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New User Registration Process

e From the department's home page (revenue.wi.gov) click the My Tax Account button, or go directly to
https://tap.revenue.wi.gov

Online Services

=, ..
My foux I

Business Tax
Incentive

Rissl Exstate Finder

Tranufer
Ratirn .

e Click 'New User? Create new username'

MY taix ACCOUNT Registered Quick-Links Unclaimed Property

a Log In ZH BUSINESS USERS HELP & PERSONAL USERS HELP
Usermname Using My Tax Account Using My Tax Account
l Security Code and Log In Security Code and Log In
Password Registering for My Tax Account Upcoming Training Webinar - Register
Wage Attachment Payments Video - Unlocking Your Account
Upcoming Training Webinar - Register Video - Personal Overview
Forgot Password? Video - Unlocking Your Account Video - Personal Registration
QIO gmame? Video - Overview Video - Personal Using MTA
New User? Create new usermame

Video - Registration

Video - File and Pay Sales and Use Tax
Video - File and Pay Withholding Tax
Video - Pay Other Tax Types

Video - Add Third Party Access

Features
}
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e Enter your profile information. Every MTA user needs their own username. Enter a unique
username, password and profile email address. Do not share this information with anyone else

e Answer 'No' to the 'Are you a 3™ party preparer?' question

e Click Next

m A Home » Request

[To register a new business, go to the Starting a Business page. ]

1. Logon Information

(¥ Step 1: Enter Profile Information

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

Your password must be between 8-20 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

Username

Required

Required
Password L

Required

Confirm Your Password

Required

Profile Email Address

Required

Confirm Your Profile Email Address

Required

First and Last Name

Required

Phone Country

USA H

Phone Type

Required ﬂ
Phone #

Required

Select a Secret Question

Required ﬂ
Secret Question Answer

Required

Confirm Secret Question Answer

Required

Are You a 3rd Party Preparer?

Required ﬂ
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Enter your Customer Information and click Next

m # Home » Request

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'.

Complete the fields below fo request access.
1. Select Id Type

Required
2. Enter Id Number q—*

Required

3. Enter Customer Last or Business Name

o=
m
=
5
=
9]
=
w
[=]
3
@
]

=
o
[=]
=Y
1

Cancel £ Previous Next »

Skip 'Step 3: Account Access (Optional)' by clicking 'Submit' and then 'Agree’.

m # Home » Request
1. Logon Information 3 2. Customer Information

r__/[ Step 3: Account Access (Optional)

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
+ A state agency or local government registering for SDC or TRIP

- 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
2B. LetterId

Cancel £ Previous  Submit
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A confirmation page appears stating that an authorization code will be sent by email. Enter this
code the first time you log in to My Tax Account.

4 Home » Request » Confirmation

View Submission
@ Confirmation

Thank you for registering for My Tax Account.

Your confirmation number is 1-670-035-136. 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

View Submission

The email looks like this:

**THIS IS AN AUTOMATED MESSAGE. PLEASE DO NOT REPLY TO THIS EMAIL **
Your request for access to My Tax Account has been processed.

Your authorization code is tvd4zn.
You must enter this authorization code to log mto My Tax Account.

To protect vour tax mformation, do not share your username or password mformation with others. This could allow unavthorized access to vour
accounts. It 1s easy to create vour own individual MTA username and password and request access to another person's account with their permission.
If yvou have questions and would like further assistance, please contact the department at DOBRMyTaxA ccountHelp(@wisconsin gov.

Log into My Tax Account by entering your username and password. This brings up the Security
Code screen. Enter the security code you received in the email and click Log In.

A Home » Security

a Security Code

A security code was sent to you.

Security Code

|
" Required
et

Popuiate code
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e Update information on the 'My Profile' page, including Authentication information. This is
required to receive a security code the next time you log in. We recommend that you select the
'Send text or email' authentication type. If one method doesn't work, you have an alternative
method of receiving your security code. Click Save when finished.

. .
- Profile Information

> Primary Phone Number

m # Home » Security » My Profile

N = P
] Authentication

Username
testuserd1

Name
TEST USER

Profile Email
EMAILADDR@GMAIL.COM

Secret Question

Change Secret Question

What is the name of your first pet?

Country
USA

Type
Business

Phone Number
(608) 555-5555

Extension

2> Secondary Phone Number

Country
USA

Type

Authentication Type
Send text or email [ -]
Security Email

Required

Country

USA [ -]

Cellular Carrier

Cell Phone

Required

ﬂ ’ What You Should Know

Requif

- Security Contact email and/or cell
phone may be different from your
Profile Information

» Your Security Contact email can be
used for multiple My Tax Accounts

- If your cellular carrier is not listed,
select email option

- Standard message and data rates
may apply if text option selected

Add TRIP Account

e Once you have completed these steps, contact either Roxy Walker or Joseph Mugenga to add your
TRIP account to your MTA profile. Email trip@wisconsin.gov or call 608-264-0344.
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My Tax Account for TRIP

Home Page

e Accounts Tab: This tab displays all of the Account Types to which you have access through your My Tax
Account profile.

& User Settings [ Alerts B | Want To...
unigueusername ® 12 unread messages View My Profile
TAX PAYER Manage Payments and Returns
email. address@yahoo.com
+1 (555) 444-3333 Add Access to an Account

Last legged on 22-3ep-2017 Add Third Party Account Access

Close Accounts
Request Business Payment Plan
Pay Utility Fees

Pay Real Estate Transfer Fees

m Submissions Mail Names and Addresses

Efi Accounts Maore...
Account Type Account Id Name Frequency Balance
TRIP Agency 999-02 TRIP AGENCY $0.00

e Submissions Tab: Every action in My Tax Account is viewed as a submission.
= Submissions are listed as submitted immediately after you successfully file them.
= Submissions are processed at 4:00 PM CST each business day and can be changed or withdrawn
while still in submitted status.
= Submissions may be cancelled by selecting the specific submission and then clicking the Withdraw
button.
= |f your submission is in the 'Processed' column it can no longer be withdrawn or changed.
e To view your recent submission filing history, click on the Submissions tab.
e Toview a complete history of your submissions, click More...
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& User Settings [ Alerts [E) | Want To...
unigueusername ® 12 unread messages View My Profile
TAX PAYER Manage Payments and Retumns
email.address@yanoo.com
+1(555) 444-3333 Add Access to an Account

Last logged on 22-Sep-2017 Add Third Party Account Access

Close Accounts
Request Business Payment Plan
Pay Utility Fees

Pay Real Estate Transfer Fees

M Mail Names and Addresses

|l"| Not Submitted Submitted Processed More...
Zero require attention Zero have been submitted Mew Registration

e Mail Tab: Various reports and department communications are available from this tab on a monthly
basis.

= Posting Notifications are issued weekly
= Closed Debt reports are issued monthly
= You can use the Filter functionality to search for a specific notice or notice type.

& User Setings W8 Alerts §) | Want To...
ungiueusername «/ There are no alerts View My Profile
Agency Contact Manage Payments and Returns
agency.contact@anytown.org
+1 (555) 444-2222 Add Access to an Account

Last logged on 27-Sep-2017 Add Third Party Account Access

Close Accounts
Request Business Payment Plan
Pay Utility Fees

Pay Real Estate Transfer Fees

Accounts  Submissions w Names and Addresses

g Unread Messages Wiew All Unread Letters View All

No unread messages No unread letters
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e Names and Addresses Tab: This tab displays your legal name and address.
= C(Click Add across from Name to create a request to add a 'Doing Business As (DBA)' name.
= (Click Add across from Address to create a request to change your address.

& User Settings [ Alerts B | Want To...
uniqueusernames ® 10 unread messages View My Profile
AGENCY CONTACT Manage Payments and Returns
agency.contact@yahoo.com
+1(555) 444-3333 Add Access to an Account
Last logged on 26-Sep-2017 Add Third Party Account Access

Close Accounts
Request Business Payment Plan
Pay Utility Fees

Pay Real Estate Transfer Fees

Accounts Submissions Mail JREGEELELEAT-

a Entity (==) Customer Names and Addresses
39-9953999 Name Add
ANYTOWN Name ANYTOWN
222 \W MAIN ST
ANYTOWN W 55555-4444 Address Add

Address 222 W MAIN ST

ANYTOWN WI 55552
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View My Profile

From your home page, click View My Profile.

m #A Home » Settings & Log Off

(LN Account Settings  Payment Sources  Mail Delivery Options

& User Edit [ Alerts [ 1 Want To...
unigueusername +/ There are no aleris a Change Password
AGENCY CONTACT
agency. contact@yahoo.com €3 Cease usemname

+1 (555) 444-3333
Access: Account Manager

Authentication é Add Third Party Account Access
agency.contact@yahoo.com

a Add Access to an Account

D Current Activity D Last Activity Mare...
26-Sep-2017 10:22:35 26-Sep-2017 10:22:02
There is no activity There is no activity

e Under 'l Want To...' you have a number of options:

Change Password: Allows the user to update their password. We recommend that you update your
password every 60 days.

Cease username: Allows the user to cancel their access to My Tax Account

Add Access to an Account: This functionality is not used in your TRIP account. If you need to add access to
your TRIP Account, call 608-264-0344 or email trip@wisconsin.gov.

Add Third Party Account Access: This functionality is not used in your TRIP account. If you need to add
access to an account, call 608-264-0344 or email trip@wisconsin.gov.
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Managing Your TRIP Account
Send TRIP Inquiry

TRIP Inquiry is a tool that allows you to communicate with DOR in a safe and secure manner

If you have questions related to a specific debtor, you may include in your inquiry debtor details,
such as a complete SSN and name, and know the data is secure

We will respond after researching your question. Responses to inquiries go in Messages and will also
appear under Alerts. A history of communications is stored in My Tax Account for future reference
Use TRIP Inquiry to contact us for assistance in resolving debt mismatch issues

From your TRIP account, click Send TRIP Inquiry

Enter a subject line to summarize your question. Details are entered into the box below

Click Submit when finished

You will receive a response to your question in a Notice

Note: For security purposes, do not send confidential debtor information through regular email.

m 4 Home » TRIP Agency » Send

[Use TRIP Inquiry to communicate securely with DOR regarding a specific debtor. Common Questions ]

Send Notice

@ Send Message

IMessage Type
TRIP Inquiry

Customer

Subject
TRIP QUESTION

Message
This is a test message.




Tax Refund Intercept Program User Guide

Upload New File

e Debt files that contain 250 debtor transactions or less:
= Select Upload New File under 'l Want To..." at the upper right of the TRIP account page
= Click Add Attachments to add your file
= Enter a short file description
= Use the Browse button to locate your file and click Save
= Click Submit. A confirmation number is provided when the transaction is complete.

m A Home » TRIP Agency » Request & Log OF

TRIP File Upload Detail

Agency Id 00%-00%
Fils Attached T
Must Attach File |
Return File in C3V
&/ Avachments Add Altachments
Type Name Description Size (in kB)

e Debt files that contain over 250 transactions:

= Call (608) 264-0344 or email trip@wisconsin.gov to create your Secure File Transfer Protocol (SFTP)

folder
= Establish a secure connection to DOR through SFTP. Go to SFTP Instructions for instructions.



mailto:trip@wisconsin.gov
https://www.revenue.wi.gov/DORFAQ/sftpInstructions.pdf
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Review Reports and Messages

e Agency Summary Report
The Agency Summary report is a listing of all active debtors for your agency.

= Select Request Agency Summary under 'l Want To..." at the upper right of the TRIP account page
= Select a summary report for one agency or, if you represent multiple agencies, all your TRIP

agencies
= Select the file type and Submit

= Click Submissions. The report request will be available within a few minutes. The subject line will

identify the report type.

Note: If you use Internet Explorer, you cannot save this file directly to your directory. To save, open the

file, and from the File menu select Save As.

m #% Home » TRIP Agency » Request & Log Off

TRIP Agency Summary Common Questions
This Agency Only o
OR
All My TRIP Agencies
File Type TRIP XML [~ |

Send File to SFTP Folder [

e Posting Notifications

= DOR will produce a weekly payment report called Posting Notification. This report tells you the
debtor, the debt number, and amount received. The report is available every Wednesday for
agencies with payments. The report will be sent according to your agency profile (SFTP folder or My

Tax Account - Messages).

e File Maintenance Response

When a File Maintenance transaction file is received by the department, a response file is generated.
= The File Maintenance Response is available the next business day after a File Maintenance

transaction file is uploaded
=  The response file will indicate if a debt was accepted or rejected
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= |fadebtisrejected, DOR will provide a Reason Code. The report will be delivered according to your
agency profile (SFTP folder or My Tax Account - Mail).

e Close Debt File

The Close Debt File lists debts that have been closed for intercept.

= Debts will be closed for intercept when the balance is less than $20.00.
OR

= Debts will be closed for intercept when DOR has determined the SSN to be a mismatch after
accepting the original transaction.

= The report will be delivered on the first Tuesday of each month based on your agency profile (SFTP
folder or My Tax Account - Messages).

Add New Debt

e Select Add New Debt under 'l Want To..." at the upper right of the TRIP account page
e Enter the ID Type and Number, such as social security number (SSN), driver's license number (DLN), or
federal employer identification number (FEIN)
e If the debtor is a business, enter the name of the organization. If the debtor is an individual, enter their
last and first name
e Enter your agency internal number (AIN) or unique number that is not an SSN, assigned by your agency
to the debtor. This field is optional.
e Enter the current balance and click Submit
Note: If there is an error the field will appear as red. Hover your cursor over the field to receive an explanation
of the error.

m # Home » TRIP Agency » Request & Log Off
1. Add Debt

TRIP Debt Detail

Id Type Social Security Number i 10 Number [Required FILING TIPS

i Only debts dirsctly owed to
Last Name Required BEILEL Required government agencies may be

submitted to TRIF.

AlN (Agency Internal
MNumber) Current Balance must be greater
Current Balance Required than or equal to 520.00.
Cancel < Previous  Submit

13
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Change Debt

e Select Change Debt under 'l Want To..." at the upper right of the TRIP account page

e Enter the ID Type and ID number that correspond to the originally submitted debt. Use the same ID
Type and ID number you used when adding the new debt. For example if you added the debt using the
driver license number (DLN), your change request must use the DLN.

e Click Next.

m A Home » TRIP Agency » Request & Log Off
1. Search Debt

TRIP Debt Search

Id Type Social Security Number |id

Id Number Required

Required
Cancel £ Previous | Mext )

e Select the debt you want to change from the list displayed. You may only select one debt at a time
e The debt number, name, and current balance are displayed. Click Next

m 4 Home » TRIP Agency » Request & Log Of
1.Search Debt ) 2. Search Results

Search Results Filter
Debt Mumix Agency 1d Initial Date: Initial Amount Balance Due Last Posted Last Source Last/Busi First Nam AIN
®/| 00001 999-999 25-Aug-2015 97219 97219 25-Aug-2015 [INITIAL PAYER TAX
Cancel € Previous Next »

o Enter the updated balance on the following screen and click Submit

Note: You may increase a debt balance once every 30 days to accommodate for interest adjustments. You
may decrease a debt balance multiple times per month to reflect payments or credits.

14
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View Debt Summary

Select View Debt Summary under 'l Want To..." at the upper right of the TRIP account page.

Enter the ID type and ID number that corresponds to the originally submitted debt. Use the same ID
Type and ID number you used when adding the new debt. For example if you added the debt using the
DLN, your Debt Summary request must use the DLN.

Click Next

m @ Home » TRIP Agency » Request & Log OfF
1. Debt Search 2. Debt Table 3. Debt Summary

TRIP Debt Search
Id Type

Id Number Required Required

Required
Cancel € Previous MNext )}

Social Security Number - |

The following details will display:
= Posted Date - The date a transaction is applied to the debt selected
= Change Applied - The change in balance, either up or down, depending on the transaction. For
example, if the debt balance is $500 and you submit a balance change to $300, the Change Applied
is $200.
= Balance Due - The balance of the debt after a change is posted. The last row on this report would
reflect the current balance.
= Source - The following are sources of a transaction:
= Initial: original debt submission
= Agency Adjusted: a change submitted by the agency
= DOR Adjusted: a change submitted by DOR
= Refund: a refund intercepted and applied to a debt by DOR
= Lottery: a Lottery payment intercepted and applied to a debt by DOR. Note: Intercepted
lottery proceeds may only offset state agency debts
= Vendor: a State vendor payment intercepted and applied to a debt by DOR. Note: State
vendor proceeds may only offset state agency and local government debts.

15



