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Material displayed in this user guide is for informational purposes only.
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This guide will show you how to update both the legal and accounting address for your business as well as any physical
locations associated with a vendor’s license. Please note: Although this guide displays an example for Sales Tax, the
process is the same for other business taxes within OH TAX eServices.

Update Address

1. Updating the “Legal” and “Account Mailing” addresses.

Select Additional Services tab from your dashboard.

@ eServices ® O

BUSINESS TAXPAYER Welcome, BUSINESS TAXPAYER

Ohio Customer ID: 000-0098-461 ‘ou last logged in on Friday, Sep 13, 2024 10:51:05 AM
Manage My Profile @

[57)

Summary Important Notifications Settings  Additional Services

Sales Tax y ;
iew or amen
ST o000 sTeT August 2024 Sales Tax Return
Monthly Filing Return filed
BUSINESS TAXPAYER
123 MAIN STREET
COLUMBUS OH 43219 Account > Make a payment
Important Notifications € Balance Due > View licenses
563.00 > View returns and period balances
> More...
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2. Select Manage names and addresses from the Registration and Account Maintenance tile.

@ TAX eservices

BUSINESS TAXPAYER Welcome, BUSINESS TAXPAYER
o Cunsamies |01 000-0008 461 as
Summary  Important Notifications @ Settings  Additional Services
I |
= Letters and Notices [J) Messages (@) Additional Resources
»
» »
»
Registration and Account _ Account Transactions {Returns, ) Access Management
Maintenance = Payments and Refunds) Varea g reew o DRELETIE JCOORIM €T
cownt. This can be ssed o ailow mulhiple poopls to acoes:

4 Submissions

3. Select Addresses tab.
o “Legal” address refers to the headquarters or primary person’s address.
o “Account Mailing” refers to the mailing address where you wish to receive any
correspondence or notifications from Ohio Department of Taxation.

@ TAx eServices ® 6
¢ BUSINESS TAXPAYER

Names and Addresses

BUSINESS TAXPAYER

Names Addresses —

Current Addresses

N

L!gbi 123 MAIN STREET COLUMBUS OH 43219
Sales Tax \

Account Mailing 321 TESTING AVE NEWARK OH 43055-5043
UST-0000-157607
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4. Choose the address you wish to update. Select Update this address.

@ TAX eservices

Address

Account Mailing

5. Complete the required address information and verify the address using the button at the button.
Select Submit.

@ TAX eServices ® 6

< Wames and Addresses

Address Update

OHIg M 43055-5043 LICKING b
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6. Once submitted you will be able to print your confirmation page, showing your account mailing
address has been updated.

@ TAX esences o o

< Namesand Addresses

Confirmation

Your account mailing address has been updated.

Feedback

How easy was it for you to complete this submission?

oW oW

Submit Feedback

Update a Physical Location Address

1. Physical location refers to the location where you registered your fixed place of business.

Please note: If you move your business to a new county, you must cancel the original vendor’s license and
obtain a new vendor's license from the new county's auditor.
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From the Summary page, select View licenses.

BUSINESS TAXPAYER Welcome, BUSINESS TAXPAYER

Chia Customer iD: 0

Manage My Profile @

Summary  Important Notifications @ Settings  Additional Services

September 2024 Sales Tax Return

e

Account ?
51,102.28 > Wiew retums and p e

2. Choose the license number that you wish to update and select Manage.

{  BUSINESE TAXPAYER

Licenses e R

Active  Imactive

Licenses

Licemse MumBsae Hae Address
251HEEE BRANCH TEST I LAE5 W H 432, Manage

Page50f6 Ohio Department of Taxation | Business Tax Division Revised February 2025



1
Chier Toizton™ " Update Address
3. Select Update license information.

@ T eServices a e

License

License Information

UNFAID

4, Onceyou have completed all required information for the license location update form, select
Submit. Once submitted, you will receive a confirmation code, and you will be able to print the
confirmation page.

@ TAX eservices ® 6

License Location Update

Confirm Submission
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