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Taole of Corrtanis
To exit the slide show, hit the Esc key.

To print the elisting Tutorial, exit the slide show and right click on the link.

To move directly to a topic rather than seeing the entire slide show, right
click and select Full Screen. Right click again and select Go To Slide and
click on the slide you wish to view.

Title 16. (cont)-Deleting Users

Discover the Benefits 17. Accessing & Navigating in an Account
Table of Contents 18. Account Information

The eListing Homepage 19. Mailing Address & Contact Info

Register for eListing 20. Exemptions

Logging In 21. Supplies

Getting a New Password 22. Owned Assets - Adding New Assets
User Account Profile 23. (cont)-Editing/Deleting

Adding Account Access 24. Leasehold Improvements-Adding/Editing
Updating Contact Info 25. (cont)}Owned Real Property

Change Your Password 26. Leased Property-Adding/Editing Lessor
Update/Add Users 27. (cont)}Adding/Editing/Deleting Assets
(cont)}Create New User 28. Verifying/Submitting Current Year Listing
(cont)-Add Existing Users 29. Confirmation

(cont)-Change User Permissions 30. Reactivation of Account After Submit%al
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Department of

Assessments Clickthereior arthereugh
eListing I Setroffinstructions:

In Washington State, business personal property s 35sessed 10r tax purposes, uniess specincally
exempted Dy law. State law requires that property used in 3 business on January 1 be reported in
that year to the assessor of the county in which the property is located for assessment purposes
eListing s an online 3pPIcation for reporing this INFOrmation. In order to N 3 ksting using elisting,
business owners will need to setup 3 10gin ACCount and ObLaIN an JCCEsSs Code for each of ther

EiIrst time users must

Please view tutonal prior to e-hiing

i 5o3) Taons - register: befere using
2 eListing.

Deadline for reporting s April 30 (RCW 84.40.040 and WAC 458.12.060). Not reporting this
information by April 30 will result in a penalty being added to the tax amount billed. The
penalty is five percent of the tax due, por month, not to exceed twenty-five percent (RCW

e After you've registered,

In Washington State, busingss personal property refers to 3ssets used in 3 busingss, not property

, -
used only for personal use. Typically, personal property I movadle. Examples of personal property you I I Iog I n fro m h e re u

are desks, file cabinets, computers, etc. used Dy 3 business

To 333€33 personal property, each assel's Gescription, acQuISIOn year and Cost must be provided in
the appropriate eListing section. Total purchase cost of assets IS needed, exciuding sales tac  Total
purchase cost of an item includes all COsts associated with making the property operational, for

example, installation, freight and engineenng charges. Include the value of any trade-in in the P I P
Purchase coxt- EXCLUOE SALES TAX ersonal Property contact

Reported purchase costs of personal property are used to calculate the property’s assessed value n u m b e rS
Property owners are mated a personal property valuation notice once the assessment is made. It ]
Shows the 33sessed vaiue that will De Used 10 CalCulate taxes due the folowing year ¥ you beleve

the 3ssessed Value shown IS INCOmmect, please contact this office. Our appraisers are avaladle to

review the assessment and to process needed changes

Depantment of Assessments, Personal Property Section
206-296-5126 or 1-800-325-6165 extension 6-5126
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Department of

Assessments
elListing

Register to eListing

Return to eListing Home

eListing Contact Information

Enter your name, phone number, address and click Next.
Last Name * Smith

First Name * Jane

Middle Initial

Address * 123 Anywhere St

City ~ Smalltown

WA

| r—more) and provide

Fields with asterisk (*) are rel:urred ﬂ
&= email address. U

Next

-'4-' 4——"
Register to eListing

g— - Return to eListing Home

- -
S e I e Ct a S e C u r I eListing User Name and Password
& Enter a user name and password. Enter an email address. Create your security question and answer.
u eS I O n ro I I I e ro p You will need to know your security question and answer when you forget your password
down menu e [
] Password *

Confirm Password *

Bwaif jane smith@kingcounty.go\

Afterr answering the

If you are entering more than 1 email address, be sure to use a semicolon (;) to separate them

' l estl O r I ( :I I ( :k th e Security Question ‘ What is your mother's maiden name? v
Security Answer * ‘What is your mother's maiden name? '@
| Wnhat high school did you attend?

a
" Fields with astens;(\‘ ‘What is the name of your favorite pet?
Create User

 What sireet did you grow up on?



Fill i your Use
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ENGHER ClICK thE
ﬂJs’ button.

If VOUNOrgOL your

- password, click the
ink-under the
Passwordifield.

Department of
Assessments

elListing

ed this web application in the

Register for eListing eListing Home Page Help?

interest of sim

and easi ‘aw:w:es;sime manner. Before you u

plifying personal property filing for
se this application. please
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Dy t of

Assessments

eListing

Return to eListing Home Page

Forget Your Password?

User Name —

janesmith ﬁ

Department of

cle Assessments
\J'l:)uf: eListing
u Return 1o eListing Home Page

Identity Confirmation

Answer the following question to reset your password. This is the security question and answer you
provided when you registered to eListi

Comments

User Name janesmith
Question Where were you born?
Answer

Smalltown ‘

New Password

‘ E’ King County [0
Minimum length required is 8.

= Click the Submit R

Confirm New Password

- UGon = eListing
» - -
___1 Return to EL\bﬂﬁg Home PBQEE
. —.qew password created.

Comments

News | Services

1T you need help filing your listin
Email personal property
Phone 206-296-5126

Click the

King County | Department of Assessments | News | Services | Comments | Search
Links to exteral stes o not constitute endorsements by King Gounty.

"
By visting this and other King Gounty web pages,
you expressly agree to be bound by terms and conditions of the site.
The details
o
With your new: Password.



Assessments

elisting

Account Profile

You are logged in as janesmith. Logout

Return fo eListing Home Page t v \
Add Account Access Update My Contact Info Change My Password Update/Add Users

| You have access to the following personal property accounts. Click on the account you wish to view.

L Account | Account Name Date Filed Assessment | Link To Assessed
Number Year Value Page

34001628 TEST BUSINESS: SEE MIKE W YEAR 2017 2016

= " Confirms that you are logged in with your username.
Iihese buttons allow you to modify your Account Profile.

Account(s) that you have access to is/are listed here.



Department of

Assessments

Account Profile

You are logged in as joesmith.  Logout

Return to eListing Home Page

Add Account Access Update My Contact Info Change My Password Update/Add Users

You have no access to personal property account at this peint. Click the "Add Account Access" button to add access to your personal
property account. The access code is printed next to the account number located on the upper left portion of the printed listing form.

King county Home i Comments

Department of

and 2 CGESS Code “““‘"‘ -
isti
“(found on your: e
‘ 3 Add Account Access
I Istl ng fo rm) » You are logged in as joesmith.  Logout

Return to Account Profile Page

Enter your business persanal property account and access code.

Account Number

And click Submit.

Access Code

SYEJFSKY
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k4] King County

Department of

Assessments

eListing

Account Profile

You as joesmith.  Logout

Return to gH

You to the follo | prope counts. Click on the acc

Account Account Name 1t | Link Te A

I
Add Account Access Update My Contact Info Change Wy Passward Update/Add Users

Number Value Page

m King county SErvices Comments Search

Department of

Assessments

3 elisting

== s=—lUpdate the e

= infermation and click v
- the Submit button.

Email Address

Address

10
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Department of

Assessments
eListing

Account Profile

esmith.  Logout

g Home Page

Add Account Access

Account
Number

Account Name 1t | Link Te

Value Page

_p‘date th e m King COI..II"Ity Services | Comments | Search

3

- Assessments
S hfermation and oListing
~— —__click the Change

Password button.

New Password

Lagout

Change Your Password

Confirm New Password

Change Fassword Cancel

11



"‘Update/Add Users -

Ll el GWSNOURONG|VE aCCESS LONONEIOT; mujﬂplemr each W
ILSINIINOSEIUSErSIMayAtERNNIEW ANt/ O tpaateraccotntdatas s Itis: your
IIByAaSia BUSINESSI OWREROIKEEPIthEraCCOURTUSErSIUpUated:

k4] King County

Department of

Assessments

elListing

Account Profile

joesmith.  Logout

Return t

‘ane ’
Add Account Access Update My Contact Info Change My Password Updatesadd Users

You have access to the following personal property accounts. Click on the account you wish to wigw.

Assessment | Link To Assessed
Value Page

Account Account Name
Number

Click the Update/Add Users button to:
Create new. User names & passwords
Grant account permissions to existing user names
Change permissions for current USsers
Delete users that you no longer wish to have access to an account

YV V V V

12
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Department
Assents

eListing

Update U

I -- RESSWOTEN(S
2letelrs )
flrm PaSSWOrd.

Select and answer a
SecUrty gquestion.

Click the Create User button. Make sure to send the User Name,

Password and Security: Question to the new: user.

13
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SLLOWY an existing user to access an account that you manage, enter the user name, select the
husiness account number and p ssion level, and then click Grant Access.

User Hame ithace ﬂ

Business Account 340016523

Permission Level  Modify Account Information » | BEEE RETEE=EE

i

EEC RSl ect the Permission Level — Delete Selected Users

-

eitherView (only) or Modify.

Delete
L

User Hame

Click the: Grant Access button.

Tihe User Names that have access to your managed accounts will
SHOW. Up; below.

14



Delete Selected Llsers Save Permisszion Changes

lUser Name Delete Account View Account
DoAStaf ] Humber Information

Modify Account
Information

==}
Sel 3
e Select JoeSmithAcct |

Change permissions by checking either View or Modify: Account
Infermation for each account number. If you do not want this user
0 have access to an account, make sure neither View nor Modify.
are checked.

Click:Save Permission Changes to update permissions.

15



— "'HMUCI Users 28my= Deletlng Users

‘/ REMEMPEIA IS YOUTTESPORSIPIIt asia bl NERO delete
2y el )] USErs yoeu do not WISHIRCONIAVE A CEESS to VOUFaCCOURT:
For examole, 1f Voul crlznge zecolritlrlis, /o pitse Ugdzlie Uses
PEIIIISSIONISY |

o

Cile ~I€ the EXLO the right: off
_Jr ) 'USer VOurWiIsh te delete.

e access level on the right hand side of the

e e
'l
= —" -

Clltk therDelete: Selected
—Users PULLON.

—r"

—— TO CHANGE & permissio »

— = Afterwa rds you W|” notlce screen, and click Save Perffilssion ©
the deleted user Is not listed
and no'lenger has access.

Delete Selected Users

User Hame Delete
Select DDAStaf
select joesmith

16



ccassing and Navigzeitinie) Inl zn Accollrt

E‘ KingCounty Home | News | Sewices | comments | Search

Serices Comments

Department of

Assessments
elisting

Account Profile
Account Number: 34001628

You are logged in as joesmith.  Logout iling Au Status: Taxpayer Modifying  Date: 4/20/2016 5:11:00 PM

% Return to Page

Add Account Access Update My Contact Info

Owned Assets

Leasehold/Tenant Improvements|

Leased Property
verify and Submit (Required)

Change My Pz ssward opdatesAdd Nsers

You h the followi onal property accounts. Click an the account h

auh acc
Account | Account Name Date Filed | Assessment | Link To Assessed
Number Year Value Page

TEST BUSIM SEE MIKE 2017 2016

~ACGess an account by clicking
“OnItsHink.

GO directly to any section of the account b?/] clicking the
appropriate link inithe blue column along the left side.

Jjorworkiseguentially through the eListing, click the Next button
at the bottom right corner of each page.

17
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ot
. |l Ghange any'a'c':ccmﬁ’f; that'needs
| o) eje) ejefzjice)

nnnnnnnnnnnnnnnnn

liFtherbusinessimoved Wit King
County, filllout thisiarea and make
SUre tor provide the date ofi the move.

I the business sold, fill out all
' S, reguested information: and...

...don't forget to send or email copies
of documents to the Assessor’s
Office.

If the business closed or moved
out of King County, fill'in this area.
Make sure to include the disposition
of assets.

18



i“‘M‘Address & CofEict 70

.{'

S avermamean d QR
= e j’ 'j;m malling address updated so
you' receive all mailings from

the ASSGSSOI"S Offlce promptly

Contact Irnformation The name and ContaCt info Of
the person who should be

e o contacted with any guestions

iy regarding the listing.

19



Account Account Number: 34001628 - y
Mailing Address/Contacts Status: Taxpayer Modifying Date: 4/20/2016 5:11:00 PM ifwww— —.‘

Exemptions

e Exemptions Proprieters ONLY:

Fields with asterisk (*) are required.

Leasehold/Tenant Improvements|

Leased Property Head of Family Exemption - must be applied for annually
Verify and Submit (Required) You must be registered as a Sole Proprietor with the Washington state Department of Revenue to qualify for
Head of Household Exem 5

Thi

Check the box if you
gualify:fer the Farm
exemption and...

...Click on the

link and
send the completed
form to the address
listed.

20



SUPPIES

- [ — Q-
Account Account Number: 34001628

Mailing Address/Contacts Status: Taxpayer Modifying Date: 4/20/2016 5:11:00 PM

Supplies, Materials and Other Expensed Items

Fields with asterisk (*) are required.
Leasehold/Tenant Improvements

Y|Leased Property
Yerify and Submit {Required)

Remember that this is a monthly: average.
Determine your yearly: cost for supplies and
divide by 12. Report that figure here.

2



ﬂssets = Adding =y Assets

Exemptions

eeeee
eeeeee

Add e ze
purerle ]J:}si‘ COSLA(EXCIIAING SalES

tz1¢) OF € .,asset

-
-

After addlng each new asset
'_” ':- lnfo make sure to click on
~ Add New Owned Asset.

liFyeurhave rental discs, videos or game cartridges, enter the quantity: in
addition to the asset info above and then click Add New Owned' Asset.

Once a new' asset has been added, it will appear below as an existing

asset under Owned Business Assets. 3



nedm‘ts = =clitinie)/Delatineg Existinig Asseis

Update Asse

Owned Business Assets

Date -ate
Delete Selected Items Modified

S Original Revised change Reason
Acquired Cost Original Cost

Save

CCCCC

2015

—Chck REXt to the asset you wish to edit.

Viake any: needed changes.

Click o save changes or I you wish to undo the action.
I you no longer have the asset, check the delete box to the left of

the asset andiclick the Delete Selected Items button.
23



| ezsafiold/Tanznt Inoroveriants - Addlng/Edltlng
et —

unt Number: 34001628
Status: Taxpayer Modifying Date: 4202016 5:11:00 PM

1- J ]"‘f"i" NEstor Norto : o
SHOVWANVAETHERVOUIOWRL  sie

iri2 reezl oreedney, I Ly
O DN GIACONMIIE
WS RIENISEHUICHORSION
LIS )J;' Ii\velt) /e
SEE. ,né ext SGHEENNIN
WIENEINS mg NUtoral:

2. A ach|5|t|on vear,
Pstncluding sales ot st o e e
_;‘tax) andireason. )

=& Click the/ Add New! Leasehold/Tienant Improvement button.

Edit/Delete existing Leasehold/Tenant Improvement assets the same
as Owned Assets by either clicking , updating the info and then
clicking oOr I you no lenger have the asset, check the delete box

to the left of the asset and the Delete Selected Items button.
24



nant Linorovameris ~ Ownad Rezl Progeriy
. . T —

— ——
Account Number: 34001628
Status: Taxpayer Modifying Date: 4202016 5:11:00 PM

vailing Address/Contacts
Exemptions
supplies

Dwned Assets ] _—«
Jelgds W
.

LeaseholdfTenant Improvements
Leased Property
Yerify and Submit {Required)

S WhEere the Improvements are located, you will see this screen.
Simply:enter your 10 digit Real Property: Parcel' Number and click
Save.

You may. click on the Parcel Viewer link to go to a King County.
WeDsite torsearch for your parcel number ifi you need to.

25



218y = Adcdliric)/Eclitirie) Lassor Irife

narily o be 4 m King COunty Home ews | Serices

Department of
Assessments
elisting

Leaze 10 selling Price
Deseription &
k are
clear dd New Leased Property
‘ e
b -
-
[ . = ize". Toc
oy |
essor
"

name

,—,eq tested
-; ip code:
~— — Lessor

'm_formation.

Click the Submit Add/Revise button.

Jjo edit information for an ex/sting LLessor, use the drop down menu
to select a LLessor. Make necessary changes and click the Submit
Add/Revise button.

Jo delete an existing Lessor, select the Lessor and click the Delete
|'leasing Company: button. -

Zip code
Subrmit Add/Revise @



unt Number: 34001628
Status: Taxpaye Mdfy ng Date: 4/20/2016 5:11:00 PM

Update Leased Property

Date Modified
Delete Selected Items ate Moditte
o 2 2015
opP

‘Edit [.eased Property by clicking , updating the asset info, then
Clicking IN the same manner as with Owned Property and
|'easehold Improvements.

Delete |.eased Property by checking the Delete Box to the left of the
asset and then clicking the Delete Selected Items button.

2



i'ﬁg%sk Subgliceine, Cusrant (ezr Lists

—
Account Number: 34001628

Status: Taxpayer Modifying Date: 4/20/2016 5:11:00 PM

erify and Submit (Required)
WO TE: Filing is not complete untif this checkbox is checked and Submit button is clicked.

vigate to the sections that need change by using the left side navigation links.

Sl . a0 thratigh-each
SECLION O YoUr account and
Verify that the infermation is
complete and accurate.

ACCOUNT INFO LTI

T
.
Busi
.
=

When yourre ready: tor submit
the completed listing, check the

P EGFP00000000000e0e bOX and then

Click the Submit button.

28
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Sssubmitted your Personal Property: Listing.

34
sy i

SAlWays remember to print a copy. of your listing for your records.
Clickshere to print.

It ISfnecessary. to reactivate your account tor make any: changes
after submittal, return to the Profile Page by clicking the
link.

29



ezctive of zifl Aeeolrt Aftar SUorrtie)

zi KingCounty Home | Mews | services | comments | Search

ccccc Account Number: 34001628
Mailing Address /Contacts Status: Taxpayer Filed Online Date: 6/27/2016 11:52:00 AM

Exemptions

Account was submitted on 6/27/2016 11:52:00 AM

Supplies
Owned Assets

Clliee theraccount: Loasshold/Tenant Improve

Leased Property NOTE: Filing is not complete until ithis checkbox is checked and Submit button is clicked.

- "
- m b th t h Verify and Submit {(Required)
u e r a yo u W I S ea your changes below. You can navigate to the sections that need change by using the left
- side i offic
the

submit your listing to the Assessor’s ice for processing by checking
ubmit button at the bottom of this page.

wsVerify and Submit (Required)

— -
= l0'reacuvate.

V4 In the account itself, you'll notice that the links are disabled. This

Indicates that you have already submitted a current year listing
and the account Is “read only™ unless reactivated.

Ijo. make changes in the listing, click the Activate for Resubmit
pbutten: e account information will appear normal again and

any needed changes may. be made prior to resubmitting. <
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