
City of Madison Transient Room Tax 
Instructions to file and pay your quarterly returns online 

Sign In/Create an Account 
The customer portal for Room Tax is located at: https://cityofmadisonwi.tylerportico.com/css/citizen-selfservice-
bl/business-license/home. 

Note: “Business Licenses” is the name of the program the City of Madison is using for Room Tax administration. 

In order to file and/or pay your Room Tax returns online, you will need to create an account. You can do that by clicking 
“Sign in or register”. 

 
Note: If you already use Resident Access or Utilities Access to pay your 
City of Madison Property Tax or Municipal Services bills, you can use the 
same account to sign in here. 
 
 
 
 
 
 

Link your Room Tax Permit(s) to your Account 
Once you have signed in, this will appear box on the Business Licenses home page. You will need to link your Room Tax 
permit(s) to your account by clicking on either of the “Link to account” links. 

 
Enter the Permit number (found in the top section of the return) in the Business ID field and the first letter of the mail to 
name (also from the top section of the return) in the in the Owner Name field. Click “Search”. 

  
If an account is found, it will appear below the search box. Verify this is the account you intended to link. Click “Finish & 
view account”. 

 
 

 

https://cityofmadisonwi.tylerportico.com/css/citizen-selfservice-bl/business-license/home
https://cityofmadisonwi.tylerportico.com/css/citizen-selfservice-bl/business-license/home


This will return you to the home screen and the linked permit will be listed under “My Businesses”. If you are responsible 
for multiple entities, you can click “Link to account” again and repeat the steps above to link as many permits as you need. 

 
 

File your Quarterly Room Tax Return 
To file your quarterly room tax return for any outstanding period, click “Licenses/Taxes” for the applicable permit/business. 

 
Click the TRANSIENT ROOM TAX line (this should be the only one). 

 
This will bring you to the License Summary and Filings list. Here you will find all current and prior filings for the permit and 
the status of those filings. 

The “Year” and “Month” on this screen indicate the year/month that the return is due. For example, returns for the 1st 
quarter of 2026 are due by 4/30/2026 so that filing would be listed under 2026/4. 

Note: You will only see filed returns as far back as Q2 2025 (Year: 2025, Month: 7) as that is when the City of Madison 
started using the system that connects to this online portal. Any periods prior to that can be ignored. 

Identify the period you wish to file and click “Enter Filing”. 

 



Enter the amounts received for the quarter into each field just as you would if you were completing a paper return. All 
amounts should be entered as a positive number. Click “Review and file” when complete. 

 
 
Note: Ignore the “Attach document” section of this 
screen. You do NOT need to attach anything to 
your return. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Review the filing summary including the Taxable Sales and Net (Tax) Due. 

Note: If all bookings for the quarter were made through marketplace websites that collect and remit room tax on your 
behalf (Airbnb, VRBO, etc.) you still need to file a return (new for 2026). Assuming no tax is due, when you get to this 
screen, the Deductions should equal the Gross Receipts, and Taxable Sales and Net (Tax) Due will be $0.00. 

Click “Previous” to go back and update any of the amounts entered. Click “File” when all amounts have been confirmed. 

 
 

 

 

 

 

 

 



Click “Pay filing” to add the total amount due to your shopping cart and go to the shopping cart webpage. Click “Ok” to 
return to the Filings list. 

 

Filing a Late Room Tax Return 
In the Filings listing, any late/unfiled returns will have a “Filing Status” of LATE. To file a late return you can follow the same 
process as above by clicking “Enter Filing” for the late period. 

 
Enter the amounts received for the quarter as outlined above and click “Review and file” when complete. 

 
Review the filing summary. The only difference when filing a late return is the inclusion of interest. This is late payment 
interest calculated at 1% per month as of the current date – in this example, 4/1/2026. If you do not pay the total amount 
due (including the interest) in the same month that you filed, the total amount of interest due may change. 

Note: There is also a late filing penalty of $25 PLUS 10% of the tax due for the period PLUS the lesser of $250 per day 
late OR 5% of tax due. This needs to be calculated manually by City of Madison staff and will not be reflected in this 
balance due. Once you have filed a late return the penalty will be added and a copy of the bill will be mailed to you. If 
you make any payments before the penalty is added, they will be reflected on the bill. 

Click “Previous” to make any updates. Click “File” when all amounts have been confirmed. 

 



If you linked multiple permits to your account, you’ll need to navigate back to the home screen and select “Licenses/Taxes” 
on another record to file any outstanding returns for that permit. 

Pay your Quarterly Room Tax Return 
Once a return is filed, you can add the amount you want to pay to the shopping cart. 

From the Filings listing, click “Pay bill”. 

 
Choose whether to pay the total amount “Due now” or a different amount. Click “Add to cart” 

  
Add additional bills for this permit or a different permit to the cart as needed. 

When you’ve added all items to the shopping cart, click on the shopping cart icon at the top right corner of the screen. 

 
Review the item(s) and amount(s) listed. Click “Remove” to remove an item from the cart. If you wish to change the amount 
being paid on an item, you’ll need to remove it and re-add the item with the intended amount. 

Click “Check out” to confirm the amount to be paid and enter in your payment details. 

 
Choose whether you’d like to pay now or schedule your payment for a later date. 

Note: When scheduling a payment you can choose any date in the 
future. If you choose a date that is after the due date, the payment 
amount will not change but interest will be incurred, and your bill 
will not be paid in full. 

 

 

 

 

 

 

 

 

 

 

 

 



Choose whether you want to pay with a credit (or debit) card or eCheck (ACH) and enter the necessary payment 
information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: There is a fee for paying with a credit/debit card of 3.75% (or $2.50 
minimum) of the tax paid. There is no fee for paying with a savings or 
checking account (eCheck). The fee amount will be reflected in the 
Summary section depending on which payment method you select. 

 

 

 
 
 

 

 

 

 

 

Enter an email address for the payment receipt. Click “Continue”. 
Pay Now       Scheduled Payment 

  
 

 

 



Review the payment information – including the payment processing date for scheduled payments. Click “Submit 
payment”/“Schedule payment”. 
Pay Now       Scheduled Payment 

  
After submitting/scheduling the payment, check your email to confirm that you’ve received the payment confirmation. 
Retain this email until after your payment has been processed. 

If you need to make changes to or cancel a scheduled payment, contact us via phone: (608) 266-4771 or email: 
treasurer@cityofmadison.com. 

Note: We are only able to cancel scheduled payments. Any payments requiring a change to the payment method 
and/or amount will need to be cancelled and re-entered/scheduled. 
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