Loudoun County Commissioner of the Revenue
Efile Instructions
www.loudoun.gov/efile
Step By Step Business Registration Instructions
(Step by step instructions for first time business registration)

Important tips:
You will always know that you have completely filled out the information on the entire page when a blue button

appears at the bottom of the screen directing you to _ to the next page or kit to

complete your filing. If you do not see the blue button, then information is missing or has been entered
incorrectly.

COCEREER O FEIN does not match.

ey

Red boxes will appear over an area with further instruction if there is an error.
The online system does not allow dashes in tax ID numbers or phone numbers.

The online system requires any dollar amount to be reported in a decimal format with dollars and cents. For
example: 25.00 is correct but 25 will not be accepted.

™=
u GOVERNMENT SERVICES BUSINESS ABOUT LOUDOUN VISITORS

Test - Commissioner of the Revenue Online Services

The first page of efile will contain a legal Lo0a Discaimar
disclaimer that must be accepted. After To access this site, please acknowledge the followi

d H d f . While using this site, you are responsible for the protection of your own computer against “Spyware” programs which could compromise information entered on
reading and if you agree: R e e s

‘on the Intemet, but not from the Loudoun County websie.

ﬁ \r"es | acce pt The Lougoun Couty Commissioner of the Revenue's Ofice makes every eflortto ensure the most cuTent and accurate bUsiness tax information possidle. No
H warranties, expressed of Impled, are provided for the data heremn, for s use, or s Interpretation. Neither Loudoun County nor the Commissioner of the
Choose v e i sy By oo W s it o i G
The Commissioner of the Revenue's Office offers convenient and secure online tax filing options for business tax Businesses registered online may not be
reflected in other online services for up 10 2 business days.

Loudoun County assumes no responsibily for incarrect information entered by taxpayers. Taxpayers are responsible for ensuring that tax declarations are filed
in sufficient time 1o meet required deadiines. Taxpayers are responsible for printing and retaining the confirmation for any transaction. The time and date of
transactions as Indicated on the confimation wil be the effective dafe the declaration s fled. Fasure of a taxpayer 1o understand any Information provided
herein will not constitute grounds for waiver of any penalties or interest due 1o filing a declaration after the designated deadiine

Under § 58 1-11 of the Code of Virginia, any person who wilfully Submis a fefum which he does not belleve to be true and correct shall be guilty of a Class 1
misdemeanor.

Commissioner of the Revenue
Monday — Friday 6:30 am. 10 5:00 p.m.
703-777-0260

& Yes, | accept % No, | do not accept

HERE TRADITION MEETS INNOVATION

Looudoun Coitdity

@ GOVERNMENT SERVICES BUSINESS ABOUT LOUDOUN VISITORS

You will arrive at the Welcome Page_ Test - Commissioner of the Revenue Online Services

New Account Registration Welcome to the Loudoun County C issi of the R 's Online Filing Page.

Choose Please select one of the options below to get started.

Existing Account Login Leased Vehicles New Account Registration

If you do not know your active account number(s), you may locate this information by viewing your Property Tax Payment History here.
If you are experiencing trouble logging into your account, please contact the Commissioner of the Revenue's Office.

Monday — Friday 8:30 a.m. to 5:00 p.m.



http://www.loudoun.gov/efile

You will arrive at the New
Accounts Page.

&= Start Registering a New
Busine
Choose usiness

Choose a business type. |

Enter your information as prompted.

Do not include dashes.

Sole Proprietorships and Single Member
LLC’s will enter the owner’s Social
Security Number.

All other businesses will enter a Federal
Employer Identification Number (FEIN).
If the system states that you already
have an account, it may be that you
have a vehicle registered under your tax
identifier (FEIN or SSN). In this case, log
into your vehicle account and select,
“‘Register New Business” on the first
page that appears.

If you typed a wrong number, the system
will ask you to re-enter the numbers.

Test - Commissioner of the Revenue Online Services

New Accounts

Please select the type of Account you wish 10 Creste:

= Start Registering a New
Business
& Start Regrstering 3
Vehicke

Please select one of these options if you 60 not have an existing
Loadoun County Tax Account

f you do not know your active account number(s). you may locate this informabion by viewing your Property Tax Payment History hers

1 you are experiencing trouble ogging into your account, please Contact the Commissioner of the Revenve’s Office.

rrrrrr

-
€) / covernment  senvices  susiness | aBoUT LouDOUN  VisiTON

Test - Commissioner of the Revenue Online Services

Business Type

Select one of the options below o

Sole Proprietor
e

Single Member LLC
Partnership

Trade Association
Business Trust
Corporation

Public Service Corporation
Charitabie Organization

* Reaured Fakt

Lowdonrn Cﬂé&/ﬁfy

WHERE TRADITION MEETS INNOVATION

GOVERNMENT

SERVICES BUSINESS

Test - Commissioner of the Revenue Online Services

(2’ Owner Information LLC Registration

Enter your FEIN to continue. Do not include dashes.” 0
@

Confirm FEIN *

@ | v Verify




GOVERNMENT

Test - Commissioner of the Revenue Online Services

Enter contact information. (3 Onr tormation L Regisvation
Boxes with an asterisk (*) require an entry.

Business Name * Trading Name
Telepnone - cs

Fax Emai
Contirm Email* Wb Address.

International Telephone
Share Contact into (Business Ony)? )

9 Mailing Address

Mailing Address Line 1° Mailing Address Line 2
city* state® Zip Code® Zip Code Ext.
4 Bac

Test - Commissioner of the Revenue Online Services

[# Owner Information LLC Registration
Business Nanme Trading Mame
Knowledge Know

cell

Finish fiIIini out your information and click .
to submit your information. —— e

Internanional Telephane
‘Shars Contact Info (Business Only)? [i ]

9 Mailing Address

Mailing Address Line 1° Mailing Address Line 2

1641 RIagetop Cicle s
city” state* 2ip Code® 2ip Code Ext.
Stering “ .

o1 INe revenue unine >ervices

The screen will confirm that you have
successfully created an account. count Registration
At this point, an account number is
generated and emailed to the email
address you entered during registration.

Y o/ Customer was successfully created. Email sent.

slease enter the following login credentials to centinue the new account number registration.

jarman@loudoun.gov

—
To continue the account registration, enter @/ covemnment | seavices | susiness | asour coupoun | wisiTors
the information that you used to create the
account. If the entered information does

not match your original entries, you will get Continue New Account Registration
an error message like the one below.

Continue New Account Registration The customer information has been submitted and your new account number has een emailed to the following email adaress: malia.garman@loudoun.gov

W The credentials entered coukd not be validated. ol

T 33 AL 1 e BCECO e TRGREIRG Zip Code

Test - Commissioner of the Revenue Online Services

Upon receipt of the email, please enter the following login credentials to confinue the new account number registration.

- 20166
Account #
accoums

575069
Fedeai 01 358
Federal ID or SSN

Once the CorreCt informatlon IS entered, = Re-Enter Email Address ® Cancel Registration

CIle + Continue Account Registration oot Fint




You will arrive at the Account Billable Items
page.

== Apply for
New Business

CI|Ck License

Fill out the information for your business.
If you have registered a specific trading
name (DBA-Doing Business As) with the
Clerk of the Court, then enter that name.
If you will be operating under the Account
name, you may enter that name for the
Business License Trading Name.

For the business location, enter the first 5
characters of your address and a list of
address options will appear. Select your
address when it appears and click

Continue >
If your address does not appear, you will be

given the option to manually enter your
information.

To choose your business activity, click on
the small arrow at the right side of the box
and a drop down list will appear with a
variety of business activities. Scroll through
the list to find the description that best
matches your business.

Once you locate your activity, click on the

description to highlight it and click
|

Check out the Business Tax tab on the
Loudoun County website for information on
business activities and corresponding tax
rates.
https://www.loudoun.gov/1570/Business-
Tax-Rates

Looudown Coiijity

WHERE TRADITION MEETS INNOVATION

45
GOVERNMENT SERVICES BUSINESS

Test - Commissioner of the Revenue Online Services

i Account Billable ltems

ABOUT LOUDOUN VISITORS

Account No.: 575062
Account Name: Knowledge LLC

Account Mailing Address: 21641 RIDGETOP CIR STE 3 Sterling VA 20166-
0000

& Account & Register a = Apply for
Management Vehicle New Business
License

Logout

WHERE TRADITION MEETS INNOVATION /

£
GOVERNMENT  SERVICES

Test - Commissioner of the Revenue Online Services

& Business Registration

Action Required

BUSINESS

.
’?.,,pwéf:/; o

ABOUT LOUDOUN

Account #: 575069
Account Name: Knowledge LLC

Account Mailing Address: 21641 RIDGETOP CIR STE 3 Sterling VA 20166-0000

¢ Business Name/Location

Business License Trading Name * 0

Knowledge Cove

Business Location *
Enter the First 5 Characters of Your Physical Location to 0
Select from a List of Available Addresses.

20280
am Street NE, Suite 100,
20280 CAYUGA CT ai and then click on the
20280 CENTER BROOK SQ
20280 EXCHANGE ST
20280 GILESWOOD FARM LN

20280 GREGGSVILLE RD € Back

Lowndous C'amfy

WHERE TRADITION MEETS INNOVATION

@ GOVERNMENT SERVICES BUSINESS

Test - Commissioner of the Revenue Online Services

= Business Registration

ABOUT LOUDOUN

VISITORS

Account #: 575069
Account Name: Knowledge LLC
Account Mailing Address: 21641 RIDGETOP CIR STE 3 Sterling VA 20166-0000

& Business Activities

Select Business Activity



https://www.loudoun.gov/1570/Business-Tax-Rates
https://www.loudoun.gov/1570/Business-Tax-Rates

=
w GOVERNMENT SERVICES BUSINESS ABOUT LOUDOUN VISITORS

Test - Commissioner of the Revenue Online Services

= Business Registration

Account # 575069
Account Name: Knowledge LLC
Account Mailing Address: 21641 RIDGETOP CIR STE 3 Sterling VA 20166-0000

£ Business Activities

Select Business Activity Enter a detalled

Enter the Orlglnal Stal"[ Educational Services (including schoolsicolleges) business ¢ ¥ deSCFIptlon Of

date for your business. |mp ... yo'l[J.r_?usmess
activity.

Business Activity Description*

Enter the date the
business opened in

1172912018 Online gfig education _
ra .
. Continue >
Click -

Loudoun County.

Required Field

Loondows Coidity

HERE TRADITION MEETS INNOVATION

The business items have now been
created and you will be directed to the
Account B|”ab|e |temS page Where you Test - Commissioner of the Revenue Online Services
will file your returns as well as update
any information.

@ GOVERNMENT SERVICES BUSINESS ABOUT LOUDOUN VISITORS

&= Account Billable Items

Account No.: 575089
Account Name: Knowiedge LLC

Account Mailing Address: 21841 RIDGETOP CIR STE 3 Stering VA 20168-
0000

Actlon

& Account & Register a = Apply for = Close
RHI ulrad? Management ‘Vehicle New Business Business
License Location

x Filter By

Filing

Rsguisd

Rows with — alert you to required [ ]
filings. Click on the drop down arrow in

Action Required v

- Licenss Icenss Tax Tax Code Action
t e ac“ons column Bhysisal Location Adaress Openea  Closea  Description Actions
. Numbse cods  Descripton Requirsa?
stzas age 10t SusinessSenics 20230 CASCADESPKWYSTERUNG 11292018 susnese x =
20165 836 VA Lcenss
Actlons
A\

Logout

Click on the Actions drop down arrow to see what
actions are available. Choose File/View.

= Business License

The item information will open. The
Status column will reflect the current

Location: 20280 CASCADES PKWY STERLING 20165 6486 VA US

StatUS Of the item. Tax Code: 104 Business Service

Click View Filing

Filter by Tax Year Filter by Filing Status

2018 v All v

1212018 120212018 £0.00 |w Unfiled and Can Be Filed View ang

Logout Return To Billable ltems



The item filing area will open. Fill in all the
required information and check the box
certifying that all your information is true and
correct.

Important TIPS
A red box will appear around any information
that is not entered correctly or is incomplete.

All numeric entries require a decimal point.
Example:

Correct:  73000.00

Incorrect: 73000

- .
Filing Date Estimated Gross Receipts * Pleasa

117282018 Receipt

Phone number should only include digits.
Do not include dashes.

Example:

Correct: 7032418989

Incorrect: 703-241-8989

rfiling a false refurn is a Class 1 Misdemeanar.

Phone Number of Submitter - *

7i03-241-2084

If you would like to attach a document to your

+ Add 3 File

filing, click and the folders from
your computer will appear and you may
choose the file you would like to attach.

Be sure you have entered the email correctly
in both boxes.

nail of Submitter - *

ducator@gmai.com

Once all information is entered correctly, the

button will appear at the bottom

of the screen. If it does not appear, then some
entry needs to be corrected. Look over the
page for the red boxes alerting you to errors.

+ Add a File

# | certify that the information on this 2018 declaration is true and correct =

By typing my name in the bax below, | willfully declare that the infarmation provided is true, correct and complete,and | am
authorized to file this form, and | understand that the penalty for filing a false return is a Class 1 Misdemeanor.

Mame of Submitter : * Phone Number of Submitter : *
Educater 7032418839

Email of Submitter - * Confirm Email - *

educator@gmail com educstor@gmail com

Comment:

P

Once the information is submitted it cannot be changed. Request changes by contacting the Commissioner of the Revenue’s
Office by email for Business Information at btcori@loudoun. gov and Viehicle Information at ppdeon@loudoun.gov or by phone
at 703-T77-0260.

* Fiequired Flzkd

Logout Return To Billable tems Return To Installments

Office by email for Business Information at bicori@loudoun. gov and Vehicle Information at ppdct
st 703-777-0260.

O

Faquied Fie

After you have submitted your information, the circle
icon will appear as the system is processing your
filing. Once the account is created successfully, you
will be re-directed to the Treasurer’s portal if an
invoice has been generated by your filing or you will
return to the Billable Items page to continue with other
required filings. Log out of your account when you
have completed all the necessary required actions.

Congratulations! You have
successfully registered your business

with Loudoun County!
In the future, you will access your account at:
www.loudoun.gov/efile and enter your new six digit
business account number, your employer tax ID# and
the zip code of your mailing address. If you need to
locate your account number, you may visit the
Treasurer’s portal at www.loudounportal.com/taxes
and enter your employer ID# and zip code.

Please note that depending on the nature of your
business activity, you may be required to carry
permits and/or have inspections performed before you
may open your business to the public. For more
information on starting a business, go to:
https://www.loudoun.gov/1583/Starting-a-Business-in-
Loudoun-County



http://www.loudoun.gov/efile
http://www.loudounportal.com/taxes
https://www.loudoun.gov/1583/Starting-a-Business-in-Loudoun-County
https://www.loudoun.gov/1583/Starting-a-Business-in-Loudoun-County

