
Excel Upload Procedures 
1. To obtain the Excel Upload template you can click the “Single Filers / Excel Uploading
Information HERE” in the QUICK LINKS area of the Business Center. From there,
select the "Click HERE for the Excel Upload template."

2. The Excel template will provide you with multiple tabs, including Instructions, Upload
Data, State Jurisdictions, and Home Rules.
You will fill out the Upload Data tab with your tax form filing information. For a state
collected municipality you will locate that on the State Jurisdiction Tab and copy and
paste that line to the Upload Data Tab. For Home Rules you will make sure to add a
second line for “local” for their filing.

3. Account Number column you will enter your Colorado Account Number or CAN.
Account Type column this is where you will list the state type for each and then specify
the “Local” lines for Home Rule cities.
Jurisdiction Code will be the code you pull from the State Jurisdictions tab.



Jurisdiction Name is the municipality being filed for which can be pulled from the State 
Jurisdictions tab as well.  

4. You will then enter related tax filing data in the remaining columns. The Gross Amount
column will be the Gross sales for that jurisdiction. There will be related deduction
columns as well to fill in if applicable.

When the filing data has been filed in on the excel sheet and saved to the 
device you are ready to begin the online filing process.  

1. You will see the item “Upload Excel Data Upload for Sales Tax” listed under the open
task area of your business center in the SUTS system. Click this to open your upload task.

2. To upload the excel document with the filing data, click the “Choose File” button to open
the files of the devide and choose your upload. Once selected and inserted you will see
the file name appear next to the “Choose File” button.



 
 

3. Once the file has been inserted, Click the orange Submit button.  
4. After submitting you will be taken to the form page where the system will have pulled 

your filing data from the excel document and inserted into a calculation form.  
 

 
 

The system will default to the “All Jurisdictions” view. You can change this drop box to review 
the information for each jurisdiction.  



 

 

 

5. After reviewing the filing information, you will sign the bottom of the calculation form 
using the “Name (as electronic signature) box, your title to the business (such as owner) 
and the date will be auto filled. If all information appears to be correct, click the orange 
Submit button. 
 
 

 
 
 

6. After submitting the form, you will be taken to the cart area showing the total due for the 
filing. Click the orange Payment Method button to proceed to check out.  



 

 

7. You will then be taken to the check out page. Options for payment in the SUTS system 
are via Credit Card, Bank Account, and ACH Credit. Choose the method of payment and 
fill out the related information requested.  



 

 

Once the payment information is entered and you are ready to pay, click the orange Pay Now 
button.  

 

8. After clicking Pay Now, once the payment has processed These will be a “Transaction 
Completed” message and the receipt page will appear to confirm the filing. A copy of this 
receipt will be emailed to the user as well.  

 
 
 

 

 

 

 

 

 




