Loudoun County Commissioner of the Revenue
Efile Instructions
www.loudoun.gov/efile
Step By Step Business Renewal Instructions
(For businesses that have already registered in our system)

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.

. ¢ ]
Red boxes will appear over an area with further instruction if there is an error. o

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.
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reading and if you agree: e :

nakes every £ 10 ensure e most curent and accurate busIness tax information possivle No
use. or s intespretation. Neither Loudoun Courty nor rof

iy Yes | accept
Choose : >

Ing that tax deciarations are fled
prinsng and retaining for any transaction. The tme and date of
te the declaration i fled. Fafusre of a taxpayer 1o understand any Information provided

102 10 fling 3 deciaration afler he Cesignated deadine

WHERE TRADITION MEETS INNOVATION

[ = -
N/

Py
w GOVERNMENT SERVICES BUSINESS ABOUT LOUDOUN VISITORS

Test - Commissioner of the Revenue Online Services

Welcome to the Loudoun County Commissioner of the Revenue's Online Filing Page.

Existing Account Login Please select one of the options below to get started.

Existing Account Login Leased Vehicles New Account Registration

Choose



http://www.loudoun.gov/efile

Enter the following:
» Zip code for the account’s
mailing address
» The six digit account number that
was assigned to you
» The tax ID number for the
business (FEIN or SSN).

You will be taken to your account(s) with
Loudoun County.

Select

Any time you enter your account, you will
be given the option to update information.

& Edit

To update information, click in the

information area that needs to be
updated. Save the updated information

and select Confinue »

If you do not have any information to

update, click at the bottom of
the page.
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Existing Accounts

589105

GOVERNMENT

Mailing Zip Code

Account #

Federal ID or SSN

SERVICES BUSINESS
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i Account List

ABOUT LOUDOUN VISITORS

ABOUT LOUDOUN VISITORS

Account Number Type Account Name

583105 Business  Asset Education LG

Logout

VIRGINIA

Loudoun
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& Account Information Confirmation

SERVICES BUSINESS

ervices

Account Mailing Address
21641 RIDGETOP CIR

View/File
STERLING VA 20166-6527

ABOUT LOUDOUN VISITORS

Account #: 589105
Account Name: Asset Education LLC

Account Mailing Address: 21641 RIDGETOP CIR STERLING VA 20166-6597

Change Account Mailing Address

Additional Account Information

Please note not all fields are applicable to all Account types.

Email malia garman@loudoun. gov

VA Retail Sales and Use Number
Web Address
Local Telephone 7032415656

International Phone

VA DPOR Contractor No.
Business Telephone
State Sales Tax

Fax

Ownership Type

& Edit



You will arrive at the Billable items page
where you will file each year.

Action

Requirsd?

x

Look in the _"™"_ column. All rows that
display a red “X” will alert you to filings
that are required and the green “v”
denotes that the item has been filed
already.

Click the drop down arrow in the Actions
column on the row of the item requiring
filing and select “FileView”.

If you have prior years to file, you will see a
statement in red “This account has unfiled
prior year installments”.

To see all the years requiring action,
choose the top right box “Filter by Filing

Status” and choose “All” from the drop
down.

ERNMENT SERVICES BUSINESS ABOUT LO

VISITORS
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= Account Billable Items

Account No.: 589108
Account Name: Asset Education LLC.

Account Mailing Address: 21641 RIDGETOP GIR STERLING VA 20185-
6597

& Account & Registera B Apply for B Close
Management Vehicle New Business Business
License Location

J o Tax Typs

Filter By
Action Required v

Liesnse  Lesnse  Tax Tax Code Retion
Physical Lacation Address Opened Closed Description Actions
Number  MWame  Code  Description Required?
sl Assa 08 Business Servcs | 21841 RIDGETOR CIRSTERUNG20188 172017 Business v
Edueaten 8507 VA US License Reaqued
Business Personal Property
Licanze Aetion
License Name Physical Location Address Opened Closed  Description Actions
Number Required?
st fasat 21841 RDGETOR GIR STERLING 201666587 VA 11712017 Compuersqupment 3 .
Education ue Seqerad
st ssmt 21841 RIDGETOR CIR STERLING 201868557 VA 1472017 Fumitre ans v
Educaion  US Fosures ol
Filter By
Action Required A

J - Tex Type

Licsnss  Licenss  Tax Tax cods action

Physial Location Address | Opened | Closed | Dascripton actons
mumber | mams | Gous | Deserplon oy
st em | swsessseves | 20 smess X v
;
cauaton ses7vnuS RS0 )

Business Persanal Property

Licenze. Action
Licsmas ame Physica Lozstion Agaress Openes ciosa  Dsscrption sctany
b Requirss?
sz pecer 21641 RIDGETOP £ STERLING 20128 5 sz Computer -
Eoucaten | Us equpment oflina
sum st 21641 RIDGETOR CIR STERLING 20168 6587VA | 1772017 Fuminure ang x FilefView

Educaton us

Firas Reauied [ Close |

License #: 514121

License Name: Asset Education

Location: 21641 RIDGETOP CIR STERLING 20186 6567 VA US
Tax Code: 104 Susiness Service

This account has unfiled prior year instaliments.

Filter by Tax Year Filter by Filing Status
2019 v All v

1

10172019 1203172019 s0.00 |® Prior Installment Filings must be Completed First View Filing

Logout Return To Billable ltems

License # 514121

License Name: Asset Education

Location: 21641 RIDGETOP CIR STERLING 20166 8597 \iA US
Tax Code: 104 Business Service

This account has unfiled prior year instaliments.

Filter by Tax Year Filter by Filing Status

2019 MR v
2019 1
2018

|w Prior Installment Filings must be Completed First View Filing

1

112018 120312018 s0.00

Logout Return To Billable ltems



Installments that require action will appear.
Always start with the oldest year and
continue up to the current year.

Select to complete the filing

for the selected row. If there are several
rows that require filing, click “Return To
Billable Items” after submitting each filing to
return to complete the additional filings.

License # 514121

License Name: Asset Education

Location: 21641 RIDGETOP GIR STERLING 20166 6557 VA US
Tax Code: 104 Business Service

Filter by Tax Year

Al v oA

Filter by Filing Status

v

View Filing
View Filing
View Filing

1 1MrMe 123172019 $0.00 | Prior Instaliment Filings must be Completed First
1 1172018 12/31/2018 £0.00 |w Prior Instaliment Filings must be Completed First
1 112017 1203172017 £0.00 m Unfiled and Can Be Filed

Logout Return To Billable ltems

Filing Business Personal Property

To file Business Personal Property, you will
enter a total for the “Original Purchase Price”
of your assets in the corresponding
“Purchase Year” box. The total for the
“Original Purchase Price” is calculated by
listing assets with their original purchase
price, grouping them by the year they were
obtained, and adding the original purchase
prices of all assets grouped by year for a
yearly asset total. Yearly totals may change
from year to year as you add and dispose of
items on your asset list. The amounts
entered in these boxes will re-appear at each
year’s filings and may be edited to reflect the
new asset list totals per year.

Enter the totals with a decimal point. For
example: $25.00 is correct but $25 will not
be accepted. If the amount is entered
incorrectly, a pink box with red letters will
give instruction on what correction is
necessary. Ex: The row for 2016 does not
have an amount with a decimal point. This
must be corrected to be accepted by the
system.

Test - Commissioner of the Revenue Online Services

Computer Equipment Installment 1 - 1/1/2019 - 12/31/2019

Account #: 501145

Account Name: Loudoun County Gowernment

Account Mailing Address: 21641 RIDGETOP CIR STE 100 STERLING VA
20168-6507

Computer Equipment Filing

Numeric characters only. Decimal point required.

Original Purchase Price

2500.00
21 520.85
e 987422
2014 and Frior Years® 35005.00
Total: $47,960.07
Previous submitted values could not be located.
Computer Equipment Filing
Numeric characters only. Decimal point required. _
2018* 3504 .00
2017 2500.00
2018 580 -
2015 987422
2014 =nd Prior Years® 3500500
Total: $51,463.22

Previous submitted values could not be located.



Once corrected, the pink box will disappear.

Each year, an up-to-date Asset list is required
with the filing. You may upload your asset list
from your computer by clicking the ©nheose File
button. Your own computer folder will open and
you will choose the correct document to upload
by clicking “open” on the bottom of the pop up
window. The file name will appear next to the
“Choose File” button once attached. In the drop
down menu next to the file name, select the
type of document attached. The “Remove”
button will discard documents attached in error.

If you do not have assets to report, you will still
need to file each year. You will enter 0.00 for
each year in the blank rows and check the “no
documentation” box. Add a comment to explain
why you do not have any assets to report.

The system will show a warning to confirm
this is your intention.

Computer Equipment Installment 1 - 1/1/2019 - 12/31/2019

Account #: 521145

Account Name: Loudoun Gounty Gevernment

Account Mailing Address: 21641 RIDGETOR CIR STE 100 STERLING VA
20186-6587

Computer Equipment Filing

Original Purchase Price

DOCUMENTATION IS REQUIRED FOR THIS FILING

An up fo date Asset List is requested for this filing. If you are not submitting documentation, please check the 'No
Documentation Uploaded’ box and provide an explanation in the field below. You must select one of these options to complete
your filing. If you require a sample Asset List then click here.

E Scan/Load Documentation: No Documentation Uploaded

Choose File | Asset List Te._. - 2019.xisx | Asset List* o File Attached Successfully

+ Add Ancther File

Furniture and Fixtures Filing

Purchase Year Original Purchase Price

0.00
0.00
0.00
0.00
0.00

Total: $0.00

Previous submitted values could not be located.

DOCUMENTATION 1S REQUIRED FOR THIS FILING

An up to date Asset List is requested for this filing. If you are not submitting documentation, please check the ‘No
Documentation Uploaded box and provide an explanation in the field below. You must select one of these options to complete
your filing, If you require a sample Asset List then click here.

& Scan/Load Documentation: # No Documentation Uploaded

No Documentation Comment: *

None fe report

You are ing to report no busil assets for this filing, is this correct? If so, please

select “Submit Filing’ to complete your filing

Submit Filing Cancel %



Check the box to certify that all the
information is true and correct. Fill in your
name, phone number, email and any
comments. Please note if any comments are
time sensitive, also call or email the
Business Tax division to be sure any issues
are addressed before the filing deadline.
(btcor@loudoun.gov or 703-777-0260).

Once everything is filled in correctly, the
button will appear at the bottom of
the page.

Once you have submitted your filing, select
the “Return To Billable Items” button and you
may continue with other filings repeating the
same process until the “Account Billable
Items” page does not have any other
required actions.

After completing individual filings, the system
will automatically take you to the Treasurer’s
payment portal if there are amounts due.

We recommend completing all required
filings first, then making one payment at the
end.

Example: This “Account Billable ltems” page
is up to date with no other outstanding filings
that are required.

You may log out at this time or return to your
account.

& Scan/Load Documentation: No Documentation Uploaded

Choose File | Asset List Te... - 2019.xisx i AssetList* o File Attached Successfully

+ Add Ancther File

« | certify that the information on this 2018 declaration is true and correct *

By typing my name in the box below, | willfully declare that the information 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.

Name of Submitter : * Phone Number of Submitter : =
nstructor 7032416565
Email of Submitter : * Cenfirm Email : *

instructor@gmail.com instructor@gmail.com

Comment:

4

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 @ gov and Vehicle ion at oudoun.gov or by phone
at 703-777-0260.

‘Submit Filing

* Required Field

Logout Retum To Billable liems Refurn To Insiallments

Account No_- 528105
Account Name: Asset Educstion LLG
Account Mailing Address: 21641 RIDGETOR CIR STERLING VA 20186~

8507
& Account & Register a = Apply for "= Pay Online = Close
Management Vehicle New Business Business
License Location
Filter By
Action Required v

Licenss Licenss  Tax Tax Cade

o
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wimsr | Wams | Gots | Descrion nogrea?
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Education BE9T VA US License nmJ

Business Personal Property

Licanss Action

Lcanse Name Physical Location Aadrass Opsnsa Clossa  Dsscription sctions
b Reaquired?
stz peser 21641 RIDGETOR G STERLING 23168 €3iTVA | 1Tz Fumiare ang x v
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= Account Billable items

Account No.: 539105

Account Name: Assat Soucation LLC
Account Mailing Address: 21841 RIDGETOP CIR STERLING VA 20168-
sso7
& Account & Register a = Apply for = Pay Online = Close
Management Vehicle New Business. Business
License Location
Action Required v

Logout
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