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To access account information online, a business must be registered in AZTaxes.gov and the business user must
have a Username and Password to access the AZTaxes.gov website.

o Log into AZTaxes.gov

On the AZTaxes.gov home page, click Login on the top of the screen or under “Businesses”.
Next, enter your Username and Password in the Business User Login.

Business User Login

Welcome to AZTaxes

9 Business List and Details

The Business List page is the main page for your account access once you log into AZTaxes.gov.

Click on the business you would like to access and click View. This will grant you access to account inquiry, account
management, online filing, and electronic payments.

Once you are on the Business Details page, click Location Details.
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e Location Details

You will then navigate to the Location Details page, which lists all your current business locations.

Click Account Update.

State of Arizona Department of Revenue
Home @ License Verificatios dividual = @Help - @AZlnks - G Logout %’

Location Details
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o Business Account Update

This will bring you to the Welcome to the Business Account Update page.

Click View/Update Locations.

# Home Q License Verification & Individual - ©Help -~ O AZ Uinks ~ @ Logout
Welcome to the Business Account Update
Taxpayes O EN PrnayAdoress:

You an update certain information about your account(s) and sign electronically using your e-signature pin. Not ail updates are available cline af this tme. I the account updale you need is nol listed below, visit the Trangaction Privieos Tax pags and fil out the paper Business Account Update form
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Please nole: License fees may resull for adding locations andior regions. You will be notifed i any fees are assessed
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6 Business Account Update - Location Detail

This will bring you to the Business Account Update - Location Detail

page. Click Continue.

Business Account Update - Location Detail - In Progress

Account: Bccount ID:
Mailing Address:

One or more location modifications for this account are in progress

= Select Back to return to the previous pags
= Salect Delsts o cancel 28 pending changss:
= Sglect Cormmue to review adit pending changes
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e Business Account Update - Location Detail - Add Location

Once routed to the next screen, click Add a Location.

#Home O licens Airdiidisi-  @Help - OAZUnis-  elogost  GPEOV
Business Account Update - Location Detail
Location List
- Add a Location
Shom [ ] e L
Location Code. “ DBAName Location Address. city State Zip Code. Start Date End Date Status Actions -

Enter your location information and click Verify Location Address.

State of Arizona Department of Revenue
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Add Location

Recout Aezount 10

Whatis the name of your locaton? *

15 is 3 Non-Arizons sddress?

Whatis the date this location began business? *

Whatis yout location sddress?

Address Aot SueOther (1 applicable)

ciy Zip Cote *

What i the phone number for this location?

‘Cancel And Go Back [Ereap—— =
If AZTaxes is unable to validate the address, a message will appear, select if you would like to keep the address as entered
or you may choose to go with the option returned by AZTaxes. Make your selection and click Close.

Address Authentication

‘We were unable to validate the address as entered
Note: P.0. Boxes do not ga through the address validation process. If the address entered is a P.O. Box, select “Keep my original address” and click Close.

Address you entered:
Address:
Apt/Suite/Other:
City:

State:

Zip Code:

Choose one from the options below: *

() Keep my original address

Choose address returned by AZTaxes

o |

Page 3 www.azdor.gov




Arizona Department of Revenue

AZTaxes.gov: Adding a New Location to Your Business Profile

. . January 2022
Transaction Privilege Tax

Once your location address has been verified, you can then click Save and Close.

State of Arizona Department of Revenue

A Home Q License Verification & Individual ~ © Help ~ © AZ Links ~ ® Logout

Add Location

Account: Account ID: License
Mailing Address:

Location Address
+ Enler Location Address Informaion
+ Click on Validate Location Address
+ Afler the address authentcation process, Ciick Save And Continue

Whatis the name of your location? *
15 this & Non-Arizons address?

Whatis the date this location began business? *
Whatis your location address?

Address * AptiSuiteiOther (if applicable)

of Validated -

Zip Code *

Whatis the phone number for this location?

o Region Codes

Next, choose this location's Region Code from the drop down menu. Then, select the location's Business Code which will
generate once you select your region.

Once you have chosen the business code, click Add and your selection will appear in the Selected Region Business Code
section.

If you agree with what is listed in Selected Region Business Code section, click Save and Continue.

If you do not agree, add and remove region/business codes as needed until satisfied.

State of Arizona Department of Revenue

# Home  QLicense Verification & Individual +  @Help~ @ AZLinks ~ # Logout

Add Region Business Code(s)

Account “Account ID: License
Msiling Address

* Select ai Counties/Reservations/Special District andior Cities that this location conducts business
Region code.

Pr— - | -

Available Business code Selected Region Business code.

- -
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G Business Account Update - Location Detail page

This will take you back to the Business Account Update - Location Detail page.

Please note, if you have previously added locations without submitting, the location will show as PENDING, which means
the process was not previously completed and your changes were not successfully saved.

Click Continue.

State of Arizona Department of Revenue

#Home  Q License Verification O AZLinks » @ Logout %

& Individual ~ © Help ~

Business Account Update - Location Detail

Location List
Account: Account ID:
Mailing Address:

As part of location based reporting on your Transaction Privilege tax return, il is important 1o report your tax per localion. Below are Ihe localion(s) on record wilh the depariment and the assigned location Code(s:
* To add a location that is nol listed on the location list. click the “Add a Location” button You can make up 1o 25 updates per transaction New locations may take up to 4 hours o display on the location st

+To add andior remove regionbusiness codes, click on Edit in the Actions column next 1o the desired location

*To close a location. click Cloge in the Actions column next fo the desired location

To undo an update recently made to a location, click Cancel in the Actions column next 10 the desired location
* When all locations have been updated 1o completion, click the "Continue™ button 10 proceed

Show [5_ v | entries

Location Code DBA Name

;
Location Address City State Zip Code Start Date End Date Status Actions
001 Open lose
Pending Hew

Q Fee Summary

This will take you back to the Fee Summary page for you to pay applicable licensing fees for your location(s).

Click Continue.

State of Arizona Department of Revenue

# Home Q License Verification & Individual ~ @ Help ~ © AZ Links ~ ® Logout

Fee Summary

Account:

Account ID: License
Mailing Address:

+ License fess a7 caiculaned by locaton

Total Fees Due:
Location Code

Doing Business As
Pending

Test Location 2

Region Code Region Name

Business Codes

u Fee Amount
2]
Ciies Subtotal

Total faes for all ctes for this location
Stata Caunty Subtota

Grand Total for this location
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Payment Information - Bank Account Update

On this page, enter your banking information. You are required to enter your routing number and account number twice
and check to acknowledge the Automated Clearing House agreement.

Click Continue.

State of Arizona Department of Revenue
#Home  Qlicense Verification & Individual -  @Help~  @AZLinks~ [ Logout ﬁ’v

Payment Information - Business Account Update

Account: Account ID:
Mailing Address:

+ Your total payment amount is

« Enter the Bank Routing Number and Bank Account Number from your check, using the example below s a model

Sfor_Taxes Duoe
©IE3NSEIEA ! IZ3NsET"

Rouling Number  Account Number

Bank Routing Number Bank Routing Number Verify

Bank Account Number Bank Account Number Verify *

Bank Account Type

-‘ If you have an Automated Clearing House (ACH) debit block on your bank account, you must inform your bank of the Arizona Department of Revenue's Company 1D number 10 avoid rejection of your payment. The Department's Company ID number is 4866004791, Due 1o &
National Automated Clearing House Association (NACHA) rule change, the Department may be fined for payments that your bank rejects. Please know you will be charged for payments returmed a3 unauthorized by your bank. By submitting this payment, you acknowleage that you
have authorized the Department of Revenue to debit your account, and you accept responsibility for any resulting fees.

"l this payment originate from a bank account outside the United States banking system?

ves ® no

[ oo | conme D
@ Review and Submit

Next, the Review and Submit page will display. This is where you will enter your E-Signature Pin and finalize adding this
location.

Click Submit.

State of Arizona Department of Revenue

& Individual « @ Help - @ AZ Links = =* Logout " )
Account: Account ID: Licerse

Masling Address:
* The fobow 8 list of Location: ® rawty added wpdMed of closed
* Please chck the Bac 10 L Anges 1o niwly ddded O UDOMBT OF CICed I 0N E.
* To Submat th infoamation that you have enlered provi Signature PIN and cick the Submat bution
Show (5w | entries Filter

Location Code ® DBA Mame Location Address City State Zip Code Status

Berding Hew

Showng 112 1 of 1 eniries

E-Signature PIN o B
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@ Business Account Update Confirmation

Once the business account update has been submitted a Confirmation Page will display. If there are any questions
in regards to this update, please take note of your confirmation number and have this accessible when contacting
the Arizona Department of Revenue.

Please allow 4 hours to process the update.
What should you expect?

Your business will display with the changes that you have submitted. If you have added a location, it will be
assigned a location code.

State of Arizona Deparitment of Revenue
fHome  QLlicense Verification  dindividual » @Help~ @AZLinks» & Logout ‘%/

Business Account Update Confirmation

Account: Account 10; License
Mailing Address:

Your Business Account Update(s) has been submitied to the Arzona Department of Revenue.

Your Business Account Update Confirmaton number(s) are:

Your Payment confrmation number i
Picass have this number f contacting the Arizona Department of Revenue about these ransacions

Bayment Amount is

Allow 4 hours 10 Process your update.

What should | expect? Your business will display with the changes thal you have submilied. If you have added a location. il will be
assigned a lecaton code

What if | need to make more changes? If you need lo maks mare changes. clhick Busingss Sccounl Usdate

What if | have questions? Should you have questions. please Conlaci Us

Tell us whal you (hink! In an £R0M |0 MaXimize yoUT AZTaves expenence. ADOR would ke 10 Near your comments. feedoack, and supgeshons. Pleass chck here to complete 3 shor survey
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