
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

      
      

     

      
   

   
        

   
      

   

 

  

 

 

  
 

Creating a Payment Voucher in eBiz Tax 

Step-by-step instructions 

Denver Treasury Division 

Once you have electronically filed a return you must now pay the amount shown on your return. If you want to pay your taxes by 
mailing a check you need to create a payment voucher with which you will mail with your check. This handout gives step-by-step 
instructions on how to create a payment voucher in Denver’s eBiz Tax Center for an outstanding balance. 

There are two ways to create a payment voucher: immediately after filing your return from the electronic return filing confirmation 
screen, from your home screen or from an account detail screen.  

When creating a voucher from the electronic return filing confirmation screen you will only create a payment voucher for taxes due on 
a single return. For instructions after filing from the electronic return filing confirmation screen, start at page 2. 

When creating a voucher from either your home screen or an account detail screen you can create a payment voucher for an 
outstanding balance due for any return or license fee due.  For instructions for filing from either your home screen or an account detail 
screen, start at page 10. 
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FROM THE ELECTRONIC RETURN FILING CONFIRMATION SCREEN 
Step 1: Click the ‘Mail Payment’ button 
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Step 2: Create the Payment Voucher 
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Step 3:  Print the Payment Voucher 
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Print the voucher from this window/tab and mail it along with your check to the address on the payment voucher. 
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FROM YOUR HOME SCREEN OR ACCOUNT DETAIL SCREEN 
Step 1: Click the ‘Create a Payment Voucher’ hyperlink 
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Step 2: Select the Outstanding Balances to Pay 
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Step 3: Create the Payment Voucher 
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Step 4: Print the Payment Voucher 
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Print the voucher from this window/tab and mail it along with your check to the address on the payment voucher. 
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