L WASHINGTON STATE DEPARTMENT OF
d‘ LICENSING

How to Add Additional Users to an Account in TAP
(Master Access Type Users Only)

Welcome to the Washington State Department of Licensing Prorate and Fuel Tax Services Taxpayer
Access Point (TAP). The account information contained in this document is completely fictitious and is
intended for instructional purposes only.

Please disable the pop-up blocker settings on your computer to allow pop-ups from the TAP website.

These instructions are for customers who would like to add an additional user to their
existing TAP Account(s), as well as granting access to their primary accounts and/or
Third Party accounts.

Depending on which browser has been set as the default, screen images may appear slightly different than
those included in these instructions.

Adding an Additional User Process
Only the person set up with the Master Access Type on the account is able to add additional users.

When the request to add an additional user has been submitted, the additional user will not be visible until
the request has been processed overnight. Once processed, the new user will receive an email with an
authentication code allowing them to log into TAP.

Documents/Information needed
v Logon information for the additional user to include Username and Temporary Password.
v" Contact information for the new user (User’s Name, Email, and Contact Phone).
v" Authentication contact information for the additional user (User’s Email, or Cell Phone and
Service Provider).

Important: Each user should have their own individual user account. Usernames and passwords
should not be shared.
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Instructions to add additional users to your account
Log into Taxpayer Access Point (TAP).

Note: For more Instructions on how to log into your TAP account, see How to log into TAP.
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ome Register 3 Mew Account
Back
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0075001-RS01 Unlicensad Refund | FT SAMPLE Rfn Monthly 123 SAMPLE ST OLYMPLA W 0.00 Active
# My Accounts 0075001-FD Fuel Distributor FT SAMPLE Monthly 123 SAMPLE 5T OLYMPIA W2 0.00 Active
0075001-RAD1 Unlicensad Refund . FT SAMPLE Rfn Monthly 123 SAMPLE ST OLYMPLA W 0.00 Active
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0073001-FTO1 Fuel Terminal FT SAMPLE Monthly 123 SAMPLE 5T OLYMPIA W2 0.00 Active
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Under I Want To..., click on View Profile.
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Click on Add an Additional Username.
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2. Omline Profile Information 3. Access to My Accounts 4 Aceess to Other Accounts 5. Online Profile Swmmary

Information

Home

Add an Additional Username

Back Use this process to add additional users and grant them access to My Azcounts and'or Third Party Accounts.

View Support ID

Profile

» Add an Additional When to Submit This Request

Username

= When adding additional users whom you want to grant accsss to = “fou will need to provide the Legon Information for the additional

My Accounts andlor Third Party Accounits. user bo include Username and Temporary Passwond.
TAP HEIP “fou will nead to provide the contact information for the new user
to include the Additional User's Name, Email, Contact Phone

and optional Altermate Fhone.

TAP How-To Videos
= Yiou will ne=d to provide the Authentication Contact information
for the additional user. That can be their Email slang with Mobile
TAP Fraquantly Asked Carrier and Moile Phone or it could be just their Mobile Camier
and Mobile Phone or just their Email.

o
== I

dol.wa.gov | Contact Us | About Us | Survey | More About TAP | Copynight & 2015

Note: Read What You'll Need for specific information needed in order to set up an additional user.

Click Next.
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1. Information 2. Online Profile Information 3. Agcess to My Accounts 4. Apcess to Other Accounts 5. Online Profile Swmmary

Online Profile Information

Home
Logon information Additional user’'s contact information
Back
- Uzzmams sample Additional User's Name  |jane dos
View Suppart ID Password @ Emal janedoe(@test wa gov

Confirm Password Confirm Email janedos@est wa.gov
Navigation Secret Question n )  ContactFhaone (350) 111-4£35

My Accounts Seoret Answer Akemnate Phone
Authentication contact information
Profile
Cnly one method of being contacted needs to be selected and completed. That can be Email or Phone or Phone/Email.
» Add an Additional Email (7]
Username

Authentication Email Required /
Reg 'Ed'
TAP Help =
== N N

TAP How-To Videos

TAP Fraquently Asked

Questions

dol.wa.gov | Contact Us | About Us | Survey | More About TAP | Copyright & 2015

Enter the following Logon Information:
e Create a Username for the Additional User being added,
e Create a Temporary Password and reenter to Confirm Password,
e Leave Secret Question and Secret Answer blank. The new user will enter this when they log in.

Note: Each person should have their own login with unique username and password. Your password and
secret answer are not known by our staff.

Enter the the following, Additional User’s Contact Information:
e Name of the additional user,
o Email address for additional user, and Confirm Email,
e Contact Phone number for additional user.
For your Additional User’s Authentication contact information:
e Select Email, Text, or Text/Email, and enter required information. This authentication
information will be used to receive their authentication code necessary each time when logging

into TAP.

Click Next.
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Back

View Support ID

Navigation

My Accounts
Profile

= Add an Additional
Username

TAP Help

TAP How-To Videos

TAP Frequently Asked

Questions

1. Information

2. Online Profile Information

Access to My Accounts

rant Logon Access to My Accounts

3. Access to My Accounts 4. Apcess to Other Accounts 5. Online
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Profile Summarny

Filter

Arcount
007ED01
007TEDO1-1201
007TE001-FA
007E001-FE
007TED01-FC
007E001-FD
007E001-FT0
0073001-RADT
0073001-RMO1
007E001-RE01

= | Aceount Type Mams

IFTA FT SAMFLE
IRP Flest FT SAMFLE
Aireraft Fuel Distribi FT SAMPLE
Fusl Blender FT SAMFPLE
Fusl Carrier FT SAMFLE
Fuel Distributor FT SAMPLE
Fusl Terminal FT SAMPLE

Unlicensed Refund | FT SAMPLE
Unlicensed Refund  FT SAMPLE
Unlicensed Refund | FT SAMPLE

dol.wa.gov | Contact Us | About Us | Survey | More About TAP | Copynight € 2015

Address

123 SAMPLE ST OLYMF1A V4 93501
123 SAMPLE 5T OLYMP1A V4 93501
123 SAMPLE 5T OLYMPIA V4 93501
123 SAMPLE 5T OLYMP1A V4 93501
123 SAMPLE 5T OLYMP1A V4 93501
123 SAMPLE 5T OLYMPIA V4 93501
123 SAMPLE 5T OLYMP1A V4 93501
123 SAMPLE 5T OLYMP1A V4 93501
123 SAMPLE 5T OLYMPIA V4 93501
123 SAMPLE 5T OLYMP1A V4 93501

= =]

Note: If you have primary accounts, they would be listed here for you to give an additional user access to

them.

Select the accounts you would like the new user to have access to or click Next, if you have no accounts

listed here.
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Access to Other Accounts

Home

\ Grant Logon Access to Other Accounts | Have Access To
Back Select | Accownt Account Typs MName Addresz /
View S ort 1D
— [ e B BN
Navigation
My Accounts
Profile

» Add an Additional
Username

TAP Help

TAP Howi-To Videaos

TAP Frequently Asked

Questions

dol.wsa.gov | Contact Us | About Us | Survey | More About TAP | Copyright & 2015

Note: If you have third party accounts, they would be listed here for you to give an additional user access
to them (not common).

Select the accounts you would like the new user to have access to or click Next, if you have no accounts
listed here.

Note: The next screen which is not shown, is the Online Profile Summary Screen. Everything you
entered when setting up an additional user will be displayed here for your review. If corrections are
needed, use the numbered tabs at the top of the screen in blue or use the Back button.

If no corrections are needed, click Submit.

Are you sure you want to submit this request?

Gz ||

| Fquined
I

You are required to enter your TAP Password and Click Ok, to complete your request.
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Your request has been submitt=d.

“Your confirmation number is 1-326-881-335.

Home If you submit a Return after §:30pm PST, it may not post 1o your acoownt until the following day.
Back If you make 3 Payment afier 5:30pm PET, it may not post to your aceownt untl the following day.

A copy of this confirmation mes=age has been sant to your @mail address. To ensure your emailz from Washington State Deparmment of Licensing are
recenved, please st your email fiter to allow messages from dolwa.gou.

Tell us how we're doing

View Support ID

My Accounts

Profile

Add an Additional
Username

= Reguest
TAP Help
TAP Hows-Ta Videas

TAP Frequently Asked
Questions Us | Survey | More About TAF | Copyright © 2015

An email confirming your request to Add an Additional Username will be sent to you. The additional user
will not be visible to you until the request has been processed overnight.

After the request has been processed, the new user will receive an email with an Authentication Code and
hyperlink to log in for the first time.

(52 Reply €2 Reply Al £ Forward G5 IM
Fri 3/30/2018 11:24 AM

Do Not Reply <DoNotReply@dol.wa.gov>

Testing: WLT New Username Request Complete
To W

Your request for a new username has been processed.
Your authentication code 1s 84dzps.
Click here to log in «—

The new user should click on Click here to log in hyperlink.
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IFTA ! Prorate (IRP) / Fuel Tax / Unlicensed Refund
Application

If you already have an active Prorate and Fuel Tax account with the Washington
State Department of Licensing, click the “Create a new usemame” button.

Create a new usemame

If you do not have an active IFTA, Prorate (IRP), Fuel Tax, or Unlicensed Refund
account with the Washington State Department of Licensing, click the "Setup a
new online IFTA, Prorate (IRP), Fuel Tax and/er Unlicensed Refund Account™
button.

Set up a new online IFTA, Prorate (IRP), Fuel Tax, and/or
Unlicensed Refund Account

If you are trying to pay a Dyed Diesel Viclation or an Unlicensed Fuel Tax
Violation click the "Pay an assessment” button.

Pay an assessment

Check the status of your application

dol.wa.gov | Contact Us | About Us | Survey | More About TAP | Copyright ® 2015

Already registered?

Usemame

|sample |

Paszsword

[E‘E'Qu.l}ed e |
Authentication Code

| 244zps |

| forgot my username
| forgot my password
Find more information on TAP

Tell us how we're doing

When your new user clicks the hyperlink, they will be directed to our Taxpayer Access Point site. Their
Username and Authentication Code will autofill. For Password, they will enter their temporary password

you assigned them, and click Login.
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rofile Information Requi
Home \Web Logon  sample Country |LISA n Type n
Web Mame | Jane Doe Phone 1
Back
Email i@dol.wa.gov Country |54 n Typs n
View Support ID Seoret Question Phaone 2
. . Mew Question Ilc.'s;u..'es n /
Navigation Requirad |
Anzwer
Logon Confinm
= Profile Authentication Contact
Send Authentication Text Email |' @dolwa.gov
TAP Help 2
») Send Authentication Emai
TAP How-To Videos Send Text or Email
TAP Frequently Asked m

Questions

dod.wa.gow | Contact Us | About Us | Survey | More About TAP | Copyright © 2015

The Profile Information Required screen will appear for them to select their own secret question from
the New Question drop down menu. They will answer, confirm the answer, and click Save. The new user
has completed their process and can now use their TAP account.

This concludes our instructions. Thank you.

If you need further assistance, please contact our office:

e IFTA, Prorate, or Dyed Diesel, please call our Motor Carrier Services Office at 360-664-1858 or
email motorcarrierservices@dol.wa.gov.

o Fuel Tax Accounts, please call 360-664-1852 or email Fuel Tax@dol.wa.gov.

e Unlicensed Refund Accounts, please call 360-664-1838 or email
UnlicensedRefunds@dol.wa.gov.

TAP-Add another user to an account Page 10 of 10


mailto:motorcarrierservices@dol.wa.gov
mailto:FuelTax@dol.wa.gov
mailto:UnlicensedRefunds@dol.wa.gov

