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Creating a Citizen Account  
 

• Main login page of the portal is where you can either login with your existing account if you have already signed 
up or you may create a new account. To create a new account, use the following steps: 

 

• Click on “Enroll Here” on the main portal page (highlighted in red below) 

 
 

• Once “Enroll Here” is clicked on you will be sent to the following page, where you will need to complete user 
information to create a new account. Once completed, click “Register” at the bottom. 
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Adding an Existing Account to the Portal 
  

If you already have an existing account with us and created a citizen account, follow the steps below.  

Business Users: 

• After logging in you will be sent to the following page. Once on this page, you’ll click the “Add an Existing 

Business Account” button. 

 

  

• Next it brings you to the Associate Business Account page where you will select the Access Level and enter in the 

Business Account information. Each access level has a different function:  

 

o  Primary Owner/Manager of the business – each business may have only one primary user. The primary 

user is generally a majority owner or managing executive of a business. The primary user must be 

established prior to associating secondary users to the business account.  

 

o Secondary User – Multiple Secondary users can be associated with each business account. The primary 

user associated with the business account must approve each secondary user requesting to be 

associated with the account.  
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Primary Owner/Manager selection will look as followed: 

 

  

Secondary User will  look as followed: 
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• Once you have selected primary owner, you will need to complete the 3 boxes that show up for Business 

Account Number (six digits), FEIN or SSN and Business Mailing Zip Code. Then click Continue.  

 

  

 

  

• After clicking Continue on the previous page, the main Business E-Filing page should be displayed showing the 

account has been added to your portal account. 
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• From there you can click on their account number to make any changes or updates you need to the account. 

Examples: Closing the business, updating the mailing address or contact information and renewing the business 

license.  
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Business Filing Instructions. 
 

New Business License Application 
 

• Once you have signed up for the portal. Click on the Business E – Filing Tab. Once under Business E-Filing click on 
the Apply for a New Business License Button 

 
 

• On the next page there will be a brief passage on requirements that are needed before obtaining a new license. 
There is also a disclaimer on how long it can take to process a new business license. After reading all of that 
there will be the different Business Ownership Types. Please select the one you wish to apply for. 
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• The next page will ask for a FEIN or SSN depending on the type of entity selected. Below is an example of what 
you would see if you selected Sole Proprietor:  

(Sole Proprietor and Single Member LLC will show the same type of screen) 

 
 
 
 
 
 
(Corporation, Partnership and LLC will show the same type of screen) 
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• Once you have selected your entity type and put in your FEIN or SSN you will be asked to complete the primary 
owner info screen. Below is for Sole Proprietor. Corporation, Partnership and LLC may look slightly different. 
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• On the next page input your business physical location, trading as name, primary contact name, phone, and 
email. 

 

 
 

• Next you will need to click “Add Business Activity”  
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• A window will pop up where you must describe in detail what type of business you will doing, the start date and 
your estimated gross receipts. Estimated Gross Receipts cannot be $0. 

• We need a detailed description to accurately classify your business. If there is not enough detail, we may have 
to send the application back. 
 

 
 
 

• Once you have input the information in the above picture and hit save, the screen will look like the following, 
and you must click continue: 
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• The next page will be the questionnaire. You will need to complete each question and some questions may have 
a follow up question if yes is selected. For example: Sales tax number, ABC number, Police permits, etc.  
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• Once you have completed the questionnaire and click continue, you will be sent to a screen that is an overview 
of everything you have completed. You will be able to check over all information and revisit any section that may 
need to be changed.  
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• Make sure all information provided is accurate and true. 

 
 

• At the very bottom if all information is correct, you will type your Full Name for the signature and click  “Submit 
Application”. 
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• Once submitted you will be directed to a confirmation page that will look like the previous screen but at the top 
it will show a message in green saying the application was submitted.  

• You can print this screen for your records or hit home and it will take you to the home screen showing any 
applications you have submitted.  

 

 
 

• Home screen after you have submitted the application: 
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• Following the submission of the application, you will also receive an email letting you know the application has 
been submitted. It will state on there in bold that it is not a business license, and the license will be issued once 
all requirements are met and payment has been received in full.  

 

 
• After the business license application has been approved by someone in our office, you will receive a follow up 

email letting you know the application has been processed. See email example below. 
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Renewing a Business License 
  

• Log into your portal account to start the renewal process for your business account. 

*Please note that you must enroll into the portal whether you have a new business or need to associate an existing 

license. You will not be able to renew until you have enrolled and added the existing business to your account.  

  

• The main view once you log into the portal will look as followed: 
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• To start the renewal, you will need to click Business License [+] and then the “Start 20XX Filing” button on the 

home page of the portal. (The button will change what it says year to year based on what year you will be 

renewing) 
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• Once you have selected the “Start 20XX Filing” button, you will be brought to the next page where you will need 

to input your Actual Gross Receipts/Purchases/Quantity. Below the box for the gross receipts, you can attach 

additional files if necessary for your renewal. You will then have to check the box certifying that the information 

on the declaration is true and correct. Following that you will be required to type your name, phone number, 

email and confirm the email.  
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• Once Submit has been clicked at the bottom, it will take you to the Filing Submitted Confirmation page. You 

should also receive a confirmation email with the same information, letting you know it’s been submitted, and 

the license will be issued once all requirements are met.  
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Paying for your Business License through the Portal 
  

• First you will need to log into your portal account. 

 

• Once logged in, any amounts owed for the Business License on your account be displayed. 
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• You will need to check the box under “Pay” and the Payment Amount will be pre-filled in with the full amount 

due. (Payment must be made in full on this page). Once amount has been filled in, click the “Make Payment” 

button which will redirect you to the next page.  

 

  

• Review to make sure the amount is correct and click “Continue Payment”. 

 

  

• You will be given the option to pay by Credit/Debit card or by eCheck. Select the payment method you prefer 

and click “Continue with Payment”. 
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• The next screen will be where you will enter all your payment information. See examples below. 

eCheck:  

 

Credit/Debit Card: 
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• Once you click “Submit Payment” you will receive an email with the Payment Receipt, and you will also receive 

an email showing the payment was made to the account.  

• Please note that once payment is made it will take 24-48 hours for the business license to be available to 

print. You will be notified once the license is ready. 
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Adding a New Classification to an Existing License 
  

• Log into your portal account  

 

 

• Once logged into your portal account you will see a list of your associated Business Accounts, select the account 

number for the business you would like to add the new classification to. 

 

• After the account has been selected, you will be taken to the following screen where you will have the option to 

select the “Add New Activity” button. Click that button to add a new classification.  
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• Once that button is selected it will take you to the following screen where it shows all the business information 

already on file and the classification already on the account. On that page you will also click the button that says, 

“Add Business Activity”. 

 

• On the next page you will be asked to explain the business activity, provide a start date and the estimated gross 

receipts for the new classification. 
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• Once that information has been entered and you click the save button, it will redirect you to the main page 

where you will see the new classification has been added to the account. 

 

  

• Next, click on the Continue button in the bottom corner which will direct you to complete the classification 

affidavit for this new activity. Complete the affidavit in its entirety and click continue in the bottom right corner. 
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• Once you click continue it will bring you to the confirmation page where you will review all answers submitted 

on the affidavit, sign and  click submit. 
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• Lastly you will be directed to the confirmation page letting you know it was submitted and someone will review 

the submission. You should also receive an email of the submission.  

• The new classification will not be visible on the account until someone from our office has reviewed and 

approved the additional classification. 

 

• Once approved by someone in our office the new classification will show up on the portal with the original 

classification.  

 

  

  

 

 

 

 

 



31 | P a g e  

 

All account information shown are accounts created by staff. No existing citizen information is used 
 

 

Business Personal Property and Specialty Tax Filing Instructions 

Filing Business Personal Property  

• First you will log into your account and on the main screen you will see any outstanding invoices due 

and a list of associated accounts.  

 

• Click on the account number for the business you would like to file the Business Personal Property 

return for. 

• Once selected the account to file, scroll towards the bottom and click the “+” next to Business Personal 

Property/ Machinery & Tools. There will be two buttons on the right side, one showing “Return of 

Business Computer Equipment” and one showing “Return of Business Tangible Personal Property”. 
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• You must complete both sections even if you do not have property for one of the sections. Start by 

selecting “Return of Business Computer Equipment” and the following screen will come up. On the 

following screen you will need to enter the cost for the total of the equipment for each year as you 

normally would on the paper copies of the form. Once you have filled in each year (or left as zero), click 

“Next” at the bottom.  
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• After clicking “Next”, you will be taken to the page where you must attach a copy of your itemized 

asset list. Attaching an asset listing will be required and attaching a Federal Deprecation schedule 

(Form 4562) will be optional. You will have to select the “Document Type” and then select the 

document you wish to upload. Once that is completed, click “Next”. 
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• The next page will be the review and certify page. It will list out the figures you had entered for each 

year along with the attachments from the prior page. If everything looks correct, click the button next 

to the certify statement, enter your name, phone number, email address, confirm the email address 

again and click “Submit”. 
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• After submitting you will receive an email letting you know that section of the return was filed. It will 

display all the figures entered for each year, the attachments, etc. Example below. 

 

 

  

• You will now have to go back to the main account and follow the same steps as above to complete the 

remaining section. (In this example the “Return of Business Tangible Personal Property). 

• Once you have submitted both sections, you will have completed the requirements for filing the 

Business Personal Property return.  
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Short-Term Rental Annual Renewal 
  

• The annual Short Term Rental filing can be found under the Business License tab under the Business E-Filing 

page. To start the Short-Term Annual filing, click on “Start 20XX Filing” button on the home page of their portal.  

 

• The annual form needs the following information. This is the same information that would be provided on the 

paper renewal form. 

 

• There is an option to upload additional documentation if you wish to provide supporting documentation. This is 

not required.  

 



37 | P a g e  

 

All account information shown are accounts created by staff. No existing citizen information is used 
 

 

•  Check the box certifying the information on this 2022 declaration is true and correct. The following fields 

including their name, phone number, email and confirmed email must be completed. Once submitted you will 

receive a submission receipt via email.  
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Short Term Rental Quarterly Filing 
• Log into your portal account  

 

• Once logged into your portal account and you will see a list of your associated Business Accounts, select the 

account number for the business you would like to file for. 

 

• Scroll down and open the Business Specialty Tax tab. 

• Click on “Start X Quarter 20XX Filing” to begin filing the quarterly return. 
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• Complete the filing listing the gross receipts for the quarter as well as any exemptions.  

 

 

• Check the box certifying the information on this 2022 declaration is true and correct. The following fields 

including their name, phone number, email and confirmed email must be completed. Click submit. 
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• Once submitted you will be redirected to the next screen showing your filing has been submitted. Our office must 

review the submission and key before a payment will be available.  

 

• You will also receive a copy of your filing via email 
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Consumer/Consumption Monthly Tax Filing 
• Log into your portal account  

 

• Once logged into your portal account and you will see a list of your associated Business Accounts, select the 

account number for the business you would like to file for. 

 

• Scroll down and open the Business Specialty Tax Tab. Click on “Start (Month) 20XX Filing” to begin filing the 

monthly return. 
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• You will need to provide the total gross receipts for the corresponding month being filed. Click the certify box. 

Then complete your name, phone number, and email. Click submit to file.  

 

• Once submitted you will be redirected to the next screen showing your filing has been submitted and shows the 

balance due.  
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• You will also receive an email confirmation with your filing details. 

  

 

• If you have more than one submission repeat the above steps.  
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Transient Occupancy Monthly Filing 
 

• Log into your portal account  

 

• Once logged into your portal account and you will see a list of your associated Business Accounts, select the 

account number for the business you would like to file for. 

 

• Scroll down and open the Business Specialty Tax Tab. Click on “Start (Month) 20XX Filing” to begin filing the 

monthly return. 
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• You will need to provide the total gross receipts for the corresponding month being filed. Click the certify box. 

Then complete your name, phone number, and email. Click submit to file. 

 

• Once submitted you will be redirected to the next screen showing your filing has been submitted and shows the 

balance due. 
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• You will also receive an email confirmation with your filing details. 
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Vehicle Personal Property Instructions 

Viewing Personal Property Account details 
• Log into your portal account. 

• To view items under your personal property account, click “View” this will then list the items on the associated 

account. 

 

• This will show you the vehicle item number, type, description, and VIN number of each item. To get item details 

for a specific vehicle click on the item number. 
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• The item details will show you the Make, Model, Body Type, Title Number, VIN, and mileage we have on file 

either from DMV or a high mileage receipt filed.  

• Your vehicle assessment will reflect on this page after April 15th each tax year below the Mileage field.  

 

 

The following Personal Property forms can be filed with the online portal. 

 

To report a sold or moved vehicle, please contact DMV directly. 

***You must have your account number and property information available to complete the forms*** 
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Appeal of Personal Property Assessment 
• Log into your portal account to see the Online Forms. From the selection click on “Appeal of Personal Property 

Assessment”. It will direct you to an online form to complete. Please be detailed on the form and attach any 

necessary supporting documentation.  
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Application for High Mileage Discount 
• Log into your portal account to see the Online Forms. From the selection click on “Application for High Mileage 

Discount”. It will direct you to an online form to complete. You must attach a copy of proof of mileage.  
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Application for Vehicle Condition Discount 
• Log into your portal account to see the Online Forms. From the selection click on “Application for Vehicle 

Condition Discount”.  You must attach supporting documents such as repair estimates and photographs. 
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Boat Registration Form 
• Log into your portal account to see the Online Forms. From the selection click on “Boat Registration Form”. This 

will be used when you purchase a new boat or moved the boat from another locality to Chesterfield. 
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Boat Condition Certification 
• Log into your portal account to see the Online Forms. From the selection click on “Boat Condition Certification”.  
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Military Spouses Residency Relief Form 
• Log into your portal account to see the Online Forms. From the selection click on “Military Spouses Residency 

Relief”. 
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• You must provide: Copy of non-military spouse’s Military ID, AND Copy of military service members Leave and 

Earning Statement(LES) from January of current tax year OR Current Form DD 2058(State of Legal Residence 

Certificate) 
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Vehicle Usage Certification 
• Log into your portal account to see the Online Forms. From the selection click on “Vehicle Usage Certification”. 

• This form is used when a personal use vehicle becomes a business use vehicle. Or business use vehicle becomes 

a personal use vehicle. 
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Vehicle Condition Certification 
• Log into your portal account to see the Online Forms. From the selection click on “Vehicle Condition 

Certification”. 

• This is for vehicles our office has visually inspected prior tax years and have approved for a deduction. 
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Update Contact Information for Personal Property 
• Log into your portal account to see the Online Forms. From the selection click on “Update Contact Information”. 

• You MUST update DMV for any name and address changes. 
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Tax Relief Instructions 
• Log into portal and click “Tax Relief” tab at the top. This will bring you to the multiple tax relief forms. Please 

select the application you wish to file. 

• You must submit the requested documentation. If the documentation is not submitted with the form, it will be 

denied. 

• Please read through the general information and requirements for eligibility on the form before submitting 

• Should you have any questions contact our office at 804-748-1281 or COR@Chesterfield.gov  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:COR@Chesterfield.gov
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Veteran Exemptions 
 

100% Disabled Veteran Motor Vehicle Exemption Application 

• Log into your portal account and select Tax Relief to see the Online Forms. From the selection click on “100% 

Disabled Veterans Motor Vehicle Exemption Application”. 

• Please complete all requested information including uploading required documents.  

• This exemption is only granted for one(1) vehicle 
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• Requirements for Eligibility 
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100% Disabled Veteran Real Estate Exemption Application 

• Log into your portal account and select Tax Relief to see the Online Forms. From the selection click on “100% 

Disabled Veterans Motor Vehicle Exemption Application”. 

• Please complete all requested information including uploading required documents.  
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• General Information & Requirements for Eligibility 
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Widow/Widower of 100% Disabled Veteran Real Estate Exemption Application 

• Log into your portal account and select Tax Relief to see the Online Forms. From the selection click on “Surviving 

Spouse First Responder Application”. 

 

 

 

• Please include the following supporting documents 
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• General Information and Requirements are listed below. 
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Tax Relief for the Elderly and Disabled  

Real Estate and Mobile Home Tax Relief for Elderly and Disabled Annual Certification 

• Log into your portal account and select Tax Relief to see the Online Forms. From the selection click on “Real 

Estate and Mobile Home Tax Relief for Elderly and Disabled Annual Certification”. 
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Real Estate and Mobile Home Tax Relief Application for Elderly and Disabled & Instructions 

• Log into your portal account and select Tax Relief to see the Online Forms. From the selection click on “Real 

Estate and Mobile Home Tax Relief Application for Elderly and Disabled & Instructions”. 

• Make sure you thoroughly read over the instructions and provide the required documents. 
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• Income and net worth must be within a certain range to qualify for relief. See below.
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• Filing Deadline for re-certification is due April 1st. 

• First-time applicants and cases of hardship will be considered through December 31st each year. 
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• Total income must be provided for consideration.  

• Copies of proof of all income must be furnished. 

• If your income exceeds $55,200 you will not qualify for tax relief. 
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• Total Net Worth 

• Copies of all assets must be furnished 

• If your assets exceed $350,000 you will not qualify for tax relief. 
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All account information shown are accounts created by staff. No existing citizen information is used 
 

 

• Please attach the below required documents.  
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All account information shown are accounts created by staff. No existing citizen information is used 
 

 

• Required documents continued. 

• Once all documents are uploaded you will then electronically sign the document and click “Submit” 
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All account information shown are accounts created by staff. No existing citizen information is used 
 

 

Surviving Spouse Exemptions 

Surviving Spouse Armed Forces Application 

• Log into your portal account and select Tax Relief to see the Online Forms. From the selection click on “Surviving 

Spouse Armed Forces Application”. 
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All account information shown are accounts created by staff. No existing citizen information is used 
 

 

• Attach all necessary documentation. 
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All account information shown are accounts created by staff. No existing citizen information is used 
 

 

Surviving Spouse First Responder Application 

• Log into your portal account and select Tax Relief to see the Online Forms. From the selection click on “Surviving 

Spouse First Responder Application”. 
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All account information shown are accounts created by staff. No existing citizen information is used 
 

 

• General Information and Requirements for Eligibility 

 

 

 

 

 

 

 

 

 

 

 


