Add a Tax Type

Customers may add a tax type to an existing location by using the “Register a New Location or Tax Account”
link under the “Tax Account Registration” group on the “All Actions” tab. This is the same link they would use
when adding an entirely new location to their business.

Step 1: Registration Type

Customer would select “Add a New Tax Type to an Existing Location for this Business” on this screen. A list
of registered locations will appear, and the customer will select which additional tax types they wish to add to
their location.
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Step 2: Responsible Officers
Customer may add a new responsible officer, but may not edit existing ones during this step.
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Step 3A: Locations — Location details
A list of tax types that do not already exist for the given location will appear. Since this location already has a

Sales account, Sales is not included in this list. Customer will select which additional tax types they wish to
add to their location.
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Step 3B: Locations — Account Details
For each tax type the customer selected, they will be asked additional details, such as date of first sales.

Below is an example for County Innkeeper’s Tax, which asks the date room rentals or accommodations
began at the location.
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Step 4: Review and Summary
Unlike registering a new location, adding a tax type to an existing location does not require a fee.
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Step 5: Confirmation
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