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New User Registration Process

E Open the Revenue Home page and click on the My Tax Account.
https://tap.revenue.wi.gov

B Click on the New User? Register Now link to set up your account profile.

Step 1: Logon Info

Welcome to My Tax Account Registration

=5 Step 1: Enter Logon Info

I Click the Enter Logon Info link to open the Logon Information page.


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

Enter Logon Information

1. Logonid Logon Id

Required Lin Id must be between 5-20
characters.

2. Password

3. Confirm Your Password
“our Password must be between 7-20

4. Email Address characters and MUST contain a combination of
letters and numbers. Passwords are case

5. Confirm Your Email Address sensitive and cannot contain your User Id.

6. First and Last Name

7. Country |USA HType HPhune#

8. Selecta Secret Question H
8. Secret Question Answer
10. Confirm Secret Question Answer

11. Are You a 3rd Party Preparer? H

Step 2: Authentication

Velcome to My Tax Account Registration

Step 1: Enter Logon Info
Logon id:
Email:
3rd Party Preparer:
# Step 2: Authenticate Customer Imformation
My Tax Account has two levels of access: Master and Account Manager. The first user to complete an
access request for a business automatically receives "Master' access. All other users who request access

for the business will receive "Account Manager access. The "Master’ can manage access for all "Account
Managers".

Customer Access Request
Complete the fieldz below fo request sccess

1. Select ID Type E
2. Enter I Number
3. Enter Customer Last or Business Name

4. Enter Customer Zip Code

E Enter the ID type and Number. ID Type options include:
e Federal Employer Identification Number (FEIN)
e Wisconsin Taxpayer Number (WTN)

B Enter the Business Name as the full legal name to authenticate. State Agency names start with either
Wisconsin Department or WI Department.

B Skip Step 3 and press the submit button. This screen is used only for adding access to business tax
accounts.



Welcome to My Tax Account Registration

Step 1: Enter Logon Info
Logon id: Trip Agency
Email: TRIP Agency@revenue.com
3rd Party Preparer. | No

Step 2: Authenticate Customer Information

ID Type: FEIM or Wisconsin Tax Number

ID: HE-HH488884

* Step 3: Add Access to Accounts (Optional)

”Click on the Submit button to complete request.

B Once you have completed these steps, contact either Joseph Mugenga or Corban Gehler to add your SDC
account to your profile, email trip@revenue.wi.gov or call 608-264-0344.

Introduction to My Tax Account — TRIP

Home Page

Wistansin Grpartment ol

-‘%_-___
Revenue

TEST ACCOUNT INC HAMES AND ADDRESSES | WANT TGO
Wisconsin Tax Number 1026844056  Name TEST ACCOUNT INC

Wigw Wy Profile

My Balance S0.00 Reguest to Close Account
Abnut My Tax Accoant
) 3 Add Thd NMarly Accounl Avccss
Log Off Add Access to an Account
Faguast Faymant Flan
Submit FEIN

Accounts® | Requests” | Notices™

RunDate: 26-Aug-2014 My Accou nts! Third Party Accou nts!

MY ACCOUNTS

Hide History N Filter
Balance
0.00

Account ld Account Type Harme Freguency  Address

Utility Taxes 123-124 TRIP Agency TEST ACCOUNT ING 2135 RIMROCK RD MADISON W

Raal Cetats Tranzfar Fase

Account — Displays accounts that you are authorized to manage.

Requests — Displays requests sent to DOR for processing, like Mew Debt or Change Debt.
Motices — Displays notices sent by DOR, like Agency Summary Reports and Posting Notifications.
My Accounts — Displays accounts you have authority to access.

Thirds Party Accounts — Displays accounts your have authority to accessas a third party user.



mailto:trip@revenue.wi.gov

View My Profile

Either you or your account administrator will be able to control your access to accounts or updates to your
status in My Tax Account in the View My Profile section.

e Update Profile - Make changes to Web Name, Phone, Email or security question.
e Cancel My Online Access - removes your authority to access My Tax Account.

Are you sure you want to cancel this logon's online access? You will no longer be able to use My Tax Account.

e Change Password - update password. DOR security recommends that you update your password every
60 days.

e Add Access to an Account - not used in the TRIP account. If you need to add access to your TRIP
Account, call 608-264-0344 or email trip@revenue.wi.gov.

e Add 3™ Party Account Access - not used in the TRIP account. If you need to add access to an account,
call 608-264-0344 or email trip@revenue.wi.gov.

e Payment Sources - not used in the TRIP Account.

View Notices

Notices are located in a tab from your home page. Reports and DOR communications are issued through the
Notices tab. Posting Notifications are issued weekly. Closed Debt reports are issued monthly.


mailto:trip@revenue.wi.gov
mailto:trip@revenue.wi.gov

Filter: You may filter for a specific notice or notice type by pressing the filter tab. A green field will open and you
can type in a key word to filter for a specific notice.

View Requests

Requests are actions you send to DOR for processing. Pending Requests display with no Processed date.
Processed Requests have a Processed date. Processed requests cannot be withdrawn or changed.

E Click on the Waiting to be Processed tab to view all pending requests.

About My Tax Account SUDMIT FEIN

Accounts! l!equests‘ Notices!

Waiting to be Processed? Search

REQUESTS WAITING TO BE PROCESSED

Confirmation # Submitted Account Id Period Title Status

RunDate: 19-Jun-2014 0-454-505-248  13-Jun-2014 TRIP Agency 123-124 Add Debt - RICHARDSON Pending...
2-005-471-288  18-Jun-2014 TRIP Agency 123-124 Add Debt - GARCLA In Process
0-831-725-472  18-Jun-2014 TRIP Agency 123-124 Add Debt - GARCLA In Process
0-401-760-220  18-Jun-2014 TRIP Agency 123-124 Add Debt - MONSTER Pending...

Utility Taxes
Real Estate Transfer Fees




If a request is pending, you may withdraw the request. Click on the corresponding Confirmation # to open the
form. Then click the "Withdraw" tab located in the upper right hand corner of the REQUEST INFORMATION
screen.

Features

Change Date: Click on this tab to display a different date range.
Confirmation Number: Open this tab to search for a request by the confirmation number.

Filter: You may filter for a specific request by clicking on the filter tab. A green box will open and you can type in
a key word to filter for a specific request.



Manage Your TRIP Account

E From the home screen click on your TRIP Account ID to view your agency's TRIP account.

When the account is open your agency profile and all Requests will display. The TRIP menu options will display in
the upper right hand corner of the page under the | WANT TO heading.

Add New Debt

B Click the Add New Debt link to add new debt. The TRIP Debt Detail screen will open. Choose an ID Type from
the drop down menu by clicking on the down arrow. Enter ID number; choices include: Social Security
Number or Driver’s License Number for individuals and Federal Employer Identification Number for
businesses.



Validation

Name ID Mismatch: Red data entry fields indicate an error. Place your indicator over the field to see the error

reason.

TRIP Debt Detail

Id Type
Last Name
AIM (Agency Internal Mumber)

Current Balance

Debt Threshold Error
TRIP Debt Detail

d Type
Last Name
AlN (Agency Internal Number)

Current Balance

Change Debt

Social Security Number EI ld Mumber

4 10E First Mame

500.00

¥ 123456789

¥ DEBTOR

Error Invalid 55N/MName

Social Security Number |Z| Id Number 123-45-6789

10E First Name DEBTOR

4 160N

| Error Intial Balance < 20

Use Change Debt to update a balance if the debtor has made a payment or you have adjusted the balance down.
Increases to the debt balance for interest updates are allowed once a month.

B Select the ID Type and enter the ID number. The ID must be the same ID you used when submitting the
debt. NOTE: You can recover the ID number that was used by requesting an Agency Summary.

TRIP Debt Search
id Type

ld Humber

Social Security NumbeIEI

E Click on the Debt Number link to update a debt.

TRIP Debt Search

Id Type Social Security NumbeE

Id Number 123-45-6789

Dekt Mumber  Agency ld Initial Date Initial Amourt Balance Due Last Posted  Last Source LastBusiness Mame
oo 123-456 03-Feb-2007 818.48 08-Dec-2010 AGY ADJ Debtor

ooooz 123-456 28-Nov-2009 88.90 02-0ct-2010  INMAL Debtor

First hame Al
loe
loe



A copy of the information originally submitted will be display. The amount fields and the Agency Internal
Number(AIN) are marked in green. These are updateable fields.

TRIP Debt Detail

Debt Number 00001 FILING TIPS

Last Name Debtor First Name loe Debts changed to less than $20.00
will be closed by DOR and included

AIN (Agency Internal Mumber) | on the Closed Debt File sent on the
firet Tuesday of every month.

Current Balance 818.48

New Balance 0.00

B Enter your changes and press the Submit button to proceed.

NOTE: Pending requests are pick up from for processing by DOR at 4:00 pm on each day. You have up to that
time to withdraw the request.

View Debt Summary

Use Debt Summary to review transactions and updates posted to a debt.

B Select the ID Type and enter the ID number. The ID number must be the same ID number used when the
debt was initially entered. NOTE: You can recover the ID number that you entered by requesting an Agency
Summary.

TRIP Debt Search
Id Type Social Security Numbelzl
ld Humber

B Click on the Debt Number to view the debt detail.

TRIP Debt Search

id Type Social Security Numbe|Z|
1d Number 123-45-6789
Debt Mumber Agency Id  Initial Date Initial Amourt Balance Due Last Posted  Last Source LastBusiness Mame First Mame Al
0000 123-456 03-Feb-2007 818.48 08-Dec-2010 AGY ADJ Debtor Joe
00002 123-456 28-Nov-2009 88.90 02-Oct-2010  INTIAL Debtor loe
Debt detail
Debt Mumber Agency |d  Posted Date Change Balance Due  Source
0o 0 123-458 02-0ct-2010 0.00 1,887.77  INMTIAL
o010 123-54& 27-lan-2011 -540.00 1,147.77 REF INT
o010 123-456 27-Jan-2011 -275.00 87177 REFINT
Sources

e INITIAL: original debt submission

e AGY ADJ: Agency Adjusted is a change submitted by the agency
e DOR ADJ: DOR Adjusted is a change submitted by DOR

e REF INT: a refund intercepted and applied to a debt by DOR
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e LOTINT: a Lottery payment intercepted and applied to a debt by DOR. Note: Intercepted lottery proceeds
may only offset state agency debts.

e VEN INT: 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.

Request Agency Summary

An Agency Summary is a list of all active debtors currently referred to the TRIP program.

E Click on the down arrow to open the drop down menu, choose from the following options:

e TRIP CSV File: Opens in Excel file format.
e TRIP XML: Opens in the XML file layout.

The Agency Summary report will be sent to you through an attachment found in the Notices tab on the Home
screen. NOTE: For agencies using Secure File Transfer Protocol (SFTP), the report will be placed in your SFTP
pickup folder.

Accounts® Requests | N

Unread™ Outbox  Deleted
Inbox Mark All As Read  Filter
agency summa [ ]
Fosted Fead Subject Aecount [d Account Type Feriod Urgent Attach
0402011 [ our Agency Summary File TRIP - [¥ Mark As Read Delste
25-May-2011 [ Your Agency Summary File TRIP r el Delete
02-May-2011 ¥ vour Agency Summary File TRIP |_ ¥ Celete

B Click on the Agency Summary File link under Subject and then click on the Summary attachment link under
attachments.
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Send TRIP Inquiry

TRIP Inquiry is a tool that allows you to communicate with the Setoff Coordinator in a safe and secure manner.
Like e-mail, you enter a subject line, attach documents, enter comments in a text box, and submit. If you have
questions related to a specific debtor, you may include in your inquiry debtor details, such as complete SSN and
name, and know the data is secure.

B Enter a subject line to summarize your question, details are entered into the box below.
B Click Add if you would like to send us attachments with your message.
B Click on the Send Message button to submit

You will receive a response to your question in a Notice.

Requests

Every action you take to submit a new debt or update a debt becomes a request. Requests are stored for your
reference.

12



Status:
e Completed: These are requests that have been processed by DOR. These can no longer be withdrawn.
Processed requests are stored and you can search for a request by the confirmation number.

e Pending: These are requests that have not been processed. DOR processes the requests each business
day at 4:00pm. Pending requests may be withdrawn.
Search Functions:

e Change Date: search for requests by date

e Confirmation: search for requests by confirmation number

e Defaults: not used in My Tax Account application

e Filter: search for request by key word such as title, status, or name.

Notices

Notices are a mechanism for DOR to communicate with My Tax Account users. If your agency selected to use the
web portal to submit debts, then all reports will be distributed to your agency using attachments in Notices.
e Posting Notification

e Closed Debt File
e Account Summary File

Requests® || Activity || Motices® | mai®

It Inbox  Deleted

UNREAD
Posted Subject Account ld Account Type Period Urgent Aftach

10-Jun-2014  Posting Motification available 285-013 TRIP &gency o Mark 4= Read Delete
03-Jun-2014 Pesting Motification available 285-013 TRIP Agency i Mark 4= Read Delete

B Click on the Subject link to view the notice

You will be alerted to any new, unread notices. The number next to Notices in the tab indicates how many
unread notices exist.
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