
Sales Tax Due Inquiry: 

 

 

 

From the Menu on your Home screen, select Account Inquiry. 
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Your screen will appear similar to that shown below. 

Click Search           on your dashboard ribbon then, 

 

Type in the Org and Object for the account you wish to perform the inquiry on. 

 

Click Accept              on your dashboard ribbon. 
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Your screen will appear similar to that shown below. 

To view the Actual detail, click the yellow folder icon               associated with the Actual line. 

 

 

 

 

 

 

 

 

 

 

 

 

The detail screen will populate, similar to that shown below. 

You can print this report to PDF or export it to Excel for your records. 
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EXAMPLE: PDF Report in Detail 

 

 

This PDF document can then be saved, printed and/or emailed. 
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