Visit https://www.tucsonaz.gov/etax to access the “>>>Enter E-Tax<<<” link you will click to enter the City’s e-Tax
system. If the “>>>Enter E-Tax<<<” link is not visible, read the message at the bottom of the page to see if regular or
unscheduled maintenance is being performed.

~1~

You should arrive at this “Home” screen. Press the “Login” button under the page header that reads “Tucson Tax and
License Online”.

~2~

On the “Login” screen, click the “click here” link in the “Member Login” box.

~3~

You will be taken to the “Sign Up” screen. Click the “Password Requirements” link to view a pop-up window with the eTax password requirements, and then select a User Id and Password, and confirm the Password. Select a Hint Question
and provide an Answer (for password retrieval if needed later), and enter an E-Mail. Lastly, enter the seven-digit license
number in the License No space, and enter the nine-digit federal tax number associated with that license in the FEIN
space. Press OK.
You will then be taken back to the “Login” screen, and may enter your newly created User ID and Password and press
the “Login” button.

~4~

On the “Login Successful!” screen, select the license number from the “list” (e-Tax displays this screen even if only one
license is associated with an e-Tax user ID).

~5~

The e-Tax “Home” screen shows again, but this time with a few more buttons under the “Tucson Tax and License
Online” page header. Press the “Pay” button (the second button in the top row of buttons).

~6~

The “Pay Your Tax and License Fees” screen is displayed. Business license renewal fees will show up under the “Pay Your
Dues” section, usually with a Tax Type of “Business”, and “Renewal Fee” in the Details column. Click the checkbox in the
Pay column of the row showing the business license renewal fee. This will populate the Remittance amount in the
rightmost column of the row with $50, and this amount will also be populated in the “Amount” field, under “Payment
Information” in the “Payment Options” section (to the left of the picture of a sample check). Once you are ready to pay,
select the Account Type from the dropdown under “Payment Information” in the “Payment Options” section (the
options are Checking and Savings). Then, type the nine-digit routing number associated with your financial institution,
and the bank account number, in the next two spaces. Lastly, fill in the name and address associated with the account
you are using in the section “Account Address on File with Bank”. Once all fields are filled in correctly, press the “OK”
button at the bottom of the page (cut off in this screen capture, but located below and to the right of the “Account
Address on File with Bank” section).

~7~

The “Payment Details” screen will be displayed, giving you a chance to review the payment information you have
entered. If you need to correct anything, click the “Edit” link to the lower left side of the page. This will take you back to
the “Pay Your Tax and License Fees” screen. If the information is correct, click the “Submit” button to the lower right
side of the page.

~8~

Once the system has accepted the payment information, a confirmation number will display, and you are given an
opportunity to print your receipt. If you choose not to print your receipt, be sure to write down your confirmation
number for future reference. If you choose to print your receipt, click the small printer icon at the end of the displayed
message.

~9~

A dialog box like this will display. Click the “OK” button to display the receipt.

~ 10 ~

The receipt for your online payment will look like this. The confirmation number from the previous screen will be
included. The ACH request will usually be submitted the morning of the next city business day. If the request is
accepted by your bank, you should see your account debited for the amount of the payment within 2-3 business days
after that. If the request is not accepted by your bank, or if there is an error that prevents the request from being
submitted to your bank, you will receive a letter from us describing the error.

~ 11 ~

