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File TC-62S/M Sales and Use Tax Return 
Sales and use tax returns, schedules and sales-related tax returns must be filed electronically on TAP. 
 
1. Click the File Now link to file the return for the current filing period, OR 
 Click the File, view, or amend returns link in the Account panel to file current and prior returns. 
 

     
 
 
      
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Click the File Return link for the period you are filing. 
 
 
 
 
 
 
 
 
 
 
3. Review the Return Information and click Next. 

Note: If you need to add or close an outlet or make account changes click Yes to the Return Information 
question. TAP will tell you what schedules (if applicable) or other sales related forms you may need to 
file. 

  



QUICK START GUIDE Taxpayer Access Point (TAP) 

2 Rev. 12/2020 

 

 

4. If you choose to file with the excel template (Tax Commission only version) you can attach it using the    
Import Your Return link.  

 Note: For manual entry, click Next to skip import option. 
 

  
  
 Click Choose File and attach your saved template.  
 

  
 
5. Begin on line 1. You can click in applicable fields to enter amounts. TAP will calculate your return for 

you. 
 Note: If you take a line 6 adjustment, you can attach supporting documentation at a later step.  
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6. Schedule A (fixed location sales) enter total sales in the Net Taxable Sales box.   
 

 
 
7. Schedule J (non-fixed location sales) click in the Location box to select location. 
8. Enter total sales in the Net Taxable Sales box for each location.   
 

 
 

9. Schedule Summary review and click Next if correct or Previous to make corrections.   
 

  
 

10. Tax Calculation will auto calculate the return for you.    
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11.  Click Add Attachment to attach any supporting documentation.  
12. Click Choose File to select your files, complete required fields, and click OK. 
 

  
 

13. Select Yes to the Disclaimer question. 
14. Click Submit and enter your password to file your return. 
 Note: Save Draft does not file your return.  
  

  
 

15. You will receive a confirmation message. Keep your confirmation number. We suggest printing the    
confirmation for your records.  

 

   


