If you used a paper return last year and want to use FileLocal this year,
please follow the steps below. Once you are setup in FileLocal, your future
renewals will be a simple process.

Step 1: Go to www.FileLocal-wa.gov. Click on "CREATE BUSINESS ACCOUNT" in
the lower left-hand portion of the screen.
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Step 2: Complete all of the fields necessary to create your online account. Then
click *CREATE ACCOUNT' at the bottom of the page.



Create a New Business Account

Welcome to FileLocal. Follow the onscreen prompts to set up your FileLocal business account. Required fields are
marked with an asterisk (*).

( auickstartoume  )( ABOUT FEES, ETC )

User Information

Create your Username

Create your Password; e-antar the Password:
First Name: Lazt Name:

Phone Number

Emadl Address: Re-anter Emall Address

Company Information

Lagal Business Name: NOTE: This identifies your legal business entity, as registored with the
Washington State. This is NOT your Trade or Doing Business As (DBA) Name,

Madling Address; City Country:
- . United States b Al Lg
State Zip Code
Washington v | .
Certification
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to e asorepite Uity Aussormiea, IR Flalocal AZency, and the payment

The isformation you provide will be shared with the Clties whare you have ar apply for & business licenss, Your
Infermation will mot be disclesad or shared In any way with any voar par

CANCEL CREATE ACCOUNT

Step 3: Shortly after creating your online account, you will receive a confirmation
email which provides an Activation Code. Enter the code and click ‘ACTIVATE’
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* Tow

Confirm Email

Thank you! A confirmation emall from filelocal@avenuinsights.cam has been sent to the amail address you provided. Please check
your @mall and enter the activation code below

———

1If you did not recelve the message, plaase check your spam or Junk mall filter. The activation code s valld for 24 hours. If you do not
activate your account within that bma, please resand tha confirmation

Step 4: After entering in the Activation code, a pop up will click "LINK MY
EXISTING LICENSES.”

Thank you for adding your business location
to FileLocal!

Location: R —© P

For the Jocation you just entered,
Yhat would you |ike to g0 next?

APPLY FOR A LICENSE

Note: You cor't renew & business license or file taxes unti! we have your
location and City A nt Number linked in Filelocal

Step 5: Select your location from the dropdown box, choose Kent, and click ‘NEXT".



Select Cities with a License
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Step 6: Enter your seven-digit Kent business license number and select ‘LINK".
There will be a green check mark next to the license once it has been linked.

Link Existing Licenses

Step 7: Click ‘FINISH'. Then please email the City
(BusinessLicense@KentWA.gov) that you have linked your license. The City will
promptly send you an email that your account is ready to complete the
application process.

See screenshots and final Steps 8 through 11 on the next four pages.
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Link Existing Licenses

Enter the City Account Number for sach existing business licenss you have for this location. You can add othar locations and other
business licenses later, f needed

Location: NEEEAR GO .

Kent

— v

( aooawnormercity ) WHATSMYCITYACCT = )

Each City Account Number must be validated by the City before you can renew of print your business license or N tax forms. Some
Crias valigate slactromically In close 10 raal-time; others reviaw the licenss manually, which may taks one or mars busness days

N Dot ) More Information
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Step 8:

After receiving your confirmation email from the City, please log back into your
FileLocal account. A pop-up box will display, this time click ‘RENEW A LICENSE’.

CLOSE

Thank you! What's Next?

What would you ke o do next?
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<al fust

O Dan't show this again




Step 9: Select ‘*CONTINUE’ for your 2023 license application.

Activity Center

Type: Vv All v City: View All v

Filing Period: View All v Status: Viaw All

( swowawactvity ) VIEW STATEMENT

Renewals are not avalable throogh Yiew Statement

5 License I8 not Fsted hare, go to My Account and ¢ Y, than go tha Butlness

Ot Nave A General Busness License, dick Pars 5o apply 16r ane

License Year Expiration Date Account Number Business Location } City Status

2022 12/31/2022 -4 SRR Gt RenewalRequired PRINT

General Business Applications (GBL) and Renewals
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Application

Step 10: Please answer questions, if any, then click ‘NEXT'.



FileLocal ™

Your one stop for local business licensing and tax filing

Home My Tax Forms My License Forms Account Center Contact City Suppert FAQ

General Business License Renewal - Kent

Filing Period: ey

License Year: 2022

Fila/Payment )
0/14/2022

Date: i .

File Date: 10/14/2022 .

e B —
Idantifier:
Account Number: e
Delinquent Date: LU/30/2022
Obligation
Number:
Message:
Amount Due: $:i01.00

Debit/Credit
Memos

No Debt Credit Memos

Past Duw Licensas

No Past Dus Licenses

Entar n Number of full time smployess woking n the Oty of
Kant*

Entar the Numbar of Part time smployees workin

@ in the Oy of
Kert, *

Internal 54 Footage

Total Due: $101.00
CANCEL NEXT
“ P ) More Information
Fhone: 225-2:15-0052 Contact Gty
Toll Free: 1-877-653-3435 ' Privacy Statement
Phiome mours: M-F 7:00 AN to 530 PM Pacfic Time FileLocal General Terms & Rules for Use
Emai- Siglocal@avenuinsights. com

Fielocal is an opZomal guick and easy servics for registering your busiress, fiing and paying your taxes. Altermative flng methods such as in-office or mail n

formats are avafabie at each participating city. Plesse contact your local City or the Fllslocai heip dest for more information at 1-877-633-4435 or
fielocai@evenuinsights.com.

Step 11: Click ‘READY TO PAY’ and pay for your 2023 license.
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