Register Certificate and Add to Account

1. Click on the Register Certificate button on the left side of the screen. Note this is only for new

certificate registrations, if you already have a certificate, go to step 9.
City of Oklahoma City | Hotel Tax Reports

Recreation Zovernment Lo nar L2 IWanttn,

Deparimants Vicitore  1W

Home
Register Cantificate e‘ﬂoteIIMotel Tax
Dashboard
Update Certificate y i
ppee s ki : Nich i the
Add/Remove Hotels

Update Contact Info &Nt Your cooperation in
inds, Since few ol

Login Now Update Contact Details

Chick her
payment

and make a
your dashboard

I T

0 Upgats your contact

2. Enter your information in the Step 1 (General Info) form that appears (A).
3. Click the Next button (B) to go on to the next step.
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Please fill out the details below to complete the registration process. Prior to registering for a hotel/motel tax certficate you must have a valid

Update Certificate health inspection and business license available along with a zoning verification.
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Step 1 (General Info):

Type in the hotel address below and then pick from the choices.

Hotel Address: [420 W MAIN ST OKLAHOMA CITY, OK Search Clear (W
Business License #: Business License Date:
Health Inspection Date: Zoning Verification Date:

Legal Name Of Hotel: Finance Department Hotel L
DBA: Finance Department Hotel -
Hotel Phone: |(405) 999-9999 - Hotel Fax: |(405)999-9999
Rooms To Rent: 200 ® Commencement Date: Oct 01, 2016
Federal ID: 9&5{999’999 - Sales Tax #: STSBQ _99 99 -
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4. Enter the Hotel Contact, Operator, Owner and Alternate (if necessary) in the Step 2 (Hotel
Contacts) form (A).
5. Click on the Next button (B) to go on to the next step.
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Step 2 (Hotel Contacts):

Hotel Contact:

Name: | -
Emall Address: | *
Address: ‘ ‘t

City: Oklahoma City - State: . Zip: I:l'

Operator:
Name: ‘ ‘t
Email Address: ‘ ‘t
Address: ‘ ‘t

Owner:

Name: | -

Emall Address: | *

6. Enter your name in the Tax Payer Name box (A) and check the | agree to these terms box
(B) and click the Next (C) button to move on to the next screen
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7. Review the info presented in the Step 4 (Review and Save) form (A). Enter the characters
from the graphic box in the blank box provided (B) and click Submit Your Appication (C).
City of Oklahoma City | Hotel Tax Reports

Residents Business Recreation Government Departments Visitors | Want to...
Home
Register Certificate Apply For Certificate
Dashboard
Please fill out the details below to complete the registration process. Prior to registering for a hotel/motel tax certficate you must have a valid
Update Certificate health inspection and business license available along with a zoning verification.

Add/Remove Hotels
|

Update Contact Info
General Info Contacts Disclaimer Submit

Step 4 (Review and Save):

General Info

Hotel Address: 420 W MAIN ST OKLAHOMA CITY, OK
Business License #: Business License Date:
Health Inspection Date: Zoning Verification Date:
Legal Name: Finance Department Hotel
DBA: Finance Department Hotel

Tax Payer Name: John Doe

Hotel Phone: (405) 999-9999 Hotel Fax: (405) 990-9900
Rooms To Rent: 200 Commencement Date:  Oct 01, 2016
Federal ID: 99-9999999 Sales Tax #: ST5-99999999-99

Enter The Characters From The Graphic Below:

The value is: I:|
ﬁ Submit Your Application
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8. You have successfully created a new Certificate. Write down the Certificate Number and Pin
Number to add the hotel to your account.
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Certificate Number: 7037 Pret Cenificats
Pin Number: 403710594 | Make A Payment

Genersal Info

Hotel Address: 420 W MAIN ST OKLAHOMS CITY, 08
Business License a: Business Licanse Data:
Health Insgection Date: Zening Verification Date:
Legal Name:  Finance Departreent Hotel
D8A: Finance Department Hotel
Tax Payer Name: John Dok
Hotel Phone: 4059999900
Rocms To Rent: 200
Faderal ID: 59-9599999
Contact Info.

vl Fax: S05599996%
Comemencerent Date:  10/1/2016
Sales Tax &1 STS-SFE009H50

Name: John Dot

Email: john.smith@treasuryhoteloom

Adcress: 420 W.Main St
Work Phore 4059995999 Fax: S03693996%
ol Phore 4059955999 Horme Phone:

: Jehn Dos

i johnsmith@treasuryhoteloom

9. On the Home page, click on the Add/Remove Hotels link (A).
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10. Enter the Certificate Number and Pin Number of the Hotel you would like to add. Press the
Add Certificate button (A). Press the Save Changes button (B) after you have added the
certificate. You may repeat this step for any additional hotels you need to add.

Add/Remove Certificates

Enter your certificate number and your assigned pin and click submit. You can add as many certifcate num

Certificate Number: [7037

Pin Number: 403710594 |

Add Certificate |

Save Changes

11. On the Home screen, click on the Dashboard link (A).
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12. The Hotel will now be shown on the Hotel Dashboard. You can use the screen to File a
report, amend a report or view a correction invoice.
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Update Certificate Certificate Number: | 7037 (Finance D Hotel) M

Add/Remove Hotels

EFinance Department Hotel (7037)
Update Contact Info

Finance Department [Annual Revenue: )
Hotel Commencement Date: 10/1/2016 $1.00
420 W MAIN ST Date of Issuance 1/1/2015
OKLAHOMA CITY, OK Tt
e # of Rooms 200
Phone: (405) 999-9999 Business License &
Fax'  (405) 999-9999 e TS
Sales Tax #: STS-99999999-99 $0.00 - - - - -
Fed ID: 99-9999999 2012 2013 2014 2015 2016
Il Gross Receipts Total
L J
BMonthly Tax Reports
Month Gross Receipts Exemptions Net Tax Status -
October 2016 $0.00 $0.00 $0.00 File Report
September 2016 $0.00 $£0.00 $0.00 File Report
August 2016 $0.00 $0.00 $0.00 File Report
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






