﬂn5 or concerns about ﬁpﬂ’lﬂ{ uses of the pmpprty and would Mice an Auditor to contact
me.
© sack REUm to main page Submit »

o The renewal is complete ONLY after the screen shows a ‘Confirmation number’.

| Myaccount [T ) [

Suterl confirmation

Nonprofit Property Tax Exemption Rencwal

\ Confirmation

Confirmation Number: 170459
Registration Number: 12075-001
Tax Year: 2019
3 Assessment Year: 2018 ]
Date and Time Submitted: 1/3/2018 12:41:10 PM

You have completed the online process
in an additional document or submitti

Please print this confirmation Tor vour r wrds. If you Indicated you will mail
ng late filing fees by mail please click here for additional instructions.

e Your renewal has been digitally signed, so no need to print, sign, or mail a copy of the renewal
application form itself. Be sure you mail any required documents that you did not attach.
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