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Instructional User Guide 
For Illustrative Purposes Only 

1. Read all of the following important information about the online filing system. The system will walk

you through the filing process – you must complete each step in order for your annual assessment

filing to be considered complete. When you have gathered all of the necessary information click on the

START button to begin. Please Note: Once you start you will not be able to stop and save your

information to continue at a later time.
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2. Choose your license type by clicking on the drop down arrow, enter the last 5 or more digits of your

Washington specific license number and click on SEARCH.

3. Verify that the name of your company and address is correct. If you have entered an incorrect license

number, re-enter your license number again and click on Search. Provide your contact information and

click on NEXT.

4. Provide yearly volume information for each activity. Even if you had no activity you are still required to

input 0. To enter data use the tab button or click directly into each box, click NEXT.
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5. Provide the necessary information including certifying to maintaining adequate permissible 

investments, and select the appropriate response for the Financial Statements section, click NEXT. 

 

6. Confirm if you had any material changes or list of locations to report by selecting the appropriate 

response below, click NEXT.  
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Review and Edit 

 

7. Review the summary page for accuracy, if you have found an error use the EDIT button for each 

section that needs correction. If everything is correct, use your browsers PRINT function to print a copy 

of this report summary for your records and click on SUBMIT. 
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8. Verify payment screen and click Pay Now. 

 

 

9. Enter payment information and click Continue. 
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10. Review your payment information, if you have found an error click on the Back button at the bottom of 

this page, otherwise, click Confirm. 
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11. You will receive a confirmation email as well as the option to print this confirmation page for your 

records. Please close your internet browser, your assessment filing is now complete.  
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Sample email of Payment Confirmation. 

 


