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W ITHHOLDING BULK RETURN FILING  

 

CREATING A 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  (405) 521 -

3160 to register as a third party.  

1.  Click the Register  Now  button to create an OkTAP account.  
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2.  Click the Step 1 of 3: Personal Information  link (A) and enter your information in the pop -up 

window.  

3.  Click the OK  button (B) to save the  information.   

 

 

4.  Click the Step 2 of 3: Logon Credentials  link (A) and complete the required fields. Click the OK  

button to save the information (B).  
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5.  Click the Step 3 of 3: Customer and Account Information  link (A).  

6.  Select Yes  from the Are you a third party?  drop down menu (B)  

7.  Select Yes  from the Do you bulk file withholding returns?  drop down menu (C).  

8.  Select FEIN  from the Select  ID  Type  drop down menu and enter your companyôs FEIN number in 

the Enter ID Number  field (D ).  

9.  Click the OK  button to save the information ( E).   

 

 

10.  You can click on the step links to edit the information you entered. Click the Submit  button at the 

top of the page to complete the registration.  
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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.  
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LOGGING ON TO OKTAP  

1.  Click the Login  button.  

 

 

2.  Enter the username  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.  
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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.  

  

 

2.  Click the Add Attachment  link (A).  

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

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

computer.  

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

 

 

 

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.  Click the Submit  button (B) to submit the bulk return file(s).  
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TRACKING PROGRESS OF W ITHHOLDING BULK 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.  Click the Requests  tab (A) to view the request status  of the returns. When you first submit the 

withholding bulk returns file, the request status will be ñPendingéò (B). 

  

 

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

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

will be ñCompleted.ò 

  

 

V IEWING 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.  If th ere were exceptions  with the file you submitted, there will be a notice once you logon to OkTAP 

on the Notices  tab. Click the Notices  tab (A)  to view the exceptions . You can also click the 

Processing Exceptions  link (B) on the sidebar to view exception  det ails.  
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