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TIP! Hovering over most fields in FileLocal will show helpful tool�ps. 
    

1. Visit FileLocal-wa.gov and log in to your account using your username and password 

 
 

 
 
 
 
 
 

 
 
 

 
 

https://www.filelocal-wa.gov/Default_FileLocal.aspx
https://www.filelocal-wa.gov/Default_FileLocal.aspx
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2. A pop-up message will appear saying, "Thank you! What's Next?" Select Renew a License to 
proceed.  
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3. You will be directed to the Ac�vity Center. Click on Show All Ac�vity to con�nue. 

 
 
 

4. Under the General Business Applica�ons (GBL) and Renewals sec�on select the con�nue buton 
under the Ac�on Column.  
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5. You will be taken to the General Business License Renewal – Tacoma page. Complete the required 
renewal ques�ons.  Specify the projected gross income for the upcoming year.  

 

 
 

6. Rental Property Data Verifica�on – This sec�on displays the current informa�on in our 
system. Please review it carefully to confirm its accuracy. 
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7.  Do you have employees? Answer yes or no. 
 

 
 

  
8. Is the Rental Property informa�on displayed above correct? If yes, select the appropriate 
op�on, cer�fy compliance, enter the Owner/Owner Representa�ve's name, and click Next to 
proceed. 

 
 
 
 



   
 

 

    
  BUSINESS OWNER’S STEP-BY-STEP GUIDE TO  

RENEW A BUSINESS LICENSE FOR RENTAL ACTIVITY ONLINE 

  
                         

 
 

9. Is the Rental Property informa�on displayed above correct? If no, click the link under Step 1 – 
Update My Rental Property Records. This will open a separate webpage where you can enter and 
submit the updated informa�on. Once you've completed the update, return to this page to cer�fy 
compliance, enter the name of Owner/Owner Representa�ve, and select Next to finish the renewal 
process. 
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10. You will be directed to the Payment Cart page. Click on Ready to Pay to proceed. 
 

 
 
 
 
 
 
 
 
 



   
 

 

    
  BUSINESS OWNER’S STEP-BY-STEP GUIDE TO  

RENEW A BUSINESS LICENSE FOR RENTAL ACTIVITY ONLINE 

  
                         

11. A pop-up will appear asking, "Are You Ready?" Have your payment informa�on ready and click 
OK to con�nue. 

 
 
12. A pop-up will appear advising of fees associate with using FileLocal. Click OK to con�nue. 
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13. You will be directed to the Payment Page. Choose Bank Account for an ACH payment or Credit 
Card for that payment type. 
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14. A�er entering the payment details, click "Con�nue." Then, select the "Authorize" op�on, 
enter your email address for the receipt, and click "Pay Now" to complete the transac�on. 
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15. Confirma�on & Receipt Page: This page confirms that your payment has been processed 
successfully and your renewal is complete. 
 

 


