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Hawaii Tax Online – Manual Entry
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The information provided in these instructions are intended as a public service and the Department of Taxation 
makes no warranties or representations whatsoever regarding the quality, content, completeness, suitability, 

adequacy, sequence, accuracy, or timeliness of such information and data
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All third party rent collectors must complete Form RCA-1 

Who must file?

Third party rent collectors are required to file the following documents:
1. Form RCA-1, with a copy of first page of the rent collection agreement 

(“agreement”);
2. Form RCA-1, with a copy of Form 1099; or
3. Form RCA-1, without attachments

Required Filing



Introduction
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1.If you are submitting a copy of the first page of the agreement with Form RCA-1, you must file 
within 30 days from the date you enter into the agreement;

2.If you are submitting a copy of Form 1099 with Form RCA-1, you must file on or before: 
• February 28 following the close of the calendar year for which Form 1099 is filed with the IRS 

by paper; or
• March 31 following the close of the calendar year for which Form 1099 is e-filed with the 

IRS; or
3.If you are filing Form RCA-1 without attachments, you must file on or before March 31 of the 

close of the calendar year in which you entered into the agreement

When to file?

• Failure to comply with the reporting requirements may result in a monetary fine of no more 
than $500 per violation

• Failure to electronically file and/or submit the required filings may result in a citation. Use Form 
L-110 to apply for a waiver

Penalties and Interest



Form RCA-1 Filing Methods
• Form RCA-1 must be filed electronically via the following methods:

1. Hawaii Tax Online (hitax.hawaii.gov) – HTO Simple File Import (SFI)
• Use the RCA-1 Worksheet to compile data and upload to HTO

• Maximum of 1,000 property owner records per submission
• If managing more than 1,000 properties, submit another RCA-1 Worksheet

• More than 1 submission is allowed per day

2. Hawaii Tax Online (hitax.hawaii.gov) – HTO Manual Entry
• Submitter types-in each property owner’s information into HTO

• If submitting info for 10+ properties, suggest use SFI method

• Form RCA-1 will be available for filing at Hawaii Tax Online starting on January 2, 2025.

• An exemption to the electronic filing requirement may be granted for good cause. To apply 
for a waiver, complete Form L-110. 

4



HTO – Manual Entry
1. Go to hitax.hawaii.gov 

2. Sign-in to your 

account 

3. Select “More…” tab 

4. From the Payments and Returns tile, Select Manage 

Rental Collection Agreement (RCA-1) 
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HTO – Manual Entry
5. Select Submit Form RCA-1 (Required)
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HTO – Manual Entry
6. Introduction 

Page
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HTO – Manual Entry
7. Select GE Hawaii Tax ID in the drop-down list associated to 3rd party rent collector, and 

enter Tax Year

• All active GET accounts will be listed in the drop down

• GET account must be active the tax year the RCA-1 is being submitted

• Tax year starting with 2024 (do not enter beyond current year) 

8. Select Next
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HTO – Manual Entry
9. Under Submission Method, select Manual Entry 

10. Enter/key-in each property owner’s information into HTO
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HTO – Manual Entry
11. Click on Add Property Owner to enter each property owner’s information
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HTO – Manual Entry
12. Enter all required fields for each property owner, then select Add
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HTO – Manual Entry
13. List of property owners will be displayed
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HTO – Manual Entry
14. Review summary page, and confirm submission
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HTO – Manual Entry
15. To print a copy of Form RCA-1 submission confirmation, select Printable View
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8:00am – 4:00pm



HTO – Supporting Document (Optional)
1. Only submitting supporting documents after Form RCA-1 has been submitted

2. On Manage Rental Collection Agreement page, select Submit Supporting Documents 

(Optional)

• Supported format: PDF, tif, Jpeg, PNG, csv

• No printable view for submittal of supporting document only
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