


• The SIT Portal







User enters username and temporary 
password provided by the tax office

The portal will immediately prompt the user to reset (meaning create a 
new) password. The screen directs the user on what password 
minimum requirements are.
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As the portal user meets each of the 
minimum password requirements, 
the requirement will change from 
red to green and will display a 
checkmark. Once all requirements 
are met, it will display a message at 
the bottom stating “Your password 
meets the requirements.”
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Once the user meets the requirements 
and clicks  SUBMIT, the portal will 
provide a confirmation that their 
password has been updated. They may 
then click the LOGIN button and login 
using their new password they just 
created.
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Dealer’s login account with one 
dealer assigned:



Agent’s login account with multiple 
dealers assigned:



• User’s Name

• Date/Time

• Dealerships page link

• Payments Due Link

• Logout

• Help

• Dealership Accounts



• Edit/View monthly 
sales

• Make Payments

• View YTD Sales Info



• Back to Yearly 
Summary page

• Create New Record 
(manual individual sale 
entry)

• Import Records (bulk 
upload sales entry : 
csv file)

• Confirm Totals (close 
month)



• Two methods of entering 
sales:

• Create New Record –
manual entry (one by 
one).

• Import Records – bulk 
upload using dealer 
type-specific excel files 
which produce a CSV 
file for importing.



Create New Record

• Date of Sale

• Item Name

• ID/Serial Number

• Purchaser Name

• Sale Type

• Price

• Tax (auto calculated)

• Add Another/Cancel/ 
Finish



• Report 1 includes all 
sales entered until 
report closed by using 
Confirm Totals 
process.

• Normally, a dealer 
should keep a report 
open for the month 
and close (Confirm 
Totals) at end of 
month

• Additional reports can 
be entered afterwards.



Sales Importer
• Only specified file 

format can be 
accepted. File format 
must be CSV

• Click Browse, open 
file.



• Errors or differences 
are highlighted in 
pink.

• Notice Date of Sale 
needs to be in March 
2020.



• Dates corrected.



• Records submitted 
successfully.



• Sales Summary Page



• Cumulative Report Totals



• Cumulative Monthly Totals



• Used to close report and 
submit monthly statement



• Form is completed from 
sales entered.

• Dealer must click Submit 
this Form to the Tax Office 
button.

• If not ready, they can click 
Go Back.

• Once submitted, sales 
statement is entered in tax 
office and updated on 
account status screen.





Online – Click Payments Due

• Choose the 
monthly 
statement you 
wish to pay and  
click continue 
to cart. 
Sometimes the 
item you just 
entered is still 
in the cart and 
you can go 
directly there



Online



Online – Enter Payment Info



Online – Verify and Choose Payment 
Method



Online – Leaving Fort Bend Web



If you have questions or comments you can 
contact ….

Marcy Prock

281-341-3758
marcy.prock@fortbendcountytx.gov

mailto:marcy.prock@fortbendcountytx.gov

