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How to File Sales Tax Returns 
Alaska Municipal Sales Tax Program Filing Portal https://amstp.munirevs.com/ 

Program Administrators Contact: 907-790-5300, AMSTP@akml.org 

 

  

The system will generate a sales tax form on the first day of the month that the filing is due. For example: quarter 1 filing 

(January 1 – March 31) will be generated on April 1.  

 

Log in and See Available Tasks  
1) Login and you will land at your Business Center Home Page.  

 

2) Sales tax filings and account balances are listed under the OPEN TASKS section of the Business Center. The task 

should list the community name. You cannot file a sales tax return without the task. If you do not see one and 

you think you should be filing, please contact Program Administrators.  

 

3) If you manage accounts for multiple communities, each account will be listed separately by community. Please 

use the naming structure of Business Name (Community).  

 

 
 

 

Submit the Sales Tax Filing 
1) Click on the filing task.  

 

https://amstp.munirevs.com/
mailto:AMSTP@akml.org
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2) Depending on which community you are filing for, the form will look a little different. Some communities have 

an additional “bed tax” or “transient occupancy tax” or “rooming accommodation tax” that is separately 

itemized on the return.  

 
 

3) Once in the tax form, enter the taxable sales, services, entertainment, and rents into the applicable boxes. The 

fillable cells are highlighted yellow. 

 

4) Enter any exemptions in the appropriate line.  

 

5) The system will calculate all relevant sales tax, early filing compensation (if applicable), late fees and penalties.  

Double check that all values look correct.  

 

6) Sign and date and click the orange Submit button.  
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7) You are now in the shopping cart.  

Review the summary and click the orange Payment Method button at the bottom of the screen.  

Even if you have $0 to file, you must go through the Payment Method process.  

 

 
 

8) You are now at the Payment Method page.  

Payment is due by 11:59pm Alaska Standard Time on the last day of the month following the tax period. If the 

due date falls on the weekend or holiday, the due date is extended until the end of the next business day.  

 

9) Even if you filed a $0, you must complete this step. This is the screen you will see if you file zeros. You must click 

the orange Complete Transaction button:  

 
 

If money is owed, select the payment method. Payment information is not saved in the system. You will have 

to enter the information with each filing. You must pay electronically by selecting one of the payment methods:   

 

a. Bank Account. This is for e-check or ACH debit. Enter your bank account and routing information. The 

system does not save account information – you will need to enter it each time you remit.  

 



Updated: 6/22/2023 4  

b. Credit Card. Please note there will be a 3% convenience fee assessed and there is a maximum payment 

limit of $5,000.00 for credit card transactions.  
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How to File a Pending Sales Tax Returns 
A filing is considered “pending” if the yellow form has been filed out, but not finalized through the shopping cart. If a 

filing is not completely submitted before the end of the month, the user must re-submit the form and be assessed late 

filing fees, penalties and interest.  

 

If payment is not received by the end of the month, the Program Administrators will reset the filing transaction to a 

pending status (B below).  

 

A.  Submit Town Sales Tax Calculation Form (new) 

The data has not been entered nor submitted to the 

system.  

 

B. Complete Town Sales Tax Return (pending) 

The data has been entered, but the tax form has not 

been confirmed with a signature nor submitted to the system. OR the transaction was reset by an administrator. 

 

1) click the “Complete Town Sales Tax Return” link under Open Tasks.  
2) If the filing has past the due date, you will see the late fees assessed.  
3) Review the form, sign and date, and click the orange Submit button at the bottom.  
4) On the next screen, select the orange Payment Method button, even if you have a $0 balance. 
5) On the next screen, select your payment method and click the orange Pay Now button. 

 

 

A 

B 
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Overview of Business Center 

 
 

1. Messages 

These are static messages that indicate basic guidelines. 

1. 

2. 

3. 

4. 

5. 



Updated: 6/22/2023 7  

 

2. Open Tasks 

This area shows the assigned tasks for a business. Click on a task to complete the action.  

A. Name of Business 

If a user is associated with multiple businesses, each business will be listed 

individually with the associated tasks below it. In this example, the 

businesses are Kara’s Test Business (Thorne Bay), Sporadic Filer (Selawik) and 

Sporadic Filer (Thorne Bay). 

B. Tasks 

Tasks include registration information, sales tax filings and account balances. 

New tasks that have not been started are blue, pending tasks are green, and 

past due tasks have a red icon next to them. To use an account credit on a 

sales tax filing, you must open the credit task and add it, along with the sales tax 

filing, to the Shopping Cart.  

 

3. Activity 

This section shows the tasks that are completed or pending. 

Information includes: 

A. Business name 

B. Action: a list of submitted filing tasks  

C. Status of tax returns 

D. Due Date of filing task 

E. Amount paid  

F. Form. Clicking on the Form link will take you to the yellow form 

that was approved and submitted. The form cannot be changed 

once it has been submitted. 

 

4. Manage Your Accounts 

This section gives an overview of each business account the user 

is associated with. A user can add or remove a business by 

clicking on the link at the bottom of the section. Address and 

contact updates can also be submitted through this section.  

A. Account name 

B. DBA name  

B A C D E F 

A 

B A 

A 

B A C D 
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C. License number is the system registration number and is unique for each community. If a business has physical presence in different communities, 

then they need a registration for each community.  

D. Portal access code which is necessary to add a user to a business account 

 

 

5. Manage Your User Account 

This shows the different accounts a user is associated with.  

A. User/Login or Email Address Update. Each user must have the account 

number and portal code to add a business profile.  

B. No Longer Manage an Account? Use this link to remove a business from 

your user account.   
B 

A 
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