How to File the Colorado Retail Sales Tax

Return (DR 0100) Using Revenue Online

Colorado Department of Revenue — Revenue Online: How to File the
Colorado Retail Sales Tax Return (DR 0100)

STEP 1: Goto
Colorado.gov/RevenueOnline and
enter your Login ID and Password
under “Log In” located on the left-
hand side of the screen.

Then click the Red “Log In” button.

Login ID Are you an out of state retaile.

in Colorado, but sell products v
| | the state? Click below to rey,
Password

Retailers with NO physical presence
| | Colorado

Forgot Your Login ID?

Forgot Your Password?
Help

Helpful Links (No Login Required)

Mew Coleorade Resident

NOTE: For guidance on setting up your
Revenue Online account, see the video
titled “Tips on Setting Up a New Sales
Tax Account in Revenue Online.”

Go to: Colorado.gov/Tax/Education.
Under “Online Services”, select
“Help with Online Services”, then
“Account Set-Up”, then “Businesses.”

Sign Up

Create a Login ID
Why Create a Login I1D?

Attention Sales Tax Filers!

You can now add non-physical sites to your sales tax
account! Simply log into your Revenue Online Account
and go to the 'Add Non-Physical Locations' link. For
addifional information, click here.

File a Protest

File a PTC Application
Request a Letter ID
Non-Collecting Retailer

How-to Videos LuQIn ID
Tax Training Information | ATEXETERT | -
Free Business Tax Classes
Tax Policy & Research
v Password

Subscribe to Email Alerts by Tax Type
“Your Golorado L | F E. Educational Website

Additional Services (No Login Required)

Request a Copy of

Submit an e-Filer A
Submit Year-End oY
Submit Power of Aftormey Documents:

Step 2: From the Accounts tab, click the link under “Accounts” for
the tax account you want to file (in this example, “Sales Tax”).
Notice that there is an Orange triangle next to the account
indicating that this item needs attention. If you have more than
one account, you will see more than one option listed.

& e .- Customer Names & Addresses
PEING1000102 Legal Name MY BUSINESS
MY BUSINESS Location Address 1881 PIERCE ST
1881 PIERCE ST LAKEWOOD CO 50214-3503
LAKEWOOD CO 802143503 Mading Address Add

= : o
(7] Accounts [Vicwwore_ |
- 12345678-003-5LS  Quarterty MY BUSINESS 1881 PIERCE ST LAKEWOOD CO 80214-3503 50,00
Sales Tax LicenseMensewal 12345678-004-UIC  Bi-annual MY BUSINESS 1881 PIERCE ST LAKEWOOD CO 80214-3503 $0.00
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STEP 3: Under “Periods”, click on

= Sales jax filing period end date for which you

5 .
£} Home Sales Tax need to file.
D/\ Account \- Account Alerts @ I Want To
MY BUSINESS A\ Mo return on file for 06/30/2020 Make a Payment
PEIN01000102
$ Sales Tax A Mo return on file for 03/31/2020 Manage Payments and Retumns

12345675-003-5LS
Add Mon-Physical Locations

Balance: $0.00
Close Account

File a Protest
Submissi Ci pond Names and Addresses Logons
Periods [ ViewMore... |
Period Return Status Message
09/30/2020 30.00 ) File Retum
06/30/2020 SO0y A\ File Retum

STEP 4: Click the “File a Retail Sales Tax Return” link. Welcome, MY BUSNESS 0 — a Log Of

@ Home > SJMsTax > Request

Select A Filing 8> od

| File a Retail Sales Tax Retum | File a Retail Sales Tax Retumn

Upload a Spreadsheet or XML File Upload a spreadsheet or XML file to submit your retum. Spreadsheet filers must be pre-approved. Schemas and other details are available on the
Division of Taxation website.

f Home > SalesTax > Request

Select A Filing Method
File a Retail Sales Tax Retum File a Retail Sales Tax Retumn
Upload a Spreadsheet or XML File Upload a spreadsheet or XML file to submit your retum. Spreadsheet filers must be pre-approved. Schemas and other details are available on the
Division of Taxation website.

Spreadsheet Filing:
* Option for businesses that have Two (2) or more sites
* Pre-approval is needed

* For more information, please visit: Colorado.gov/Tax/sales-tax-spreadsheet-filing.
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STEP 5: On the next screen, click on the
account number with the corresponding site ID
under “Location ID” to begin filing your return.

Show Emmors  1-10f1

Site Address Location Total Due  Estimated Return  Filed

,_d 123456780001 11-0059 MY BUSINESS 1881 PIERCE ST LAKEWQOD CO 802 LAKEWOOD-JEFFERS! 0.00 D l:‘

To continue, all physical sites are required to be filed. Verify all non-physical sites with gress sales have been filed. Click the button below to file your remaining non-physical sifes as a zero return.

By clicking this butten, | authorize the Department to treat those non-physical site(s) for which no information was provided as zero returns.

Ettentiun: You will not be able to continue until all sites have been filed. File remaining non-physical sites as 50 returns
Swe Drﬂﬂ -

Next

STEP 6: Enter all applicable information into the
form NOTE: The deductions and exemptions
shown here correspond to the Schedule A
* Enter your gross sales amount in line 1 deductions and exemptions in the DR 0100.
* Enter any nontaxed deductions and exemptions In general, Schedule A includes deductions
that apply under “Deductions” lines 1-12. and exemptions that are not optional for
) . state-administered local jurisdictions.
* Scroll down to continue filling out the form.
Site Information A
Business Name MY BUSINESS This is a physical site and requires a return to be filed.
Location 1D 123456780001
Location P e——— = | O Check this box to verify Gross Sales is $0.00
Required |
Filing Period 06/30/2020
Sales Information
1. Gross sales of goods and services for this siteflocation only Required (O Check this box to verify Gross Sales is $0.00 J
Required|
2. Deductions (nontaxed sales). e —
1. Wholesale sales, including wholesale sales of 0.00 NOTE: You must Stl”
ingredients and component parts
2. Sales made to nonresidents or sourced to locations 0.00 flle a return even |f
outside of Colorado
3. Sales of nontaxable services 0.00 yOUF GFOSS Sales are
4. Sales to exempt entities and organizations 0.00 Zero‘ A Colorado Sales
5 z:llessorgasnlhe,dyeddiesel,andcmerexempt 0.00 Tax return MUST be
6. Sales of exempt drugs and medical devices 0.00 flled even If there IS
7. Fair market value of property received in exchange 0.00
and held for resale Zero taX due
8. Bad debts charged-off, retumed goods, trade 0.00
discounts and allowances where tax was paid (cash
discounts are not allowed)
9. Cost of exempt utilities upon which tax was 0.00 ChECk the box IabeIEd
previously paid (restaurants must complete and
atiach Fom R 1455) “Check this box to
10. Exempt agricultural sales, not including farm and 0.00 . .
dairy equipment verify Gross Sales is
11. Sales of computer software that is not taxable 0.00 so 00” h h
12. Other exempt sales (see instructions and identify 0.00 * S OWn ere :
type(s) of exemption(s) claimed below)
Type(s) of other exemption(s) claimed: Scro" down to
continue filling out
13 :g:r:ige; ;:&r]wgh 12. Enter the total on line 2 of 0.00 the form L
KX
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STEP 6, continued: NOTE: The exemptions shown here correspond

e ' d ded d to the Schedule B exemptions in the DR 0100.
* Enterall jurisdiction deductions an “

exemptions. In general, Schedule B includes exemptions that

are optional for local jurisdictions.

¢ Scroll down to continue.

State RTD/CD Special Districts County / MTS City / LID
3. Net sales 0.00 0.00 0.00 0.00 0.00
4. Exemptions 0.00 0.00 0.00 0.00 0.00
1. Sales of food for domestic home
consumption and food sold through LD 0.00 0.00 0.00 0.00
vending machines
2. Sales of machinery and machine fools 0.00 0.00 0.00 0.00 0.00
3. Sales of electricity and fuel for residential 0.00 0.00 0.00 0.00 0.00
use
4. Sales of farm and dairy equipment 0.00 0.00 0.00 0.00 0.00
3. Sales of medium and heavy duty low- 0.00 0.00 0.00 0.00 0.00
emitting vehicles and assaciated parts : : : § :
and power Sources
6. Exempt sales made by schools, school 0.00 0.00 0.00 0.00 0.00
organizations or charitable organizations ’ ’ ’ i ’
7. Sales of cigarettes —MA-— —MA-— 0.00 0.00 0.00
&. Sales of renewable energy components 0.00 0.00 0.00 0.00 0.00
9. Sales of property for use in space flight 0.00 0.00 0.00 0.00 0.00
10. Sales of retail marijuana and retail 0.00 0.00 0.00 0.00 0.00
marijuana products : : i g :
11. Other exempt sales (see instructions and
identify type(s) of exemplion(s) claimed LD Loy gy 400 T20
below)

Type(s) of other
exemplion(s) claimed;

" Schedule A (see nstrucaons)
This schedubt: i Required I any amount i entened on line 2 of Form DA 0100.

Scheduls B (see instruchons)

I
wis D This schadu: & negquined if any amesn is entensd on bne 4 of Form DR 0100
Btaie ATIVCD Spsciall Diwirict o Citg'LID
A Sals of oo o domaic
e+ R+ R - o < E—
1. Whioksak sabis, inchuding wholtsale sales of ngredients and Componen pans 1 bl
iy [ ] . - -
s I o=+ I = I -« N o=+ I
2. Sl mate 10 NONMESIGENS OF SoUrced (o locations sulside of Colorado 1 . ool ki et
L ) I -+ I = » I e I o
3 Swimn of miscricty and
3. Eales of nontasable sendoes 1 fami for mdanl Lea . L 1 1 L
e ot I -+ I = I = N -+ I
A Saea of baTe ancl dery
4. Sales o exampt entiies and cranizafions . & fam kst v e ) N s [ -« S - EE
wi-v et ko ariirg
5. Sales of gasaling, dyed diesal, and oiher exemps feis | & Eor e i N -+ S - S = I =
e it =
LIt gEnec . h ! L i
& Eales of exampt cugs and madical devices o I -+ I = I = I -+« I
wr T. Safen of coaredas WA WA . " X
o N oo+ S - S - s
T. Fair manat value of propety ecsived in eschange and hold for resale 1 B ave of reswwaze
i, semrry corgeearis - ! - - L
B. B debis chamed-off, reimid gocds, rade discounts and abrwantes where x was paid N -+ N -~ W=~ -« E——
{caesh o isconnts are rob allowoed) | P ¥ |
e, [ F——— o N v+ I o I i I =+ IO
8. Cot of xempl uilities upon which 1ad was previously paid |nestawrants mis! compiets and r————
aitach Fom DR 1485} . AT FIEQETE . ! . . L
ans D . e s s (o e 1 N s N o [N ) R s
it gty
[ ————
. Pt ngriculursd apkas. Aok nchering G ared daky aquipmsnt . SeppRSp—,

&
1

1. Sales of computor softwane that i not ek . AL k| s

NOTE: See the Supplemental Instructions available online at Colorado.gov/tax/sales-tax-file for guidance
regarding specific deductions and exemptions.
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STEP 6, continued:

* Enter any excess tax t

collected, if applicable.

* Once all information has been

entered, click ‘OK’.

NOTE: Penalty and interest may be self-assessed and
entered onto the return if a return is not filed timely.

hat was . .
~ If a return or payment is not timely and the penalty

and interest are not self-assessed, the Department of
Revenue will calculate the penalty and interest on
your behalf and send a bill.

5.

Met taxable sales

0.00 0.00 0.00 0.00 0.00

6. Tax Rate —: 0.02900 ) 0.01100 0.00000 0.00500 0.00000

7.

&

9.

Tax on net taxable sales (mulfiply line 5 by line
6)

Excess tax collected

Add lines 7 and &

0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00

10. Service fee rate —: 0.04000 ) 0.03330 0.00000 0.03330 0.00000

1

12.

13.

. Senvice fee allowed vendor

MNet tax due: (subtract line 11 from line 9)

Credit for tax previously paid

. Subtract ling 13 from line 12

. Penalty

. Monthly interest rate times line 11

. Total each tax

. Total Amount Due For Site

0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 b

NOTE: Revenue Online automatically calculates
all applicable sales tax and service fees for you!
It does all the math for you to simplify
calculations and help eliminate human error.

fi

Repeat steps 3-6 for additional sites.

Once all sites are filed and are showing a checkmark in
the “Filed” column, click “Next.” -

STEP 7: Once asiteis filed a checkmark will appear in the

led column.

Location 1D Location Code

o1 123456780001 11-0059

Site Address Location Total Due  Estimated R

MY BUSINESS 1881 PIERCE ST LAKEWOOD CO 802 LAKEWOOD-JEFFERS! 0.00 D

To continue, all physical sites are required to be filed. Verify all non-physical sites with gross sales have been filed. Click the button below to file your remaining non-physical sites as a zero return.

By clicking this button, | authorize the Department to treat those non-physical site(s) for which no information was provided as zero retumns.

File remaining non-physical sites as 50 returns
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STEP 8: On the next screen you will see a Return Summary for the
combined totals of the sites you filed for that period.

The system will automatically calculate the total service fees and add

£} Home > SalesTax > Request > Sa . L.
back any service fee amounts above the statutory limit.

L R = (R Verify the information in all fields is correct and, if everything looks

correct, click “Next.”

Return Summary

Total Gross Sales for All Filed Sites 0.00
Tofal Deductions for All Filed Sites 0.00
State RTD/CD Special Districts County | MTS City / LID DRO200
Total Exemptions for All Filed Sites 0.00 0.00 0.00 0.00 0.00
Tofal Amount Owed for All Filed Sites 0.00 0.00 0.00 0.00 0.00 0.00

Total Tax for All Sites Filed 0.00

(o [ >

STEP 9: Read the information noted under Special District Sales DR 0200.

If you DO NOT have to file this form, click the box that says “Check this box if you do not have to fill out a
DR0200 for ALL sites” and then click “Next.”

If you DO need to file the DR 0200, reference “Supplemental Steps for Filing DR 0200 in Revenue
Online” and then return here to finish the rest of these steps.

Verify the information is correct in all fields and click “Next.”

3. Special District Sales DR0200

1. Retail Sales Retum 2. Return Summary

Special District Sales DR0200

If you collected Football District tax as part of a lease payment after December 31, 2011 or collected Baptist F il 1 RTA tax as part of a lease payment after June 30, 2016, you must report it
below

Check this box if you do not have to fill out a DR0200 for ALL sites | |

If the Sites are not available below, please the Department of R Taxpayer Service Center at (3l 238 - 7378. If the Football District or Baptist Road RTA tax were not being
collected prior to the close of the taxes, they should not be collected now. If the tax was collected in error, ple ¥ contact the Taxpayer Service Center for the procedure to submit the tax.

Check this box if you do not have to fill out a DR0200 for ALL sites | |

Rin Sup DR 0200

Supplement Address
m m
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STEP 10: Click the required box next to “I agree.”

Note the statement above which reads “By checking the
box below, |, or we, declare that the return is true,
1 Retail Sales Return Y — o — correct, and complete given all known information.”

Confirm Return Click “Submit.”

Confirm and Submit

I affirm that the sales tax infoermation provided is true and correct including that any non-physical site(z) for which ne information was provided had zero gross sales and services during the
reporting period. | further authorize the Department to treat those non-physical site(s) for which no information was provided as zero refurns.

By checking the box below, I/we declare under penalfy of perjury that this refurn is frue, comrect, and complete given all known information.

1
Agree D Required '

B EEE—

STEP 11: Enter your Revenue Online
password. Your password serves as
your electronic signature for the

return. ~
Enter your password to continue.

Click “OK.” Password

This action will submit your return to the Department of Revenue.
Please ensure all information is correct before continuing.

Required |

“

STEP 12: After the returnis submitted, Revenue Online will present you
with several options:

@ Confirmation

Thank you for using Colorade Revenue Online to submil
Processing your return may take several weeks.

Printable View - Allows you to review your return and print a copy.
Do not send your printed retumn to the Depariment. Usinj
If you would like to view this return in the future, click on|

if you have a balance due, you are required to make a p

OK — Returns you to your sales tax homepage.

Make a Payment — Takes you directly to the payment options.

Please file all returns for all tax accounts prior to making
NOT send in a copy of your return(s) with the payment.

To file a return for a different tax account, please click h

Printable View

Make a Payment

Additional How-To Resources:
Colorado.gov/File-Sales-Tax
YouTube Channel: corevenueonline
Supplemental Instructions for Form DR 0100

Colorado.gov/Tax
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