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Account Login — Access the login page

» Select the menu bars in the top left of the Colorado Secretary of State
website, and select “Log in” under the Bingo & Raffles section
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Account login

* To begin, you will need to log in
using your Master ID and password. [
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Accessing Quarterly Reports

« After logging in, you will be taken to
your Summary Page. To begin filing
your Quarterly Reports, click the
“Quarterly Reports” link either at the
bottom of your summary, or from the
left-hand navigation menu.
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Choosing a quarterly report to file

* On the Quarterly Report screen, you
will see a list of the reports you have Quarterly Reports
already filed and/or reports that are
available to file, along with the
Status, date the report was filed, and
Gross Receipts information.

* Click the “Available” link to begin
filing a new report.
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Game Types

* On this page, you will select the
checkboxes for all game types for
which you are reporting activity this Quarterly Report
quarter.

* "No Activity" means you didn't have any
income or host any games for this
quarter.

* |f you choose “No Activity,” you will not
need to include proceeds or occasions
Information (see following pages).
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Bank info

* The first time you file your report online,
you will need to add your bank account [ Quarterly Report
information.

* Note: The “Save” button saves all
information you have entered. The
“Save & Exit button” will save your info
and exit the application. The “Cancel”
button removes all info you have
entered and exits the application.
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Quarterly Report

Add bank account

* On the “Add bank account” screen,
enter the necessary information for
your bank account.

* You can enter information for up to
three separate bank accounts, one
of each type (Checking, Savings,
and Progressive)
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Bank info (continued)

* Once you have added your bank
accqunt(ls), you will choose the
applicable bank account(s) for the Quarterly Report
report you are filing. -

» Alternately, you can edit or remove any
bank accounts you have entered by
selecting them via the checkboxes and
pressing the “Delete” button.

* |f you need to edit any of your account
information, click on the name of the
bank account.
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Occasions

 On the “Occasions” tab, for each
game type you have selected you
will need to enter the number of
occasions, number of players, and
dates when the games were played.

* If you selected “No Activity” earlier,
you would not see this tab.

Quarterly Report
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Income

* On the “Income” tab, you will need to
enter the gross receipts for each game
type you have selected.

* |f you selected “No Activity” earlier, you
would not see this tab.

* Your “Total Proceeds” will be
automatically calculated as they are
entered. Additionally, any required fees
\r/]vill also be calculated and displayed

ere.

Quarterly Report
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Payouts

* Similar to the “Income” tab, you will
need to enter payout distribution
information for each game type you
have selected.

* Your “Total Payouts™ will be
automatically calculated as they are
entered.

Quarterly Report
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Expenses

* Just like the previous two tabs, you
will enter your expenses for each
game type on the “Expenses” tab.

Quarterly Report
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Totals

» Comments in the “Comments”
section are for your use only and will
not be visible to the public.

 The “Totals™ tab will display a
summary of the calculated totals
from the previous tabs (Income,
fees, Payouts, and Expenses).

Quarterly Report
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Attachments

* You will need to attach your LE-21
Schedule A on the “Attachments”
tab.

* You also have the option to attach
any other forms that should be
included with your report.

* Click the “Add a file” link to browse
for your attachment(s).

Quarterly Report
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Sign

* On the “Sign” tab, you will need to
enter the information for whomever
completed this Report. Note: all
rejects and confirmations will go to
the email address entered.

* You will be able to review all of the
Information in this Report before it is
submitted (see next page).

Quarterly Report
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Review

» Before you submit your Quarterly
Report, you will be able to preview
all of the information you have
entered to make sure it is accurate.
To make any changes, click the
“Back” button.

* |f everything is complete and
accurate, click the “Confirm and file”
button.

Review
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Payment

* If you are required to pay any fees,
you will be taken to the “Payment” Payment
page after your report is submitted.

Amount

Quarterly report 20140Q4 $100.00
Total  $100.00

Payment Method®
) Credit or Debit

) Prepaid account
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Receipt

 Once you have paid any applicable
fees, you will see this receipt page.

* To send an email copy of this
receipt, enter an email address and
click the “Send” button.

Receipt
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Bingo-Raffles Contact Information

If you have questions or need additional assistance, please contact the Bingo-
Raffles program:

Call us at 303-869-4910
or
Email us at licensing@coloradosos.gov



mailto:licensing@coloradosos.gov
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