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Instructions for Creating a Microsoft Account 

JLARC’s lodging tax expenditure reporting system is hosted through Microsoft 
SharePoint Online, which requires a Microsoft account for access. 

• If you created a Microsoft account to report 2015 lodging tax expenditures, 
you may use the existing account to log into the SharePoint site and report 
2016 expenditures. 

• If you have a Microsoft account through your municipality (check with your 
IT department to see if you are “federated” and use Office 365), you may 
use that account to access the SharePoint site. 

• If neither of the above situations applies to you, you will need to create a 
Microsoft account using your work email as the user name. Do not use a 
personal Microsoft account. 

Please read through these instructions before creating your account.  

Contact JLARClodgingtax@leg.wa.gov with questions regarding Microsoft account 
creation.  

  

mailto:JLARClodgingtax@leg.wa.gov
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1. Enter account.microsoft.com into your web browser. It will take you to this 
page: 

 

 

2. If your municipality is federated and uses Office 365 (check with your IT 
department if you are unsure) or you have an account from a previous year of 
lodging tax reporting, you may sign in with your work email and password. If 
your municipality is not federated, click the “Create account” link (in the red 
box in the above image). 

 

3. This will take you to the account creation page (image below). 
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4. Enter your entire work email (such as jonsmith@city.gov) in the field 
 
5. Choose a password. 
 
6.  Click "Next” 
 
Make sure you record all account information you created, including the 

password. 

  

←  Enter your email address 

←  Create a password 

mailto:jonsmith@city.gov


June 9, 2016 Instructions for Creating a Microsoft Account Page 4 

 

7. Microsoft will send a verification email to the email you selected to be your 
user name (the email you entered above). Click the blue link in the email to 
verify your account.  

8.  
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9. Once you click the verification link that was emailed to you, you will be taken 
to this page: 

 

 

10.  Your Microsoft account is now verified. Make sure you record the password 
you created in a secure location. 

 

11.  Email JLARClodgingtax@leg.wa.gov with the subject line “Lodging Tax 
SharePoint Invitation Request.” In the body of the email, please tell us the 
email address that was selected to be the user name for the Microsoft 
account you just created. A JLARC analyst will send an invitation link for the 
SharePoint site to the email you specify. 

 

12.  The invitation email from JLARC will contain a link to “Lodging Tax Reports.” 
Click this link.  
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13. The link will take you to the login page. Click Microsoft account and sign in 
with the Microsoft account you just created.

 
14. This will take you to the Lodging Tax Reporting System. JLARC staff 

recommend that you add this site to your favorites or create a shortcut to go 
directly to the site in the future without entering your credentials.  
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Contact JLARClodgingtax@leg.wa.gov or Suzanna Pratt 
(Suzanna.Pratt@leg.wa.gov, (360) 786-5106) or Casey Radostitz 
(Casey.Radostitz@leg.wa.gov, (360) 786-5176) if you have any questions 
regarding site access. 
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