
Hospitality Tax
Hotel/Motel, Amusement and Restaurant

Processing Portal 
Instructions



Processing Portal Instructions

Contents

Title
1) Log In
2) Tabs - Your Account - User Information - Contact Us
3) Your Accounts
4) Filing(s) 
5) Create a Filing
6) Filing Results
7) Payment Type Selection
8) Example Form
9) Contact Us



Processing Portal Instructions

Log In

Enter the email address you used to register 
with us and the password that was emailed to 
you. 

If you forgot your password, click on the 
green ‘Forgot your password’.

Home



Home

Processing Portal Instructions

Accounts

This screen shows the user the clients 
(businesses) to which this User has access.  

This example shows usage rights to 3 
businesses (example only).  

Click the account you wish to use.

ABC Restaurant Jane Doe Sevierville, TN

XYZ Hotel                                 John Doe Sevierville, TN

LMN Hotel                               John Doe Sevierville, TN
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Filings
There is a button for each of the filing types (ex. Restaurant, 
Amusement, Lodging, Beer-Wine-Liquor*) for which this 
business is responsible. Clicking a button type will show 
existing matching records. 

Also on this screen are buttons for:  Card Billing Information**, 
Filing Period entry, Payment entry and a detail view for each of 
those records. 

* Beer-Wine-Liquor sales are recorded using this button (It is not to                         
apply a tax.).

**Card Billing information will allow you to store your billing address for 
credit/debit card transactions.

John Doe
1234 Main Street
Nashville, TN 1234
123-456-7890
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Enter Filing Information

By clicking on the button labeled ‘Enter a Filing Period’ in 
the previous screen, you will see the screen shown here.  
The date is automatically entered and is based on the last 
filing completed.  All filings must be filed in chronological 
order.  Please confirm that this is the proper tax type, ie.; 
Restaurant in the example.  

Enter your Gross Proceeds and non-taxable Exemptions. 
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Payment Information

Click Make Payment on the Accounts Screen.
Click on the button indicating how you would like to make payment.  

Please note that credit and debit card payments will have a 2.5% 
convenience fee added.  ACH (eCheck) and payments mailed or 
brought to City Hall will not have a convenience fee added.

If you would like to have your credit or debit card, or eCheck billing 
address retained, please send an email to 
HospitalityClerk@seviervilletn.org. Please do not send credit or debit 
card or bank routing information!  That will be retained at our 
contracted payment portal, iCheck. 
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Tax Declaration

After entering the filing amount, any penalty and interest for 
late payments plus any outstanding balance are shown.  This 
screen does not have any editable fields.  Also, you do not 
need to print this screen for your records.  There is a much 
more complete print option available to you after you accept 
this form.  If the amounts you entered are correct, click Save 
and Return to Filings.
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Your User Information

This is the User Information screen where you can change 
your password, your email address or your name.  Please 
note, if you represent multiple companies this will change 
it for all of the companies with which you work.  When 
complete, click Save Changes.



City of Sevierville
Hospitality Clerk

City Hall
120 Gary Wade Blvd

Sevierville, TN  37864-5500
865 868 1561

HospitalityTax@seviervilletn.org
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Filing Results Print Out

Select View/Print from Accounts screen.  You can use this 
as a copy for your records and it can also be used to mail 
to the City with your payment.  
This form will be automatically emailed to you when you 
open it.  This way it can be saved or printed.
If you are mailing payment for more than one tax type you 
may send one check for the total of 2 or more filing types.

ABC Restaurant
John Doe


