
 
City of Colorado Springs Sales Tax 

 

Gentax Special Event Filing Instructions 
Filing a Special Event Sales Tax Return 

After your special event has concluded, you will receive an email 
with a reminder to file your tax return and report your sales.  

 

Please follow the directions below to file your Special Event Tax 
Return!  

1. Go to https://coloradosprings.gentaxcpc.net/ From the main 
page, select ‘File a Special Event Sales Tax Return.’ 

 
 

https://coloradosprings.gentaxcpc.net/


2. You will be taken to the Event Information page to fill out the 
event details.  If you cannot find your event in the drop-down 
menu, you can select the “My event is not listed.” The system 
will ask you for the event details. 
 
Please complete all required fields marked with a red asterisk 
(*). 
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3. Enter your business information.  Choose the best ID type for 
how your business is structured:  

• Sole Proprietor – Use Social Security Number (SSN) or 
Individual Taxpayer Identification Number (ITIN) 

• Partnership, Corporation, or LLC – Use Federal Employer 
Identification Number (FEIN) 

• If already registered in our system – Use Customer or 
Account ID 

(See example on next page)  



  
 
(continued on next page) 
 
 
 



• After selecting Next, the system will ask you to select a 
NAICS code. (There will only be 2 options: General 
Merchandise sales or food & beverages).  
 

 

 

 

  



4. Next, you will need to verify your business address. Complete 
the required fields and then click the Verify Address button.  
Select the address that is most correct from the list. 

 



5. Enter your Business Contact details. 

 
 
 
 
 
 
 
 
 
 
 

  



6. In the next step, you will report your sales. The form will 
calculate the 3.07% taxes and provide you with the final 
amount to be paid.  
Please note the zero file at the top of the screen should be 
used if you did not make any sales or did not participate in the 
event. If you signed up for the event, you must file a return. 

 



7. Next, the system will have you review your tax submission and 
provide details on penalty and interest (only if the return is 
overdue).  

 
 
 

  



8. The next screen is the payment option screen. This is where 
you will select your payment type.  

 

Depending on the option you choose, the system will take you to a 
payment screen to enter the details of your payment method and 
finalize your tax return.  

Congratulations! You have successfully completed your Special 
Event Sales Tax Return.  

 

 

 


