
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

             

 

 

 

 

Filing a Sales Tax Return in eBiz Tax 

Step-by-step instructions 

Denver Treasury Division 

This handout gives step-by-step instructions on how to file a sales tax return in Denver’s eBiz Tax Center. 
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Step 1: Navigate to your home screen 

To file a return, first navigate to your home screen. After logging into eBiz Tax you will be directed to your home screen. You can 
also click the Home link next to the Menu title bar. 

Use your mouse to click 
either the Home link 
or… 

The Accounts link 

This is your home screen 
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Step 2: Select the sales tax account 

Click the hyperlink for the sales tax account. 

Use your mouse to click 
this hyperlink 
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Step 3: View the ‘Attention Needed’ tab 

You are now viewing the sales tax account detail screen. Here you will see all the items requiring you to either file a return and/or pay 
the balance on a return. If the return has been processed by Treasury, but not yet paid, you will see a ‘View Return’ hyperlink. There 
will also be a ‘Pay’ hyperlink and a message that says, ‘Make a Payment.’ 
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If you click the ‘Sales Return’ hyperlink a copy of the processed return will appear on the next screen. 

Click on the hyperlink to 
see options for the Return 

If you click on the ‘View” hyperlink a copy of the processed return will appear on the next screen. 

Helpful hint: Use your mouse 
to click the Amend tab to 

amend a processed return 

Use your mouse to select 
the View hyperlink 
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These fields cannot be 
amended on this screen 
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To return to the sales tax account 
detail screen use your mouse to 

click Sales Tax 
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Returns that still need to be filed are indicated by the ‘File Return’ hyperlink, there will also be a ‘Make Payment’ hyperlink. 
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Step 4: Click the return you want to file 

Click the File Return hyperlink for the period for which you want to file a return. The sales return for the period selected displays on 
the next screen. 

Use your mouse to select 
the File Return hyperlink 
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Step 5: Click the ‘Instructions’ tab 

For instructions on how to fill out the return click the Instructions tab near the top of the screen. 

Use your mouse to click 
the Instructions tab 
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Use your mouse to 
click the Return tab 
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Step 6: Verify the period  

Once the return displays, be sure it is in fact for the period you want. The filing period displays in the top right of the return. You 
cannot change the period directly on the return. If you selected the wrong period by accident you will have to navigate back to the tax 
detail screen as shown in the previous steps. 

Make sure you re filing for the 
period you want you cannot 

change these fields 
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Step 7: Type figures into the return 

To file a return, complete the appropriate fields as necessary by typing in the values. Figures will automatically be rounded to the 
nearest whole dollar. 

Prepare your return by typing 
in the appropriate values into 
the fields that apply to your 

business 

Helpful tip: Press the Tab 
key to move to the next 

field 
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Step 8: Enter tax rate(s) 

Complete line 5 by clicking the hyperlink or the ‘Incomplete’ flag. 

Using your mouse to click 
this hyperlink or… 

Clicking the Incomplete 
warning flag 

Complete line 5 
by either…. 
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Helpful tip: Press the  Tab  
key to move to the next 

field   

Complete the appropriate fields as necessary by typing in the values. 

Prepare your return by typing 
in the appropriate values in 

to the fields that apply to your 
business 

15 



 

       

 
 ’

Click the OK button to finish completing the return. 

e OK 
hed 

Use your mouse to click th 
button when you re finis 
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Step 9: Declare any use tax due 

Complete line 8 by clicking the hyperlink if applicable for your business. 

To complete line 8 use your mouse 
to click this hyperlink 
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Helpful tip: Press the Tab  
key to move to the next 

field   

Complete the appropriate fields as necessary by typing in the values. 

Prepare schedule B by typing in 
the appropriate values into the 

fields that apply to your business 
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Enter any Incremental Tax due in 
this field 
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Click the OK button to finish completing the return. 

Use your mouse to click the OK 
button when you re finished 
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Step 10: Enter any penalties and interest, if applicable 

If you’re filing your return late enter the correct penalties and interest due. If you are filing your return timely skip to step 11 on page 
24. 

Use your mouse to click this 
hyperlink to read more 

information about late filing 

If you see this 
message your 
return is late 
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Use your mouse to click the 
OK button when you re 

finished reading 
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Enter the penalty and 
interest due on the tax 

showing on line 9 
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Step 11: Submitting your return for processing 

When you are finished filling in the return and there are no corrections to be made click the Submit button at the bottom of the return 
to file the return. 

When you re finished 
completing your return use 

your mouse to click the 
Submit button 
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Type your password to certify your return. Click the OK button to submit the return. 

Type your password into 
this field 
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Step 12: Printing and/or saving a copy of the return for your own records 

If you would like to print a copy of the return you just submitted, click the Print Return button. DO NOT MAIL A COPY OF THE 
RETURN TO TREASURY! 

If you would like to save or 
print a copy of the return you 
just filed use you mouse to 

click the Print Return button 

Important: printing a return is for your records 
only! DO NOT MAIL a copy of your return to 

Denver Treasury! 
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The return will display either in a new window or internet browser tab. 

Make sure your pop up blocker is not 
blocking the new window/browser tab 
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Click this symbol to save a 
copy of the return to your 

computer 
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Name  the return in  
this  field   

Click the  Save  button  
when you ’re finished  

The  Save  As  window opens  

 
 

 

 

Choose a location to save a 
copy of the return 
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Click this symbol to print 
a copy of the return 
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Use your mouse to click 
the Print button 
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Click the X to close the 
window with the return 
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