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The Menu Options 
 
Click on a menu option word to jump to that item, or you can scroll through the document. 
 
 

 

 
Submit Filing 

Add Document to Submitted Filing 
Make Payments  •e-check  •credit card  •paper check   View Payments 
View Submitted Filings 
Amend Filing  
Change Password 
Update Contact Information 

Secondary Users 
 
 
 
Submit Filing 
This option allows you to fill out and submit your Annual Report. Please see our separate instructions 
on filling out the Annual Report. 
 
 
Add Document to Submitted (Existing) Filing 
 
To file required documents after filing your Annual Report (such as audited financial statements), use 
this feature. First, select the appropriate year, then click the Continue button. 
 

 
 
Please see our Attaching Documents to the Annual Report instructions to see how the upload 
process works. 
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Make Payments 
 
This is an example. The process is similar for other types of organizations, but the fee amounts and 
due dates may differ. For Charitable Gift Annuities only, see the last page of this document for 
specific information about the CGA fee structure. 
 
The State of Domicile field is for retaliatory fees. 
 
To pay, click the checkbox(es) below Select to Pay for the fees that you will pay now, then click the 
Make Payment link. If you need to show someone at your organization an invoice in order to 
authorize a payment, click the Print Invoice link. 
 
For your convenience, you may pay fees prior to the due date.  
 

 
 
 
 
In this example, the company chose to pay its renewal fee early, at the same time as its filing fee.  
 
The top portion of the payment screen shows the Balance Due and the Due Date.  
 

 
 
 
 
 
 
You have three payment options: 

• e-Check (deducts the amount from your bank account) 
• credit card 
• paper check 
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To pay by e-Check, fill in all of your account information and click the Next button. 
 

 
 
Please make sure that your financial institution will not block our Electronic Funds Transfer debit. 

 
 

 
 
At the confimation screen, please review for accuracy. Please note that you can’t change the date 
that the payment takes place, but for regulatory purposes the payment date is the day that you 
authorize payment. If everything is correct, check the box to authorize the payment and click the 
Process button. 
 

 
 
 
After processing, the screen will confirm payment. 
 

 
 
The system will also send an email to the address that you provided. It looks something like this: 
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Or, to pay by credit card, click Pay by credit card. Fill in the required data and click the Next button. 
 

 
 
 
You’ll move to a confirmation screen. If everything is correct, click the Process button. Otherwise, 
click the Back button to go back and make corrections. 
 

 
 
 
After processing, the screen will confirm payment. 
 

 
 
 
The system will also send an email with the transaction detail to the address that you provided.  
 
 
 
 
 
 
 
 
To pay with a paper check, click the Pay by paper check link. This will print an invoice along with 
mailing instructions. 
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View Payments 
You may view your payment history, which includes payments previously made under our e-Tax 
system. Click the Filter by Year Billed drop-down box to select a year, or choose “All” to see 
everything available. 
 
Here’s the example of the above payment: 
 

 
 
 
 
View Submitted Filings 
 
This option allows you to view documents that you’ve filed in the past. Click the link in the Date 
Entered column to open it. 
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Amend Filing 
After the OIC accepts your Annual Report, use this option to make changes to the information in the 
Annual Report. If you are solely filing documents that go along with your Annual Report, please use 
the Add Document to Submitted Filing option instead (explained later). 
 

 
 
 
 
Change Password 
 
Please refer to the Passwords section in our Accessing the Portal instructions. 
 

 
 
 
 
Update Contact Information 
 
Allows you to update the primary Financial Statement contact person data. This updates the official 
OIC records.  
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Secondary Users 
You can set up other users who can make payments, file documents, or both. You control their 
access (meaning whether they have any rights and what those rights are).  
 
To add users, click the Add Secondary User link. 
 

 
 
Enter the person’s name and email address, then click the Save button. 
 

 
 
  
The system lists all of your secondary users. The primary contact is the only person who can edit 
secondary users’ information and rights. 
 

 
 
 
To edit a user, click on their User ID link. You can change their name, email address, assigned 
functions, and inactivate/reactivate them. 
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The first time that you set up a secondary user, our system will send them an email with their User ID 
and password. No email is sent if you edit the data for a secondary user. 
 

 
 
 
Secondary users have different menu options, depending upon what rights are assigned to them: 
 
Both payments and filing rights: 

 
 
Payments only: 

 
 
Filings only: 

 
 
Secondary users can only change their own password. 
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For Charitable Gift Annuities only 
 
In addition to the Annual Filing Fee, there is a fee for each new annuity issued in Washington during 
the fiscal year.  
 
If you have already filed the Annual Report, our system will fill in the number of new Washington 
annuities for you (the figure comes from your Annual Report). If that figure is not correct, then you 
must amend the Annual Report to change the figure. 
 
In the example below, the Annual Report has not been filed, so in this case you must enter the 
number of new annuities issued in Washington in order to pay the proper amount of fees. The system 
then recalculates the total Balance Due. 
 

 
 


