Harris County Hotel Occupancy Tax Online Filing Portal Procedures

When you click on the red Log-In button, the screen below displays.

1. Enterthe login information that was sent to you and then click the blue Login button.

q Hotel/Motel Occupancy Tax System

l I Thursday, November 03, 2016 11:50 AM

PO County [

User Name:

Password:

Remember Me LOgiFI

Eorgot My Password
Please choose a Tax Office

If you are a new user or you forgot your user name, please contact your Tax Office

Your hotel information will display in the Select Hotel screen shown below. If you submitted the
Appointment of Agent form, multiple hotels will be listed on this screen.

GRS PWI (6]  Select Filing Period |@ File Report | () Filing Completed |@ Payment Process

Enter The Search Criteria
Hotel Id Hotel Name Hotel Address Contact Name

I b b
e

+ Hotel ID = Hotel Name ¥ Hotel Address + Contact Name

o 10100095041 321 SMITH 5T
. 10100095044 RELAX N 5TAY 1 125 FANNIN 5T JOHN Q PUBLIC

Revised: June 2016



2. Inthe Enter The Search Criteria section, narrow your search by entering all or part of the Hotel ID, Hotel

Name, Hotel Address, or Contact Name, then click Search. A list of hotels matching those criteria
displays.

FERSSMSE (3]  Select Filing Period |@ ﬁlenepm|® Filing Completed |@ P ——

Enter The Search Criteria
Hotel Id Hotel Name | Hotel Address

Contact Name
relax

oo J e

+ Contact Name
RELAX N STAY 1

JOHN Q PUBLIC

3. Select the desired hotel from the resulting list, then click Next. The Select Filing Period screen will appear,

as shown below. All filing years will be included, but you can narrow the displayed list by selecting a
specific year from the drop-down menu.

T 0 e TR T MO r—

A4

Hotel ID: 10100095044 CAD Mo ruall
RELAX M S5TAY 1

125 FANNIN 5T

HOUSTON, TX 77010

{Report by Filing Period |

Yeur Peried DueDate  FileDute ToulRoom  Total Taxable Hotal Tax Due A7Lm Ihm\ /Md \
Receipts Receipts  (Including Pemalties) Dhae

wie Qi 043206 5000 %000 0,00 0,00 + w

2016 Lo 1 r 073106 S .00 SO0 L] w w

mE Q3 10031/ 2016 S0 0,00 £0.00 100 W w

20046 0133007 - -

Hotel Totals 50,00 50,00 sajo 50.00
I
/
/

To display quarters that have both been filed and paid, check the Show All checkbox above the list.

Note: A green checkmark indicates the report has been filed/paid. Reports that have not been filed/paid
are marked with a red circle with a white “X”.

Select the desired report period from the list and then click Next.



6. The File Report screen will appear. Enter the amounts for Total Room Receipts and Exemptions.

" [ SelectHotel |@) Select Filinfs Period (+¥) Filing Completed |@ Payment Process ’—

Hotel ID: 10100095044 CAD No: null Year: | 2016 Period: | Q04 Ending:| 12/31/2016
RELAX NSTAY 1
125 FANNIN ST Diie Date: 01/31/2017

HOUSTON, TX 77010

Enter total Room Receipts and Exemptions {71'1’91"10[1 Ending 12/31/2016 Available Credit: 0.0
Total Room Receipts | 1.000.00 | : Total Taxable Receipts | 980.00
— Exemptions [ 20.00 x Tax Rate [ 40%
= Total Taxable Receipts [ 980.000 = Total Hotel Tax [ 39.20

- Discount [ 035

ST B R @ Calculate Amount Due i i | —
N

= Hotel Tax Due | 38.81

+ 30 Day Late Penalty | 0.00

+ 60 Day Late Penalty | 0.00

+ Interest [ 0.00

[Total Due and Payable 38.81

I declare that th¢ information contained in this document
and attachmentd are true and correct to the best of my
knowledge and pelief.

*** Once you click submit, your repott will be filed and you cannot change your report filing online.

7. To display the total amount, click on Calculate Amount Due. The Total Due and Payable box will show the
calculation of all taxes and fees.

8. When ready to file your report, click to check the box under the Total Due and Payable to declare that all
of the information is true and correct to the best of your knowledge.

9. Then, click Submit.

10. When the message box below displays, verify all the information on the screen is correct, then click OK.

Message from webpage @

S
|

e 4

‘-.I Once the submit button is clicked, no more changes can be made.

QF or Cancel,

Ok | I Cancel




11. The Filing Completed screen will appear. Click on the Print Filed Report link on right side of screen.

Filing Confirmatipn No: 26957

(#¥)  Select Hotel | () Select Filing Period | (¥) File Report
Hotel ID: 10100095044 CAD No: null Year:| 2016 Period: | Q04 Ending: | 12/31/2016
RELAX N STAY 1
125 FANNIN 5T Dhag Date: U1Jf31f201?
HOUSTON, TX 77010 Datg Filed: 1140372016

Total Room Receipts | $1.000.00
— Exemptions | $20.00
Total Taxable Receipts | $980.00
x Tax Rate ] 40
= Total Hotel Tax | $39.20
- Discount | $0.39
- Credit Applied I $0.00 A4
= Total Hotel Tax Due | $38.81 e o
+30 Day Late Penalty | $0.00
+60 Day Late Penalty | $0.00
+ Interest | $0.00
I‘[Dt,ﬂ_[ Due and Payable | 3581 I -- Total Due does not reflect Pending Payments

Report has been filed successtully. Print filed report and continue with payment.

Select Another Hotel

Pay Balance |

12. Once the report generates, the pop-up window below displays. Click on the link in the pop-up window to

view/the report and save a copy for your records.

pd

Filed Report *

Report was successfully created. Click on the link belovr to djsplay your report.

! hwebtemp/filing-report

13.. Once you have saved your report, click Pay Balance.

14. The Payment Processing screen will appear. Here, you may select to pay all or part of the balance due. You

may also either pay online or print the statement and mail it with your payment.

In the Pay Full column, a check will be placed in the checkbox next to ALL quarters that show an amount
due and the total amount due will display to the right. Click the checkbox to deselect any quarters you do

not wish to pay currently.



15. To make a partial payment on a quarter, click to uncheck the Pay Full box and enter a dollar amount in the
Pay Partial box to the right.

(%)  Select Hotel |@) Select Filing Period |@3_| File Report |@) Filing Completed  [W0.51)

Hotel ID: 10100095044 CAD No: null Total Balance Due | $38.81 s Ofl ]1;93;2[|15|
RELAX NSTAY 1

125 FANNIN 5T

HOUSTON, TX 77010 Enter the mg | $38.81]

Instructions: tyou wish to pay an amount less than fhe amount flue for a

period, de-select the "pay check box and enter the amount ypu wish
fo pay.
After the payfnent amount(s) are enfered, you ma{ dither pay onfine OR
print out and jmail in the form along with :
Balance & Payment Information A4 v
Year Period DueDate  File Date Total Room Total Taxable Hotal Tax Due Amount |Pay Pay Partial
Receipts Receipts (Including Penalties) Due | Full
2016 Qo4 01/31/2017  11/03/2016 $1,000.00 $980.00 $38.81 $38.81 $38.81
Hotel Totals £1,000.00 $980.00 $38.81 $38.81 $38.81
Print Payment Form Pay Online

16. Once you have entered all the quarters and amounts you want to pay, enter the total in the Enter the
Payment Amount box at the top of the screen.

Note: The amount entered in the Enter the Payment Amount box MUST match the total amount listed
below the Pay Partial boxes to proceed.

17. If you plan to send your payment by mail, click on Print Payment Form to generate a copy of your report.
Click the link shown in step 10 to print the report. You MUST submit the Balance Due form with
payment.

18. If you wish to send your payment electronically with your report, click Pay Online.

19. When the Verify the Payment Information screen displays, verify the information, then click Continue.

Verifv the Payment Information

Payment Bef #  |H{00000000217

Hotel ID / Name (101000395044 - RELAX N STAY 1

Payment Amount %33 31

o= =




20. When the disclaimer screen below appears, click Accept & Continue.

Important Information

e-Check - There are no additional charges for use of e-Checks,
$1.00 minimum per transaction. Checking accounts only.

Card - Credit/Debit card payment will be assessed a separate,
non-refundable convenience fee. This convenience fee is a
service charge assessed by the third-party banks and service
ptf_'(ﬁ)ﬂviders, not the Harris County Tax Assessor Collector's
office.

Please note there is a convenience fee of 2.15% to be added to
%, the Payment Amount for the use of a credit card or certain Visa

“ debit card. The Visa consumer debit card charges a flat fee of
$3.95. The exact convenience fee amount to be charged is
determined solely by the credit card companies.

Posting Details - On-line payment transactions must be
completed by 11:59 PM Central Standard Time on or before the
due date in order to avoid additional collection penalties and
all interest charges.

Please review and verify the account/payment information.

You will not be able to make any changes once you proceed
to the next step to complete the transaction.

Accept & Continue

21. When the warning box below displays, click on Accept & Continue.

A Warning: You are now exiting the Harris County Hotel / Motel website.
\ Click "Cancel” to return or "Accept & Continue” to continue.
=

,_____S_:__'f:_l_{]_ggi___: Accept & Continue

22. The screen below displays your Reference Number, Name and Amount of the payment. Follow the onscreen
instructions to select a method of payment, submit payment directly to the bank and receive a receipt.

HOTEL / MOTEL TAX

Account Summary

[Pleass revipw and ver
lick here 1o coge thi

the sccount information and payment amount. If voa need o modify the account or payment amount,
ot and make the changes on the HotelMotel tax website.

Beference Number
Mane an Acdaunt

Payment Amount

Select Payment Method

(Plexse review the "“Tmportant Information” section below before continulng. Select the payment preference.
Pay by eCheck | | Pay by Vias Dokt Card | | Pay by Credt Card |

Important Information

= eCheek
There is no additional charge for the use of eChecks, §1.00 minimum per transaction.

= Credit [ Debit Card
Please note thers i & service fon of 2.55% for the use of & credit card and centain Visa debiz cards with & minimum service
fee of $1.00. Visa consumer debit card users will be charged a flat fee of $5.95. The exact service fee amount is determined
sclely by the coedit card companies.
The service foe for use of the credit/debit casd will be assossed a1 2 sepasate charge by the third-party bask and/or your
service provider, notthe Harrls County Tax Asssssor-Collectoa’s Offtee. The servioe fee I5 non-refundable. In the event that
banks, cvedit card company, or any related service-providers decline this transacticn, the service fee will not be refunded.

Kance! snd Beturs to Harrds County Websi

23. Once you have completed your payment transaction, click on the link shown below to print your
Transaction Receipt. Then, click on the Tax Office arrow to return to the Hotel Motel main screen.

‘ Click to Print Transaction Receipt

Tax Ommce




