
Reporting Monthly Room Revenue On-line 

 

Entering the Data: 

1. Log into your Citizens Portal account at https://wwwdnndev.lasvegasnevada.gov/Dashboard .  If you 
do not have an account you will need to create one (see step #16) 

      

2. Open the Business License section 

    

 

3. Click the “Manage” button for the business you wish to enter the information for. 

https://wwwdnndev.lasvegasnevada.gov/Dashboard


 

 

4. Select the “$” button 

 

 

5. Select the “$ Report Revenue” button 

 

 

6. Select the “Report Revenue” button 

 

 



7. Enter data into fields 1, 2, 4, & 6 and click on the “Calculate” button. 

 

 

8. The system will calculate the amounts due based on the date the data was entered.   
a. If the data looks correct click the “Submit & Pay” button.   
b. If an error is noted, click the “Edit” button, make the needed corrections and repeat step #7. 

      

 

c. A confirmation e-mail will be sent with the data entered. (see next page). 

  



 
Confirmation E-mail example 

 

Paying the Fees: 

9. The system will take you back to the Citizen Portal main screen.  Click on “Unpaid Fees” in the 
“Actions” area on the left side of the screen. 

 

  



10. Find the fees associated with the month you just entered and click the “Add to Cart” button. 

 

NOTE:  Multiple fees can be paid at the same time.  However, it is important to note that room taxes 
can be paid via ACH only.  Any fees selected to be paid at the same time as room taxes can only be 
paid via ACH as well. 

 

11. Once all fees have been selected, click the “Next” button. 

 

 

12. You can review the amounts to be paid.  If all amounts are correct, click the “Checkout” button. 

 

  



13. Input your payment information and click the “Continue” button.  You will be able to review the 
payment information on the next screen. 

 

 

14. Review the information and click “Submit Payment” if everything is correct.  

 

  



15. A confirmation e-mail will be sent. 

   

a. However, it is suggested that you print a PDF copy of the payment receipt for your records. 

         

 



16. Creating a Citizen Portal (dashboard) account 
a. Use Google Chrome as the internet browser  
b. Go to www.lasvegasnevada.gov/dashboard   
c. Click on Register A New Account  
d. Enter First & Last Name and email  
e. You will receive an activation email where you will create your new password.  
f.  Password = alphanumeric only, at least 8 characters, at least 1 uppercase letter.   
g. Do not use special characters such as $ ! @ # ?, etc. as they seem to cause problems in Web 

browser.   
h. You may then log into your account with your email and password you created.  
i. You will need to Edit Profile and complete required contact information.   
j. Select Update Profile Data to save changes.   

 

Note: If you do not see the business license information in the My Applications portion of your 
Dashboard, email the information you used to create your Dashboard (see list below) to 
License@lasvegasnevada.gov.  We will then link you to the account as an authorized user:  
 

• First Name  
• Last Name  
• Email address  
• Business Name 
• License # 

 

http://www.lasvegasnevada.gov/dashboard
mailto:License@lasvegasnevada.gov

