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Additional Payments & Past Filing 
Periods
Catch up on previous months or file multiple periods at once.
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Step 1: Start from "Pay Tax"

Past-period filings begin the same way as a regular filing.

1
From your dashboard, click the "Pay Tax" button to begin.

N O T E

Late filings will have penalty/interest 
applied automatically by the system, 
where applicable.

Dashboard — start with "Pay Tax"
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Step 2: Select Properties & Add Periods

After choosing your properties, you'll add the past tax period.

1
Check the property/properties 
you're filing for.

2
Click "Add Additional Periods."

Property selection — click "Add Additional Periods"
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Step 3: Choose Year and Quarter(s)

Select every previous period you need to file for.

1
Choose the required year.

2
Check the Quarter(s) you need to file.

3
Click "Add Periods."

Choose the year and month(s) for the additional filing(s)
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Step 4: Verify Periods & Continue

Confirm the additional months are listed correctly.

1
Review the list of periods you've added.

2
When everything looks right, click "Continue."

Review of additional periods added to this filing
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Step 5: Report Revenue for Each Period

You'll complete the same Revenue Report you saw in Section 2 —
once per period.

1
Click the "Reporting Incomplete" drop-down for each 
period.

2
Complete Property Occupancy and Revenue for each 
period (see Section 2 for details).

3
All required fields must be completed before you can 
proceed.

T I P

If a previous quarter had no bookings, enter $0 for 
revenue. Zero-dollar filings are required to keep the 
property compliant.

Report Revenue — complete one per filing period
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Step 6: Confirm, Sign, and Pay

Final review and payment work the same as Section 2.

1
Confirm the total payment amount across all periods.

2
Review and confirm all certifications.

3
Sign by typing your name.

4
Click "Continue" to finalize and proceed to payment.

Confirm and Sign — same flow as a regular filing
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