
Instructions
“Welcome Page Instructions” and link 
to “Filing Instructions Main Menu”

Payment Types
•click here for detailed information 
on all available options
•you can change payment type on 
an amended report

When Can You File?
• Estimated payments anytime after the 1st of current month
• Report/Remit balance due after the 26th of current month
• Initiate payment date can be up to due date



Create New PIN Number or
Change PIN Number

Create or Change PIN Number
• User selects 4 digit PIN the first time using 
the system or anytime the PIN needs to be 
changed



PIN Validation or PIN Change



Select Your Report or Payment

If you have several cities and /or counties to 
report, Dynamic Web Import can simplify the 
process (click here for additional information)

• Sales Tax Estimated Payment Only (red letter text) – to make payment for the first half of 
the current month. This selection will not be displayed if you are not required to file an 
estimated payment.

• Sales Tax Payment Only – to make payment on liabilities for previously filed reports

• Amended Sales Tax Report – to correct reporting errors on original report

NOTE: this selection does not allow you to change the remit amount of an original return



First Page of the Sales Tax Report

Taxpayer information will be displayed at the 
top of the form

Enter State Tax information in Line 1

If no items are removed form inventory or consumed you 
must enter a zero (0) in Line 2

Click here for Schedule N to detail sales not subject to tax



Sales Tax Exemption Schedule



COPO Listings and Calculations
If this is your first time to use the QuickTax System, your 
screen will look like this.

City and County codes (COPO) listings

If you need to add a city or county

• If you electronically reported a city and/or county with the previous sales tax reporting period, 
column I and J will be filled in for you



COPO Listings and Calculations
If you used this system before, your screen would 
look like this.

City and County codes (COPO) listings

If you need to add a city or county



Monthly Sales Tax Report Totals

Totals and Balance Due
• State, city and county tax will be calculated and displayed
• Discount will be given if both payments and report are timely filed by the 20th



Semi-Monthly Filers Sales Tax 
Report Totals

Payment History (electronic payments only)
• Displays estimated payments (red letter text) from the report 
selection but does not display payments made using the payment 
only selection

Totals and Balance Due
• State, city and county tax will be calculated and displayed
• Discount will be given if the estimated payment and the remaining payment and 
report are timely filed by the 20th

Less Approved Credit
• If you have been notified by the Oklahoma Tax Commission of a credit 
on your account, this may be entered here. 



Sales Tax Payment History

• This page will show you a history of estimated payments for a specific period made 
electronically (ACH Debit or Credit) through the QuickTax System.



Monthly Oklahoma Sales Tax Report



Semi-Monthly Filers Sales 
Tax Report



ACH Debit Payment Information

First time 
user will be 
required to 
enter the 
“Contact 
Person”
information

This amount will be 
brought forward 
from your report. If 
you are going to 
remit a different 
amount, enter the 
amount you are 
going to remit.

Banking Information
• First time users are required to enter all 
required fields
• Subsequent users are only required to enter 
the last four digits of bank account number

Initiate Date
• For those remitting by ACH Debit, 
the date must be on or before the 
due date
• The current date will appear if you 
are making the payment on the due 
date or if it is after the due date



ACH Credit/Credit Card
Payment Information

First time users will be required to enter 
“Contact Person” information

This amount will be 
brought forward 
from your report. If 
you are going to 
remit a different 
amount, enter the 
amount you are 
going to remit.



Mail-in Payment Information

This amount will be 
brought forward 
from your report. If 
you are going to 
remit a different 
amount, enter the 
amount you are 
going to remit.



Signing Your Return

Signature
• As with a paper document, we ask you to “sign” your return –

Enter your PIN and phone number



Your Confirmation Number

Confirmation Number
• User is issued a confirmation number
• Your report has been filed
• Continue to the next page to print your report. The confirmation number will print on your 
report



ACH Receipt

This addenda record information is what you need to give to your bank to process the ACH 
credit payment back to us correctly. This record contains the date, permit number, payment 
amount and other specific information needed to correctly process your payment.



Mail-in Voucher



Final Completed Report to Retain for 
Your Records

Click here – will return 
you to the Sales Tax
Report selection screenPrint Page

Be sure to print your report at this time



Final Screen

If making a credit card payment, click here
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