
Procedure for Adding Location Account Numbers to a Sales Tax Return Spreadsheet 

 

Open the Spreadsheet Template for the six month period you are preparing.   

Retrieve the list of your open sites using Revenue Online.  If you do not have your sites set up, click here for 

information about adding sites.   

1. From the home page of Revenue Online, click on “View Sales Rates and Taxes” under Additional Services. Note: You 

are not required to log into Revenue Online to complete this process.  

 
 

2. Click on “View Business Location Rates” 

 
 

https://youtu.be/R93Wrcya47I


3. Enter your eight-digit Colorado Account Number in the required box. 

 
 

4. Click on “Export” to get the list as a delimited (flat) file in a new Tab 

         
 

 

5. Select All (Ctrl-A) and Copy (Ctrl-C) this delimited file then Paste (Ctrl-V) into the “Setup” worksheet in field A1 of the 

Spreadsheet Template.  

 
 

6. Use Text to Columns under the Data ribbon button to separate the file.  

 
 
 



Select “Delimited” for the file type. 

 

7. Select “Semicolon” as the delimiter. Deselect Tab. Click Next> 

         



8. Choose data format “Text” for the first column and repeat changing the data format to “Text” for the column with 
the six-digit jurisdiction code.  

 
Setup Worksheet: 

 

9. Go to the Return Data worksheet.  Change the Format of Column A ‘Location Acct #’ to be Number with 0 Decimal 

Places. 

 
10. Copy this formula into Return Data cell A3: 

=INDEX(Setup!$A$1:$A$800,MATCH('Return Data'!B3,Setup!$G$1:Setup!$G$800,0)) 

11. Copy the formula down Column A. You can double click the bottom right corner of the selected cell A3 to speed up 

this process. 

 

 

 



12. In the ‘Return Data’ worksheet, Change the values of Column A from Formulas to Values: Select Cell A3 to the 

bottom value in Column A using Shift+Ctrl+↓.  Then press Ctrl+C followed by ALT+E+S+V (Paste Special) then ENTER 

to change the Formulas to Values. 

 
13. The following Juris Codes need two sites if they are in your account.   

There are two different rates for the same Juris Code.  Be sure and match the site number to the correct Tax Types.  

The Juris Codes 100206 & 120206 will have one site with RTD & CD and one site with CD only.  The Juris Code 

110206 will have one site with LID and one site with no LID.   

 
Please change the Location Account Numbers to match the correct Location Account Number from your 

Revenue Online site list. 

 

14. Juris Codes 180042, 570019 and 570061 may have duplicate sites but the extra site will not need to be entered into 

the spreadsheet. You can put all sales on only one site for these Juris Codes. 

15. Verify that all sites registered to your Revenue Online Account are in the spreadsheet  

16. Delete Rows with #N/A.  

17. Fill out the ‘Header’ worksheet in the file including the ‘Ack Email field’. Please do not use dashes in any of the fields 

and only 8 digits for the Colorado Account Number. 

18. Save the file.  

19. Upload instructions can be found in the Handbook on the Spreadsheet Filing page, Sales Tax -- Spreadsheet Filing | 

Department of Revenue - Taxation 

20. If you have not been approved for spreadsheet filing previously, please submit your completed Spreadsheet to 

dor_locationfilers@state.co.us 

 

 

https://www.colorado.gov/pacific/tax/sales-tax-spreadsheet-filing
https://www.colorado.gov/pacific/tax/sales-tax-spreadsheet-filing
dor_locationfilers@state.co.us

