File a Local Tax Return in the RA portal (RA)

RA Login Webpage: https://napervilleil.tylerportico.com/navigator/public/selections/

0From your dashboard, you will click on the blue Licenses/Taxes field of the business for which
you wish to file.
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eThis will bring you to a screen where you will see all applicable taxes for your business. You can
toggle between business accounts from this screen as well using the dropdown menu at the top
titled Switch Accounts.

eClick on the right facing arrow under Actions for the tax you wish to file.

i#-. Local Taxes (F&B, H/M, and Local Gas) | City of Naperville H = i
Swtch accounts
y I—r 1o
Licenses and filings Billing Bill history Account information

Licenses/Taxes

License calegory Type Renewal cycle Status Actions
FOOD & BEVERAGE TAX - CITYWIDE Tax MONTHLY DUE ON 20 Active e
LIQUOR LICENSE A-RESTAURANT ANNUAL - LIQUOR RNEW Inactive >

Rows perpage: |5 v | 1-zefz
Contact us

Finance Department
d 630-420-6059

send us a question/message

Page10f 3


https://napervilleil.tylerportico.com/navigator/public/selections/navigator

File a Local Tax Return in the RA portal (RA)

oThis will direct you to the License summary page. You will see a listing of your filings. Select
Enter Filing to create a new filing. NOTE: You can sort the listing by date by clicking on the year
column to ensure most recent filings appear at top of list.

Iﬁ\ Local Taxes | City of Naperville [Test] H =

License summary

License ID Reference Issue date Category Type Renewal cycle Status
634 634 FOOD & Tax MONTHLY DUE  (Active
BEVERAGE TAX ON 20
- CITYWIDE
Filings
Month Filing status Due date Amount due Actions.
2024 12 DUE NOW 20250120 $0.00 o
e —
2024 n LATE 202412:20 $0.00 Enter filing
2024 10 LATE 20241120 $0.00
2024 9 FILED 2024-10-20 $20.00 [ e I [ Pay bill ]
2024 8 LATE 202409-20 $0.00
Rowsperpage: |5 ~ | 150f24 ¢ >

Enter the TOTAL SALES SUBJECT TO F&B TAX. You will then need to select the file to upload.
Click the blue Review and file button.

Local Tax Required Documentation
Food & Beverage ST-1 or ST-2 form
Hotel/Motel Use CMFT-1 or CMFT-2 form
Local Gas

Enter filing | FOOD & BEVERAGE TAX - CITYWIDE

Enter your information Attach document

PORTILLO'S HOT DOGS - 10001 If applicable, attach any supporting documents

Period
02/2025 MONTHLY DUE ON 20

Drag files here or
FOOD & BEVERAGE TAX - CITYWIDE
. select files . e
(OTAL SALES SUBJECT TO F&B TAX

T
0.00
ENTER THE TOTAL SALES SUBJECT TO NAPERVILLE F&B TAX
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File a Local Tax Return in the RA portal (RA)

eYou will be directed to a Review and Submit screen. Please review your filing and click the blue
File button.

Enter filing | FOOD & BEVERAGE TAX - DOWNTOWN

5 Review and submit

FOOD & BEVERAGE TAX - CITYWIDE

Gross Receipts Taxable Sales Calculated Amount

$1,000.00 $1,000.00 $10.00

FOOD & BEVERAGE TAX - DOWNTOWN

Gross Receipts Taxable Sales Caiculated Amount

$1,000.00 $1,000.00 $7.50

FOOD & BEVERAGE TAX LATE PENALTY - DWTN

Penaity Amount Penity Interest

$0.88 $0.00

Summary

Calcuiated Amount Penatty TotaiDue **The amount
oue $0.88 $18.38 due shown

oAt this point, you will receive confirmation that filing was successful. You will have the
opportunity to either Pay at this time or click Done. You will need to come back to pay filing later if
you select Done.

Nice work!

e

You have successfully filed your license. Your total is $18.38
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