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Registration & Accessing your Bank Levy Account
New User Registration

All new users for the Department of Revenue's (DOR) My Tax Account system must register for a unique user
name and password. Shared registrations are not allowed for security purposes. If you are already registered,
please skip to Accessing eLevy.

1. Goto https://tap.revenue.wi.gov and click New user? Create new username

a Log In

Username

Password

Forgot Password?
E ?
New User? Create new username

2. Click Step 1: Enter Profile Information and complete the logon information. Select No for "Are You a
3rd Party Preparer?" This question does not apply for levy processors. Click Next when complete.

1. Logon Information

m Step 1: Enter Profile Information a

Your username must be between 5-20 characters and begin with an alphanumeric character.

Your password must be between 5-20 characters and must contain a combination of letters and numbers. Passwords are case sensitive and
cannot contain your username.

Your email address must be in a standard format and must not include the characters of "I' or "%" An acceptable email address format example:
johndoe@business.com

rUsername

elevyuserguide

"

Password

Profile Email Address
dorfinancialrecordmatching@wisconsir
Confirm Your Profile Email Address
dorfinancialrecordmatching@wisconsir
First and Last Name

ELEVY USER

Phone Country

USA [ - |
Phone Type

Business Phone H
Phone #

(608) 327-0477

Select a Secret Question

What is the name of your first pet? H
Secret Question Answer

Are You a 3rd Party Preparer?

No
% A

< Previous  Next »



https://tap.revenue.wi.gov/

3. Click Step 2: Enter Customer Information and enter your financial institution's Federal Employer
Identification Number (FEIN), name, and zip code. Click Next when complete.

1. Logon Information 2. Customer Information

E| Step 2: Enter Customer Information

My Tax Account has two levels of access: Master and Account Manager. The first user to complete an access request automatically receives
'Master' access. All other users who request will receive 'Account Manager access. The 'Master' can manage access for all 'Account Manager'.

r(:omp;‘ete the fields below to request access. Y
1. Select Id Type
Federal Employer ID Number ﬂ

2. Enter Id Number
12-3456789

3. Enter Customer Last or Business Mame
THE PIGGY BANK

4. Enter Customer Zip Code
53713
e

€ Previous Next >

4. Click Submit to complete your registration. Do NOT complete Step 3: Account Access (Optional)

1. Logon Information 2_ Customer Information 3. Account Access

@ Step 3: Account Access (Optional) 7]

Register for one tax type, for example: Sales or Withholding
You will receive automatic access to some business tax accounts.
The Master may limit access to specific tax account types.
Complete if you are:

« An active business customer

Skip if you are:

+ An individual registering your Collection Amount

« A Third Party Preparer | - = I
+ A state agency or local government registering for SDC or TRIP eLevy users skip this step

To make Utility Tax or Real Estate Transfer fee payments
Setting up a Wage Attachment Account

1. Select Tax Account Type

2A. Total tax due from prior return or deposit reports
0.00

OR
28. Letter Id

£ Previous = Submit




5. Click Agree on the pop up disclosure. A confirmation screen displays.

m 4 Home » Request » Confirmation

@ Confirmation

Thank you for registering for My Tax Account.

Your confirmation number i§f 0-455-378-624. Please keep this for your records.

You will receive an email confirmation from the Wisconsin Department of Revenue that includes an authorization code. You will need this
authorization code the first time you login to My Tax Account.

Printable View

6. We will send a security code to your email address. You must enter this code the first time you log on to
My Tax Account. If you do not receive this email, contact us at 608-327-0477.

= s

M .
7] Security Code

A security code was sent to you.

Security Code

Renitired
requirea

Required
—

Populate code

7. The first time you log in, you will need to choose how you will receive two-stage authentication. Choose
an option from the drop down and enter the requested information, then click Save.

m 4 Home » Securiiy » My Profile

& Profile Information ﬁ Primary Phone Number a Authentication
Username Country Authentication Type
elevyuserguide UsA - | 'send authentication email - |
Name Type
ELEVY USER Business - | | Send authentication email |
Profile Email Phone Number Send authentication text
dorfinancialrecordmatching @wisconsir (608) 327-0477 ® scnatextor emai
Secret Question Extension Turn off authentication |

What is the name of your first pet?
Profile Information

Change Secret Question « Your Security Contact email can be

ﬁ Secondary Phone Number used for multiple My Tax Accounts
« If your cellular carrier is not listed,
Country select email option
USA ﬂ « Standard message and data rates
may apply if text option selected
Type

8. You will not have any eLevy account access until an employee with sufficient authority at your financial
institution submits an eLevy User Access Form to authorize your access to view eLevy data. This
form is available at https://www.revenue.wi.gov/Pages/Businesses/E-Levy-home.aspx and includes
instructions on how to return it to DOR for processing. DOR staff will notify you by email once access is
granted.



https://www.revenue.wi.gov/Pages/Businesses/E-Levy-home.aspx

Accessing eLevy

1. Goto https://tap.revenue.wi.gov and log on with your Logon ID and password. (see New User
Registration).

[a)
o Log In
fUsername )

elevyuserguide

Password

oy ”

Forgot Password?
Forgot Username?
New User? Create new username

2. You may need to confirm your identification and authenticate your session. Click the button to Send
Security Code. You should receive it by email or text shortly.

= s

[m] = .
a2 Confirm Identification

The computer you are logging on with is not recognized. We will send you a security code in order to verify your identity. Click on your delivery method below.

| Send Security Code Email I

A security code will be emailed to:

o g EiSEONSIN gOV

e What you should know:

= You're using a new computer that hasn't logged into your account before
= You have switched browsers or your cookies have been deleted
= Standard message and data rates may apply if text option selected

3. Enter the code and log in. You may choose Yes under Trust this Browser to reduce how often you
have to enter a security code. Once you have made your election, click Log in.

= s

n .
o Security Code

A Security Code was sentto:
e g BWISCONSIN.gov
Security Code

Jy36vi

Trust this Browser

| No

AN TECEIVE 3 SEcurny Code?
Populate code



https://tap.revenue.wi.gov/

4. The My Tax Account customer level page displays. The Bank Levy account displays under My

Accounts. If you do not see your Bank Levy account, contact us at (608) 327-0477 or email us at
DORFinancialRecordMatching@wisconsin.gov.

@ LOg of

& User Settings \- Alerts
elevyuserguide

ELEVY USER
dorfinancialrecordmatching@wisconsin.¢
+1 (608) 327-0477

Last logged on 01-Sep-2017

@ | Want To...

® 4 unread messages
® 375 unread letters

View My Profile

Manage Payments and Returns
Add Access to an Account

Add Third Party Account Access

Close Accounts

m Submissions Mail Names and Addresses

E/i Accounts

More._.
Account Type Account Id Name Frequency Balance
| Bank Levy 993-0000000000-08  THE PIGGY BANK | $0.00

Tabs available from the customer level:

e Accounts: Accounts for which you have access to view or make requests.

e Submissions: Requests you make through the My Tax Account portal. View details
by clicking on submission description.

¢ Mail: Communications from DOR, such as planned system outages or training

webinars.
¢ Names and Addresses: Your financial institution's information.
| WANT TO...

This box displays on most screens and contains a menu of available options. Only the View my
Profile option on the customer level page applies to levy processors. Here you may update your
contact information, password, security questions, and saved payment accounts.

5. Click on Bank Levy to open your eLevy account. The eLevy account displays.

m A Home » Bank Levy & Log OF

ET Account Settings l- Account Alerts E | Want To...

elevyuserguide
THE PIGGY BANK

® 1 unread message
® 2 unread letters

Close Account

12-3456789

Bank Levy
993-0000000000-08
Balance: $0.00

All Bank Levy Requests?®® JEITINESENE

® Request not submitted

Mail Names and Addresses

Make Bank Levy Payments
Send Bank Levy Inquiry
Update Levy Response

Elevy Web Requests

Filter
4 <« qof3 = = 1-1000f203
Confirmatio Submitted Processed Account Id Account Type Period Title Status
-536-009-52 25-May-2016 25-May-2016 993-0000000000-08 Bank Levy Bank Levy Updates Processed
1-547-500-202-Jun-2016 02-Jun-2016 993-0000000000-08 Bank Lewy Bank Levy Updates Processed


mailto:DORFinancialRecordMatching@wisconsin.gov

Tabs available from the account level:

All Bank Levy Requests: Requests made through eLevy to make a levy payment or
provide a no funds levy response by anyone at your financial institution and its
processing status. View details on each request by clicking the confirmation number.
Submissions: Requests you have created.

Mail: View unread responses to levy inquiry messages and PDF copies of levy
letters. Click the letter Type to open. View all will show read messages and PDFs.

o Note: Letters display in the Mail tab only for financial institutions that choose
to receive mail electronically. To enroll in electronic delivery, complete an
Electronic Delivery Authorization form, available at
https://www.revenue.wi.gov/Pages/Businesses/E-Levy-home.aspx.

Names and Addresses: Your financial institution's information and account level
information.

| WANT TO...

Close Account: Bank Levy accounts cannot be closed by users. Please contact us if
your institution's Bank Levy account needs to be closed.

Make Bank Levy Payments: To remit captured funds.

Send Bank Levy Inquiry: Send a secure message to us with general questions
about levy processing or questions about how to process a specific levy.

Update Levy Response: No fund responses (no account found, account closed, no
funds available, dormant account, or protected/exempt funds).
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Processing Levy Orders
Making No Funds Levy Responses

1. Logon to My Tax Account and open the Bank Levy account.

2. Inthe | Want To... section, click on Update Levy Response.

m Account Settings \- Account Alerts @ | Want To...
elevyuserguide ® 1 unread message Close Account
THE PIGGY BANK ® 2 unread letters Make Bank Levy Payments
12-3456789
® Request not submitted Send Bank Levy Inguiry
Bank Levy
993-0000000000-08 Epdate Levy Responsﬂ

Balance: $0.00

3. Alist of active levies displays. Continuous levies have a checkmark in the continuous column. If you
need assistance with how to process a continuous levy, please call (609) 327-0477 or email
DORFinancialRecordMatching@wisconsin.gov.

If you are not submitting a payment, enter the status of the levy for each debtor and letter ID
combination by checking the appropriate box. The key at the top of the page defines available options:

For each debtor listed below, check the box that best fits the individual's levy status:

MF: Account exists, but not enough funds

MA: Mo account found

DA Account has minimal funds, but no activity/ dormant
FE: Only protected ar exempt funds

AC: Account closed, (enter closed date)

If the levy is continuous, update the status once per month.
If you are unable to select a response (the box is slightly shaded), then the levy is closed. If you have

guestions on why you are not able to respond to a levy, please call (608) 327-0477 or email
DORFinancialRecordMatching@wisconsin.gov.

m # Home » BankLewy » Request & Log OF

Submit Cancel Save

Preparer Information ESGES =0T

For each debtor listed below, check the box that best fits the individual's levy status: Levy Processing User Guide
NF: Account exists, but not enough funds
NA: No account found
DA: Account has minimal funds, but no activity/ dormant
PE: Only protected or exempt funds
AC: Account closed, (enter closed date)

Bank Levy Status &

Filter
Issued Date Primary Debtor Id  Secondary Debtor Id | Letterid Confinuc, Levy Amount NF  NA DA PE AC Closed Date
06-Jun-2017 MILLENIUM FALCON1690 L14159220961 3265963 &
03-Aug-2017 PADME AMDALA 5034 L1250400731 0.00
04-Aug-2017 OBI-WAN KENOBI 9300 L211459226¢ 0.00
09-Aug-2017 DARTH VADER 8128 L0950457851 282.34
09-Aug-2017 BOBA FETT 3894 L093592201 9.575.41 T
09-Aug-2017 LEIA ORGANA 7050 LO11650455:2 132.49 ¥/ 01-Jan-2017
6 Rows
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4. When you are done entering levy responses, click Submit at the top of the screen.

You can save your progress at any time by clicking Save at the top or bottom of the screen. Once
saved, you have the option to Continue Editing or Finish Later.

If you Save and Finish Later, see Viewing and Changing Reqguests to complete and submit your
request.

5. You will receive a confirmation number after you submit a request. Requests are processed at
approximately 4:00pm daily.

4 Home » BanklLevy » Request » Confirmation & Log Off

View Submission
@ Confirmation

Your Levy Status Change(s) has been submitted. Print a copy for your records.
Your Levy Status Change(s) confirmation number is 0-502-064-832

Request For: THE PIGGY BANK
Bank Levy
993-0000000000-08
Submitted Date:  01-Sep-2017 at 08:52:04 AM

Printable View

View Submission
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Making Levy Responses with Funds

1. Logon to My Tax Account and open the Bank Levy account.

2. Inthe | Want To... section, click on Make a Bank Levy Payments.

m Account Settings \- Account Alerts E | Want To...
elevyuserguide ® 1 unread message Close Account
THE PIGGY BANK ® 2 unread letters Eake Bank Levy Paymeng
12-3456789
® Request not submitted Send Bank Levy Inquiry
Bank Levy
993-0000000000-08 Update Levy Response

Balance: $0.00

3. Alist of active levies displays. Continuous (ongoing) levies have a checkmark in the continuous
column; otherwise the levy is a non-continuous (one-time) levy.

To remit funds, type the amount you are sending in the Levy Proceeds box for each levy. You may
enter any amount between $0.01 and the full amount of the levy. You are not required to send levy
payments if less than $20.00 is available for capture, and may respond "NF" under the Update Levy
Response page instead.

If you are unable to enter an amount in the Levy Proceeds column, then the levy is closed. If you have
guestions on why you are not able to remit funds, please call (608) 327-0477 or email
DORFinancialRecordMatching@wisconsin.gov.

m # Home » Bank Lewy » Account Payment & Log OF

Submit Cancel

& Bank Levy 1%; Payment Source .‘ Payment

993-0000000000-08 m N Payment Date
ew
THE PIGGY BANK 01-Sep-2017 &
2135 RIMROCK RD 1 (05 AR Jr—
MADISON WI 33713-1443 Direct Debit - U.S. Bank 9767 89
THE PIGGY BANK z -
=001 Confirm Amount
9.767.89

Email Address
dorfinancialrecordmatching@wisconsir
Phone Number
(608) 327-0477
If your phone number or email address has changed, go to View My Profile on your home page and update your information.

. N

- Debtor List Filter
Primary Debtor Id  Secondary Debtor Id Letterld  Continuc Levy Amount Levy Proceeds fssued Date  Due Date Amended
MILLENIUM FALCON 1690 L14192209¢ 32,659.63 153.9¢ PB-Jun-2017  06-Jul-2017
PADME AMDALA 5034 L12504007: 0.00 0.00 p3-Aug-2017 02-Sep-2017  25-Aug-2017
OBI-WAN KENOBI 9300 L211457276 0.00] 0.00 P4-Aug-2017  03-Sep-2017  07-Aug-2017
DARTH WADER 8128 L09683578E 282 34 0.00 pPS-Aug-2017 08-Sep-2017  10-Aug-2017
BOBA FETT 3894 L093536201 9.575.41 9.575.41 P9-Aug-2017  08-Sep-2017
LEIA ORGANA 7050 LO11657059 132.49 38.50 P9-Aug-2017  08-Sep-2017

—

6 Rows

Notes:

You must authorize payment before 4:00 PM Central Time on the payment due date for timely payment.

If you are new to My Tax Account or have changed financial institutions and have fraud protection, you must provide your financial institution with
the following department originator number for Bank Levy: X000015200

Payment cannot be funded by a financial institution outside the U.S.

Submit Cancel

11
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4. Choose your payment source. If you have a saved payment account, click Default. Otherwise, click
New and enter the type of account and the routing and account number. All payments must originate
from US-based accounts.

Indicate the payment date. The date defaults to the current processing day. You may schedule a future
payment, however we strongly advise against it. Many levy orders are amended or released during the
hold period.

Type the total payment amount into the Confirm Amount box to confirm your total payment.

m # Home » Bank Lewy » Account Payment & Log Off
Submit Cancel

& Bank Levy ﬁ Payment Source .‘ Payment

993-0000000000-08 Payment Date

THE PIGGY BANK 01-Sep-2017 D
2135 RIMROCK RD My Bank Account T
MADISON Wi 53713-1443 Direct Debit - U S Bank

9,767.89

THE PIGGY BANK

=001 onfirm Amount
9,767.89

Email Address
dorfinancialrecordmatching@wisconsir

Phone Number
(608) 327-0477

If your phone number or email address has changed, go to Miew My Profile on your home page and update your information.
5. Click the Submit button at the top or bottom of the page. Selecting Cancel deletes your request.

You will receive a confirmation number after you submit a payment. Requests are processed at
approximately 4:00pm daily.

@ 4 Home » BankLevy » Account Payment » Confirmation & Log Off

@ Confirmation

Your submission has been submitted and your confirmation number is 1-007-523-520.

Printable View

12



Other Features of eLevy
Searching for a Specific Levy

1. Sort by Column

eLevy defaults levy orders from oldest to newest. You can change the sort order by clicking on the
heading of any column. For example, clicking on the Primary Debtor column will sort the list by debtor
name from A to Z.

Clicking twice on a column header will reverse the order Z to A.

Filter

Primary Debtor B Secondary Debtor 1d Letter Id Continuc| Levy Amount| NF | NA DA | PE = AC Closed Date
BOBA FETT L093592201 9.575.41 v
DARTH VADER L0950457851 282.34
L141922096! 3265963
PADME AMDALA L1250400731 0.00
OBI-WAN KENOBI L2114559226¢ 0.00

You may also find it useful to sort by issued date while inputting responses or payments.
2. Filter Tab

Click on Filter to open a search box. You can search for any criteria (name, last 4 digits of SSN, Letter
ID, due date, etc.). The list of accounts now displays only the results containing the search criteria. You
can close the filter by clicking on the blue X in the far right side of the search box.

pr— l Filterl

]
Secondary Debtor 1d  Letter Id Continuc,  Levy Amount, NF = NA DA | PE | AC Closed Date
LO96835785 282.34

Id
09-Aug-2017 DARTH VADER

13



Viewing and Changing Requests

The Submission tab on the Bank Levy account level allows you to view all requests made through eLevy. You
can check the status of a request, make changes to requests that are Pending or Not Filed, or review
processed requests.

Requests process at 4:00pm daily. Until that time, submitted requests are considered Pending and can be
changed or deleted.

Requests saved to complete later are considered Not Filed and can be reopened at any time to finish.
To edit a submitted request that is still pending or has not been filed:

1. To make changes to a request you submitted, but is still pending, click Submissions. Under
Submitted will be a list of requests submitted that day. Click the type of request to open it.

All Bank Levy Requests?'! w Mail Names and Addresses
m Not Submitted Submitted Processed Mare.._.

Zero require attention Collection Payment for $0.01 Zero have been processed
Bank Levy Status Update

Click View, Edit, or Delete to view, edit, or delete the pending request. If no changes are made, it will
process as originally submitted at approximately 4:00pm.

ar‘ Submission ﬂ Status History
elevyuserguide +/ Pending...
THE PIGGY BANK Bank Levy Status Update
12-3456789 ) L,
Confirmation #0-570-824-384
Bank Lewvy
993-0000000000-08 Submitted 06-Sep-2017
Submission View
Edit
Delete

2. If you saved a request to complete later, click Submissions. Under Not Submitted will be a list of all
requests created and saved but not submitted. Click the type of request to open it.

All Bank Levy Requests®" W Mail Names and Addresses

m Not Submitted Submitted Processed More.._.
Eank Levy Status Updata Zero have been submitted Zero have been processed

Click View, Edit, or Delete to view, edit, or delete the unfiled request. If no changes are made, it will
remain Not Filed.

ar‘ Submission p Status History
elevyuserguide A\ Not Filed
THE PIGGY BANK Bank Levy Status Update
12-3456789 ) o,
Confirmation #0-570-824-384
Bank Levy
993-0000000000-08 Saved 06-Sep-2017
Submission Wiew
Edit
Delete

14



Submitting an Inquiry

Bank Levy Inquiry is a tool that allows you to communicate with department staff safely and securely. Similar to
email, you enter a subject line and comments in a text box, then submit. If you have questions related to a
specific levy, you may include details such as a complete SSN and name, and know the data is secure.

1. On the eLevy homepage, click Send Bank Levy Inquiry in the | Want To... section.

E/[ Account Settings \- Account Alerts E | Want To...
elevyuserguide ® 1 unread message Close Account
THE PIGGY BANK ® 2 unread letters Make Bank Levy Payments
12-3456759 @R t not submitted [send Bank Levy inquiry |
equest not submitte end Bank Levy Inquiry
Bank Levy a e
993-0000000000-08 Update Levy Response

Balance: $0.00

2. Fillin a subject and a message. If you are asking about a specific levy, please include identifying
information about that levy for department staff to reference. Click Submit at the top or bottom when
complete.

m @ Home » BanklLevy » Send & Log Off

Submit Cancel
Send Notice

@ Send Message
IMessage Type
Bank Lewy Inquiry

Customer
12-3456789Y - THE PIGGY BANK ﬂ

Account
993-0000000000-08 - Bank Levy

Subject
HSAs subject to lewy?

IMessage
L1250400736 BOBA FETT has an HSA with us. Are HSAs subject to levy?

Thanksl!
elLevy User

Submit  Cancel

3. DOR reviews and responds to inquiries within two business days. Responses display in the Mail tab at
the Bank Levy account level. Click the blue subject link to view the response.

All Bank Levy Requests?'!  Submissions Names and Addresses
Q Unread Messages View All Unread Letters Wiew All

l RE: HSAs subject to levy? i '« <« 10of8 = = 1-500f384

15



Electronic Delivery of Levy Correspondence

We offer the option for financial institutions to receive all levy correspondence electronically through their Bank
Levy account. With electronic delivery, levy letters are saved to your Bank Levy account as PDF files each
night, and can be viewed in the Mail tab. An email is sent to alert you to review new levies or changes to levy
orders.

To enroll in electronic delivery, complete and return an Electronic Delivery Authorization form, available at
https://www.revenue.wi.gov/Pages/Businesses/E-Levy-home.aspx

To view new levy mail in My Tax Account:

1. Open your Bank Levy account and click the Mail tab. New levy mail will show under Unread Letters.
Click a letter type to open a specific letter.

All Bank Levy Requests?™  submissions m Names and Addresses

Q Unread Messages View All Unread Letters View All
No unread messages o< 188 = = 1-500f384
[ Levy Notice - Std Bank | 0903433184
Levy Motice - Std Bank L1917420512
Levy Receipt L1790810080

2. If your mail has already been read, click View All or No unread letters to view.

All Bank Levy Requests®!!  submissions m Names and Addresses

Q Unread Messages View All Unread Letters View All
No unread messages INO unread letters I

Click a letter type to open a specific letter.

Unread" m

All View multiple

<« {of4 = » 1-100 of 384

Sent Type Letter Id Period
31-Aug-2017 Ee\ry MNotice - Std Banﬂ L0903433184
31-Aug-2017 Levy Notice - Std Bank L1917420512
31-Aug-2017 Levy Receipt L1790810080
30-Aug-2017 Lewvy MNotice - Std Bank L1490229728

3. You can choose to print or save the PDF file. To view and print My Tax Account documents, you must
have a current version of Adobe Reader.

16
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Contact/Questions

We are always happy to help. Our contact information is:

Phone:
Email:
Fax:
Mail:

(608) 327-0477
DORFinancialRecordMatching@wisconsin.gov
(608) 223-6541

Financial Record Matching & Levy Unit
Wisconsin Department of Revenue

PO Box 8901

Madison, WI 53708-8901
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