
Filing a Sales Tax Return



The data you see in this tutorial is completely fictitious. It was 
made for instructional purposes only. Any resemblance to a 

real person or business is completely coincidental.



Once you are logged in to myconneCT, the Summary page is displayed. All of your accounts are displayed by 
default. Locate the Sales & Use account for which you would like to file your return.

To begin filing your return, click the File Now hyperlink next to the “Return Period Ending On…” text. 



Click the appropriate check box(es) to select your tax rate(s) and then click Next. 

In this example, we will select General Sales and Meals.



Enter the return line items for General Sales.

Once you have completed lines 1 - 6, the total in line 7 is calculated for you. Select whether 
you have deductions to enter and click Next. In this example, we have selected Yes. 



Enter deductions for General Sales.

Click into the Deduction field and select the deduction from the drop-down list. Enter the amount in the 
Deduction Amount column. Once you have added all deductions, click Next to continue. 



Now, enter the return line items for Meals. 

Once you have completed lines 1 - 6, the total in line 7 is calculated for you. Select whether you have 
deductions to enter and click Next. In this example, we have selected No. 



Review the return summary. If you need to make corrections, use the 
Previous and Next buttons to go back and make changes.



Once you have completed your review, click Next.



If there is tax due, you will be prompted to make a payment before submitting the return. You can pay with ACH 
Debit/Direct Payment or Credit Card, or you can Pay After Filing. Select the payment method and click Next. 



First, select the Payment Channel. Most taxpayers will select Direct Payment. 



Once you have entered and reviewed all payment details, click Next.

Note: You can save your banking information for future use during this step.



Enter your electronic signature, then click Submit.



Upon successful submission of your return and payment, you will be directed to a Confirmation 
page. If you wish to print a copy of the return for your records, click the Printable View button to 

open a PDF version of the return in your browser.



email@example.com

You can use the browser tools to print a copy of the return for your personal records. 

Important: Do not mail this confirmation page to the agency. Mailing in the confirmation 
page could result in duplicate filings and delayed processing of your return.  



Click OK to return to the Summary page.



The status of the return is Submitted. Once the return has been processed, the status will display as Return Filed. 



Click here for more tutorials!

https://portal.ct.gov/DRS/myconneCT/Tutorials

