File your monthly Report

1. Onthe Home screen, click on the Dashboard link (A).

City of Oklahoma City | Hotel Tax Reports
Residents Business Recreation Government Departments Visitors | Want to...

Home

Hegeter Ceificats
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2. Select the certificate number from the drop down box for the hotel you would like to pay (A)
and click on the File Report link for the month you would like to pay(B).

City of Oklahoma City | Hotel Tax Reports

Residents Business Recreation Government Departments Visitors 1 Want to...

Home

Register Certificate Hotel Dashboard

Dashboard
Update Certificate Certificate Number: | 7037 (Finance Di Hotel) v
Add/Remove Hotels g N\

BEFinance Department Hotel (7037)
Update Contact Info

Finance Department (Annual Revenue: ]
Horel Commencement Date: 10/1/2016 51.00
420 W MAIN ST Date of Issuance: 1/1/2015
OKLAHOMA GITY, OK e
L # of Rooms 200
Phone: (405) 999-9999 Business License #
Fax  (405) 999-9999 . TS
Sales Tax # 5T5-99999999-99 $0.00
. TR 2012 2013 2014 2015 2016
B Gross Receipts Total
\ J
\ J
~
BEMonthly Tax Reports
Month Gross Receipts Exemptions Net Tax Status 2
E October 2016 $0.00 $0.00 $0.00 File Report 6
September 2016 $0.00 $0.00 $0.00 File Report
August2016  $0.00 $0.00 $0.00
July 2016 $0.00 $0.00 $0.00 File Report
June 2016 $0.00 $0.00 $0.00 File Report
May 2016 $0.00 $0.00 $0.00 File Report
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3. The Hotel information (Certificate Number, Month to Pay, Hotel Name, Hotel Address, Sales Tax
Number and Federal ID) will be pre-populated (A). The first time you file a report, enter the
information for the tax payer (B). Select the taxpayer from the dropdown box (C). Enter your
Gross Receipts, number of rooms available and number of rooms sold (D).

Pay Monthly Tax Report

Step 1 (Enter Gross Receipts):

Certificate Number: [7037

Month To Pay: [October 2016

Hotel Name: [Finance Department Hotel

Hotel Address: [420 W MAIN ST

Sales Tax Number: [STS-09999999-09
Federal ID: [99-9999999

Tax Payer: |-—Add New Tax Payer - r *

Tax Payer Name: "John Doe -
Email Address: _-.Iohn.Doe@FinanceDepanmenthe].com -
Tax Payer Address: 420 -
City: [Oklahoma City ® State: OK # Zip: [73102 *
Phone: [(405) 999-9999 |® Fax: [(405) 999-9999 '

Flease enter the total amount of all lodging funj_i_slj_gq_gg_ guests during the selected month.
Gross Receipts from Room Rentals: | ,000. - @
Number of Rooms Available: [1000 '
Number of Rooms Sold: [600 L
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4. The system will ask if you have any exemptions. If you do, press Yes, if not press No.

Do You Have Exemptions? [ x|

Do you have any exemptions?

Yes No

5. There are two methods of inputting exemptions. You can either add the rows manually by
clicking the “Add Row” icon (A) or you can upload your exemptions by clicking the “Upload” icon

(B).

Pay Monthly Tax Report

|
Gross Receipts Exemptions Amount Due Payment Details Submit Payment
Step 2 (Enter Exemptions): B
Total Exempted: BO_DO ﬁ%

Previous Next
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6. INPUTTING EXEMPTIONS MANUALLY: Click on the “Add Row” icon. The Edit Exemption Box

will appear. Enter the information for the exemption. Click Submit (A) when complete. Repeat
this option for each exemption.

Edit Exemption [ |

Record 1 of 1

Amount Exempted: |$0.GD Status: | Checked Out v
Check In Date: | |Check Out Date: | |
Number Of Rooms: | | Rate: | |
: Fed ID Card
Name OF Occupant: l J{First 6 digits)
Organization Name: | |
Exemption Type: | -- Make Selection -- \
Previous NexI Submit Cancel

-

7. UPLOADING EXEMPTIONS: Click on the “Upload” icon. The dialogue box will appear. You can
download the template to be used in the upload by clicking the here link (A).

Please Select A CSV File To Upload Exempti... ﬂ

If you hawve a large number of exemptions you can upload a csv
file to imémrt them all at cnce. To download the template needed

click her

| Choose File |No file chosen

Submit Cancel
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8. Add the exemptions information in the columns (A). Please do not add any columns as this will
cause the exemptions to not upload properly. Note that the Exemption Type (B) must be typed
in EXACTLY as follows:

e Church
e Permanent Resident
e School

e State of Oklahoma Agency
e US Government Agency
e US Government Direct Bill

D": = 9-o g
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‘ = f £ Calibri -u - AN [E= S Wrap Text General - ﬁ] % ﬁ
| o i copy e le=e =l = || e
‘asie - - - = - - L anditianal Orma
| ‘ s - Format Painter |_B i || ” = A | |'= =l k| QMEEN&CEMH | S_ i ’_.“_'“ "'E| Formatting ~ as Table = E
Clipboard IF Font Fi Alignment & | Number ]
| Fs -Q £ |
S 2 [[Blc_ [0l ¢ [men & | w [ 1 [ g
1 |NameOfOccupant NameCOfOrganization ExemptionType Rate ChecklnDate CheckOutDate NightsRocMumberO FedCard
i ;JohnnyTeacher Oklahoma City Public Schools | School 100 10/1/2016 10/2/2016 1

3|

9. Be sure to save your Import as a Comma Separated Value or CSV file. If you save it as an .XLS or
other file extension, the file will not import correctly. In the dialogue box, click Choose File (A)
and select the CSV file for your upload. Then press Submit (B).

" Please Select A CSV File To Upload Exempti... B

If you hawve a large number of exemptions you can upload a csv
file to import them all at once. To download the template needed
click here

| Choose File |No file chosen

Submit Cancel
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10. Your exemption lines will now be displayed. Press the Next (A) button.

Pay Monthly Tax Report

Gross Receipts Exemptions Amount Due Payment Details Submit Payment

Step 2 (Enter Exemptions):

Total Exempted: [$100.00 w%

Name Of Occupant Organization Name Exemption Type Amount
Johnny Teacher Oklahoma City Public Schoo School $100.00 Edit Now X

previous || wext|[A]

11. You are now given a summary of the taxes you owe. Review and click Next (A).

Pay Monthly Tax Report

Gross Receipts Exemptions Amount Due Payment Details Submit Payment

Step 3 (Summary of Tax):

Gross Receipts: [$100,000.00

Exemptions: |SIO0.00
Net Taxable Receipts: [$99,900.00
Gross Tax Due (5.5% of Net): [$5,494.50

Discount (3% of Gross Tax Due): [5164.83
Interest (2% per month): |SD.DD
Penalty (10% per month): [$0.00
Net Tax: [§5,329.67
Credit From Other Months: |S'D,(m

Total Tax To Pay: [$5,329.67

Previous Next
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12. A dialogue box will appear. You may pay by Credit Card (A) or Bank Transaction (B).

How would you like to pay? Credi. .. B

How would you like to pay? Credit card or Bank
Transaction?

Credit Card Bank Transaction

13. PAY BY CREDIT CARD:
Pay Monthly Tax Report

Gross Receipts Exemptions Amount Due Payment Details Submit Payment

Step 4 (Make A Payment):

( By
Amount To Pay: |$5,329_67 *
Credit Card Number; | | Visaiﬂ.
Credit Expiration Date: W I@.
Security Validation Number I:I What is this? %
|

MName as it appears on card |

Card Payer Address: | |.
city: | | swate [ zp] ]
Service Fee (2.22%): [$118.32
Add another payment type Y

b

Previous Next
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14. PAY BY BANK TRANSACTION:
Step 4 (Make A Payment):

Amount To Pay

Account Type

Primary Use

Name On Bank Account:

Bank Account Number:

Confirm Bank Account Number:

Routing Number:

: 1$5.329.67

: |Checking

-

: |Business

\t
\w
BANE ROUTING f CHECKING
ACCOUNT
|. ABS HUMWEBER MLIMIBER

Account Holder Address: |

City: |

' State: D Zip: |




15. You are given a summary of your transaction. Click Submit Your Monthly Tax Report (A).

Pay Monthly Tax Report

Gross Receipts Exemptions Amount Due Payment Details Submit Payment

Summary

Certificate Number: 7037
Month To Pay: October 2016
Tax Payer Name: MattB
Credit Card:  XOOOOMM(XXX1111 Amount To Pay: $5,329.67
Service Fee: $118.32

Total Tax To Pay: $5,447.99

| Previous || Submit Your Monthly Tax Report |

16. You are given a receipt for your payment. Please retain for your records.

City of Oklahoma City | Hotel Tax Reports
p Visitors | Want to...

Hame

Regisier Carlsicate Payment Receipt
Dashboard

Update Cenficale

The City of Oklahoma City Hotel Tax Receipt

AdaiFemove Hotels

Upaate Contact into
Thani for submitting your manthly tax report! Plaase keep a copy of this receipt as proof of your
payment, Please note that payments may take up to 24 hours to apgear, Please remember that you
et 3 3% discount by paying YOur tax report by the 15th of each morth! You will receve a second
#mail netification crce wour report/paymant has been fully processed

Receipt:

Details:
Hotel Nanve: Finance Departmant Hotel
Cotficats Number: 7037
Month Paid: Dctober 2016
Taoe Payer Kama: Mat 8
et Card Numbe: pmoe-mo-xi-1111
Amount Faid: $5,329.67
Sarvn Fow Paic: §118.32
Toral Amount Fad: §5,447.99

©oty of Gkishoma City
Finance Department
cay Treasury Division
420 ute 130
o TNz

229 Monday thicogh Friday betwesn 8,00 a.m. and 500 p.m
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