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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. 
 

 
 
 

 
 

 
 

 
Step 2: Complete all of the fields necessary to create your online account. Then 

click ‘CREATE ACCOUNT’ at the bottom of the page. 
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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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Step 4: After entering in the Activation code, a pop up will click “LINK MY 

EXISTING LICENSES.” 
 

 

 

 

 

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

 

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. 

mailto:BusinessLicense@KentWA.gov
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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’. 
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Step 9: Select ‘CONTINUE’ for your 2023 license application. 
 

 
 

 
 
 
 

 
Step 10: Please answer questions, if any, then click ‘NEXT’. 
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Step 11: Click ‘READY TO PAY’ and pay for your 2023 license. 



8  

 

 


