Oklahoma Taxpayer Access Point WithholdingBulk Return Filing

O<TAP

Oklahoma Taxpayer
Access Point

W ITHHOLDING BULK RETURN FILING

CREATINGA THIRD PARTY FILER ACCOUNT

Before you can begin filing bulk withholding returns, you will need to register as a third party for the
business or sole proprietor for which you are filing. You must be registered with the Oklahoma Tax
Commission as a third party to bulk file withholding returns. Please call Taxpayer Assistance at
3160 to register as a third party.

(405) 521 -

1. Clickthe Register Now button to create an OKTAP account.

r
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Register Now

Navigation
Home

Help Links

Welcome to OKTAP

Oklahoma Taxpayer Access Point (OkTAP) is your access to QuickTax to file, pay, update and manage your existing
accounts with the Oklahoma Tax Commission on your time, anytime_If this is your first time to access OkTAP click the
Register Now button o set up your account. All other users please click Login.

FAQ's

Guide
Contact Us

For Businesses

Other Services

+ Business Application

Register your business in the state of

Oklahoma, register for withholding tax,

add a license or permit, or add a new
retail site to your permit account.

+ Complete a Withholding

Application Request

Did your business receive a lefter
requesting that a withholding
application be completed? Complete
the application now.

System Search

+ Make an Online Payment

Make an EFT, credit card, or debit
card payment online.

* Order Coin-Op Device Decals

Purchase decals or pay sealed
machine penalties for coin-operated
devices.

+ Apply for Agriculture Exemption

Apply for, renew, or cease an
agriculture exemption permit.

* Make a Use Tax Payment

File and pay consumer use tax.

+ Permits

+ Withholding Tax Accounts
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2. Clickthe Step 1 of 3: Personal Information
window.

3. Clickthe OK button (B) to save

the information.
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W Step 1 of 3: Personal Information

User Information:
This information will be used to help create your online OKTAP account.

Your First Name

Your Last Name

Your Email Address

Confirm Your Email Address

Contact Phone

Alternate Phone

[ |
[ |
[ |
[ |
[ |
\ |

OKTAP will timeout after 15 minutes of inactivity

OKTAP REGISTRATION

OKTAP Tips

«Click on the blue Step 1
link to start

+ Required information is
entered in yellow boxes

« Optional information is
enteradin green boxes

* Information cannot be
entered in white boxes

+ Boxes with a red
background contain an error
and must be corrected

= When a step is completed
without errors, the next step
will appear

4. Click the Step 2 of 3: Logon Credentials

button to save the information (B).

link (A) and complete the

link (A) and enter your information in the pop

required fields. Click the

S

Step 1 of 3: Personal Information
Your Name (Firstand Last) | TEST TEST |

Email Address | test@test.com |

— Step 2 of 3: Logon Credentials

OKTAP REGISTRATION

OKTAP Tips

« Click on the blue Step
1 link to start

* Required information is

Login Infermation

Select a Username for OKTAP:
Create a logon ID. You will use this to login to OKTAP.

;]

Your Logon ID (

Create a Password for OKTAP:

lowercase letter, 1 number, and 1 special character.

Must be 10 or more characters, and have at least 1 uppercase and

Password (

Confirm Password (

O
|

Select a Secret Question and Answer:

Your secret question will only be used if you forget your password.

Secret Question (

Secret Answer r

g
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Click the Step 3 of 3: Customer and Account Information
Select Yes fromthe Are you a third party?
Select Yes fromthe Do you bulk file withholding returns?

© N o U

Select FEIN fromthe Select

ID Type drop down menu and enter

WithholdingBulk Return Filing

link (A).

drop down menu (B)

drop down menu (C).
your ¢ o mgEIN punber in

the Enter ID Number field (D).
9. Clickthe OK button to save the information (

E).

Step 1 of 3: Personal Information
Your Name (First and Last) |TEST TEST
Email Address test@test com

Step 2 of 3: Logon Credentials

bulkfiler
What is your favorite animal? !

Logon ID
Secret Question

&> Step 3 of 3: Customer and Account Information

Account Information ®

Third Party
Are you a third party? Yes : 0 — B
Do you bulk file Yes 0 < —
withholding returns? : C

Enter Your Identification Number:

This would be your company's FEIN, or for Sole Proprietors use your SSN.
Select ID Type :
)

Enter ID Number

E — GEID @D

OKTAP REGISTRATION

OKTAP Tips

* Click on the blue Step
1 link to start

+ Required information
is entered in yellow
boxes

« Optional information is
entered in green boxes

« Information cannot be
entered in white boxes

* Boxes with a red
background contain an
error and must be
corrected

10. You can click on the step links to edit the information you entered.

top of the page to complete the registration.
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Navigation

Home

( Request

Help Links

Step 1 of 3: Personal Information
Your Name (First and Last) |TEST TEST
Email Address

test@test.com

FAQ's
Guide
Contact Us

Step 2 of 3: Logon Credentials

LogonID bulkfiler

Secret Question

Third Party Yes
Bulk Filer Yes
Federal Employer ID G789

a4
registration

OKTAP REGISTRATION

What is your favorite animal? ﬂ

Step 3 of 3: Customer and Account Information

Click the 'SUBMIT button at the top of the page to complete your

Click the Submit button at the

OKTAP Tips

« Click on the blue Step
1 link to start

+ Required information
is entered in yellow
boxes

« Optional information is
entered in green boxes

« Information cannot be
entered in white boxes

« Boxes with a red
background contain an
error and must be
corrected
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11. You will receive an email confirming your request that will include an authorization code you will
use when you logon to OKTAP for the first time.

OKLAHOMA
TAXPAYER AcCCESss PoOINT

CONFIRMATION

Thank you for signing up for Oklahoma Taxpayer Access Point (OKTAP)!
Navioation You will receive an e-mail shortly confirming your request

This email contains an authorization code that will be used to complete your registration.
This authorization code will be required the firsttime you sign into OKTAP.

Home

Request

Help Links

Click OK at the top of the page to proceed.

FAQ'S If you have questions or concerns, many of these answers can be found in our helpful OKTAP FAQs or OKTAP Guide found to the left.
Guide

Revenue Guide

NOTE: If you do not receive an email within 24 hours of registering,
please contactthe Oklahoma Tax Commission help desk at (405) 521-3069.
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LoGGINGONTO OKTAP

1. Clickthe Login button.

Yy
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Navigation
Home

Help Links

Welcome to OKTAP

Oklahoma Taxpayer Access Point (OkTAP) is your access to QuickTax to file, pay, update and manage your existing
accounts with the Oklahoma Tax Commission on your time, anytime. If this is your first time fo access OKTAP click the
Register Now button to set up your account. All other users please click Login.

FAQ's For Businesses Other Services
Guide
Contact Us +Business Application »Make an Online Payment + Apply for Agriculture Exemption
Register your business in the state of Make an EFT, credit card, or debit Apply for, renew, or cease an
Oklahoma, register for withholding tax, card payment online. agriculture exemption permit.
add a license or permit, or add a new
retail site to your permit account. * Order Coin-Op Device Decals * Make a Use Tax Payment
Purchase decals or pay sealed File and pay consumer use tax.
« Complete a Withholding dmeavcizzénse penalties for coin-operated
Application Request i
Did your business receive a letter
requesting that a withholding
application be completed? Complete
the application now.
System Search
*Permits + Withholding Tax Accounts

2. Enterthe wusername and password you created and the  authorization code you received via
email and click the  Login button. You will only have to enter the authorization code the first time
you logon.

r

OKLAHOMA
TAXPAYER ACCESS POINT

Navigation

Welcome to OkTAP

Home Welcome to the Oklahoma Taxpayer Access Point! Login

Help Links Enter your OKTAP username and password and click the "Login" Username Forgot Your Username?
button. :

FAQ's bulkfiler

Guide If you are logging in for the first time, you will be prompted for the Password Forgot Your Password?

authorization code which was emailed to you after registration.

Contact Us

If this is your first time on OKTAP or if you need an OKTAP username, Authorization Code
click the "Register Now" button to set up an account. You or your ]
business must be registered with the Oklahoma Tax Commission before

you can register on OKTAP. An authorization code was sent to the

email address you used to register. It is
required the first time you use your
password.

— G
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W ITHHOLDING BULK RETURN FILING

1. After you have logged on to OKTAP, c lick the Bulk Load Withholding Returns link on the
sidebar.

OKLAHOMA
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Menu Log Off

Navigation

Iy Accounts

My Profile
Add Access to Another Account

Bulk Filing

TEST Names and Addresses

Federal Employer ID A3 Legal Name TEST
DBA Name

Mailing Address 2501 N LINCOLN BLVD
OKLAHOMA CITY OK
73194-1001

REQUESTS NOTICES" LETTERS & PERMITS?
ACCESSIBLE ACCOUNTS (SEARCH)n

Bulk Load Withholding Returns
E A MY ACCOUNTS Hide History W Filter
Processing Exceptions
Account ID Account Type Name Frequency  Address Balance

Balance $0.00

Help Links

FAQ's
Guide
Revenue Guide

2. Clickthe Add Attachment link (A).

Enter a description for the file you will attach (B).

4. Clickthe Choose File button (C) to select the file with the bulk return filing information from your
computer.

5. Clickthe Save button (D) to save the attachment.

w

[Aﬂachmems may be up to 30 Megabytes (MB) in size. Up to 11 attachments of 30 MB may be included. l

Withholding - Wage Bulk Return Filing

The attachment must be saved as a comma seperated value (CSV) file.
Filing Periods and Out Of Business Dates must be in Manth, Day, Year (MM/DD/YYYY) format.

Click here to view a sample file.

Submitted attachments may be reviewed in the Attachments section of the left action bar.

A \ Click the Add Attachment link to add your attachment(s).
. Attachments must be 30 MB or less. You may attach up to 11 file
Add Attachment [ o] s st

OKTAR willl 1y Bulk Withholding Return [~]

Description B

(C =Py T Choose File | Mo file chosen

p — @& &P
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Note: If there are basic errors in your file, an error message will display the first ten formatting
suggestions. Make the appropriate changes to your file and resubmit the attachment.

BulkTest1.csv

@ The following is a short list of discrepancies found in the attachment:

1. Invalid FEIN submitted: 12345678945, FEINS should be nine (9) numeric numbers which can be formatted
with 3 - in the third position {ex: ## ar ). Erroris for Account ID: WTH1011887802 (Row: 3).

2. Invalid Filing Period submitted: x Filing Periods must be the last day of a quarter (March, June, Septempter, or
December), may be formatted with 77 or -, and must be in Month, Day, Year format (MMODYYYY, MM/DDMYYYY, or
MIM-DD-YYYY). Error is for FEIN: 123456879 / Account ID: WTH10186848202 (Row: 6).

Please fix the above problemis) and resubmit the attachment.

6. After you add the attachment, the file will appear on the sidebar (A). Click the red X to remove the
file. You can continue to add attachments, if necessary
7. Clickthe Submit button (B) to submit the bulk return file(s).

OKLAHOMA

TAXPAYER AccCEss PoINT

[A\nachments may be up to 30 Megabytes (MB) in size. Up to 11 attachments of 30 MB may be included.

ATTACHMENTS

Withholding - Wage Bulk Return Filing

The attachment must be saved as a comma seperated value (CSV)file
Filing Periods and Out Of Business Dates must be in Month, Day, Year (MWDD/YYYY) format.

Navigation

Iy Accounts

Request

Attachments

BlikTestcsv Click here to view a sample file.

Test Submitted attachments may be reviewed in the Attachments section of the left action bar.

Click the Add Attachment link to add your attachment(s).

Help Links Add Attachment 1| File(s) Attached

An attachment has been added.

FAQ's
Guide

Revenue Guide OKTAP will timeout after 15 minutes of inactivity
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TRACKING PROGRESS OF W ITHHOLDING BuULK RETURNS

Once you have submitted the bulk return  file(s), you can track the progr  ess of the returns on OKTAP using
the Requests tab.

1. Clickthe Requests tab (A) toview the request  status of the returns. When you first submit the
withholding bulk returns file, thed r(eBjuest status wil
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TEST Names and Addresses

Menu Log Off

Navigation Federal Employer ID 24321 Legal Name TEST
DBAName
Iy Accounts ) Balance $0.00 2
A Mailing Address 2501 N LINCOLN BLVD
OKLAHOMA CITY OK

My Profile
Add Access to Another Account

/ 73194-1001
ACCOUNTS® [ZMZIEHN NOTICES” LETTERS & PERMITS®
WAITING TO BE PROCESSED' FE7.\:(e ]

Bulk Filing

Bulk Load Withholding Returns

REQUESTS WAITING TO BE PROCESSED
Processing Exceptions 5 5 5 Z
Submitted Account Account ID Period Title Request Status Confirmation #
R 13-Feb-2013 Web Attachment Pending... 0-757-743-616
Help Links
FAQ's
Guide B

Revenue Guide

2. Once the returns have been received by the Oklahoma Tax Commission, the request status will
be AProcessingéo

T e
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TEST Names and Addresses

Menu Log Off

Navigation Federal Employer ID 4321 Legal Name TEST
(1My Accounts Balance $0.00 DB_A_ Name )
Request Mailing Address 2501 N LINCOLN BLVD
OKLAHOMA CITY OK
73194-1001

My Profile
Add Access to Another Account

AccounTs? LEAE3EHl nOTICES® LETTERS & PERMITS®

1
Bulk Filing WAITING TO BE PROCESSED' 7. 1e]
ke Cond n L e REQUESTS WAITING TO BE PROCESSED
Processing Exceptions Submitted Account AccountID Period Title RequestStatus  Confirmation #
13-Feb-2013 Web Attachment Processing... 1-204-614-528

Help Links

FAQ's
Guide
Revenue Guide




Oklahoma Taxpayer Access Point WithholdingBulk Return Filing

3. After the returns have been processed by the Oklahoma Tax Commission, the request status

wi || be ACompl eted. 0

VIEWING AND COMMENTING ON W ITHHOLDING BULK RETURN FILE EXCEPTIONS

Once you have submitted the file(s) and the returns have been processed, you will receive an email if
there were any  exceptions, or errors, with the file you submitted. You can view any exceptions with the
file on OKTAP. The exceptions are only informational to help you with future withholding bulk return

submissions. The withholding bulk return files submitted with exceptions will be manually reviewed by the
Oklahoma Tax Commission and posted once corrected.

1. Ifth ere were exceptions with the file you submitted, there will be a notice once you logon to OKTAP
on the Notices tab. Clickthe Notices tab (A) toviewthe exceptions . You can also click the
Processing  Exceptions link (B) on the sidebar to view exception det ails.




