
 

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

How to File the Colorado Retail Sales Tax 
Return (DR 0100) Using Revenue Online 

 
NOTE:   

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.” 

STEP 1:  Go to 
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. 

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.    
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STEP 3:  Under “Periods”, click on 

the ‘File Return’ link for the proper 

filing period end date for which you 

need to file. 

STEP 4:  Click the “File a Retail Sales Tax Return” link. 

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.

Published 7/23/2020 Page 2 of 7

Colorado.gov/Tax/sales-tax-spreadsheet-filing
Colorado.gov/Tax/sales-tax-spreadsheet-filing
Colorado.gov/Tax/sales-tax-spreadsheet-filing
Colorado.gov/Tax/sales-tax-spreadsheet-filing
Colorado.gov/Tax/sales-tax-spreadsheet-filing
Colorado.gov/Tax/sales-tax-spreadsheet-filing
Colorado.gov/Tax/sales-tax-spreadsheet-filing


STEP 5:   On the next screen, click on the 

account number with the corresponding site ID 

under “Location ID” to begin filing your return.  

STEP 6:  Enter all applicable information into the 

form.  

• Enter your gross sales amount in line 1

• Enter any nontaxed deductions and exemptions

that apply under “Deductions” lines 1-12.

• Scroll down to continue filling out the form.

NOTE:  You must still 

file a return even if 

your Gross Sales are 

Zero.  A Colorado Sales 

Tax return MUST be 

filed even if there is 

Zero tax due. 

Check the box labeled 

“Check this box to 

verify Gross Sales is 

$0.00”shown here .   

   

 

Scroll down to 

continue filling out 

the form 

NOTE:  The deductions and exemptions 

shown here correspond to the Schedule A 

deductions  and exemptions in the DR 0100. 

 In general, Schedule A includes deductions 

and exemptions that are not optional for 

state-administered local jurisdictions.  
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STEP 6, continued:  

• Enter all jurisdiction deductions and

exemptions.

• Scroll down to continue.

NOTE:  See the Supplemental Instructions available online at Colorado.gov/tax/sales-tax-file for guidance 

regarding specific deductions and exemptions.   

NOTE:  The exemptions shown here correspond 

to the Schedule B exemptions in the DR 0100.  

In general, Schedule B includes exemptions that 

are  optional for local jurisdictions.  
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STEP 6, continued:  

• Enter any excess tax that was
collected, if applicable.

• Once all information has been
entered, click ‘OK’.

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.      

  STEP 7:  Once a site is filed a checkmark will appear in the 

filed column.  

Repeat steps 3-6 for additional sites. 

Once all sites are filed and are showing a checkmark in 

the “Filed” column,  click “Next.” 

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

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. 
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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 

back any service fee amounts above the statutory limit. 

Verify the information in all fields is correct and, if everything looks 

correct, click “Next.”   

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.” 
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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, I, or we, declare that the return is true, 
correct, and complete given all known information.” 

Click “Submit.” 

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

Click “OK.” 

Colorado.gov/Tax 

Additional How-To Resources: 
Colorado.gov/File-Sales-Tax 

YouTube Channel:  corevenueonline 
Supplemental Instructions for Form DR 0100 
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