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.

e |f 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.

e 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.
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1. Enter account.microsoft.com into your web browser. It will take you to this
page:

B Microsoft  Store - Products -+ Support Search Microsaft.com £ = son

Account Your info Services & subscriptions Payment & billing Devices Family  Security & privacy

One account for all things Microsoft

Sign in to manage your info, your purchases, your family’s devices, your security and privacy. It's all tied together with your Microsoft account.

= S -] 2,

What's that charge? Don't miss out on free services Lost a phone? Need help with your See what your kids are up to
devices?
There are no billing surprises when you can check your See which services come with your account. and renew, Keep your kids safer with smart reports and limits on
apps, subscriptions. and other purchases from the cancel, or change the subscriptions you pay for. like This is the faster place to find your lost devices on a what they can see online, Add your kids
Store. Check your payments & billing Office 365 or Xbox Live. Check outyour services and

map. renew a warranty, and get exactly the right help

subscriptions. for each device. See your devices

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 (mage below).
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Create account

Microsoft account opens a world of benefits.

S-::ur‘nec-r‘.e@e:{ar‘nple.cc:-m & Enter your email address
Create password ¢ Create a password

«| Send me promotional emails from Microsoft

Use a phone number instead

Get a new email address

Choosing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement.

Mext

Microsoft

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.
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7. Microsoft will send a verification email to the email you selected to be your

user name (your municipal email). Click the blue link in the email to verify
your account.

June 9, 2016

B® Microsoft

Verify email

We sent an email to | (EEEEGEG_— N o

make sure you own it. Please check your inbox and
follow the instructions to finish setting up your
Microsoft account.

Use a different email address as your Microsoft

account

Resend email

Terms of Use Privacy & Cookies Sign out

© 2015 Microsoft

8.

Verify your email address  inbox =«

Microsoft account team <account-security-noreply @account. microsoft. com:
tome |-

Microsoft account
Verity your email address

To finish setting up this Microsoft account, we just need to make sure this email address is yours.

Verify LizZJLARCTest@gmail.com

Or you may be asked to enter this security code: 5665
If you didn't make this request, click here to cancel.

Thanks,
The Microsoft account team
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9. Once you click the verification link that was emailed to you, you will be taken
to this page:

=. Microsoft Account Search Microsoft.com je; Support % Suzenna Q

Home Your info Services & subscriptions Payment & billing Devices Family Security & privacy

Ready to go!

Thanks for verifying - You can now get back to what you were doing.

10. Your Microsoft account is now verified. Make sure you write down 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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] Office 365

Hello,

Here's the site that Pratt, Suzanna shared with you.

Go T0|Lodgir"|g Tax Reports |

13. The link will take you to the login page. Click Microsoft account and sign in
with the Microsoft account you just created.

Welcome to SharePoint Online

To accept your invitation, sign in with a Microsoft account or an account assigned to you by your
organization.

.. IMicrosoft account I

. Sign in with the account you use for OneDrive, Xbox LIVE, Qutlook.com, or other Microsoft
services.

g3 Organizational account
p Sign in with the account provided by your work or school to use with Office 365 or other

Microsoft services.

Don't have either account? Create a Microsoft account, it's quick and easy!
Legal | Privacy
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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Lodging Tax Expenditure Reporting System

Home Organizations Expenditure Reports Instructions 016 Reporti

Recent Reporting User Info Tracker

W

Home
Welcome to the Lodging Tax Add a new organization

View/edit organizations

Expenditure Reporting System

Submit a new 2016 Lodging Tax Expenditure report

Please review the instructions for reporting lodging tax expenditures.

Follow the links on the right to report your municipality's expenditures of lodging tax revenue View/edit 2016 Lodging Tax Expenditure reports
in 2016. To report expenditures, first add the name of the organization to which your
municipality granted funds, then fill out an expenditure report for each funded activity. You

may also report that your municipality did not spend lodging tax revenue in 2016. No |0dg|ng tax expendltures in 2016

The reporting system will remain open until March 15, 2017. You may add expenditure reports
and edit your data at any time before March 15, 2017. To print your data, follow these
instructions.

View JLARC's 2015 lodging tax expenditure report.

If you have any questions, please email JLARClodgingtax@leg.wa.gov.

Contact JLARClodgingtax@leg.wa.gov or Suzanna Pratt (360) 786-5106 if you have
any questions regarding site access.
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