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COMPLETE A WITHHOLDING 

APPLICATION REQUEST  
 

Did your business receive a letter that you complete an Online Withholding Registration? 
Complete the application now.  

1. Click the Complete a Withholding Application Request link under the For Businesses 
column on the OKTAP home page.  

 

 

2. Enter the Letter ID into the Enter Letter ID from letter received from OTC field (A). 
The Letter ID is located at the top right of your OTC letter. If you did not receive a letter, 

click the blue link (B) at the bottom of the page to begin the withholding registration 
process.  

 

B 

A 
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Part 1 of 4 – Enter Account Information 

Once a valid Letter ID is entered, the Part 1 of 4 – Enter Account Information link will 

appear on the screen.  

1. Click this link to open the Account Information window.  

 

 

2. Select the type of withholding account you want to register, select the ownership type of 
your business and check the box if you are an out of state entity.  

3. Click the OK button to save the information. 
  

 
 

Navigation Tips:  

 Green fields indicate that the field is optional, yellow fields indicate that the field is 
required, and red fields indicate that the field requires correction.  

 Most boxes are equipped with a question mark icon that will offer further explanation. 

Click on the blue question mark icon for help.  
 Information boxes contain drop-down menus, radio buttons, and check boxes, as well as 

text fields in which you will type information. Read the information carefully and select the 
appropriate answer. When all fields are completed, click the OK button at the bottom to 
close the Information box and move on to the next section. 
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Part 2 of 4 – Business Contact Information 

1. Click the Part 2 of 4 – Enter Contact Information link.  

 

 

2. Complete all required contact information fields and click the OK button to save the 
information. 

 

 

Part 3 of 4 – Enter Ownership Information 

1. Click the Part 3 of 4 – Enter Ownership Information link  
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2. Complete the required fields and click the OK button to save the information.  

 

 

3. Click the Enter mailing address link.  

 

 

4. Enter your mailing address and click the Click here to verify your mailing address link 
to check the address you entered with USPS information. 
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5. The address you entered will be verified. Click the Select link for the “Verified” address 

that most closely matches your address. If none of the “Verified” results match your 
address, click the Select link for the “As Entered” address. 

 

 

6. Click the OK button to save the address information. 
7. If the physical address is the same as the mailing address, select the Same as mailing 

address check box to auto-fill this section of the application. If the physical address is 
different from the mailing address, click the Enter physical link (B) and enter and verify 

the physical address like you did for the mailing address. 
8. Click the Search for your principle products or services code (NAICS) link (C). 

 

 

B 
A 

C 
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9. Search for your NAICS code by entering keywords into the Keyword field (A) or by 

clicking the Click here to view a list of the most common codes link (B). 
10.Click the Code link (C) to select the appropriate NAICS code. 

 

 

11.If your business type is Business or Government Entity, click the Enter 

officer/responsible party information link. If you are a Sole Proprietor, you will not 
see this link. 

 

B 
A 

C 
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12.Complete the required information for the owner/officer. To add additional 

owners/officers, click the Add a Record link (A) at the top and bottom left of the window.  
13.Click the OK button (B) to save the owner/officer information. 

 

 

14.Complete the Wage Withholding Tax questions. 

 
 

A 

A 

B 
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Part 4 of 4 – Electronic Signature 

1. Read the disclaimer and then click the I agree to this check box to electronically sign the 

application.  

 

 

2. Finish by clicking the Submit button at the top of the page.  

 

The confirmation screen indicates that you have successfully submitted your withholding 
application. Make a note of your confirmation number for future reference. 

 

 


