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The online system can be accessed by using the following link found on our Sales Tax homepage.  Please 
see the homepage address and screenshot below.  Please bookmark our online system for ease of access 
in the future.  
 
 
http://www.fcgov.com/salestax/ 
Click on “Sign in to the Sales Tax System” 
 

 
 
 
 
 
 
 
 

Financial Services 
Sales Tax Division 
215 North Mason Street, 2nd Floor 
P.O. Box 580 
Fort Collins, CO 80522 
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970.221.6782 - fax 
fcgov.com/salestax 
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ACCESSING THE SYSTEM 
 
Enter User Name and Password if you already have account and go to page 3 of this document.  If you do not have 
an on-line account select “First-time user?  Register here” 
 

 



 
FIRST TIME USER 
1. Set up User Name, Password, and E-mail address.   

If you have a City of Fort Collins sales tax license, select “Use Sales Tax Acct. Number and Last Payment Amt”, 
If you do not have an account number, select “I don’t have a Sales Tax Number”. 
Select Next. 

 
 
2. If you already have a sales tax license then you’ll be prompted to enter your Sales Tax Account/License 

Number and the last amount paid to the City of Fort Collins.   
 
If a zero return was filed or this is the first return filed, enter “0”.  Click “Search by Account”. 

 



 
3. If the account is correct, select “Create Profile”. 

 
 
4. Home page will open. 
 



 
APPLY FOR A LICENSE 
1. Select “Apply for a license”.   

 

 
 
2. Select the type of license you want to apply for.   

The following licenses can be applied for using our online system:  Sales Tax/Business, Lodging Tax, Outdoor 
Vendor, Short Term Rental, Solicitor Permit, and Tax Exempt Organization.  
 

3. Once you’ve selected the correct type of license to apply for you will then complete the application fields.  
The system will prompt for required fields and will allow you to review the information before submitting 
the application.   

 
4. FAQ’s Regarding License Applications: 

 
a. Sales Tax/Business 

i. Filing Frequency: 

 
 
 
 
 
 
 
 
 
 
 



 
 
 
FILE A RETURN 
2. Select “File a Return”.   
 

 
 
3. Verify the appropriate year has been selected.   

Click “Select” on the left. 

 

 



 
 
4. Select the period you are filing for.   

Enter the information the same as on the paper return.  
If filing a zero return check the box next to “Zero filer”. 

 

  
 

Check this box if filing 
a Zero Return 



 
5. Scroll to the bottom and select “Calculate/Continue” 

 
 
6. The system will then calculate the amount of sales and use tax due based on the amounts you have 

entered. 

 



 
7. Scroll to the bottom.  

If you have any documents to attach (i.e. schedule for items subject to use tax, you can attach them here).   
Click the box next to “I hereby….” and select “Process”.  
You will receive an email stating the City has received an on-line filing. 

 
 
8. Select “Pay Now” 

 
 



 
9. Select “Next Step” 

 
 
10. Select “Next Step” again 

 
 
11. Select “Next Step” – do NOT enter “new Payer” information, let it default to “Web User”. 

 



 
12. The license number and email associated with the online account will be pre-filled on the first screen so you 

will just need to select “Continue”. 
 

 
 
 



 
13. The First Name, Last Name, Daytime Phone Number and Zip Code are required fields in the top section. 

The fields in the payment method section are all required.  
Check the box next to “I authorize ACH direct deposit debit payment (ACH Debit)” and select Continue. 

 
 
 



 
14.  If you want Paymentus to save the account information, you can check the box and the next time you pay 

the account will be available as a payment method. 

 
15. The next screen lists the payment information. You will also receive an email from Bill@Paymentus.com. If 

you select “Back to home” it will take you back to the City of Fort Collins login screen.  

 
 

mailto:Bill@Paymentus.com


16. If you checked the “Use this payment method for future payments” it will be listed as a payment method 
the next time you make a payment. 
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