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File and Pay Your Occupancy Tax

Report your quarterly revenue and remit the tax due. 
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Step 1: Start a Tax Filing

All your registered properties are now visible on the dashboard.

1
From the dashboard, click the "Pay Tax" button (located 
in the middle and right side of the screen).

N O T E

The City of Hawthorne only accepts Quarterly filings. 
You must file every quarter, even if there were no 
bookings (a $0 filing).

Dashboard — click "Pay Tax" to begin your quarterly filing
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Step 2: Select Properties for Tax Reporting

Choose every property you need to file for in this filing period.

1
Check the box next to each property you're 
filing for.

2
The page shows the current quarter being 
filed.

3
Need to file for a previous month? Click 
"Additional Periods" — see Section 3.

4
When ready, click "Continue."

I M P O R T A N T

Late payments for previous months will 
incur a Penalty Fee. File as soon as 
possible.

Property selection for the current filing period
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Step 3: Open the Reporting Form

Carefully read the on-screen details about how to report your 
revenue.

1
Read the instructions at the top of the page.

2
Click the "Reporting Incomplete" drop-down arrow to 
open the revenue reporting form.

Click the "Reporting Incomplete" drop-down to expand the form
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Step 4: Report Your Revenue

All fields with arrows must be completed for each property.

1
Property Occupancy: number of days listed/advertised 
AND days actually rented this month.

2 Platforms (Airbnb / VRBO ): Gross Revenue collected by 
those platforms ($0 if none).

3 Allowable Deductions for platform revenue ($0 if none).

4
All Other Platforms/Direct (Off-Platform Bookings): 
Gross Revenue you collected yourself + Allowable 
Deductions ($0 if none).

T I P

Gross Revenue includes room rental, cleaning fees, pet fees, 
and any other taxable amounts charged to the guest.

Revenue Report — complete every required (green-arrow) field
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Example: A Completed Revenue Report

This is what a fully completed Revenue Report should look like 
before you continue. Every field has data, no field is blank.

1 Confirm Property Occupancy days are filled in.

2 Confirm Gross Revenue is entered for both Platforms 
AND All Other sources.

3 Confirm Allowable Deductions are entered ($0 if none).

Example of a fully completed Revenue Report
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Step 5: Confirm Payment Amount & Sign

The system calculates your tax due automatically — review 
carefully.

1
Double-check your payment amount under "Tax 
Summary."

2
Use the drop-down to verify selected tax periods and 
properties.

3 Review and confirm all certifications.

4 Sign by typing your name, then click "Continue."

N O T E

If your filing results in $0 owed (e.g., zero-revenue month), the 
system will return you to the dashboard — no payment screen 
appears.

Confirm and Sign — review your Tax Summary before payment
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Step 6: Choose Your Payment Method

Two payment options are available:

1 Credit Card / ACH (Electronic Check) — fast, with a small 
processing fee offset by an e-payment discount.

2
Check — paper check sent through the mail. 
NO e-payment discount applies.

T I P

Most users choose ACH (e-check) — it's the fastest, 
qualifies for the e-payment discount, and doesn't 
require mailing anything.

Payment method selection — Credit Card / ACH or Mail-In Check
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I M P O R T A N T
Not an electronic check. Choose this option ONLY IF 
you are mailing a PAPER CHECK
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If Paying by Credit Card or ACH

A secure payment window opens in a new browser tab.

1 Enter your payment details in the new window.

2 For ACH (e-check), select the "e-check" option for 
electronic check.

3 Click "Submit Payment" to complete the transaction.

I M P O R T A N T
If the payment window doesn't open, your browser 
may be blocking pop-ups. Allow pop-ups for this site 
and try again. (See FAQ for details.)

City of Hawthorne Payment Portal — Credit Card / ACH payment window
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If Paying by Mail-In Check

When you choose Mail-In Check, a confirmation pop-up gives you 
everything you need.

1 Note your Confirmation Code — you MUST write this on 
the memo line of your check.

2 Follow the on-screen instructions for preparing and 
mailing the check.

3 Click "Return to Dashboard" when finished.

I M P O R T A N T

Without the Confirmation Code on the memo line, your check 
cannot be matched to your account. Always write it on the 
memo line.

Mail-in check instructions — note your Confirmation Code
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