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City of Colorado Springs
Sales Tax Online Portal
New User & Business Registration Instructions

These instructions are for businesses that have not logged into the online portal nor have an account with The City of Colorado Springs Sales Tax
Office. This document is to help alleviate some of the confusion when logging into the system for the first time and filing the business registration.
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Logging in New User
Any person or business needing to file for an application in the online portal must register their email address; this is a new user registration. The
website for the online portal is https://coloradosprings.munirevs.com, or you can scan the QR code above.

1. | Click the Register Here hyperlink. Anyone who needs access to an Login
account must register, as the system allows multiple users to
access an account. Emal Address:

Password:

Forgot your password?

New user? Register here!

If you need assistance, see the FAQ.

2.  This email address must be verified. An email will be sent to the
address entered to authenticate; click continue. If using a general
email for your business, ensure that someone monitors for the
verification email.

Email Address

Email Address (Required)

enter your email address| |

Subject: Verify your Email Address
To: 2

@email com>

3. | Click the link to verify your email address. If this is not completed,
your email address is not registered, and you cannot log into the
online portal. If this step is missed, you must register as a new /\

user.
é) LORADQ
S PRI N G S Click Link, to verify your email address

Thank you for registering. Please follow this link to complete the registration process and

nail orMentact s for

If you experience issues, you may generate a ne
assistance.

4. | Thelink provided will reroute you to the online portal. You must
complete this section; if you don't, your email address is not Set Your Password
registered. This is the user profile. It identifies to our office who is
in the system and connected to which accounts.

User Profile

This information s o cofim trat the business icensee i suthorzng e elow inchidusl o have sccess f heirIUNIRevs accourt

Firstame: Aadress -

First Name Your Address or company address|

Lastlame

Last Name cy

Telephone * City

Your Telephone St

Country*

Unlted States v PostalCove*
Zip Code


https://coloradosprings.munirevs.com/
http:https://coloradosprings.munirevs.com

Apply for An Account (License or Certificate)

1. | The system will lead you to a series of questions; you can create a (01) cetsnes
new account by selecting the third option: | have a new business, )
an additional location, or | am moving and must apply for a license.

Please choose one of the options below to get started

1'l be using a GovOs Activation Code to locatelconnect my account
If you received an activation code in the mail from the jurisdiction, you can use that code along with your account number ta
ereate the connector. Don't worry if you didn't get an activation cade, choose one of the other options below

You must apply for each site if you have multiple locations.

Help me find and historic

Using information related to your account, we can perform lookups to help validate and connect you to your account If we're
unable to locate your account, we'll provide additional options.
Senvice providers cannot use this option to locate their account. You must use the option above

° | have a new business, an additional location, or am moving and need to apply for a license
Please do not choose this option if you want to keep your existing license as it will create a new business and related tax

forms for you to manage. If you are having difficulty connecting to an existing business, please choose from one of the other
account/business look-up options

2. | Complete the Business Registration, then click Confirm address.

Connector Setup

Business Registration
Please enter the physical address of your business. Both the Physical Address and Zip Code are required to

search. If you know the information, please include the street direction (East = E) and the street suffix (Avenue =
Ave)

If your search criteria returns more than 25 results, you will be prompted to add more detail to your search. If the
search resuilt returns 0 resuits, you will be prompted to select an Address Not Found or Outside Gity Limits option.

Once you have entered the applicable information, press Continue. You will be prompted to complete any required
fields you missed and select the Gorrect physical address. Once you select your physical address, you can proceed
through the new business application.

Full Legal Name of Business

Entity
Physical Address Physical Address Suite, Unit, Floor etc.
30 S Nevada Ave

n (East = E) and suffix (Avenue = Ave)  (Numbers or Letters only)

City State Zip
Colorado Springs Colorado v 80803
Business Type Your Role
STORE FRONT ~v Representative v

Confirm Address

3. | Select the address in the Business Address Verification, then click Business Address Verification

OK. Note that this is the city's address. Use your address for the

bUSi ness registration. Please select the correct address from the list below and then click on OK:
v  Address Unit Postal Code
® 30 S NEVADA AVE 80903
C 306 S NEVADA AVE 80903
e 304 S NEVADA AVE 80903
Showing 1 to 3 of 3 entries Previous |T‘ Next
OK
4. | If the address is found, the system will prompt you with a greenish '@ vour O ———— Py
message that your address has been verified. Click Submit button below, or click here to reset the lookup and locate a different address.
Registration.

5 Click the Blue OK button to continue the business registration.
. Business Registration

A basic business registration is being processed. We are routing you to the full registration form now.

Please be patient.
Cancel n

6. Complete the New Business Registration and pay close attention to CITY OF COLORADO SPRINGS
the fields marked in a red (*) asterisk; these are mandatory fields. NEW Business Registration 23 USE

Entity
Period: 01/01/
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SPRINGS

City of Colorado Springs
New Application 2023

- Businesses with multiple store locations inside this City will apply per location.

- Businesses with locations outside the City making deliveries into Colorado Springs w
- Mobile Vendors with a single business address only need to apply for one license.

A. TYPE OF APPLICATON - read the brief description under each account type.



The New Business Registration is the Application.
Sales Tax License and Use Tax Account Holders must submit this document solely for account acquisition.

Special Event Licensing and Exemption Certificates consist of the application and additional information pertinent to the account type.
Upon approval, a notification email will be dispatched to the registered email address.

Incomplete submissions will be deemed null and void. All requests will be processed within 12-48 business hours.

Trouble Shoot the Business Address Verification

If the business address verification does not automatically
appear, choose "Address Not Found" for businesses in Colorado
Springs or "Outside City Limits" for companies outside Colorado
Springs. Click OK.

You will receive a confirmation that your address is unverified
but has been accepted; click the orange submit registration
button. Our office staff will review unverified addresses and can
fix them internally.

Click ok.

Complete the application, and pay close attention to the fields
marked in a red (*) asterisk; these are mandatory fields.

Business Address Verification

Please select the correct address from the list below and then click on OK:

v Address Unit Postal Code

No matching addresses available

Showing 0 to 0 of 0 entries Previous Next

No direct address matches were found. We encourage you to refine your search and get a
match if you can. If the address you provided is typically difficult to verify you may opt to
mark it as Address Not Found, or if the address is outside city limits, please choose
Outside City Limits from the two alternate options below:

Address Not Found Outside City Limits

If the address does [hotgxist in the below list for selectiga’plese contact the City's Sales
Tax office at 719-385-590%gr email SalesTaxg

OK

(v R e ted. Complete your by clicking on Submit Registration button
below, or click here to reset the lookup and locate and/or set a different address.

Business Regqistration

A basic business regisfration is being processed. We are routing you to the full registration form now.

Please be patient.
Cancel n

CITY OF COLORADO SPRINGS

NEW Business Registration 23 USE

Entity
Period: 01/01/
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City of Colorado Springs
New Application 2023

- Businesses with multiple store locations inside this City will apply per location.

- Businesses with locations outside the City making deliveries into Colorado Springs w
- Mobile Vendors with a single business address only need to apply for one license.

A. TYPE OF APPLICATON - read the brief description under each account type.
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