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Website Navigation

From the Florida 
Department of Revenue 
home page, click the 
File and Pay icon. ​

https://floridarevenue.com/pages/default.aspx
https://floridarevenue.com/pages/default.aspx
https://floridarevenue.com/pages/default.aspx
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Select Communications Services Tax 
Under eFile and Pay Taxes and Fees

Under the eFile and Pay 
Taxes and Fees section, 
select the Communications 
Services Tax link.​

https://floridarevenue.com/taxes/eservices/Pages/filepay.aspx
https://floridarevenue.com/taxes/eservices/Pages/filepay.aspx
https://floridarevenue.com/taxes/eservices/Pages/filepay.aspx
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Log In

Click the Log In with 
User ID and Password 
button to sign in with 
your User ID and 
Password.

Note: You may also file a return and make a 
payment using your Business Partner Number 
and Contract Object Number if you do not 
have your User ID and Password. 
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Log In with Username and Password

Enter your User ID 
and Password. ​

Click Sign in.
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Florida Department of Revenue Privacy Notice ​

To view the Florida 
Department of Revenue’s 
Privacy Notice, click the 
hyperlink. 

Otherwise, to continue, 
click OK.​
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File a Tax Return

To begin, click on 
ONLINE TRANSACTIONS. 
Select File a Tax 
Return/Report from the 
dropdown options.
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File Form DR-700016

The required Return 
Information will 
populate.
Select the Filing Period.

Click Next.
Tip: Original Return will be the only Report Type available 
for the CST Return.
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Review Form Information

Review the 
Enter Tax Return Form 
information at the top 
of the page.

Tip: Click on the Tax Return Instructions button for form specific filing 
instructions.
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Return Header Tab

The DR70016 tab opens 
automatically, select the 
Return Header tab.

Review the Taxpayer 
Information.

Click Next Tab.
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DR700016 Tab
The DR700016 fields 
are auto-calculated 
based on information 
entered in the More 
tab schedules.

Click Next Tab to move 
to the first schedule.
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Schedule I – State, Gross Receipts, and Local 
Taxes Due (Row 1)

Select the county from the 
dropdown list in column A1. 
Select State Portion – Col B in 
column A2. 
Enter the amount of Taxable 
Sales Subject to State Tax 
and State Gross Receipts Tax 
in column B. 
Click Add Row.
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Schedule I – State, Gross Receipts, and Local 
Taxes Due (Row 2)

Select the county from the dropdown 
list in column A1. 
Select the local jurisdiction in column 
A2. 
Enter the amount of Taxable Sales 
Subject to Local Gross Receipts Tax and 
Local Tax in column C. 
Enter the Local Tax Due in column E.
Add additional rows as needed. 
Click Next Tab.
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Schedule I – Summary

The I - Summary page will 
populate the information from 
Schedule – I, columns B, C, and 
E.
Enter the State Plus State Gross 
Receipts Tax Due in Line F3.
Enter the Local Gross Receipts 
Tax Due in Line G6.

Click Calculate, then click Next 
Tab.



DEPARTMENT OF REVENUE
Florida

Schedule II – Direct-to-Home Satellite Services

Enter Taxable Sales.

Click Calculate.

Click Next Tab to move to 
Schedule – III.

Tip: Click Calculate after entering data on each page before clicking 
Next Tab.
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Schedule III – Direct-to-Home Satellite Services 
Adjustments

Enter the Reporting Period 
End date and Change in 
Reported Taxable Sales 
amounts.
Click Calculate.
Click Next Tab to move to 
Schedule – III Summary.

Tip: Adjustment schedules can be entered to amend the previous 
return.
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Summary Schedule III – Direct-to-Home 
Satellite Services Adjustments

The Summary of 
Schedule III page will 
populate the information 
from Schedule – III.

Click Next Tab to move 
to Schedule – IV. Tip: Adjustment schedules can be entered to amend the previous return.
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Schedule IV – State & Local Adjustments (Row 1)

Enter the Reporting Period 
End date.
Select the county in column 
A1.
Select State Portion – Col B in 
column A2.
Enter the Change in Reported 
Taxable Sales in column B. 
Click Add Row.
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Schedule IV – State & Local Adjustments (Row 2)
Enter the Reporting Period 
End date.
Select the county in column
A1. 
Select the local jurisdiction 
Name in column A2. 
Scroll right to enter the Change in 
Reported Taxable Sales in column F.
Click Calculate.
Click Next Tab.
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Schedule IV – Gross Receipts Adjustments

Enter the Reporting 
Period End date.
Enter the Change in 
Reported Taxable Sales in 
column L.
Click Calculate.
Click Next Tab.
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Summary of Schedule IV – Communication 
Services Adjustments

The Summary of Schedule 
IV page will populate the 
total from all Schedule – 
IV adjustments pages.

Click Next Tab to move to 
Schedule – V.
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Schedule V – Multistate Credits (Row 1)

Select the county in 
column A1. 
Select State Portion – Col B in 
column A2. 
Enter the Applied Period 
Ending Date in column C.
Enter the amount of State Tax 
Credits in column E.
Click on Add Row.
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Schedule V – Multistate Credits (Row 2)
Select the county in column A1. 
Select the Local Jurisdiction 
name in column A2. 
Enter the Applied Period Ending 
Date in column C.
Enter the amount of Local Tax 
Credits in column D.
Click Calculate.
Click Next Tab.
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Schedule V – Summary of Multistate Credits

The V-Summary of 
Multistate Credits page 
will populate the total 
from Adjustment 
Schedule – V.

Click Continue.
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Summary Information

Review the Summary 
Information.

Click Next.

Tip: Click Back if you need to adjust the form before filing.
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Enter Tax Return – Signature

Enter your Signature 
information in all 
required fields (*).

Click Yes to 
acknowledge and 
authorize the tax return 
submission.
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Enter Tax Return – Confirmation
The green 
Confirmation banner 
displays.

You can select Make a 
Payment Now, Print, 
or Return Home.

Tip: 
• Make a Payment Now will display if the return is greater than $0.00.
• Click Print if you want a physical copy of the return.
• If you leave the Confirmation page, or want to view the return later, go 

to ONLINE TRANSACTIONS > Submitted Items. 
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Make a Payment Now

Click Make a Payment 
Now.

Tip: If you leave the Confirmation page, or want to make a payment later, 
go to ONLINE TRANSACTIONS > Make a Payment.
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Form Payment

Enter the Payment 
Amount or check the box 
to pay the total 
outstanding balance.
Select the Payment 
Method.
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Review the contact 
information, then click 
Next.
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Schedule a Payment

Select to use a bank 
account on file or enter 
new bank account 
details.
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View Submitted Items

To view submitted 
returns and payments, 
click on ONLINE 
TRANSACTIONS.
Select Submitted 
Items.
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View Submitted Returns

Find the 
submitted return 
listed under the 
Transaction 
History section.

Tip: Click on the Confirmation Number hyperlink to view the return and print.
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Log Out

To exit, click Log Out 
in the upper right-
hand corner on the 
main toolbar. ​


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	File a Tax Return
	File Form DR-700016
	Review Form Information
	Return Header Tab
	DR700016 Tab
	Schedule I – State, Gross Receipts, and Local Taxes Due (Row 1)
	Schedule I – State, Gross Receipts, and Local Taxes Due (Row 2)
	Schedule I – Summary
	Schedule II – Direct-to-Home Satellite Services
	Schedule III – Direct-to-Home Satellite Services Adjustments
	Summary Schedule III – Direct-to-Home Satellite Services Adjustments
	Schedule IV – State & Local Adjustments (Row 1)
	Schedule IV – State & Local Adjustments (Row 2)
	Schedule IV – Gross Receipts Adjustments
	Summary of Schedule IV – Communication Services Adjustments
	Schedule V – Multistate Credits (Row 1)
	Schedule V – Multistate Credits (Row 2)
	Schedule V – Summary of Multistate Credits
	Summary Information
	Enter Tax Return – Signature
	Enter Tax Return – Confirmation
	Make a Payment Now
	�Form Payment
	Slide Number 30
	Schedule a Payment
	Slide Number 32
	Slide Number 33
	Slide Number 34
	View Submitted Items
	View Submitted Returns
	Log Out

