How to file an IFTA License/Decal Application and Process a Payment with Prorate and
Fuel Tax Services in Taxpayer Access Point, TAP.

Welcome to the Washington State Department of Licensing Taxpayer Access Point, TAP. The
information you will see in this tutorial is completely fictitious. It has been made up and is
intended for instructional purposes only. Any resemblance to a real person or business is entirely
coincidental. TAP uses pop-ups to assist in the registration process. We recommend you disable
the pop-up blocker settings and allow pop-ups from the TAP website.

In this tutorial, you will learn how to complete and file an IFTA license/decal application
through our Taxpayer Access Point, TAP. You will also learn how to submit an electronic
payment for the decals as the decal application will not be processed without receiving payment
at the same time.

At any time during the process you can save your work by clicking on Save and Continue or by
clicking on Save and Finish Later. The Save and Finish Later option will allow you to exit TAP
and return at a later time or date to complete your request.

For this tutorial, TAP was accessed by using the Internet Explorer browser. You can use other

browsers (Google Chrome, Mozilla Firefox, Safari, etc.) to access TAP but there might be slight
differences in how the screens display.
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Enter your Username, Password and click on Login.

dl

IFTA I Prorate Taxpayer Application

Ifyou already have an active Prorate and Fuel tax account with the YWashingtan
State Department of Licensing, click the "Create a new username" buttan.

Create a hew username

Ifyou dao not have an active Prarate and Fuel Tax account with the Washington
State Department of Licensing, click the "Set up a new online Prorate and Fuel
Tax Account” button.

Set up a hew online Prorate and Fuel Tax Account

Check the status of your application
Tell us how we're doing

Already registered?

Username

iohnicloe |

FPassword

Authentication Code

| forgot my usernarme
| forgat my password

Eind raore informmation on TAD

Enter your Username, Password and click on Login.
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The Device not Recognized dialogue box opens with a link to receive the Authentication Code required
to login to your account. Click on Send Authentication Email.

dl

Logon x
— q 2
Device Mot Recognized dy regIStered )
ame
The device you are logging in with is not recognized. e
In arder to keep your informsation safe, the Department of Licensing requires ard
additional security validation the first time you log into Taxpayer Access Paoint.
An authertication code will be sent in arder to verify your identity.
Wie will remember your device once this process is complete. tication Code

Confirm ldentification

Select a method to receive your authentication code. Authertication codes can be sent via
text message or email, depending on what information is on file,

An authertication code will be emailed to:

Send Authentication Email iohndoe@idtrucking.com

t my username

Why is this required? my nassward
_ : _ Click on Send Authentication Email.
= YYou are using & nevy device that has not logged into your account before
= You have switched browsers or deleted vour cookies

dolwa.goy | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015

You will receive an email with the Authentication Code that is required to login.

DoNotReply@dol.wa.gov

Authentication Code requested for John Doe

Tour authentication code 15 lwehyz and 1z recquired for logon.
Click to login

This is the Authentication
Code you will need to enter in
the Authentication Code field
of the login screen.
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Enter the Authentication Code you just received, check the box next to Save this device and click on
Login.

dl

IFTA / Prorate Taxpayer Application Already registered?

Ifyou already have an active Prorate and Fuel tax account with the Washington Username

State Department of Licensing, click the "Create a new usernarme” button. |iohndoe |
o |
Ifyou da not have an active Prorate and Fuel Tax account with the Washington Authentication Code

State Department of Licensing, click the "Set up a new online Prorate and Fuel
Tax Account” buttan.

Meed an authentication code? O

Set up a new online Prorate and Fuel Tax Account

Check the status of your application
Tell us how we're doing | forgot my username Save this device v

| forgat my password

Enter the Authentication Code, check
the box next to Save this device and
click on Login.

dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015
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Click on the Account ID Number for the IFTA account.

ssyp | JOHN DOE Names And Addresses 1'¥Want To...
Federal Employer 10 53-1907509 Legal Mame JOHMN DOE “iew Profile
Horme My Balance §0.00  DBA Mame JO TRUCKING Make & Payment

Physical Address 2424 BRISTOL CT SW OLYMPLA Wi, 950 Request Good Standing Letter
Back Mailing Address Add Register a Mew Account

Navigation pYIn Col History” Messages”  Letters®

» My Accounts

My Accounts

Account Id Account Type Mame Frequency Address Balance
0507039 IFT& JOHM DOE Giarterly 2424 BRISTOL CT S OLYMPIA 0.00
0507039-0301 Prorate JOHM DOE Prorate Fisc 2424 BRISTOL CT S OLYMPIA 0.00
2 Rowes

Click on the Account ID Number for the IFTA account.

dolwa.gov | Contact Us | About Us | Sunvey | More About TAP | Copyright @ 20145

You’re now at the IFTA account home screen. Under the | Want To section, click on Renew or
Request License & Decal.

dl

IFTA

Names and Addresses 1'Want To...
Federal Employer 10 53-1907509  DBA Mame JO TRUCKIMG Wigwy Accounts
Home Guatterly 0507039 Legal Name JOHN DOE Wigsw Profile
My Balance $0.00  Physical Address 2424 BRISTOL CT S\ OLYMPIS wia, agsn JRenew or Request License & Decal
Back Pending $000  Mailng Address Add Cloze Accourt
Payment Source Setup

Mavigation

PN History”  Activity Messages” Letters®

My Accounts

Periods from 14-Mar-2014
» IFTA

Period Return Status Tax Penal Interest Credits Balance Messages

Click on Renew or Request License & Decal.

| dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015
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This is the Renew IFTA License/Decals screen. Click on Next.

2. Licenzse and Decals 3. Review: and Submit

Information

Haome

Renew IFTA LicenseDecals

Back

| i i s lzethiz service to cancel or renewy your IFTA License.
MNavigation
| « ou will receive a confirmation code upon successful submission of your application. Keep this code with your recaords.

My Accounts o DO NOT mail your spplication after submitting this online application. Doing so can cause processing delays.

IFTA

» Renewr IFTA
LicensefDecals

When to Submit This Request What You'll Need

« Online renewalicancellstion application is availakble for
‘Wazhington carriers.

Cancel

dolwa.gov | Contact Us | About Uls | Survey | Mare Ahout TAP | Copyright @ 2015
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» Your decal information.

Click on Next.




In the Application for year field, click on the drop down arrow and select the year.

Log Off 1. Information 3. Review and Submit

License and Decals

Home

IFTA - License and Decal Issue / Renewal Form

- In the Application for year field,

Application for year -
Application Information Re click on the drOp down arrow and

2016 —
My Sccourts Date Received B il Se|ECt the yeal’
Renew License Pricereroecar=er TooT
IFTA :
Cancel License Cancel Date Taotal Amourt Due 0.00
»_ Renew IFTA By checking this box, | cerify that the decals will not be displayed on the vehiclels) prior to the effective date of the license. If renewing my
License/Decals Required F purchasing decalz for the nesxt calendar year, they will nat be displayved uritil December 1st of the current vear.

Cance' “ “

dolwa.gov | Contact Uls | About Us | Survey | More Abhout TAR | Copyright @ 2015
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Next to the Renew License field, only check the box if you are renewing your license. Since this is your
initial license request, do not check the box. Click in the Number of Decal Sets Needed (2 Decals Per
Set) field and enter the number of sets you need to purchase. The total amount due will be calculated for
you. Read the Certification Statement and check the box that you will comply as this is a requirement.
Click on Next.

Click in the Number of Decal Sets Needed (2
Decals Per Set) field and enter the number of sets
License and Decals you need to purchase. The total amount due will

L

Log Off 1. Infarmation g€ and Decals

Home
IFTA - License and Decal Issue / Renewal Forn| be CaICUIated for y0U-
Back
Application for year 2016 n
pplication Information que: ecals
Navigation Application Informat Request Decal
My Sccounts Date Received 14-Mar-2016 Mumber of Decal Sets Meeded (2 Decals Per Sef) 2
f Renew License Price Per Decal Set 10,00
IFTA Cancel License Cancel Date Tatal Amount Due 2000
» Renews IFTA [ By checking this box, | cerify that the decals will not be displayed on the vehicle(s) prior to the effective date of the license. If renewing my
License fDecals license and purchasing decals for the next calendar year, they will not be displayed until December 13t of the current year.

Cancel “

Read the Certification Statement and check the box that
you will comply as this is a requirement. Click on Next.

dolwa.goy | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015
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This is the summary of your application for an IFTA license and decals. Review to make sure it is
correct. If not, click on the Back button and return to the previous screen to make changes. If itis
correct, click on Submit.

dl

Log Off 1. Information 2. Licensze and Decals

Home Review and Submit

Submit Application

Back
Your application for an IFTA license andfor decals iz almost complete. Please review the information below before submitting. If any information needs
g g to be corrected, use the Previous button to go back and make the necessary changes.
Navigation
IFTA - License and Decal Issue / Renewal Form

My Accounts

Application for year 2016
IFT& Application Information Request Decals
Date Received 14-Mar-2016 Mumber of Decal Sets Needed (2 Decals Per Set) 2
» Renew IFTA . i
. Renew License Price Per Decal Set 10.00
License/Decals
Cancel License Cancel Date Total Amourit Due 2000

(] Ely checking this box | c:ertlfy that the decals will not be dlsplayed on the vehlcle(s) prlor to the effective date of the license. If renewing my
er 1=t of the current year.

This is the summary of your appllcatlon for an IFTA license =]
and decals. If you need to make changes, click the Back
button and return to the previous screen and make changes.

If it is correct, click on Submit.
dolwa.gov | Contd

T === T T

Are you sure you want to submit this request? Click on OKk.

Log Off 1. Information 2. License and Decals

Review and Submit

Home

Submit Application

Back
Your application for an IFTA license andior decals is almost complete. Please reviewy the information below before submitting. If any information needs

| a A to be corrected, use the Previous button to go back and make the necessary chanoes.
Navigation
IFTA - License and Decal Issue / Renewal Form

My Accounts

| Application for year 2016
IFT4, Application Information Request Decals
» Renew IFTA .
a Renew Licenze 1000

License/Decals Are you sure you want to submit this request?

Cancel License 2000
o]

By checking this bo: e effective date of the license. If renewing my

licenze and purchas

Cancel

mher 15t of the current year.

Click on Ok.

dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015
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This is the confirmation that your IFTA license/decal application has been submitted. It includes the
Confirmation Number and that a confirmation message has been sent to your email address. Click on
Print if you want a copy for your records. Because this was a request for an IFTA license and decals, the
decals must be paid for at the same time the application request was submitted or the license and decals
will not be issued. Click on Pay.

Log Off our request has been submitted.
“Wour confirmation number is 1-254-293-504.
Home
A, copy of this confirmation message has been sent to your email address. To ensure your emails from Vashington State Department of Licensing
are received, please set your email filter to allow messages from dol wa.goy.
Back

My Accounts

T

e This is the confirmation that your IFTA license/decal application has been

Renew IFTA, submitted. Click on Print if you want a copy for your records. Because this was a
Heense/Decals request for an IFTA license and decals, the decals must be paid for at the same time
» Request the application request was submitted or the license and decals will not be issued.

Click on the Pay button to submit an electronic payment.

dolwa.gov | Contact Us | About Us | Survey | More Abhout TAR | Copyright @ 2014
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This is the electronic payment screen. The Payment Type, Payment Date, Pay to the Order Of and
Payment Amount have been entered for you.

dl

Home

Back

My Accounts

IFTA

Fenew IFTA
License/Decals

Request

» Payment

Payment Type ReturniDecal Payment

Pleaze note: If you

ﬂ Amount intended to pay off & return or decal request that has been filed

not pay the full amount owed, youw are still liable for all outstanding debt.

JOHH DOE
IFTA 0507039

P&y T THE

Washington State Department of Licensing

Payment Date |14-Mar-2016

ORDER OF

/ 2000

pd

The Payment Type, Payment Date, Pay to the Order Of and
Payment Amount have been entered for you.

Foreign Bank

Required i

BAERCH:
Bank &ccount Type Routing Mumber Account Mumber Account Mumber Confirm
Reguived Required Reguired Requived

Save az default for IFTA 0S07039

Choose Payment Source

8 Mewy payment source

dolwa.goy | Contact Us | About Us | Survey | Mare About TAP | Copyright @ 20158

In the Bank Account Type field, click the drop down arrow and select the Account Type that you want
the payment withdrawn from.

ﬂ Amount intended to pay off & return or decal request that has been filed

dl

Home

Payment Type ReturnDecal Payment

Pleaze note: If you do not pay the full amount ovwed, you are still lisble for all outstanding debt.

Back

[

JOHH DOE

IFTA 0507039 Paymert Date 14-Mar-2016

PAY TOTHE  washington State Departmert of Licensing 20.00
My Accounts ClRDER S
1
IFTA
Renew IFTA
MAERACH December 2016

License/Decals

Bank dccourt Type ref Click the drop down arrow and select  |moer coniim
o Checking the Account Type the payment will
» Payment be withdrawn from. ault for IFT4 0507039

L Checking €—  —|

Cl Savings

8 Mew payment source

dolwa.goy | Contact Us | About Us | Survey | Mare About TAP | Copyright @ 20158
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In the Routing Number field, enter the Routing Number for your financial institution. In the Account
Number field, enter the Account Number. In the Account Number Confirm field, enter it again to
confirm the Account Number.

dl

Payment Tvpe ReturnDecal Payment n Amount intended to pay off & return or decal request that has been filed

Hame Plesse note: If you do not pay the full amourt owed, you are =till liable for all outstanding dekt.
Back JOHH DOE
IFTA 0507039 Payment Date |14-Mar-2016
| PavTOTHE  weshngenatw  ENEET the Routing Number for your financial 0.00
| My Aecounts CROER T institution. Enter the Account Number and enter
IFTA, —_| itagain in the Account Number Confirm field.
BANK OF AMERICA, M.A. (SFHE

Renew IFTA
License/Decals MAERACK December 2016

Bank Account Type Routing Mumber Account Mumber Account Mumber Confirm
Reguest Checking ﬂ 125000024 123456 123456
» Payment Fareign Bank Save as default for IFT4 0507039
Choose Payment Source

8 Mewy payment source
Csumi|

dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 20145
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Review the payment information and if everything is correct, click on Submit.

d‘L
Payment Type ReturnDecal Payment H Amount intended to pay off & return or decal request that has been filed

A
Hame Plesse note: If you do not pay the full amounrt owed, you are still liable for all outstanding dekt.

Back JOHH DOE

IFTA 0507039 Payment Date |14-Mar-2016
| Navigation
[ 20.00

| P& TOTHE  \ashington State Department of Licensing
My Accounts CIRDER O

If everything is correct, click on Submit.

IFTA
BANK OF AMERICA, M.&. (SFNB)
Renew IFTA
License/Decals MERC: December 2016
Bank Account Type Routing Mumber Account Mumber Account Mumber Confirm
Request Checking ﬂ 125000024 123456 123436
» Payment | | Foreign Bank Save as defaul for IFTA 0507039
Choose Payment Source
8 Mewy payment source ‘L

dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 20145

To authorize the Washington State Department of Licensing to debit your bank account, you are required
to enter your TAP Account Password to confirm this payment request. Your TAP password will act as
your signature. Enter your TAP Account Password and click on Ok.

dL

Payment Type |ReturniDecal Payment H Amount intended to pay off a return or decal request that has been filed

Harme Pleaze note: If you do not pay the full amount ovwed, you are still lisble for all outstanding dekbt.

Back JOHH DOE

IFTA 0507039 Payment Date | 14-Mar-2016
| Navigation
20.00

| P& TOTHE  ashington State Department of Licensing
My Accounts CEER

IFTA
BANK OF AMERICA, M.A. (SFRE)
Fenew IFTA

License/Decals BAERAC: December 2016

Request Checking
| hereby authorize the Washington State Department of Licensing to debit my bank account in the amount of $20,00,
» Payment )
You are reguired to re-enter your password to confirm this reguest. Your password will act as your signature.
Choose P; Paszword | .......... | |

LI

| olwao | contact Us | apouius | ENtET your TAP Account Password and click on Ok.
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This is the confirmation that your payment request has been submitted. If something is in error and while
the payment is still pending, you can return to the History tab of your account and Withdraw the
payment and enter a new one. Click on Print if you would like a copy for your records. Click on Ok.

Log Off Please review the payment request information below for your payment to the Washington State Department of Licensing.
“ou may wart to print & copy for your records.

Haome “our payment request confirmation number is 0-717-422-592
Back Psid For: IFT4, 0507033
L JOHN DOE
| Paid From: BANK OF AMERICA, M.&. (SFNBE)
My Accounts Payment &mount: 20,00
| Paryment Date: 14-Mar-2016
IFTA Submitted Date: 14-Mar-2016
Renew IFTA Thiz iz only the payment request. it iz your responsibilty to reviesy your bank statement to confirm that this transaction was successful.

License/Decals
OQOPS? If you want to make a change, it iz not too late. While 3 payment is still pending, you can return to the History tab of your account to
wyithdraney the payment, and make a new one.

» Request

o ot Lioeneing OOPS! While the payment is still pending, you can
PO Box 8223 return to the History tab of your account to

Olympia, A, 98507-9228

asase4 1350 or FTeremuesszd. VVithdraw the payment and make a new one.

A copy of this confirmation message has been serf {0 your emal address. 1o ensure your emails Trom vashington & Department of Licenzing
are received, please et your email fitter to allow messages from dol wa.goy.

| B

Click on Print if you would like a copy for your records. Click on OKk.
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You are returned to your IFTA account home screen. Click on the History tab to review any requests that

have been submitted and are still pending.

Log Off IFTA Hames And Addresses | Want To...
Fedsral Employsr ID 53-1907509 DB Name JO TRUCKING Wigny ACCOLNts
Home Quarterly 0507039 Legal Name JOHM DOE Wigw Profile
My Balance $0.00  Physical Address 2424 BRISTOL CT SW OLYMPIS Wi 9550 Renew or Request License & Decal
Back Pending $0.00  Maiing Address  Add Cloze Accourt
Payment Source Setup
Mavigation "
LT E History”  Activity Messages® Letters”

| My Accounts All Periods

Periods from 14-Mar-2014
» IFTA

Change Date

Period Return Status \ Tax Penalty Interest Credits Balance Messages

Click on the History tab to review any requests
that have been submitted and are still pending.

| dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015
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There are two requests that have been submitted and are still pending. The first request was for the IFTA

decal renewal application. The second request was for the payment of the decals. Click on the
Confirmation # for the Return Decal Payment Pending.

dl

e IFTA Names And Addresses | Want To...
Federal Employer 10 53-1907509 DBEA Mame O TRUCKING Wigwy Accounts
Home Guarterly 0507039 Legal Mame JOHN DOE Wiew Profile
hdy Balance $0.00  Physical Address 2424 BRISTOL CT S OLYMPIS s, 9850 Renew of Recuest License & Decal
Back Pending $0.00  Mailng Address Add Close Account

Payment Source Setup

oo

My Accounts
1

Periods [LGU0al Activity Messages?  Letters”
All Reguests

Requests waiting to be processed
» IFTA

Confirmation # Submittecd Account o Account Type Period Title Status

0-717-422-592  14-Mar-2016 0507039 IF T4, 31-Dec-2016  Return/Decal Payment f Pending
/1_254-293-504 14-Mar-2016 0507039 IFVm.Dec-zms IFT& renewal applicatio Pending
2 Rows

Click on the Confirmation # for the Return Decal Payment Pending.

Logon

dolwa.gov | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015
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If you wanted to Withdraw this payment, click on Withdraw. You would then be able to create a new
payment. In the Menu Pane click on Home.

Menu

Home

Back

Click on Home.

W BACCOLNTS

IFTA

» Payment

Payment
Status : Pending 14-Mar-2016 22:57:33
Logon o johndoe johndoe
Federal Emplavyer D © 53-1907509
Mame o JOHN DOE i i
Fia © os0703s If you wanted to Withdraw this payment
Period o 31-Dec-2016 H H
request you would click on Withdraw.

Amount o F-2000

Payment Type ReturniDecal Payment Amount intended to pay off a return or decal request that has been filed

Pleaze note: If you do not pay the full amount ovwed, you are still lisble for all outstanding debt.

JOHH DOE
IFTA 0507039

P& TOTHE  wyashington State Department of Licensing

Payment Date 14-Mar-2016

20,00

ORDER OF

BANK OF AMERICA, N.A. (SFNBE)
MAERACK: December 2016

Bank &Account Type Routing Mumber
Checking 125000024

Foreign Bank

dolwa.goy | Contact Us | About Us | Survey | Mare About TAP | Copyright @ 2015
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You are returned to the home screen for your accounts.

Log Off JOHN DOE

Names And Addresses I Want To...
Federal Emplover I0 5£3-1907509  Legal Mame JOHM DOE Wiewy Profile
Haome iy Balance F0.00  DBA Mame JO TRUCKING Make a Payment
Physical Address 2424 BRISTOL CT S OLYMPIA wia 9850 Reduest Good Standing Letter
Back Mailing Address  Add Register & Mew Account

| Navigation PN ESN History® Messages®  Letters”

» My Accounts

My Accounts Hidle History
Accournt Id Account Type MWame Freqguency Balance
0507038 IFT& JOHM DOE Guarterly 2424 BRISTOL CT Sy OLYMPIL .00
0507035-0301 Prorate JOHM DOE Prorate Fisc 2424 BRISTOL CT Sv OLYMPIL .00

2 Rowes

You are returned to the home screen for your accounts.

| dolwa.goyv | Contact Us | About Us | Survey | More About TAP | Copyright @ 2015

This completes the how to file an IFTA License/Decal Application and Process the Payment tutorial.
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