City of Centennial

CITIZEN ACCESS INSTRUCTIONS

The following instructions are provided to aid taxpayers with the secure online filing and payment portal
provided by the City of Centennial. These instructions cover the following topics:

e HOWTO REGISTER FOR ONLINE FILING
e HOWTO LINKA TAX ACCOUNT
e HOWTO FILE & PAY

You can access the City’s Citizen Access for online filing via the City’s website at www.centennialcolorado.com

or directly at https://centennial.premacorp.com/citizenaccess/

HOW TO REGISTER FOR ONLINE FILING

From the Log-in page, select “New User” on the left and complete the fields required to register. Then click “submit”.

New User Registration

i AW USer
_ newuser

Please select a PIN of your choosing to allow access to
forgot password secure data.

E-mail Address: newusercentennialcolorado. com)|

Re-enter New Email: newuser@cente n_ni@_lgq\_o__r_g_qo:_g_o_mé
New Passwo wen il

Re-enter New Passwol
First Name: |John

Last Name: Efé)gpay_eﬂ

A confirmation email will be sent to the e-mail address provided containing a link to validate the account. Follow the
link and a log-in screen will appear where you will enter the e-mail address and password entered at the time of
registration to confirm the account. The account is now activate and ready to log in from the main log-in page.
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HOW TO LINK YOUR TAX ACCOUNT

After registering and accessing the online filing portal, you will be prompted to link your City tax account so you can file
and pay your sales tax online. To Link your account go to “Manage Accounts” where the following page will appear.

1N ilﬂllﬂili!lﬂ.ﬂ
R R

Logged in as: hsamples@premacorp.com Citizen Access
tax & licensing Manage Accounts
menu 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) butten to unlink an account from your profile,

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

‘ ()l Accourt # DBA ‘

delete account(s) add account

Select “Add Account” to lookup your account. You will then be prompted to enter your tax account License number
(CEN-000000) and the business location address line 1 as it appears on your license. Once you have entered this
information, select “OK” to submit and link your account.

1 .' =S

tax & licensing Account Lookup

Please provide the account number and the location address of the business to link an account [ cess
to your profile. Please call the number below if you need additional help. Please enter it exactly
tax &1 as it appears. Ex. - CEN-00000 In order to link and lecate your account to your user profile, you

m must enter the license number and location address EXACTLY as it appears on your printed ounts
-ﬁm license. If one of the given fields does not apply to your individual location address, please leave 1e delete
that field BLANK.

Account Number. [CEN-DOBE78 |

Address Line 1
-13? Location Address: |Ex.i 123 W Main St SWW
[12503 E EUCLID DR

cancel ok
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HOW TO FILE & PAY

1. SELECT THE FILING PERIOD - Select “File Returns” from the side Menu. On the following page select the period you

are filing for and select “Next” to continue.

tax & licensing

menu

f \
| Returns Step 1/8: General Information *=Required
Please enter the gross sales for your return.

er profile

* Select the account you would like to enter a return for: [CEN-00BE7S - NEW REY
* Select which type of tax return you are filing: | Sales Tax Retum v

Filing Frequency: Manthly
* Enter the year you would like to file for. | 2010+
* Enter the filing period you would like to file for: | Septermber 2010 v
Start Date: 09012010
End Date: 09/30/2010
Due Date: 10/20/2010

cancel

2. ENTER THE RETURN - You will then be prompted to enter in each of the fields from the tax return (Gross Sales &

Service, Bad Debts, Deductions, etc.), selecting “Next” after completing the inforamtion on each page.
entering all information, a summary will be provided. You may select “Back” at any time to make changes.

menu

; Returns Step 5/8: Summary
Total Gross Sales: $2,000,000.00
Deductions: $1,754 500.00
m Retail Sales Rate; 2.5%
Total Retail Sales Due; $6,137.50
Yendor Allowance: $184.13

Total Tax Due: $5 953,37

Penalty is 15% of Total; §0.00
tanths Overdue: 0

Interest is 1.5% of Total for Each Month; $0.00
Total Due with Penalties and Interest: $5,953.37
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3. PAY & SIGN - Next, you will be prompted to enter payment information (if applicable) and sign your return. On the
payment screen, enter the Checking Account and Routing Number for the Checking account being used to Pay the
total Tax Due. On the Legal screen, type your first and last name to certifty that the return is legal and valid.

menu menu
Returns Step 7/8: Payment *=Required Returns Step 8/8: Legal *=Required I
Processing may take a moment, please do not click the submit button more than once.
Total Amount Due: $5,953.37 p——
o E Payment Amount: $5,953.37
m m | hereby certify, under penalty of perjury, that the statements made herein are to the best of my

knowledge true and correct, By clicking on the next button,  agree to these statements.
‘Name on Account: John Taxpayer

‘Account Type: | Checking v

*FirstName: | Jgpp, * Last Name: Taxpayed
*Routing Number: (100000000 Help me find it!
*Account Number: |123456769 Help me find it! -
o L s

4. CONFIRMATION - Your return is now filed. A submission confirmation page will appear. If you would like a copy of
your return for your records, select “Print Return”. If you wish to print a return, you must do it at this time, after
this section this feature will not be available.

Submission Confirmation

Thank you for your payment, Please print this page for your records.

Confirmation Number: 11-02-11-0004
Account Number: CEN-006E78
Return Tax Type: Sales Tax Return

Filing Period: March 2011
Date Filed: 02/11/2011
Time Filed: 11:16:59 At
Tax Due:50.00
Penalties and Interest: $0.00
Total Amount Due: $0.00
Amount Paid: §0.00

A confirmation email has been sent to bsamples@premacorp.com
Please retain this for your records

print return
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